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Introduction

All business data is stored in a database in order to be used to manipulate that data, answer questions,

perform analysis and solve business problems. However, retrieving particular information from the

database can be difficult and time-consuming.

With PeopleSoft Query, you can easily create queries to access data in the PeopleSoft database. The

queries can be simple or complex based on your requirement. In addition, they can be one-time or can

be used repeatedly.

The following are some examples of how you can use PeopleSoft Queries

> Preview queries within Query Manager and Query Viewer, displaying the results in a grid for

review

> Run queries from Query Manager or Query Viewer as a separate process, and view the results in

a separate browser window

> Schedule queries so that they run at predefined times or on recurring schedules

> Download & format query results in Excel

> Or, download results in CSV format and import into Access to create advanced reports

Navigation of Queries

Access to PeopleSoft Financials reporting environment can be achieved by going to the OASIS website

and clicking on “PeopleSoft Access”. You may also access it using this URL “http://oasisfsrpt.oasis.lcl”.

User rights and permissions in the reporting environment are the same as the production environment.

FAQ | CONTACT US | SITEMAP | HELP

Home = PS Access

PeopleSoft Access

The OASIS Team has developed improved access procedures for both
Financials and HRMS.

Finandials

2.8 Financials Production

. . Access to PeopleSoft Financials 8.8 Production Environment
Financials Info

2.8 Financials Reporting/Query Envircnment

Access to PeopleSoft Financials 8.8 REFORTING environment

o Your login and password for the Reporting environment will be a copy
PS Training Info legin and passwerd in 8.8 Preduction from the day pricr.

Dazel/Query/Report

BASE (Budget System)

BASE Production
Access to the PeopleSoft BASE System

HRMS

HRMS 9.0
Access to PeopleSoft HRMS 5.0

Cache Clearing
Instructions

Data Warehouse
Password Rules -
Authorized Users

Yyour 0nh[
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ORACLE
PEOPLESOFT ENTERPRISE

User ID: [E207332 Se'eFta Language:

English Espafiol
Password: || Dansk Deutsch
Erancais Francais du Canada
Sign In Italiano Magyar
Mederlands Morsk
Polski Portugués
Suomi Svenska
Cestina BFE
Et= Py Crui
na ik aape
EHRIL ot

ORACLE’

39-FPD8 Home | Worklist | Add to Favorites | Sign out
FPersonalize Content | Lavout Help
Menu =~ ¥
Search:

| ©]

[ My Favarites

[» Supplier Contracts

[> Customers

[» Order Management
[> Items

[ Cost Accounting

[ Vendors

[> Purchasing

[+ Inventory

[» eProcurement

[ Services Procurement
[» Project Costing

[> Billing

[ Accounts Receivable
[» Accounts Payable

[» Asset Management
[» Commitment Contral
[» General Ledger

[» Allocations

[» Set Up Financials/Supply Chain
[ Warklist

[ Reporting Tools
- PeopleTools

— Chande Wy Pap n, create, and manage queries and nivisian
— Ly Personalizdr gnorts,

— My System Promer T

Main Menu =

E Reporting Tools

Run, create, and manage queries and n\Vizion reports.

c

Report Manager @ Query =)
Review report list. s aiecmalatuiang vizual reprezentations of your PS 'b'
database. =1

t

=] Query Viewer 2

0= Schedule Query -

B Query Copy £

o

()]

=]

Q.

©

i =

o

Riverside County Auditor-Controller's Office 5




PeopleSoft Query Training March 16, 2011

Query Manager
Query Manager is used to retrieve information from various databases for reporting on any type of
business need your department requires.

Query Manager enables you to:
> Create a new query

> View, change or download an existing query

» Search for a query

> Run a query and display results in a new browser window
2 Print a query

> Schedule a query

Query Viewer

Query Viewer is the primary place to run and view queries. Upon searching for a query, you can choose
to run the query immediately and view the results in a new browser window or to schedule it to be run
at a later time (or predefined schedule).

Queries Viewer enables you to:
> Search for a query

7 Preview a query in the active browser window

> Run a query and display results in a new browser window
2 Print a query

> Schedule a query

The only difference between Query Manager and Query Viewer is that in Query Manger you can create
a query. We will look at Query Manager in detail later when we create our query.

Customize | Find | View 100 | Hi First [ 130 of 200 I Last

i Runto Runto Add to
Query Name Description Owner Folder HTML  Excel Schedule Favorites
ACC_01_GL_DETAIL_AR Trial Balance Detail-ACO Private ACO HTML Excel Schedule Favorite
ACO_01_GL_DETAIL_AR_91608 Trial Balance Detail-4C0 Frivate ACO HTML Excel =chedule Favorite

When you open Query Viewer all available queries are displayed. The following information is displayed
for each query:

> Query Name — The database name of the query
» Query Description — The description of the query entered upon creation
2 Query Owner:

+ Private — Only the logged on User ID can modify or delete this query

+ Public — Any user can modify this query
> Runto HTML — The query will be executed and the results will display in a new browser window
> Run to Excel — The query will be executed and the results will display in a new Excel Spreadsheet
» Schedule — Schedule the query to run at a later time

# Favorites — Allows you to save a query to the Favorites menu

Riverside County Auditor-Controller's Office
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Query Components

E207339-FPD8 Home

Workliet | _Add to Favorites | _Sign out

Mew Window | Help | Customize Page | [

[ Records ' Query | Expressions | Prompts Y Fields j  Criteria ) Having Y View SQL

A

Query Name: LA _QUERY_TRAINING Description: Expenditure Query for MAM Trai

Find an Existing Record

*Search By: |Record Name x| veginswith |

Search | Advanced Search

Records Tab

When searching for Records you can perform a Basic Search or an Advanced Search. If you know the

name of the record, or even a partial name, enter it in the Search By: field and click Search. You can
also leave the field blank and click search. It will display up to 300 records in pages of 20 at a time.

When creating a query, for general information about general ledgers you want a LEDGER record. When

the Available Records are displayed, you will get the following information for each Record.

% Recname — This is the database record name — the Record description

4 Add Record — Click this hyperlink to select the record for this query

4 Show Fields — Click on the icon to display all fields associated with the record. This is to determine if

the record is the correct one required for the query.

Records { Query ' Expressions | Prompts

Fields ' Criteria

Y Having } ViewsaL

Query Name: PS_QUERY_TRAINING_W251

Find an Existing Record

Description: PS Query Training W13

Record Name: |beginswith v| | |
Description: |begins with v | |
Uses Field Hame: |beginswith v| | |
AccessGmupName:|beginswith v| | | Q

Advanced
Search

When using the IN or BETWEEN operatars, enter comma separated values without quotes. i.e. JOBEMPLOYEE JRML_LN.

Advance Search options are available in the Query Search to narrow the search. You can now enter a
name and search by Record Name, Description, and Uses Field Name. Two most commonly used Search

Types:

4 Begins with: The text entered in the “Search For” text box must be the beginning text of the Search

In criteria displayed in the search results.

4 Contains: The text entered in the “Search For” text box must be in the description of the query to

be displayed in the search results.

If you leave the field blank and click search, it will display up to 300 records in pages of 20 at a time.

Riverside County Auditor-Controller's Office
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Query Tab
Once a record has been selected, the Query tab will be the active page listing the fields associated with
the selected record. For each Chosen Record you will see:

&

&
&

Folder Icon: Hide or Unhide the list of fields associated with the selected record. This is useful when
you are using more than one record for the query and only need to view the fields associated to one
record at a time

Alias: The database record name —the record description. For example, Department is the Alias for
DeptID

Record: The record name in the database and the description of the record

Hierarchy Join: This hyperlink allows you to join a child record to its parent

Minus Button: Used to delete a hierarchy join

Once you unhide the list of fields for each record, you will find the following information:

[ Records §° Query Y Expressions | Prompts | Fields | Criteia _} Having ) ViewSQL ||
Query Name: PS_QUERY_TRAINING_W1S1 Description: PS Query Training W1S1
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add 3¢

additional records by clicking the records tab. When finished click the fields tab.
Alias Record
(2 A PO_HDR -Purchase Order Header Hierarchy Join =
CheckAll | UncheckAll |

First ) 150 or 75 I Last

6= BUSINESS_UNIT - Business Unit %
B+ PO_ID - PO Number %
O CHNG_ORD_BATCH - Change Order Number %
O PO_TYPE - PO Type %
PO_STATUS - PO Status “
O HOLD_STATUS - Hold From Further Processing "a
O RECV_STATUS - Receipt Status %
0O DISP_ACTION - Allow Dispatch When Appr %
O DISP_METHOD - Dispatch Method %
= ALLAMAE ATATIIO AR Aot (s <@

Figure: Query Tab - Record Selection

Expressions Tab

This tab is mostly used in advanced query design. It allows the addition of fields with simple to advanced
calculations and logical inspections. Expressions are very useful feature in query design. When used
properly, they can reduce additional data manipulations of downloads in other external tools. Advanced
functions can be built into an expression will require another document beyond the scope of this
document. This tab is discussed further in the advanced query section.

Riverside County Auditor-Controller's Office
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Prompts Tab

Prompts are simply a method that allows specific values to be entered during query run-time. Prompt
values can ad-hoc or associated to an existing control table that allows an end user to pick a specific
value from a list of values in the table. This tab is discussed further in the advanced query section.

Heading Text - Used for presentation during run time and provides information to the end user. In some
cases the default values are not clear and will require query designer to edit this field and make it
relevant.

Type — This value defaults to Character but it should be changed if the expected value is not text.

Edit Type — This is an optional setup field. Using the default value will work depending on field data
values. Use prompt tables in this field to ensure that users will only enter the correct

Edit Prompt Properties

Field Hame: *Heading Type:

Q. QE_LAST_MAME RFT Short v
*Type: Heading Text:

Charactar v | Last
*Format: *Unigue Prompt Name:

Upper v| BIND1

Length: a0

Decimals:
*Edit Type: Prompt Table:

Prompt Tahle v/ Q,  APPR_INST_SRCH
Ok | Cancel |

Fields Tab

The tab shows all output fields that have been selected from the Query tab as well as from the
expression tab. It allows users to delete an output field, change field heading, apply an aggregate, or
change the translate value.

{ Records | Query Y Expressions | Prompts |~ Fields Y Criteria Y Having | ViewSaL

Query Hame: PS_QUERY_TRAINING_W1S1 Description: PS Query Training W151

View field properties, or use field as criteria in query statement. Reorder / Sort

Customize | Find [ View All | 88 First ] 15.0r5 ] Last

Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete
1 ABUSINESS_UNIT - Business Unit Chars Business Unit °?+ Edit El
2 APO_ID - PO Mumber Char10 PONumber F Edit | [=]
3 APO_STATUS - PO Status Char2 35 POStatus P Edit | [=]
4 APO_DT - Purchase Order Date Date FODate T Edit | [=]
5 AVEMDOR_ID - Vendor ID Char10 VendorlD P Edit | [=]

Riverside County Auditor-Controller's Office
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Criteria Tab

In this tab, we can define our query to retrieve specific records instead of all records in a table or tables.
Criteria design is critical to ensure query efficiency and effectiveness. This tab is discussed further in the
advanced query section.

Edit Criteria Properties

Choose Expression 1 Type

@) Field Choose Record and Field

) Expression Record Alias.Fieldname:

Q, ACUSTOMER_ID - Custamer

*Condition Type: | in tree w

Choose Expression 2 Type

) Tree Option
*) Tree Prompt Option

Ok | Cancel |

Having Tab
This tab is the same as the criteria tab except it is used for fields that have an aggregate attribute. This
tab is discussed further in the advanced query section.

Edit Having Criteria Properties

{* Field

i Record Alias.Fieldname:
) Expression

*Condition Type: | equal to W

Expression 2
) Field

) Expression
() Constant
) Prompt

© Subquery

Ok | Cancel |

Riverside County Auditor-Controller's Office
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View SQL Tab

All design efforts are written and stored in a SQL language format and can be viewed by clicking on the
View SQL tab. If you are familiar with the SQL programming language you can confirm you work by going
to this tab.

[ Records | Query Y Ewpressions | Prompts Y Fields ) Criteria Y  Having " View SaL

Query Name: P5_QUERY_TRAINING_W751 Description: PS Query Training W15

Query SQL:
SELECT ABUSINESS_UNIT, CDESCR, AFO_ID, APO_STATUS, TO_CHARAPO_DT YYYY-MM-DDO'), AVENDOR_ID, D MNAME1, SUM{
B.MERCHANDISE_AMT), SUM{ B SALETX_AMT), SUM{ B USETAX_AMT), SUM{ B FREIGHT_AMT), SUM{ B.MISC_AMT), SUM{
B.MERCHANDISE_AMT)+ SUM{ B.SALETX_AMT)+ SUM( B.USETAX_AMT)+ SUNM{ B.FREIGHT _AMT)+ SUM{ B.MISC_AMT), TO_CHAR
(SYSDATE YYYY-MM-DD"),C.BUSINESS_UNIT,D.SETID D VENDOR_ID
FROM (PS_FO_HDR ALEFT QUTER JOIN PS_PO_LINE_DISTRIB B ON ABUSINESS_UNIT = B.BUSINESS_UNIT AND APO_ID =
B.PO_ID ), PS_BUS_UNIT_TBL_F3 C PS_VEMDOR D, PS_SP_SETID_RVREWVW D1
WHERE D.SETID = D1.3ETID
AMD D1 ROWSECCLASS ='RIVEECOY
AMND { ABUSINESS_UNIT=:3
AMD AFPO_DT BETWEEN TO_DATE(A,YYYY-MM-DD") AND TO_DATE 2, YYYY-MM-DD)
AMD APO_STATUSIN (C''D7)
AMD ABUSINESS_UNIT = C.BUSINESS_UNIT
AMD AVENDOR_SETID = D.SETID
AMD DVENDOR_ID = AVENDOR_ID )
GROUP BY ABUSINESS_UNIT, C.OESCR, APO_ID, APO_STATUS, TO_CHAR(APO_DT, YWYY-MM-DD), AVENDOR_ID,
D.MAMET, C.BUSINESS_UNIT, D.SETID,D VENDOR_ID
HAVING SUM({ B MERCHANDISE_AMT )+ SUM[ B.SALETX_AMT)+ SUM( B.USETAX_AMT)+ SUMN( B.FREIGHT_AMT }+ SUM( B.MISC_AMT)
=1000

B Save) Save As Mew Query Freferences Froperies Mew Union 1 Return to Search

Riverside County Auditor-Controller's Office
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Creating Basic Query Process
The following steps are the basics for creating a simple query. However, it is unlikely that these steps
will yield effective results unless the goal is a list of data without any exceptions.

Select records.

Add fields to query content.

View fields selected for output.

Change the column order for multiple fields.
Change the sort order for multiple fields.
Edit field properties.

View and edit query properties.

View underlying SQL code.

N R RN E

Running Query
Using Query Viewer, you can run any query that is Public. The following steps, extracted from
PeopleSoft PeopleBooks, demonstrate how to accomplish this task.

4 Search for a query using the basic or advanced search functions.

Both search types allow you to select the following search by criteria: access group name, description,
folder name, owner, query name, type, uses field name, and uses record name. The basic search enables
you to search using only the “begins withé condition. The advanced search enables you to perform a
progressively narrower search by using one or more search by criteria and selecting from a choice of
conditions for each search by criterion.

4 Run a query (which displays results in a new browser window).
To run a query, click the HTML or Excel button to the right of the query on the Search Results page.
4 Download the results to a Microsoft Excel spreadsheet or a CSV Text file.

To download the results, first click the HTML link associated with the query on the Search Results page.
Then, to download the results to a CSV text file, click the CSV Text File link on the HTML results of the
query. To download the results to a Microsoft Excel file, click the Excel Spreadsheet link on the HTML
results page.

Riverside County Auditor-Controller's Office
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Advance Query Building Components

By now, you have learned the basics about query navigation, creation, and execution. So let us dive into
advanced queries and learn how we can build a query that provide us with answers to questions we may
have, provide a solution to a problem, or just simply let us know how we are doing in a specific area.

Writing a query is born out of the need to answer a business question quickly and accurately. These
business questions can be simple to complex in nature. Basic queries usually provide extensive results
that will require additional analysis using a spreadsheet tool such as Excel. However, in PeopleSoft
Query Manager, users can increase the efficiency and effectiveness of their query by using additional
components that will limit query results to only relevant data.

Remember, the goal in query design is to answer a business question or solve a business problem. In
many cases, writing a query that answers a business question without the need of additional tools is
best approach. However, this is not always the case, and a query designer should always concentrate on
retrieving the relevant data during run time that helps reduce analysis time when using other external
tools.

The following are advanced query components that if used properly, will provide query users best
results.

> Criteria

7 Table (Records) Joins
> Aggregate Function
2 Run Time Prompts

> Expressions

> Multiple Table Joins
2 Having Criteria

2 @roup Criteria

Walkthrough Scenarios
Each walkthrough will have a scenario that will aid readers in the understanding of each required
component to demonstrate advanced query design.

Riverside County Auditor-Controller's Office
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Criteria

How does criteria aid in the design of a query? View criteria as a filter that can be integrated in a query

design to discard the data you do not need or to only retrieve the data you are seeking. Let us take a
look at how we can add criteria, the criteria screen, and criteria parts.

Criteria Screen
The criteria screen is divided into three main parts. These parts are Expression 1, Condition Type, and
Expression 2. This screen simply allows us to write the following statement as one complete criterion:

0(Expression 1)b(Condition Type)b(Expression 2)&

Expression 1 Condition Type (Operator) Expression 2
Include Values ------------------- Exclude Values
Field Between Not Between Field

Expression Equal To Not Equal To Expression

Exists Does Not Exists Constant
Greater Than Not greater Than Prompt
In List Or Not In List Subquery
In Tree Not In Tree
Is Null Is Not Null
Less Than Not Less Than
Like Not Like

Each part must have an option selected. In the first expression “Expression 1” a table field can be

selected with any condition type to compare it with “Expression 2”. Condition types are divided into two
main columns, include and exclude. The first column is used to include values, and the second column is

used to exclude values from the defined expressions.

Expression 1 Items:
e Field — any table field can be selected from the selected tables within a query

e Expression — functions that can be written in the expression screen to formulate values based on

calculations or data manipulations.

Condition Types (Operators):

For detailed explanation on each condition type please refer to the “Criteria Condition Types” table in

appendices.

Expression 2 Items:
e Field — any table field can be selected from the selected tables within a query

e Expression — functions that can be written in the expression screen to formulate values based on

calculations or data manipulations.
e Constant—avalue that is entered directly in space provided
e Prompt — allows an interactive query where end users can enter values based on their needs
e Subquery — allows the filtering of a queried records from a nested statement

Riverside County Auditor-Controller's Office
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Walkthrough 1 7 Criteria
In this scenario, we want to find purchase orders that were created December 2010 for a department

and include these fields in the results, Business Unit, Purchase Order Number, PO Date, PO Status, and
Vendor ID.

Walkthrough 1 7 StepzbyzStep Instructions

1.

L BNk WN

Y
= O

=
N

13.
14.

15.
16.
17.

18.
19.

20.

21.
22.

23.
24.

25.

26.
27.

Sign-In to the PeopleSoft Reporting Environment

Click on Reporting Tools, Query, and Query Manager

Click on “Create New Query”

Type in the record name field “PO_HDR”

Click “Search” or press “Enter”

From the list of results, click on the corresponding “Add Record” for “Purchase Order Header”
The previous action will take you to the “Query” tab.

Select BUSINESS_UNIT, PO_ID, PO_DT, PO_STATUS, and VENDOR_ID.

Click on the [@s==} putton

. Name the query “PS_QUERY_TRAINING_W1S1”
. Click on the “Fields” tab

. For each field, click on the corresponding £} button and change “Heading” to “RFT Long”. For

the status field, change the “Translate Value” to “Short” as well.

Add criteria for “Business Unit” by clicking on the corresponding icon k-

In the “Edit Criteria Properties” screen, select “Equal To” for condition type and enter your
business unit acronym.

Add criteria for “PO Date”

In the “Edit Criteria Properties” screen, select “Between” for condition type.

In “Expression 2” section, enter or select from the calendar 12/01/2010 for “Date” and
12/31/2010 for “Date2”.

Save your query.

Run your query by opening a new window, type the name of the query in the search field and
click on search. Click on “HTML” which will run the query in the browser. Note the number of
records generated. Close the results screen.

In the query manager, in the “Fields” tab of your query, add criteria for “PO Status”. In the “Edit
Criteria Properties” screen, select “Equal To” for condition type. In “Expression 2” section, click
the “4 icon. From the list of constants, select “Dispatched”.

Repeat steps 18 through 19.

In the query manager, click on the “Criteria” tab.

Click on the corresponding ! button for PO Status.

Change the condition type to “In List”.

In “Expression 2" section, click the <L icon. Add “Dispatched” and “Complete” values by
Clicking on the ~22= } pytton.

Click “OK” twice.

Repeat steps 18 through 19.

Riverside County Auditor-Controller's Office
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28. By comparing all three results, you will notice how much criteria can control the outcome of
your query. It is critical that you plan query criteria ahead to ensure the results that best
answers an inquiry.

29. In the query manager, click on the “Criteria” tab.

30. Click on the corresponding = button for PO Date.

31. Change the condition type to “Greater Than”.

32. In “Expression 2” section, select a date that will yield purchase orders dated as of 12/1/2010.
This date would be 11/30/2010.

33. If we leave this criteria as is, we will get all purchase orders dated 12/01/2010 to the present
that meet all other set criteria in this query. To correct this, we will add another criterion to the
“PO Date”.

34. In the “Criteria” tab, click on the decrena | pytton,

35. In the “Edit Criteria Properties” screen, “Expression 1”, click the L icon

36. In the “Select a field” screen, find and click on the PO_DT.

37. Change the condition type to “Less Than”.

38. In “Expression 2” section, select a date that will yield purchase orders dated no later than
12/31/2010. This date would be 01/01/2011.

39. Click “OK”

40. Repeat steps 18 through 19.

41. The last results of your query should equal the previous query run results.

Table (Records) Joins

Queries results may contain information that has been retrieved from one or more tables. Adding tables
in a query will require that tables be joined using one or more key fields. There are two types of table
joins that can be applied, a “Standard Join” and a “Left Outer Join".

Adding Table Join
There are two methods to add a table joins. The quickest method is to use the “Hierarchy Join”. The
other method is to use the Records tab and search for the tables you need.

Hierarchy Join

This method allows table join based on functional workflow. When a hierarch join is selected, tables that
contain child records and tables that contain records of the next step in the workflow. Related tables
that can be joined to the existing table are displayed for selection. Joins using hierarchy, will not create

{ Records ' Query Y Expressions ) Prompts } Fields ) Criteria )" Having ) ViewSQL )
Query Name: ACO_VENDOR_FLAG_TEST2 Description: Expenditures by Vendor
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add 20

additional records by clicking the records tab. When finished click the fields tab.

Chosen Records

Alias Record
A VOUCHER - AP Voucher Header Table Hierarchy Join [=]
& save) Save As New Query Preferences Properties New Union Recd H'erarc‘,‘ to Search |

Riverside County Auditor-Controller's Office

O I | Chapter: Advance Query Building Components



PeopleSoft Query Training March 16, 2011

join entries in the criteria tab. instead, the relationship is inserted directly in the SQL and can be viewed
in the “View SQL” tab.

Note: You will need to be very familiar with your business function and know what tables are related. Not all tables are
connected and appear in the Hierarchy Join.

Select join type and then record to join with PO_LINE_DISTRIB - PO Line Accounting Entries.

® Join to filter and get additicnal fields (Standard Join)
(O Join to get additional fields only (Left cuter join)

Customize |Find | #8  First [ 1 or4 (¥ Last

A=PC HDR -Purchase Qrder Header

Cancel |

Auto Join Criteria

Query has detected the join conditicns shown below.

Use the checkboxes to unselect the criteria that you do net wantto add to the query and click
add criteria when done. The criteria added can always be modified later using the criteria

tah.
ABUSINESS_UNIT - Business Unit = B.BUSINESS_UNIT - Business Unit

APO_ID-PO Number=B.PC_ID - PO Number
Add Criteria | Cancel |

Standard Join

When this option is selected, query results will display records that are matched in joined tables. If a
record in the primary table, left, exist but does not exist on the secondary table, right, it will not be
displayed in the results.

Left Outer Join
When this option is selected, query results will display all records that are on the primary table, left, and
whatever is matched on the secondary table, right.

Example - if every employee has a profile in the system stored in the employee table it does not mean
every employee has an entry in the Obtained Certificate table. An entry will exist in the obtained
certificate table for those employees who have earned a certificate. If we want to find out if anyone has
a certificate, then we would use a standard join.

However, if we want a list of all employees with information about certificates, then we need to use a
“Left Outer Join”. To filter out who has or who does not have a certificate, then we add an optional
criteria. Without additional criteria, your results will display all employees. To display employee records
that do have a certificate, you will apply a “Not is Null” condition to the employee ID in the secondary
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table. To display employee records that do not have a certificate, you will apply “Is Null” condition
criteria to it instead.

Another example and related to “Walkthrough 1 — Scenario 1” can be applied to procurement workflow.
If a PO is dispatched and used, the next step in the workflow is to apply the PO Number when paying an
invoice and processing a voucher. However, given the fact that a voucher can be processed without a
PO, a PO may or may not be linked to a voucher, but also an invoice may not have been submitted for
payment yet.

In each scenario, depending on the information you are seeking, selecting the right join type can make a
big difference and greatly impact your query results. To understand the difference use Walkthrough 2 to
practice.

Walkthrough 2 7 Criteria and Table Joins

In this scenario, we want to find the cost for each PO line of goods or services. Using the previous query
“PS_QUERY_TRAINING_W1S1”, add purchase order lines by joining table “PO_LINE_DISTRIB”, and
include the following fields from the new table, Merchandise Amount, Sales Tax Amount, Use Tax
Amount, Freight Amount, and Miscellaneous Amount. Rename the query
“PS_QUERY_TRAINING_W2S1”.

Walkthrough 2 7 StepzbyzStep Instructions

Sign-In to the PeopleSoft Reporting Environment
Click on Reporting Tools, Query, and Query Manager
Find and open query “PS_QUERY_TRAINING_W1S1”
Click on “Save As” link on the bottom

Change query name to “PS_QUERY_TRAINING_W251”
Click on the Records tab

Search for Record Name (Table) “PO_LINE_DISTRIB”
Click on the adjacent “Join record” link

W oo N R WNPRE

On the next screen you are presented with table join options. For this scenario it will not matter
which one. The table we are joining belongs to the existing parent table in our query. Purchase
order records created in the parent table must have at least one record in the child table that
we are joining. The records in the child table are the details for a parent record, in this case, a
purchase order.

10. Leave table join settings as is and click on the other available option the “PO_HDR” table.

11. On the following screen is the field options to use for joining the two tables and the system
preselect the appropriate fields for you. “Business Unit” and “PO Number” are critical to make
sure we align records correctly from both tables.

12. Click on “Add Criteria” button

13. Now scroll through the second table and add Merchandise Amount, Sales Tax Amount, Use Tax
Amount, Freight Amount, and Miscellaneous Amount.

14. Save your query.
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15. Run your query by opening a new window, type the name of the query in the search field and
click on search. Click on “HTML” which will run the query in the browser. Note the number of
records generated. Close the results screen.

16. Click on the “Query” tab

17. Click on the [=] button for the newly joined table to delete it

18. Click on the “Records” tab

19. Click on the adjacent “Join record” link

20. Change the join type to “Left Outer Join” and click on the “PO_HDR” table

21. Repeat steps 13 through 15.

22. Query results should not have changed.

23. Click on “Save As” link on the bottom

24. Change query name to “PS_QUERY_TRAINING_W2S1B”

25. Repeat steps 16 through 18.

26. Search for Record Name (Table) “VOUCHER”

27. Click on the adjacent “Join Record” link

28. Keep “Standard Join” with “Business Unit” and “PO Number”

29. Select “Voucher ID” and “Invoice Number”

30. Repeat steps 14 through 20.

31. Repeat steps 14 through 15.

32. You will notice a difference in your results when you join the voucher table using a standard join
versus a left outer join. A purchase order can exist without a voucher table, and a voucher can
exist without a purchase order. However, when we link the PO tables with the Voucher tables
together, we can retrieve which purchase orders are linked and which are not. In other words,
which purchase orders have been consumed by a voucher and which are still outstanding.

33. End of Walkthrough
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Aggregate Function

Aggregate function applies a calculation within a field over one or more records in a query. Aggregate
functions such as Sum, Count, Min, Max, and Average can be applied by simply selecting the desired
aggregate in a field edit screen.

Refer to the next example, we have a parent record that has five child records, we can add one field
from the child table to the query that has a value that can be added. An aggregate can applied to this
field such as Sum and the parent record will present its information plus a total for field we added.

Table 1: Without Aggregate Parent record ID Child Record Amount

Yields five records for one PRID10001 T
parent record in the query PRID10001 50
PRID10001 70
results PRID10001 110
PRID10001 25

Table 2: With Aggregate Parent record ID Sum(Child Record Amount)

PRID10001 355

Aggregate yields one
record for one parent record in the query results.

Walkthrough 3 7 Criteria, Table Joins, and Aggregate Function

Using query “PS_QUERY_TRAINING_W2S1”, we will consolidate lines using the aggregate function. The
goal is to sum line amounts and count lines for each PO. Rename the query
“PS_QUERY_TRAINING_W3S1”.

Walkthrough 3 7 StepzbyzStep Instructions

Sign-In to the PeopleSoft Reporting Environment

Click on Reporting Tools, Query, and Query Manager

Find and open query “PS_QUERY_TRAINING_W2S1”

Click on “Save As” link on the bottom

Change query name to “PS_QUERY_TRAINING_W3S1”

Click on the “Fields” tab

Edit each of these fields to apply an aggregate Sum, Merchandise Amount, Sales Tax Amount,

Nou ks wNR

Use Tax Amount, Freight Amount, and Miscellaneous Amount.
Save your query.

9. Runyour query by opening a new window, type the name of the query in the search field and
click on search. Click on “HTML” which will run the query in the browser. Note the number of
records generated.

10. Query results have been reduced to equal the same results as “PS_QUERY_TRAINING_W151”
query. Child records have been grouped and presented as total in each selected field.

11. Edit the aggregated columns heading to more appropriate text by click on each column’s “Edit”
button. Change each as follows, “Merchandise”, “SalesTax”, “UseTax”, “Freight”,
“Miscellaneous”, or any other heading.

12. Save your query.

13. End of Walkthrough
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Run-Time Prompts

Prompts in a query provide an interactive way of controlling the results. Not every query will require a
prompt. You should use prompts when you know that end users will be looking at different data based
on their needs. End users may want information pertaining to their department, group, a range of
numbers, or a range of dates.

Edit Prompt Properties

Field Name: *Heading Type:

Q [t M
*Type: Heading Text:

| Character 8 | |
*Format: *Unique Prompt Name:

[Usper ¥ [omos 1
Length: | 11

Decimals: | |
*Edit Type: Prompt Table:

| No Table Edit v/ Q

0K | Cancel |

Prompts are part of the criteria section. A prompt is usually found in Expression 2 of the criteria section.
Most of condition types can be used with a prompt.

Walkthrough 4 7 Criteria, Table Joins, Aggregate Function, and Prompts
Using query “PS_QUERY_TRAINING_W3S1”, we will add prompts to two fields to control query results.
Rename the query “PS_QUERY_TRAINING_W4S1”.

Walkthrough 4 7 StepzbyzStep Instructions

1. Sign-In to the PeopleSoft Reporting Environment

2. Click on Reporting Tools, Query, and Query Manager
3. Find and open query “PS_QUERY_TRAINING_ W351”
4. Click on “Save As” link on the bottom

5. Change query name to “PS_QUERY_TRAINING_W451”
6. Click on the “Prompts” tab

7. Click on the _x«remet| hutton

8. Click onthe “% icon below "Field Name”

9. Inthe next screen, type “PO_DT” and click search

10. From the list, select “PO_DT_FROM”

11. Change Heading Text to “From PO Date” and Click OK
12. Click on the _#¢romet| bytton

13. The previous list still present, select the “PO_DT_TO”.
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14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,

25.
26.
27.
28.
29.
30.
31.
32.

33.
34.
35.
36.

37.
38.
39.
40.
41.
42.

43,
44,
45.
46.

Change Heading Text to “To PO Date” and Click OK

Save your query

Click on the “Criteria” tab

Click on the corresponding £ button for PO Date.

Change the “Expression 2” type to “Expr - Expr”

In “Expression 2” section, under “Define Expression”, click the “Add Prompt” link

Select Prompt 1

In “Expression 2” section, under “Define Expression 2”, click the “Add Prompt” link

Select Prompt 2

Click OK and save your query

Run your query by opening a new window, type the name of the query in the search field and
click on search. Click on “HTML” which will run the query in the browser. Enter the required data
and click on_vevresuts | Close the results screen.

We are going to add another prompt

Click on the “Criteria” tab

Click on the corresponding =} button for Business Unit.

Change the “Expression 2” type to “Prompt”

In “Expression 2” section, under “Define Prompt”, click the “New Prompt” link

Change Heading Text to “Business Unit” and Click OK twice.

Save your query

Run your query by opening a new window, type the name of the query in the search field and
click on search. Click on “HTML” which will run the query in the browser. Enter the required data
and click on__vevresuts | Close the results screen.

Click on the “Criteria” tab

Click on the corresponding =} button for Business Unit.

Click on the “Edit Prompt” link

From the drop-down of “*Edit Type” select Prompt Table

Click on the “% icon below " Prompt Table”

In the next screen, search for “BUS_UNIT_TBL”

There are one or more options for this field.

Select one of these tables “BUS_UNIT_TBL_FS” or “BUS_UNIT_TBL_AP”

Save your query

Run your query by opening a new window, type the name of the query in the search field and
click on search. Click on “HTML” which will run the query in the browser.

Enter the required dates, for the Business Unit, click the L icon and select a business unit.
Click on _VewResuts |,

Close the results screen.

End of Walkthrough
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Expressions

One of the great things about building results oriented queries that reduce the need for additional
analysis of the results with an external tool is the ability to add expressions. Expressions are a way of
inserting a calculation, add a logical inspection, and add a specific data and more. The expression part is
vast to cover in this guide. However, we will cover few expressions that readers of this guide might use.

Expression content can be in the form of a field value, system value, a calculation of one or more fields
and a variable. The following are simple expressions that you might use in a query and added as a field:

o “TableA.Field1+TableA.Field2”, this will sum the value of two numeric fields.
e  “%CURRENTDATEOUT”, this will insert the current date on each record.

Walkthrough 5 7 Criteria, Table Joins, Aggregate Function, Prompts, and Expressions
Using query “PS_QUERY_TRAINING_W4S1”, we will add two simple expressions to the design. Rename
the query “PS_QUERY_TRAINING_W5S1”.

Walkthrough 5 7 StepzbyzStep Instructions
Sign-In to the PeopleSoft Reporting Environment
Click on Reporting Tools, Query, and Query Manager
Find and open query “PS_QUERY_TRAINING_ W4S1”
Click on “Save As” link on the bottom
Change query name to “PS_QUERY_TRAINING_W5S1”
Click on the “Expressions” tab
Click the “Add Expression” button
Change expression type to “Number”, length to “28”, decimals to “3”
Click on "Add Field”

. Two record tables are displayed.

. Click on “Show Fields” button for the table B

. Click on “B.MERCHANDISE_AMT - Merchandise Amt”

. The field is added to the expression.

LNV R WDNPR

o = S )
A W NP O

. Type a plus sign “+” after the field. No Spaces!

. Repeat steps 8 — 13 to add, “B.SALETX_AMT - Sales Tax Amount”, “B.USETAX_AMT — Amount”,
“B.FREIGHT_AMT - Freight Amount”, and “B.MISC_AMT - Misc. Amount”. No Plus sign at the
end.

[E
Ul

16. Click OK and save the query

17. Click on "Use as Field” to add the expression to query output
18. Once expression is added, click on the adjacent “Edit” button.
19. Change expression heading to “POTotal”.

20. Click OK and save the query

21. Click on the “Expressions” tab

22. Click the “Add Expression” button

23. Change expression type to “Date”

24. Type in the expression text “%CURRENTDATEOUT”

25. Click OK and save the query
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26. Click on "Use as Field” to add the expression to query output

Edit Expression Properties

*Expression Type:

Date W | Length:

[] Aggregate Function Decimals: I:I
Expression Text:
W% CURRENTDATEQUT]
Add Prompt Add Field
Ok | Cancel |

27. Once expression is added, click on the adjacent “Edit” button.
28. Change expression heading to “QueryDate”.

Edit Field Properties

Field Name: “%CURRENTDATECUT

(O No Heading ) RFT Short © None

) sum
@ Text O RFT Long ©) Count
Heading Text: ©) Min
ClueryDate | ) Max

*Unigue Field Name: () Average

EXFR12_12 |
Ok | Cancel |

29. Click OK and save the query
30. Run your query by opening a new window, type the name of the query in the search field and
click on search. Click on “HTML” which will run the query in the browser.

31. Enter the required dates, for the Business Unit, click the L icon and select a business unit.
32. Click on the “View Results” button.
33. End of Walkthrough
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Multiple Table Joins

PeopleSoft query design environment allows adding multiple tables to be joined up to a maximum of six
tables in one level. Joining additional tables allows the inclusion for significant data or the exclusion of
certain records. However, query designer must take caution when joining tables. It is best to plan table
join order, because Left Outer Join is only possible to the last table. If a required table join has to be Left
Outer Join type, it must be joined to the last table in the query. Therefore careful planning is advised.
Joining tables can be very tricky, as it may exclude many records or add many more that are not relevant
or duplicates.

Walkthrough 6 7 Multiple Table Joins

Using query “PS_QUERY_TRAINING_W5S1”, we will add two more tables to the design. The vendor table
and the business unit Table we will join to the existing design and add the business unit name and the
vendor name. Rename the query “PS_QUERY_TRAINING_W6S1”.

Walkthrough 6 7 StepzbyzStep Instructions

Sign-In to the PeopleSoft Reporting Environment

Click on Reporting Tools, Query, and Query Manager
Find and open query “PS_QUERY_TRAINING_W5S1”
Click on “Save As” link on the bottom

Change query name to “PS_QUERY_TRAINING_W6S1”
Click on the Records tab

Search for Record Name (Table) “BUS_UNIT_TBL_FS”
Click on the adjacent “Join record” link

W oo N R WNPRE

On the next screen you are presented with table join options. The Business Unit exists in both
tables. However, for a good design approach, join the new table to the PO_HDR table. Since the
PO_HDR is not the last table in the design so we will need to use “Standard Join”. Although, in
this case either join type will work and yield the same results. This is because every business unit
must have a record in the “BUS_UNIT_TBL_FS” table.

10. Leave table join settings as is and click on the “PO_HDR” table.

11. On the following screen are the field options to use for joining the two tables and the system
preselect one field for you, “BUSINESS_UNIT”. Keep the field checked and click on “Add Criteria”
button.

12. Under the Query tab, select “DESCR — Description” field to add it to the query Output.

13. Click on the “Fields” tab

14. Click on “Edit” button for the new field.

15. Select “Text” and change the heading text to something like “BUName”.

16. Click on “Reorder/Sort” button.

17. On the left column of the last field, enter number “2” and click OK.

18. The business unit name will be outputted as the second column.

19. Save the query and examine the results.

20. Back to design, click on the “Records” tab.

21. In the search field type vendor and click search.

22. Click “Join Record” for the “VENDOR - Vendor Header Table”.

23. On the next screen, click on the “PO_HDR” table to join it.
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24,
25.
26.
27.
28.
29.
30.

Leave the Auto Join Criteria as is and click on Add Criteria button.

Select Namel from the vendor table
Click on the Fields tab

Edit the “NAME1” field and change its heading text to something like “VendorName”.

Select Text option under Heading.
Click OK and Save your query

Criteria Tuning: Business unit in vendor table is not used and the join criteria will produce no

records if it is left as is. However, we can fix this issue by joining the right fields.

/ Records | Query ) Expressions ) Prompts | Fields Y Criteria |} Having ) ViewSaL

Query Name: PS_QUERY_TRAINING_W6ES1

View field properties, or use field as criteria in query statement.

Description: PS Query Training W1S1

Reorder / Sort

First 1) 1413 of 13 ¥ Last

Customize | Find | View

Col Record.Fieldname Format Ord XLAT Agg Heading Text
1 ABUSINESS_UNIT - Business Unit Chars Business Unit
2 C.DESCR - Description Char30 BUName
3 APO_ID - PO Number Char10 PO Number
4 APO_STATUS - PO Status Char2 S PO Status
5 A.PO_DT - Purchase Order Date Date PO Date
6 AVENDOR_ID - Vendor ID Char10 Vendor ID
7 D.NAME1 - Name 1 Char40 VendorName
8 B.MERCHANDISE_AMT - Merchandise Amt SNm25.3 Sum Merchandise
9 B.SALETX_AMT - Sales Tax Amount SNm25.3 Sum SalesTax

10 B.USETAX_AMT - Amount SNm25.3 Sum UseTax
11 B.FREIGHT_AMT - Freight Amount SNm25.3 Sum Freight
12 B.MISC_AMT - Misc. Amount SNm25.3 Sum Miscellaneous

13

B.MERCHANDISE_AMT+B.SALETX_AMT+B.USETAX

Num25.3

_AMT+B.FREIGHT_AMT+B.MISC_AMT

Figure: Query 6 - Fields Arrangement

POTotal

.‘.[\lﬁ

Add Criteria Edit Delete

%
A
)
%
%
%
%
%
%
%
%
%

®

_Eat |
_Eat |5
_Eat |
_Eat |
_Eat |[=]
_Eat |E
_Eat |
_Edt |
_Eat |
_Eat |
_Eat |
_Eat |
_Eat |

31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.

Click on Criteria tab
Click on Edit for vendor table business unit criteria.
Under Expression 1, click the magnifier.

From the list of fields on table A, select “VENDOR_SETID” by clicking on it.

Under Expression 2, click the magnifier.

Click the Show Fields button for Vendor table.
Select “SETID” field from the list.

Click OK and save your query

Note: You may want to resort your fields to output vendor name next to vendor ID.

Run your query and examine the results.
End of Walkthrough
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Having Criteria

This feature applies filtering to an aggregate field. For example, if we have a field that counts child
records, then we can only apply a having criteria to it. We can use the having criteria to limit or exclude
parent records from appearing in the query results. For instance, if we only want parent records that do
have two or more child records, then we can apply a filter in the having criteria to accomplish this goal.

Walkthrough 7 7 Having Criteria
Using query “PS_QUERY_TRAINING_W6S1”, we will filter our results to only produce purchase orders
with total values greater than $1,000. Rename the query “PS_QUERY_TRAINING_W?7S1”.

Walkthrough 7 7 StepzbyzStep Instructions
1. Sign-In to the PeopleSoft Reporting Environment
Click on Reporting Tools, Query, and Query Manager
Find and open query “PS_QUERY_TRAINING_W6S1”
Click on “Save As” link on the bottom
Change query name to “PS_QUERY_TRAINING_W7S1”
Click on the Fields tab
Using the POTotal expression field, click on the Add Criteria symbol. The system will

Nous~wDN

automatically generate a having criteria to be completed.
Select “greater than” from the condition type.

9. Under Expression 2, enter “1000”.

10. Click OK and Save your query

11. Click on the Having tab

12. There is only one new entry as expected.

13. Run your query and examine the results. Notice the “POTotal” column contains only amounts
greater than $1,000.

14. End of Walkthrough

[/ Records ) Query ) Expressions } Prompts ) Fields ) Criteria ) Having Y ViewSQL
Query Name: PS_QUERY_TRAINING_W7S1 Description: PS Query Training W1S1
Add Having Criteria | Group Having Criteria
Having Criteria Customize |Find | B8 First ] 1 or1 [ Last
Logical Expression1 Condition Type Expression 2 Edit Delete
B.MERCHANDISE_AMT+B.SALET
v X_AMT+B.USETAX_AMT+B.FREIG greater than 1000 Edit =]

HT_AMT+B.MISC_AMT

& save) Save As New Query Preferences Properties New Union Q Return to Search |

Figure: Query 7 — Having Tab
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Group Criteria

There will be times where we need records that contain different and similar values. For example, if we

want all values in Field-1 with all containing values in Field-2 and some values in Field-1 with certain

values in Field-2, and all other criteria is the same, then we will need to apply Group Criteria. Like all

parts of building a query, applying group criteria incorrectly will result in bad data.

Walkthrough 8 7 Grouping Criteria

Using query “PS_QUERY_TRAINING_W7S1”, we will filter our results to produce purchase orders with
line total greater than $500 and line total greater than $100 for only one account. Rename the query

“PS_QUERY_TRAINING_W8S1”.

Walkthrough 8 7 StepzbyzStep Instructions

Click on “Save As” link on the bottom

Click on the “Fields” tab.

W oo N R WNPRE

10. Click on the Expression tab

Sign-In to the PeopleSoft Reporting Environment

Click on Reporting Tools, Query, and Query Manager
Find and open query “PS_QUERY_TRAINING_W7S1”

Change query name to “PS_QUERY_TRAINING_W8S1”
Click on the “Having” tab and delete the criteria.

Turn off aggregate on all fields by clicking on Edit and selecting “None” for aggregate.
Edit “POTotal” heading and rename it “POLineTotal”

View field properties, or use field as criteria in query statement.

Reorder/ Sort |

Col Record.Fieldname Format

1 ABUSINESS_UNIT - Business Unit Char5 1

2 C.DESCR - Description Char30

3 APO_ID - PO Number Char10

4 APO_STATUS - PO Status Char2

5 APO_DT - Purchase Order Date Date

6 AVENDOR_ID - Vendor ID Char10

7 D.NAME1 - Name 1 Char40

8 B.MERCHANDISE_AMT - Merchandise Amt SNm25.3

9 B.SALETX_AMT - Sales Tax Amount SNm25.3
10 B.USETAX_AMT - Amount SNm25.3
11 B.FREIGHT_AMT - Freight Amount SNm25.3
12 B.MISC_AMT - Misc. Amount SNm25.3

B.MERCHANDISE_AMT+B.SALETX_AMT+B.USETAX

i _AMT+B.FREIGHT_AMT+B.MISC_AMT Mumzss
14 B.DEPTID - Department Char10
15 BAACCOUNT - Account Char10 2

Figure: Fields Arrangement

S

Customize | Find | View All | 2

T Agqg Heading Text

Business Unit
BUName

PO Number
PO Status
PO Date
Vendor ID
VendorName
Merchandise
SalesTax
UseTax
Freight

Miscellaneous
POLineTotal

DEPTID

Account

Firs

t ) 1450745 L% Last

Add Criteria Edit Delete

%
%
%
%
%
%
%
%
%
%
%
%

9‘.
%
%

_Eat |
_Eat |E
_Eat |[E
_Eat |
_Eat |[E]
_Eat |
_Eat | =]
_Eat |E
_Eat [E
_Eat |
_Eat |E
_Eat [E
_Eat |E]
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11. Turn off aggregate for existing expression.
12. Click OK and Save your query.
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13. Click on the Query tab
14. Select “DeptID” and “Account” from table B “PO_LINE_DISTRIB".
15. Click on the Fields tab
16. Arrange fields similar to match figure “Fields Arrangement”

17. Save your query and run it.

18. Note results record count and pick an account for comparison later. Leave results open.
19. Back to design, click on the Add Criteria for “POLineTotal”.

20. Change condition type to “greater than”.

21. Under Expression 2, enter “500”.

22. Click OK and save

23. Go to results session and click “View Results”

24. Note results record count has decreased. Leave results open.
25. Back to design, click on the Add Criteria for “POLineTotal”.
26. Change condition type to “greater than”.

Edit Criteria Ordering

Reorder criteria by entering position numbers on the left. Rows left blank or assigned a 0 will be automatically assigned a position.

New
Position

ok |

0w N o O -

Position Expression1

10

'

Customize | Find | View All | 2

ABUSINESS_UNIT - Business Unit equal to

A.PO_ID - PO Number equalto

ABUSINESS_UNIT - Business Unit equal to

AVENDOR_SETID - Vendor SetiD  equal to

AVENDOR_ID - Vendor ID equalto

ABUSINESS_UNIT - Business Unit equal to

APO_DT - Purchase Order Date between

APO_STATUS - PO Status in list

B.MERCHANDISE_AMT+B.SALETX_
AMT+B.USETAX_AMT+B.FREIGHT_ greater than
AMT+B.MISC_AMT

B.MERCHANDISE_AMT+B.SALETX_
AMT+B.USETAX_AMT+B.FREIGHT_ greaterthan
AMT+B.MISC_AMT

B.ACCOUNT - Account equal to

Cancel I

Condition Type

First ') 1.11 of 11 L2 Last
Expression 2 Belongs to
B.BUSINESS_UNIT - Business B
Unit
B.PO_ID - PO Number B
C.BUSINESS_UNIT - Business
Unit
D.SETID - SetiD

D.VENDOR_ID - Vendor ID
3

“1AND :2

(C.D)

500

100

523640

Figure: Criteria Reordering

27. Under Expression 2, enter “100”.
28. Click OK and save
29. Go to results session and click “View Results”

30. Note results record count did not change. Leave results open.

31. Back to design, click on the Add Criteria for “Account”.
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32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.

43.
44.
45.

46.

Under Expression 2, enter the account picked earlier.

Click OK and save

Go to results session and click “View Results”

Note results record count has decreased. Leave results open.

Back to design, click on the Criteria tab.

Prepare criteria to simplify grouping process.

Click on Reorder Criteria button

Arrange criteria ordering to match figure “Criteria Reordering”

Click OK and Save

Click on Group Criteria button

Since we want all accounts with $500 or more to show up in the results as well as one account
with $100 or more, we begin grouping right at the $500 criteria.

In the space provided left of the $500 criteria, enter “(“.

In the space provide right of the account criteria, enter “)”.

Since we want values over $100 and the selected account match on every record, then we group
these criteria together.

Enter “(“ on the left space provided for the $100 criteria

Edit Criteria Grouping

Use the edit boxes to enter parenthesis for each criteria. Use only the (" and ')’ characters.

Edit Criteria Grouping Customize |Find | B First (] 1.41 or11 (] Last
Logical Expression1 Condition Type Expression 2 Belongs to
ABUSINESS_UNIT - Business Unit equal to B.BUSINESS_UNIT - Business Unit B
AND APO_ID - PO Number equal to B.PO_ID - PO Number |B
AND A.BUSINESS_UNIT - Business Unit equal to C.BUSINESS_UNIT - Business Unit '
AND AVENDOR_SETID - Vendor SetiD equal to D.SETID - SetiD
AND AVENDOR_ID - Vendor ID equal to D.VENDOR_ID - Vendor ID
AND ABUSINESS_UNIT - Business Unit equal to 3
AND APO_DT - Purchase Order Date between “1AND :2
AND APO_STATUS - PO Status in list (C'D)
B.MERCHANDISE_AMT+B.SALETX_AM
AND ( T+B.USETAX_AMT+B.FREIGHT_AMT+B greater than 500
MISC_AMT
B.MERCHANDISE_AMT+B.SALETX_AM
OR ( T+B.USETAX_AMT+B.FREIGHT_AMT+B greater than 100
MISC_AMT
AND B.ACCOUNT - Account equal to 523640 )
oK | Cancel |

Figure: Criteria Grouping

47.
48.
49.

50.
51.
52.

Enter another “)“ to the right of the account criteria, it should look like this “))”.
Click OK and save

Go to results session and click “View Results”

Note results record did not change. Leave results open.

In the criteria tab, change the logical value for the $100 criteria from “AND” to “OR”.
Click OK and save
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53. Group Criteria should be similar to the figure “Criteria Grouping”
54. Go to results session and click “View Results”
55. Note results record did change. Leave results open.

56. Only the account you selected will result in values less than $100. All other accounts will not

show values that is less than $500.
57. End of walkthrough
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Criteria Condition Types, Operators (Extracted from PeopleBooks, organized for this document)

Appendices
Include Exclude
between not between
equal to not equal to
exists does not exist
greater than not greatethan
in list not in list
in tree not in tree
is null is not null
less than not less than
like not like

Description

The value in the selected record field falls between two comparist
The range isclusive.

The value in the selected record field exactly matches the compa
This operator is different from the others, in that it does not compi
field to the comparison value. The comparison Galbgustsif the
Subquerseturns any data, PeopleSoft Query returns the correspol

The value in the record field is greater than the comparison value
The value in the selected record field matches one of the compar
in a list.

The value in the selected record field appazvde@meaa tree created
with PeopleSoft Tree Manager. The comparison value for this ope
tree or branch of a tree that you want PeopleSoft Query to searct

Note. PeopleSoft Query should not use trees which contain a con
dynamic detadsd range details. The results returned from trees w
combination of details may be inaccurate.

The selected record field does not have a value in it. You do not ¢
comparison value for this operator.

Note: Key fieldequired fields, character fields, and numeric fields
allow null values.

The value in the record field is less than the comparison value.
The value in the selected field matches a specified string pattern.
comparison value may be a string that contains wildcard characte
wildcard characters that PeopleSoft Query recognizes are % and
% matches any string of zero or more characters. For example, C
any string starting with C, includingeC alon

_ matches any single character. For example, _ones matches an
character string ending with ones, such as Jones or Cones.
PeopleSoft Query also recognizes any wildcard characters that y¢
database software supports. See your database manatgment sy
documentation for details.

To use one of the wildcard characters as a literal character (for e»
include a % in your string), precede the charactéiowékample,
percentd).
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