QUERY—SAVE A PUBLIC QUERY AS A PRIVATE QUERY

Using UHV_COST_CENTER_BY_DEPT as an example.

Access the Financial Production database: https://my.uh.edu/fs

OR: Open a new window, if already in PeopleSoft.

Or, See the SignOn Financial Production job aid.
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QUERY—SAVE A PUBLIC QUERY AS A PRIVATE QUERY

INSTRUCTIONS

STEP 1: SEARCH FOR & SELECT QUERY : Query Viewer

»Name - you can sga(ch by query Find an Existing
name or dGSCI’IptIOI’\ : Query
(Default is Name; Click E|f0r options) Search by:  [Mame =] [begins with o |

et |

»begins with - you can search by the

start of the query \

name/description (i.e. “UHV”... in

. Query Manager
the text field), or
R Find an Existing Query
»>contains (i.e., “cost”, in the text field). 'Query Type:
(Default is begins with; Click E| for Searchby:  [Name | |containg ¥| |COST_C User v

options) Search

»Click on Searchl

Search Results

. Customize | Find | || 13 ast
»Choose the public query needed from UHY COST CENTERS LISTS BY DEPT Listof costcenters in a dept Private Delete Rename Run Schedule
H H ASSET COST CURREMNT BALAMNCE Asset GCost Current Balance Public Bun Schedule
the IISt that appears In the FIMQA AP LC CM RMATCH COST Landed Cost CM_RMATCH_COST-RTY  Public Bun Schedule
Search Results by CI|ck|ng once FINGA ARCHIVE COST REC Puklic Run Schedule
n the query name (I|nk) FlNGA CHARTFIELD COEBT Public Bun Schedule
O . UHS AWM COST Asset Mgmt Financial Infa Public Bun Schedule
(le'UHV COST CENTERS BY UHS AW WALID COST CEMNTER walid Char Field Commnatl.ons Publ!c Bun Schedule
- - - UHS COST CHTR AP DISTRIE Match cost ontr recs to ap dis FPublic BEun Schedule
_DEPT) UHS PO HUB COST CENTER PO HUB - Cost Center Public Bun Schedule
UHS PO LEDGER 5 COST CEMTER  POwith Ledger 5 Cost Centers Public Bun Schedule
UHS SA COST CENTER Public Bun Schedule
UHS SPEEDTYPE BY COST CEMTER Public Bun Schedule
UHY COST CEMTERS BY DEPT List of cost centers in a dept Public Bun Schedule
STEP 2 TO SAVE AS A PRIVATE OUERY [ Records " ouery ) Ewpressions ' Frampts " Fields | Criteria Hawing " ViewSOL ) Fraview |
QueryName: UHY_COST_CENTERS_BY_DEPT Description: List of cost centers in a dept
FI eI d S Ta‘b comes up after haVIng View field properties, or use field as criteria in gquery staterment Rearder [ Sort
selected the query. (Thisis a oo B st (4 110010 ] Last
. . . . Col Record.Fieldname Format Ord XLAT Aga Heading Text Add Criteria  Edit Delete
IIStIng Of the flelds In the Query you 1 ABUSINESS_UNIT - Business Unit Charg Unit 2 Edit ;l
have selected) 3 AEFFDT - Effactive Date Date Eff Dats % Edt | =]
3 AEFF_STATUS - Status as of Effective Date Charl il Status % Edit ;I
4 A SPEEDTYPE_KEY - SpeedType Key Chartd SpeedType L4 Edit ;I
. . 5 AFUND_CODE - Fund Code Charg Fund % Edit ;l
>CIICk On the M Ilnk at the B A.DEPTID - Depariment Char10 DeptlD '?q. Edit ;l
bottom of the Fields tab. 7 A PROGRAM_CODE - Program Code Chars Program <% Edit | =]
8 B.DESCR - Description Char30 Descr k4 Edit ;l
9 B MANAGER_MNAME - Manager Name Char30 Manager '?q. Edit ;l
10 APROJECT_ID - Project Charts Project 'ﬂ Edit ;l

Mews Guery Breferences Properies Mew Unian QRetum to Search
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QUERY—SAVE A PUBLIC QUERY AS A PRIVATE QUERY

STEP 3: ENTER A NAME TO SAVE THIS
QUERY AS WINDOW COMES UP.

»Query — Enter the new name for
your use only.

Option: You can change the Description and
Query Definition, if you want.

»Click |__oK__|

Enter a name to save this query as:

“Query: JHY_COST_CEMNTERS_BY_DEFT
Description:  Listofcosteenters in a dept
‘Query Type: | 58r ¥

"OwWner:
Chuery Definttion:

all cost centers in a dept; select by dept; lists fund, dept, program,
descr, manager, project, status, speediype

[~

Ok Cancel |

RESULTS: THE FIELDS TAB RETURNS FOR
THE NEW QUERY YOU JUST —
SAVED.

L overyame:

Fields Y Criteria " Having ) ViewSalL )" Praview |

Description: Listof cost centers in a dept

Reorder i Sort
£ First (4] 110 of 10 [P Last
Add Criteria  Edit

Col Record.Fieldname Eormat 3 Delete

NOW your COpy Of the pUbIlC query iS 1 ABUSINESS_UNIT- Business Unit Chars Unit 2. Eait | =]
saved in your “private” listing. And will ZHSHET Eene i - o . e |
. . 3 AEFF_STATUS - Status as of Effective Date Charl M Status ‘?4. Edit _I
fUﬂCtIOﬂ the Same as the pUbIIC query 4 ASBPEEDTYPE_KEY - SpeedType Key Chart0 SpeedType % Edit ;I
5 4 FUND_CODE - Fund Code Chars Fund % Edit | =]

It Wl” appear at the tOp Of your query 6 ADEPTID - Department Char10 DeptiD % Edft ;I
. " . 7 A PROGRAM_CODE - Pragram Code Chars Program * Edit | =]

SearCheS because prlvate querles 8 B.DESCR - Description Char3n Descr ‘?1- Edit ;I
appear before “publlc" quel’les_ 9 B MANAGER_NAME - Manager Name Char3n Manager % Edit | =]
10 APROJECT_ID - Project Charla Froject 'ﬂ Edit ;I

B save) Save As lew Guery Preferences Properties Mews Union QL Retun to Search |

. ()

TO Run your new pnvate query you can / Records y  Query | Expressions | Prompts | Felds Y Criteria | Having | View S b [ Preview |

Ouanuhl =TT _CENTER_LIST_BY_DEFT Description: List of cost centers in a dept

either run from here by clicking on the
Preview Tab.

Reorder i Sort

View fleld properties, or use field as criteria in query staterment

nize | Find | " First (4] 1100 10 [P Last
Col Record.Fieldname Format Ord XLAT Aga Heading Text Add Criteria  Edit Delete

O R 1 ABUSINESS_LINIT - Business Unit Chars Unit 2 M ;I
2 AEFFDT - Effective Date Date Eff Date % ﬂ ;I
. 3 AEFF_STATUS - Status as of Effective Date Chart [N Status ‘?+ M ;I
Go to the Qu el’y Viewer to run as Usual . 4 ASPEEDTYPE_KEY - SpeedType Key Charln SpeedType 2% ﬂ =1
5 AFUND_CODE-Fund Code Chara Fund ‘?+ ﬂ;l
6 A DEPTID - Department Charln DeptlD '?o- ﬂ ;I
7 APROGRAM_CODE - Program Code Chara Program ‘?+ ﬂ ;I
8 B.DESCR - Description Char3n Descr 'ﬂ ﬂ ;I
9 B.MANAGER_MNAME - Manager Name Char3n Manager ‘?+ ﬂ ;I
10 APROJECT_ID - Project Charls Froject ‘?4. ﬂ ;I
M Save As MNew Query Freferences Properties Mewy Union Q) Return to Search
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