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Using UHV_COST_ CENTER_BY_DEPT as an example. 
 

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

Or, See the SignOn Financial Production job aid. 
 
OR:  Open a new window, if already in PeopleSoft. 
 
 
                                                     NAVIGATION 
 

 
From the Menu select: 
       Reporting Tools 

 Query 
     Query Manager 
 

  

 

                   
 

Remember to 
use ALL CAPS

Be sure to add 
to “Favorites”!
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                    INSTRUCTIONS 
 

 
STEP 1: SEARCH FOR & SELECT QUERY :   
 

Name - you can search by query 
name or description 

           (Default is Name;  Click   for options) 
 

begins with - you can search by the 
start of the query 
name/description (i.e. “UHV”… in 
the text field), or  

 
contains (i.e., “cost”, in the text field).     

(Default is begins with; Click   for 
options) 

 

Click on  
 

Choose the public query needed from 
the list that appears in the 
Search Results by clicking once 
on the query name (link). 
(i.e.,UHV_COST_CENTERS_BY
_DEPT)  

 

 

 

 

 
 
STEP 2:  TO SAVE AS A PRIVATE QUERY. 
 

Fields Tab comes up after having 
selected the query.  (This is a 
listing of the fields in the Query you 
have selected) 

 
 

Click on the Save As link at the 
bottom of the Fields tab. 
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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 . 

 

 
 

 
RESULTS:  THE FIELDS TAB RETURNS FOR 

THE NEW QUERY YOU JUST 
SAVED. 

 
Now your copy of the public query is 
saved in your “private” listing.  And will 
function the same as the public query. 

 
It will appear at the top of your query 
searches because “private” queries 
appear before “public” queries. 

 

 
 
To Run your new private query you can 
either run from here by clicking on the 
Preview Tab. 
 
OR 
 
Go to the Query Viewer to run as usual. 

 

 
 


