HUMAN RESOURCES

Illinois State University

How to Run Self-Service Reports and Queries Using Query Viewer

This tutorial will be helpful for those wanting to run self-service reports and queries for their own
departmental use.

Navigation to Query Viewer:

1) Click on Main Menu

2) Click on Reporting Tools
3) Click on Query

4) Click on Query Viewer

Main Ment

Search Menu:

linois State University
Self Senviice

Manager Self Service
Warkforce Administration
Benefits

Compensation

Time and Labor

Payroll for North America
Workforce Development
Organizational Development
Workforce Monitoring

Set Up HCM e

Reporting Tools

PeopleTools e E Query Viewer o
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This is an example of what your initial Query Viewer screen will look like:

Query Viewer

Enter any mformaton you have and chck Search Leave fiedds blank for a ¥st of all vales

*Search By  Query Name - begins with |
Search Advanced Search

¥ My Favorite Queries

Query Hame lescription
DD_ALL_HRLY_JOBS MCMENT_DEPTS
DDO_HRLY_JOBS_INCMBNT_N_A_DEPT
DD_JOBS_INCUMBENT_IN_A_DEPT

DD_MAP

FUTURE_DATED APFTS Find Future Appts
1SU_DEPARTMENT_LIST Department Descriptions
15U_HR_ADDLPY_WF_STATUS_PROMPT Add Pays in WF Stat UID Prompt
1SU_HR_EXTRA_HELP_ACCUM_UD Shows total howrs for & UID
15U_HR_JOBCODES_GRD Non-Stdt Jobcodes and Sal Grds

1ISU_HR_JOBCODE_UISTING_QUERY Retums members of a job code

Clear Favontes List

Ownat  Folder

Pubic

Publc

Publc

Pubiic

Pubic

Pubfic

Publc
ol
Pubic

Runw  Run o
HIML  Excwl
HITML  Excel
HTML  Excel
HTML  Excel
HTMI Excel
HIML  Excel
HTML Excel
HTML  Excel
HTML Excel
HTML  Excel
HIML  Excel

Run o
HIMIL

XML
XML
XML
XML
XML
XML
XML
XML
XML

XML

Schedule
Schedule
Scheoule
Schedule
Schedule
Schedule
Schedule
Schadule
Schadule
Scheule

Schadule

To search for query to run, enter key word(s) in the search box. Use the % symbol before and after the

key word(s) to help with your search:

Query Viewer

*Search By Query Name - begns wih
[ Search” | sasvanced Search

Search Results
*Folder View — Al Foiders .. -

Enter any information you have and chick Search. Leave fields blank for a kst of all values

%JOBS*%

to search for a query, enter key

word(s) and then add the %
symbol (before and after)

Query Nameo Description Owner  Folder z:;:‘:o !R:::.o :m e Schedule ?:vd::”’
CS_JOBS_MNCUMBENT_IN_A_DEPT Stdt_CS_AP_Extielp_Prompt_Dept Publc HIML Excei XML  Schedule Favorte
DD_ALL_HRLY_JOBS_INCMBNT _DEPTS Public HTML Excel XML Schediude Favorte
DD_HRLY_JOBS_INCMBNT_IN_A_DEPT Pubbc HTML Excel XML  Schedde  Favorte
DD_JOBS_INCUMBENT_IN_A DEPT Public MTML Exced XML Schedude Favorte
ISU_ALL _JOBS_PROMPT_UID Publc HIML Exced XML Schedite Favorte
DEPARTMENT : ;
ISU_DEPT_STOT_GRD_JOBS Sidt and GA Jobs with Comp Pubbc QUERIES HTML Exced  XM0 Schedude Favorte
ISU_HR_MULTIPLE_JOBS_STATUS Pubsc HTML Excel XML Schedde  Favorte
ISU_HR_MULTIPLE_JOBS_STATUS 1 Pubbc HTML Excel XML Schedule Favorte
ISU_HR_STOT_GRD_JOBS Stdt and GA Jobs with Comp FAO  Publc HTML Exced X Schedute Favorte
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To limit the results further, select a folder from the Folder View (if available):

Query Viewer

Enter any information you have and click Search Leave fields blank for a ist of all values

*Search BY  query Name . begins wih %JOBS%
Search Advanced Search

to refine the search further,
select a folder from the
SRoh Nomies Folder View (if available)

*Folder View | DEPARTMENT QUERIES -

Personakze | Find | View All | = | & Furst o 1011 o Last
Quety Name Description Owner Folder ﬁ‘;mu 2::;‘0 zm o Schedule ?:':::l“
ISU_DEPT_STDT_GRD_JOBS Stdt and GA Jobs with Comp Public %ZQ’;ETS“E”T HIML Excel XML Schedde  Favorte

To run the query, click on the HTML link associated with the query:

Query Viewer

Enter any information you have and click Search Leave fields blank for a list of all values

*Search BY  Query Name - begins with %JOBS%
Search Advanced Search

to run the query, click on
Search Results the HTML link here
“FolderView DEPARTMENT QUERES  ~

Personakze | Find @iView Al | 8 | & First o 1011 ° Last

Query Name Description Owner Folder ::‘!':': 2:2;‘0 ;::;: hor Schedule ?:':::lm
ISU_DEPT_STDT_GRD._JOBS Stdt and GA Jobs with Comp Publc OUPRS SN THTNL] Excel XML Schedole  Favorte

You may be prompted for more information, such as a date or date range. You may enter the date(s)
or use the calendar icons to select the date(s). Click View Results to continue:

Time Period Begin: | El
Time Period End: 51

View Results

The results of the query will now appear:

ISU_DEPT_57DT_GRO_JOBS- S1dt and GA Jobs weh Comp

Dowrdcad resufts in - © ol wife * o {1705 W)

Crwnp Rate Crawpiovy
1 ENet BN Derrg Bervices. 1N won T FHN Aty S THINO0 K
3 000007 Dwwng Bervies 1 BO2400 14020218 $32 Wammewoy Dng § 250000
$ WM WAB N VROr AN Cormer 18500 1407 STt HeD Fegus’ 500000 »
4 15420050 mbsctons Teen - Cot et B0 1 U 1405400 B0MTHID Ragol 510050 K
S BMINE  Aspksaton Berace 3 MU0 J000r43S Bhidet! Hep Magotal 3400500 1
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To download your results to Excel, click on the Excel SpreadSheet link. You may be prompted to
open the file after it is downloaded (the type of browser you are using dictates how it is downloaded):

ISU_DERPT_STDT_GRO_JOBS- S1dt and GA Jobs wen Comp
Dowrdnad results i :] 1705 o) to download the results, dick
on the Excel SpresdSheet link
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To exit back to your initial Query Viewer screen, you should be able to just close the browser tab of
your query results.

To save the query as a favorite on your initial Query Viewer screen, click on the Favorite link
associated with the query:

Query Viewer

Enter any information you have and click Search Leave fields blank for a ist of all values

*Search BY  query Name - begins wih %JOBS%
Search Advanced Search

to save query as a favorite, click
Search Results on the Favorite link here
“Folder View DEPARTMENT QUERIES - :

Query Personatize | Find | View At | T8 (B st 80 5oy O Loy

Query Name Desceiption Owner Folder :i‘,“"‘:“ :{:::-‘l(‘ ;:‘;:l”“ Schedulé ) ?'1’":'-'!"""5
ISU_DEPT_STDT_GRD_JOBS Stdt and GA Jobs with Comp Pubic OrpRe T HTML Excel XML Schedde

You will now see the query listed with any other favorites you may have on your initial Query Viewer
screen. This will give you quick access to the queries you run most often.

Other things to note when using Query Viewer:

v" If having difficulty running a query (nothing happens when clicking the link), please be sure that
your browser’s pop-up blocker is disabled

v" You will only see the results of queries for the departments and employees for which you have

access

To sort and do other analysis of the results, you will need to download into Excel

If your query seems to be running long, DO NOT attempt to stop the query until it has run to

completion or given you a “timed out” message

AN

Contact information:

v" For more information regarding running queries in iPeople, please contact Human Resources at
438-8311 or 438-8870
v If you are having access issues, please contact 438-4357
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