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8. The Criteria tab should look like this:

Records | Query Expressions | Prompts | Fields | Criteria | Having | ViewSQL | Run

Query Name: ELLELL_CLASS_CRITERIA Description: query class exercise [ Feed

Group Criteria | Reorder Criteria |

C-ustn:lrrl._e | Find | B | First 4] 1-50f 5 n Last
ess Condition Type g; [Edit  [Delete
AEFFDT - Effective Dale Eff Date == Current Date _Edit | [=]
AACCOUNT_TYPE - Account Type equal io E _Edit | [=]
AACCOUNT - Account like 14% _Edit | [=]
AEFF_STATUS - Status as of Effective Date  equal to A _Edit | [=]
AND W | A.SETID - SetlD equal to @ Edit | (=]
Save | Save Ag MNew Query Preferences Properties Publish as Feed New Union Retum To S

9. Click the Run tab.

Records Query Expressions Frompts Fields Criteria Having View SQL Ru

View All | Rerun Query | Download to Excel | Download to XML @ 110001752 [P] Last
|—|W|W|?|T|T—|—|7|W|7
1 UoD01 120200 01/011951 A PROFESSIONAL STAFF FULL-TIME PROF FT UODO1 Expense
2 uoDo1 120201 11112004 | E (D)DO NOT USE, USE 120200 PROF FT UODO1  Expense
3 uoD01 120299 01/01/1951 A E COMPENSATED ABSENCES COMP ABSEN UCDO1 Expense
4 uoDo1 120300 01/011951 A E PROFESSIONAL STAFF PART-TIME PROF PT uUCDO01 Expense
5 uoD01 120400 01/011951 A E SUPPLEMENTAL PAY - PROFESSIONA SUPFL FR uUCDO1 Expense
L] uoDo1 120500 01/011951 A E OFF-CAMPUS - PROFESSIONAL OFF-CMP PR uUCDO01 Expense

7 UoD0O1 120700 01/01/1951 A E DISABILITY PAY FROFESSIONALS DISABILITY UcD01  Expense
k] uoDD1 120800 05/0472010 A E POST DOC/FACULTY FELLOW POSTDOC UODO1  Expense

Reordering Criteria
The above results include Accounts with a Status of “I”, even though one criterion says EFF_STATUS equal to
“A”. The order of the criteria caused this problem; in this case it was the placement of the “OR condition”.
The EFF_STATUS criterion must be moved above the ACCOUNT criterion that has the OR condition.

10. Click on Criteria tab and click Reorder Criteria button

Query Name: E||ELL_CLASS_CRITERIA Description: query class exercise [ Feed

Add Criteria | Group Criteria | Reorder Criteria |
e —————————

Customize | Find | B | #8  First Bl 5005 I Lot

ESS| Condition Type Expression 2 Edit Delete
AEFFDT - Effective Date Efi Date <= Current Date Edit | [=]
A ACCOUNT_TYPE - Account Type equal to E Edit | [=]

AACCOUNT - A like 14% Edit | =]
AND & | A EFF_STATUS - Status as of Effective Date _®qual to A Edit | =]

A.SETID - SetiD equal to B.SETID - SetiD Edit | [=]
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11. In the Edit Criteria Ordering page, move the A.EFF_STATUS criterion by typing 2 in New Position

12. Click OK
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.
Edit Criteria Ordering Customize | Find | View a1 | B | 8 First B 15005 T ot
New Position | Position | Expression1 Condition Type Expression 2
1 A EFFDT - Effective Date Eff Date == Current Date
2 AACCOUNT_TYPE - Account Type equal to E
3 AACCOUNT - Account like 14%
4 AEFF_STATUS - Status as of Effective equal to A
Date
5 ASETID - SetlD equal to B SETID - SetlD
OK | cancel |

13. The Criteria tab should look like this:

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: ELLELL_CLASS_CRITERIA Description: query class exercise [] Feed

Add Criteria | Group Criteria | Reorder Criteria |

customize | Find | B | 8 First B 45065 T Lo
[ConditionType  |Expression2 ~ [Edit  |Delete
[ ~| AEFFDT - Effective Date Eff Date <= Current Date ﬂ| [=]
J[AND v| AEFF_STATUS - Status @equal to A ﬂ| [=]
AND | A.ACCOUNT_TYPE - Account Type equal to E ﬂ| [=]
AACCOUNT - Account like 14% ﬂ| [=]
ASETID - SetiD equal to B.SETID - SetiD _Edit | [=]
Save | Save As Mew Query Preferences  Properties Publish as Feed Mew Union Retumn To

14. Click the Run tab (compare with results on page 40, #9)

Records Query Expressions Prompis Fields Criteria Having View SQL Run

View All | Rerun Query | Download to Excel | Download to XML 4 1100 01570 2] Last
1 UODOD1 140000 01/011951 [ A E  (BUDGET ONLY) SUPPLIES & EXP S&EBUD UOD01 Expense
2 UODD1 140101 01011851 A E  (D)DO NOT USE, USE 140100 ATHL SUP UODD1 Expense
3 UODD1 140101 111212004 | E  (D)DO NOT USE, USE 140100 ATHL SUP UODO1_ Expense
4 UODD1 141001 010111951 A E  (D)DONOT nse
5 UODD1 141001 111122004 A e (mponor| Note that the Status column ense
6 UODD1 141001  11/19/2004| 1 E (@ponoT| contains some rows with | (Inactive) nse
7 UODD1 141201 11/122004( 1 E  (DDONOT| when one criterion states ense
8 UODD1 141201 01011951\ A E  (D)DONOT nse
9 UODD1 141401 111212004 \| E  (D)DONOT EFF_STATUS equal to A. ense

There is a problem with the criteria!
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Grouping Criteria
15. Click the Criteria tab
16. Click the Group Criteria button

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: E|_CLASS JOINS2 Description: query class exarcise C] Feed

al Group Criteria Reorder Criteria |

customize | Find | B | 88 First B 45005 B st
[ConditionType  |Expression2 ~ |Edit  |Delete
AEFFDT - Effective Date Eff Date <= Current Date Edit | []
AND v| AEFF_STATUS - Status as of Effective Date  equal to A Edit | =]
AND v| A ACCOUNT_TYPE - Account Type equal to E Edit | (=]
A ACCOUNT - Account like 14% Edit | [=]
ASETID - SetlD equal to B.SETID - SetlD Edit | =]

17. Add parenthesis as shown below to group the criteria for ACCOUNT_TYPE and ACCOUNT.
18. Click OK

Edit Criteria Grouping
Use the edit boxes to enter parenthesis for each criteria. Use only the (" and ')’ characters.
Edit Criteria Grouping Customize | Find | First Bl 1.5 or5 I Last
il Condition Type |Expression 2 Eﬂ‘h?:‘

A_EFFDT - Effective Date Eff Date == Current Date
A EFF_STATUS - Status as of li

AND Efiective Date equal to A

AND AACCOUNT_TYPE - Account Type  equal to E

OR A ACCOUNT - Account like 14%

AND A SETID - SetlD equal to B.SETID - SetlD

oK | Cancel |

19. Click the Run tab

20. Grouping the criteria has solved the problem. Note the number of rows returned is far less than on the
bottom of page 41.

Records | Query | Expressions | Prompts | Fields | Criteria | Having | ViewsSaL | Run

View All | Rerun Query | Download to Excel | Download to XML & 1-100 of 453 (W) Last

1 uoD01 150501 12/01/2004 [A E (D)DO MOT USE, USE 150500 HAULING UoD01 Expense
2 uoD01 152301 11/12/2004 | A E (D)DO MOT USE, USE 152300 BUILDINGS- UoD01 Expense
3 UoD01 199703  11/12/2004| A E (D)DO MOT USE, USE 199700 OP TRSFS UoD01 Expense
4 UoDO01 146900 06212011 A E (D)PRT SPT-EMPLYEE-FICA-NO1099 DON'T USE UoDO1 Expense
5 uoD0 149814 01/011951] A E 1743 FUNDING FOR UD (EXPENSE) 1743 FUND UoD01 Expense
] uoDo1 121600 01/0111951 A E ACADEMIC CENTER DIRECTORS ACD CTDIR uoD01 Expense
7 uoD01 142850  01/01/1951| A E ACADEMIC TECHNOLOGY SERVICES ATS UoD01 Expense
3 uoD01 158700 01/01/1951\ A E ACCRETION EXP (G/A USE ONLY) ACCRETION uoD01 Expense
9 uoD01 164022 01/011951 \A E ACOUSTICAL CEILINGS ACOUS CEIL UoD01 Expense

\4

21. Click Fields tab, Save As link, and OK button to save your query.
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Changing a Column Label

22. Click the Fields tab.

23. Click the Edit button across from the A.DESCR - Description entry.

Prompts | Fields Criteria

Query Name: ELLELL_CLASS_CRITERIA Description: query class exercise Feed
View field properties, or use field as criteria in query statement. Reorder / Su-r1|
Fields Customize | Find | View A1 | B | 8 First B 1.9.0r9 I 1 ass
(col[Recooinams [Fomat [om [WIAT [Amn |eatinaTont _[Adq i [Eak Dol

1 A.SETID - SetlD Chars SetiD < Edit | [=]

2 A ACCOUNT - Account Char10 1 Account 2 Edit | =

3 AEFFDT - Effective Date Date Eff Date = Edit | =]

4 A EFF_STATUS - Status as of Effective Date Char1 N Status 2 Edit | =]

5 AACCOUNT_TYPE - Account Type Char1 Type =2 Edit | =]

6 A.DESCR - Description Char30 Descr 2 m’

7 A.DESCRSHORT - Short Description Char10 Short Desc =2 | =]

8 B.SETID - SetlD Chars SetiD < Edit | =]

9 B.DESCR - Description Char30 Descr A Edit | =

24. On the Edit Field Properties page:
e Heading box - click the radio button for Text
e Heading Text field - delete the existing text and type: Account Description
e C(Click OK

Edit Field Properties

Field Name: ADESCR - Description
)No Heading ) RFT Short © None
0 Ceon
Text RFT Long O Count

Heading Text: ) Min

Account Description
(_Account Description> O Max

*Unigue Field Mame: ) Average
|A.DESCR

oK | Cancel |

25. Click the Run tab.

Note how long it takes the query to run.
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You should see a page similar to the following:

Records | Query

Expressions

Prompts Fields Criteria Having View SQL

View All | Rerun Query | Download to Excel | Download to XML

uoDo1
uoDo1
UoDo1
uoDo1
uoDo1
oDt
UoDo1
uoDo1
uoDo1

O e o~ O o B W R s

120200
120299
120300
120400
120500
120700
120800
121000
121100

01/01/1951
01/01/1951
01/01/1951
01/01/1951
01/01/1951
01/01/11951
05/04/2010
01/01/1951
01/01/1951

e ——
PROFESSIONAL STAI OCC-TIME

COMPENSATED ABSENCES
PROFESSIONAL STAFF PART-TIME
SUPPLEMENTAL PAY - PROFESSIONA
OFF-CAMPUS - PROFESSIONAL
DISABILITY PAY PROFESSIONALS
POST DOC/FACULTY FELLOW
CHAIRPERSONS

FACULTY FULL-TIME (BARGAINING

m

e e e
mmmmHm mmm

run P}

PROF FT
COMP ABSEN
PROF PT
SUPPL PR
OFF-CMP PR
DISABILITY
POSTDOC
CHAIRPERSO
FACULTY FT

& 1-100 07579 [ Last

UCoDD1  Expense
UoDD1  Expense
UoDD1  Expense
UODD1 Expense
UCoDD1  Expense
UoD01  Expense
UoDD1  Expense
UoDD1  Expense
UCoDD1  Expense

26. Click the Fields tab and click the Save As link.

Records | Query

Expressions

Query Name: ELLELL_CLASS_CRITERIA

Prompts Fields Criteria Having View SQL Run

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

Customize | Find | View A1 | B |

Description: query class exercise

2
L
L
L
L
%
L
L
L

|| Feed
Reorder / Su-r1|

First B 1.9 079 I Last

_Edt | L]
_Edt | (2]
_eat [ ()
_Edt | =]
_eat [ ()
_Eat | (=)
_Ea |
_Eat |
=l | =

1 A.SETID - SetlD Chars SellD

2 AACCOUNT - Account Charid 1 Account

3 A.EFFDT - Effactive Date Date Eff Date

4 AEFF_STATUS - Status as of Effective Date Char1 N Status

5 A ACCOUNT_TYPE - Account Type Charl Type

6 A.DESCR - Description Char30 Account Description
7 A.DESCRSHORT - Short Description Char10 Short Desc

8 B.SETID - SetlD Charb SetlD

9 B.DESCR - Description Char30 Descr

New Query Preferences Properties Publish as Feed

New Union

Return To Sear

27. Highlight the existing text in the Query name field. Type: xxx class_joins (where xxx
represents your initials).

28. Click OK.

--End of Exercise—
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Reordering Fields
You can easily arrange the order of rows and columns as you would like them to appear when you run a
query. In the following exercise, you will follow steps to reorder fields in the query you are creating.

| Exercise 13—How to Reorder Fields

1. If necessary, click the Fields tab. You should see a page similar to the following:

Records Query Expressions Prompts Fields I Criteria l Having View SQL Run
S —
Query Name: ELLELL_CLASS_JOINS Description: query class exercise Feed
View field properties, or use field as criteria in query statement.
Customize | Find | v di | First (] 190f9 [} Last
[Col [Recordisldname ___|Fomat [Ord |[KLAT [Asy [HeadingText  |AddCriteri [Ecit  |Delete
1 ASETID - SetiD Chars SetlD =1 Edit | =]
2 AACCOUNT - Account Char10 1 Account =2 Edit | =]
3 AEFFDT - Effective Date Date Eif Date kA Edit | =
4 AEFF_STATUS - Status as of Effective Date Char1 N Status 2 Edit | =]
5 A ACCOUNT_TYPE - Account Type Chart Type A Edit | =
6 ADESCR - Description Char30 Account Description 7, Edit | =]
7 A.DESCRSHORT - Short Description Char10 Short Desc =2 Edit | =]
8 B.SETID - SetlD Char5 SetlD <z Edit | =
9 B.DESCR - Description Char30 Descr =2 Edit | =]
Save | Save As MWew Query Preferences  Properties  Publish as Feed New Union Return To Se:

2. Click the Reorder/Sort _Reorder/Sort| o

You should see the Edit Field Ordering page similar to the following:

Edit Field Ordering

Feorder columns by entering column numbers on the left. Columns left blank or assigned a 0 will be automatically assigned a
number. Change the order by number by entering numbers on the right. To remove an order by number, leave the field blank
orenter a 0.

Edit Field Ordering Cuslomize | Find | Vie

New Column | Column

8 B.SETID - SetlD
9 B.DESCR - Description

[ 1 ASETID - SetiD ] [
[ ] 2 A ACCOUNT - Account 10 [ 1
[ 3 AEFFDT - Effective Date ] [
[ ] 4 A EFF_STATUS - Status as of Effective Date m [
[ 5 A ACCOUNT_TYPE - Account Type m [
[ ] 6 ADESCR - Description O [
[ 7 ADESCRSHORT - Short Description n [

Ul

Ll
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The first column labeled New Column determines the left to right order of the columns.

3. Type the values 1, 2 and 3 in this column as shown in the following sample page:

Edit Field Ordering

Reorder columns by entering column numbers on the left. Columns left blank or assigned a 0 will be automatically assigned a
number. Change the order by number by entering numbers on the right. To remove an order by number, leave the field blank

or enter a 0.

Edit Field Ordering Customize | Find | View

[New Column [Column |Record.Fieldname

[ 1 ASETID - SetlD O [

;j 2 AACCOUNT - Account 10 1
3 A EFFDT - Effective Date O [

[ ] 4 AEFF_STATUS - Status as of Effective Date O [

[ 5 AACCOUNT_TYPE - Account Type O [
6 A DESCR - Description O [
7 ADESCRSHORT - Short Description O [
8 B.SETID - SetiD O [

[ 9 B.DESCR - Description O [

oK | Cancel |

The right column labeled New Order By determines how to sort rows of data.
(Note: PS sorts numbers before alpha characters.)

4. Sort the rows so that is A.EFF_STATUS - Status as of Effective Date the first row and AL ACCOUNT -
Account is the second row by typing the values as shown below:

Edit Field Ordering

Reorder columns by entering column numbers on the left. Columns left blank or assigned a 0 will be automatically assigned a
number. Change the order by number by entering numbers on the right. To remove an order by number, leave the field blank

orentera 0.
Edit Field Ordering Customize | Find | View a1l | Bl First Bl 1.9 ors B Last
[NewColumn [Column |RecordFieldname =~ |OrderBy |Descending |New Order By
[ 1 ASETID - SetiD O [
T 2 AACCOUNT - Account 10 ;j
[ 3 AEFFDT - Effective Date ]
[ 4 AEFF_STATUS - Status as of Effective Date O ;j
[ 5 AACCOUNT_TYPE - Account Type ]
[ 2 6 ADESCR - Description O ]
3 7 ADESCRSHORT - Short Description ] [
[ 8 B.SETID - SetiD O [
[ 9 B.DESCR - Description ] [
OK | Cancel
5. Click OK.
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6. Click on Criteria tab

7. Remove the criterion for A. EFF_STATUS equal to A using the delete button =

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: E|LELL_CLASS_JOINS Description: query class exercise Feed

Add Criteria | Group Criteria | Reorder Criteria |

Customize | Find | H¥ | First Bl 15015 B Last
ess [CondiionType  [Expression2 ~ |Edit |Delete
AEFFDT - Effective Date Eff Date <= Current Date _Edit | [-]
AND | AEFF_STATUS - Status as of Effective Date  equal to A Edit [ : )
AACCOUNT_TYPE - Account Type equal to E _Edit | =]
A ACCOUNT - Account like 14% _Edit | -]
ASETID - SetiD equal to B.SETID - SetiD _Edit | (=]
Save | Save As Mew Query Preferences Properies  Publish as Feed New Union Retumn Ta

8. Click the Run tab.

9. You should see a page similar to the following results.

Records | Query | Expressions | Prompts | Fields | Criteia | Having | ViewSQU | Run

View All | Rerun Query | Download to Excel | Download to XML H 1-100 of 579 [»] Last
|—|—|W|7|—|?W|T|W|7
1 120200 PROFESSIONAL STAFF FULL-TIME PROF FT uoDo1  01/011951 A UODO1  Expense
2 120299 COMPENSATED ABSENCES COMP ABSEN UoDD1  01/011951 A E UODO1  Expense
3 120300 PROFESSIONAL STAFF PART-TIME PROF PT uoDD1  01/01/1951 A E UODO01  Expense
4 120400 SUPPLEMENTAL PAY - PROFESSIONA SUPFL FR uoD01  01/01/1951 A E UODO1  Expense
5 120500 OFF-CAMPUS - PROFESSIONAL OFF-CMP PR uoDo1  01/011951 A E UODO1  Expense
G 120700 DISABILITY PAY PROFESSIONALS DISABILITY uoDo1  01/0119851 A E UODO01  Expense
7 120800 POST DOC/FACULTY FELLOW POSTDOC UoDO01  05/0472010 A E UODO1  Expense
8 121000 CHAIRPERSONS CHAIRPERSO uoDo1  01/011951 A E UODO01 Expense
9 121100 FACULTY FULL-TIME (BARGAINING FACULTY FT uoDo1  01/011951 A E UODO1  Expense
10 121200 FACULTY PART-TIME FACULTY PT uoDo1  01/011951 A E UODO1 Expense
11 121300 FACULTY SUMMER SUPFPLEMENT FAC SMR uoDD1  01/01/1951 A E UODO01  Expense
12 121400 SUPPLEMENTAL PAY-FACULTY SUPFL FAC uoD01  01/01/1951 A E UODO1  Expense
13 121500 OFF CAMPUS FACULTY OFF CMP FC uoD01  01/01/1951 A E UODO1  Expense
14 121600 ACADEMIC CENTER DIRECTORS ACD CT DIR uoD01  01/01/1951 A E UODO1  Expense
15 121700 SALARIED STAFF - TEACHING SALSTTC uoDo1  01/011951 A E UOD01  Expense
16 121800 SUMMER FAC ADMIN/RESEARCH SMR FAC uoDo1  01/011951 A E UODO01 Expense
17 121900 SUMR FAC-NO RETIREMENT SUMR FAC uoDo1  01/011951 A E UODO1  Expense
18 122200 GRAD TUIT CHG ONLY{O/H) GRD TUIT uoDo1  01/011951 A E UODO01 Expense

Note that the columns are now in a new order and that the rows of data are sorted by Status (A’s first
and then I’s) and then by Account.

10. Click the Fields tab.
11. Click the Save As link.
12. Click OK.

--End of Exercise--
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Aggregate Functions and Having Criteria

An aggregate function is a special type of operator that returns a single value based on multiple rows of
data. When your query includes one or more aggregate functions, PS Query collects related rows and

displays a single row that summarizes their contents.

For example, you might want to sum the Amount for each Chartfield1 (Purpose) in the UOD_TRANS_DTL
record. That is, you want your results to have one row for each unique Purpose and to display the sum of
Amount for each Purpose. You would not want multiple rows for each Purpose, even though the

UOD_TRANS_DTL record has many such multiple rows.

Exercise 14—How to Use Aggregate Functions, Part 1 (Using “Sum”)

In this exercise, you will create a new query to illustrate a simple use of the Aggregate function. You will
sum the Amount for each Purpose in the UOD_TRANS_DTL record.

1. Navigate to the Query Manager Search page. (Click Reporting Tools, then click Query Manager)

2. Click the Create New Query link

Query Manager

Find an Existing Quer| Create New Query

*Search By: [Query Name ~|  begins with

Search | Advanced Search

Find an Existing Query | Create New Query

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

3. The Find an Existing Record Search page will appear

4. Inthe Search For field, type: UOD__TRANS and then click Search.

5. Click the Add Record link for the record named UOD_TRANS_DTL

Find an Existing Record

Records Query Expressions Prompts Fields Criteria Having

Guuery Name: New Unsaved Query Description:

View SQL Run

UOD_TRANS_DTL table
contains transaction details

mb dvanced Search

~—  —

Search Results

Customize | Find | View a1 | B |

UOD_TRANS_DTL - UOD Transaction Detail GL
UOD_TRANS _MOTEE - UOD Trans Detail Notes BackUp

*Search By:  |Record Name v| beginswith  |UOD_TRANS

First n 1-2 of 2 u Last
Show Fields
Show Fields

Add Record

Add Record
Add Record

UOD_TRANS_NOTEB table
contains the Trans Tag data
entered via UDataGlance

Show Fields
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6. Alist of fields in the record will be displayed. Click the check box next to the following 7 fields:
o FISCAL_YEAR - Fiscal Year
e ACCOUNTING_PERIOD - Accounting Period
e ACCOUNT - Account
e CHARTFIELD1 — Purpose
o LEDGER - Ledger (not shown in picture, you will have to scroll down.)
e  AMOUNT - Amount (not shown in picture, you will have to scroll down.)
e UOD_CHRTFLD1_DESCR - Description (not shown in picture, you will have to scroll down.)

Query Name:  New Unsaved Query Description:

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add additional ba

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

Chosen Records

Alias Record
[= A UOD_TRANS_DTL - UOD Transaction Detail GL Hierarchy Join ,:]
CheckAll | Uncheck All |
Find | View Al First 4 1-50 of 55 n Last
[] E= BUSINESS_UNIT - Business Unit <2
] E= FISCAL_YEAR - Fiscal Year A
E== ACCOUNTING_DT - Accounting Date ?
E= ACCOUNTING_PERIOD - Accounting Period A
W] E= ACCOUNT - Account Join GL ACCOUNT TBL- %
Accounts
] E== DEFTID - Department Join DEFT TEL - ?f
Departments
[ &= FUND_CODE - Fund Code Join FUND TEL - Fund Table %
[ &= CLASS_FLD - Class Field Join CLASS CF TBL - Class F
of Trade Table
[0 &= PROGRAM_CODE - Program Code Join PROGRAM TBIL - 2
Program Table
] E== BUDGET_REF - Budget Reference Join BUD' REF TEL - Budget ?
Reference Table
E= AFFILIATE_INTRA1 - Fund Affiliate 7
E= CHARTFIELD1 - Purpose Join CHARTFIELDY TBL- Z
Charifield1
[ &= CHARTFIELD2 - Source Join CHARTFIELD? TEL- ‘%
ot A

7. Click the Fields tab to confirm that the seven fields have been added.
8. Click the Criteria tab.
9. Click the Add Criteria button.

Note - This is the alternative way to add criteria, especially when a field was NOT selected in the Query
tab to display in your query results.

Records Cluery Expressions Prompts Fields Criteria Having View SQL Run

Query Name: Mew Unsaved Query Description:

a; ’ Mo criteria have been added yet.

Saye | Save As Mew Query Preferences  Properties  Publish as Feed Mew Union
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10. In the Choose Record and Field box, click the magnifying glass.

Edit Criteria Properties

Choose Expression 1

Type
Choose Record and Field
® Field Record Alias.Fieldname:
) Expression ‘@
*Condition | equal to (¥l
Type:
Choose Expression 2
Type
Define Constant
C Field
() Expression Constant: @,
(® Constant
O Prompt
) subquery

11. You should see a page that looks this:

Select a field

Select a record to show fields for customize | Find | B | 288 First B0 401 B Lot

[Aias  [Record =~ [RecordDescripion = [ShowFields

A UOD_TRANS_DTL UCD Transaction Detail GL Show Fieldsl

Select a fistd sctomize | Find | View At | B | 8 First B0 4500756 I Last
(ABUSINESS UNIT - Business Unit

AFISCAL YEAR - Fiscal Year

AACCOUNTING DT - Accounting Date

AACCOUNTING PERIOD - Accounting Period

AACCOUNT - Account

12. Click the A.BUSINESS_UNIT - Business Unit.
13. Keep the Condition Type field as “equal to.”

14. In the Define Constant box, type: UODO1 . Your page should look like this:

Edit Criteria Properties

Choose Expression 1

Type -
Choose Record and Field
® Field Record Alias.Fieldname:
( Expression @, ABUSINESS_UNIT - Business Uni
*Condition  [equal to v
Type:

Choose Expression 2

Type

Define Constant

Constdgt: [UODO1 @,

) Field

) Expression
® Constant
O Prompt

O Subquery

ok | Cancel

15. Click OK
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Your Criteria page will look like this:

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: New Unsaved Query

Description:

Group Criteria I

Criteria

i [
Customize | Find | L= | =&

First B 1071 B Lot

[ Feed

Logical Expressioni Condition Type Expression 2 Edit Delete
ABUSINESS_UNIT - Business Unit  equal to uoDo1 Edit | (=]
Save | Save As MNew Query Preferences Properties Publish as Feed Mew Union Retumn 1

16. Click on the Fields tab, you will be adding criteria for these three fields:

o Fiscal Year
e Accounting Period
e Chartfield1 — Purpose

Records Query Expressions Prompts Fields Criteria
~—————

Query Name: Mew Unsaved Query Description:

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

Customize | Find

Having View SQL Run

[ Feed
Reorder / Sunl

First B 1.6 016 B Last

Col [RecordFioidname  |Fomal |Owd |XLAT |Agn |HeadinaTest  |AddCriteria [Edit  |Delete
1 AFISCAL_YEAR - Fiscal Year Num4.0 Year . I:'l
2 AACCOUNTING_PERICD - Accounting Period Num3.0 Period . =]
3 A ACCOUNT - Account Char10 Account <z Edit | [=]
4 A CHARTFIELD1 - Purpose Char10 Purpose Edit |:—|
5 AAMOUNT - Amount SNm25.3 Amount <z Edit | =]
6 AUOD_CHRTFLD1_DESCR - Description Char30 Descr P Edit | [=]

17. The following are examples of adding criteria to the three fields:

Edit Criteria Properties

Choose Expression 1

Type

Choose Record and Field

. Field
O Expression

Record Alias.Fieldname:

0, AFISCAL_YEAR - Fiscal Year

*Condition
Type:

[equal to

Choose Expression 2

Type

Define Constant
) Field

O Expression
® Constant

Constar(t; [2013

) Prompt
) subquery

oK | Cancel
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Edit Criteria Properties

Choose Expression 1

Type
Choose Record and Field
® Field Record Alias.Fieldname:
'/ Expression @, AACCOUNTING_PERIOD - Accounti
*Condition  [equal to b
Type:

Choose Expression 2

Type
Define Constant

O Field
) Expression Constant: |1 @
® Constant

) Prompt

) Subguery

For the Purpose criterion:
e Condition Type — select like
o Define Constant — enter a partial Purpose code with the wildcard % so that your results may
have multiple Purpose codes (Enter a Purpose for which you have view access!)

Edit Criteria Properties

Choose Expression 1

Type
Choose Record and Field
®iField Record Alias.Fieldname:
-/ Expression @, ACHARTFIELD1 - Purpose
*Condition @) ~ IMPORTANT NOTE!
Type:

Expression 2 Define Constant — do not
Define Constant enter MAST112%, type a

® Constant p
3 urpose you have access to.
) Prompt Con shn@ p Y

Choose Expression 2

Type

ok | Cancel |

18. Click the Run tab. Your results will be different (though similar) to this:

Records Query Expressions Prompts Fields Criteria Having View SQI. Run

View All | Rerun Query | Download to Excel | Download to XML Last
1 2013 1 140000 MAST112111 BEGEUD 5000.000 CEQE-LEWES HOMORS DAY
2 2013 1 122600 MAST112112 ACTUALS 931.250 CEOE GRADUATE SUPPORT
3 2013 1 122600 MAST112112 ACTUALS 1004.170 CEOE GRADUATE SUFPORT
4 2013 1 122600 MAST112112 ACTUALS 1004.170 CEOE GRADUATE SUFPORT
5 2013 1 122600 MAST112112 ACTUALS 931.250 CEOE GRADUATE SUPPORT
B 2013 1 122600 MAST112112 ACTUALS 1004.170 CEOE GRADUATE SUPPORT
7 2013 1 122600 MAST112112 ACTUALS 1004.170 CEOE GRADUATE SUFPPORT

Note the number of rows that are returned. If you scroll through the data, you will see multiple rows with
the same Purpose and Account. You may also see multiple values in the Ledger column (ACTUALS, BEGBUD).
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19. Click the Fields tab and then click the Edit button on AL AMOUNT - Amount.

Prompts | Fields

Query Name: E|_CLASS_AGGR_SUM Description: [] Feed
View field properties, or use field as criteria in query statement. Reorder / Sﬂ-ﬂl
Customize | Find | View 21 | B0 | 8 st B 47 067 I s
Record.Fieldname Format |Ord (XLAT (Agg |Heading Text Add Criteria |Edit Delete
1 AFISCAL_YEAR - Fiscal Year Num4.0 Year A Edit | [=]
2 A ACCOUNTING_PERIOD - Accounting Period Num3.0 Period ?,_ Edit d
3 AACCOUNT - Account Char10 Account @ Edit | =]
4 A CHARTFIELD1 - Purpose Char10 Purpose <2 Edit | [=]
5 A LEDGER - Ledger Char10 Ledger <z Edit | =]
6 A AMOUNT - Amount SNm25 3 Amount 2 m’
7 AUOD_CHRTFLD1_DESCR - Description Char30 Descr ? Edit ,:-I
20. You should see a page like this. In the Aggregate box, click Sum.
21. Click OK
Edit Field Properties
Field Name: AAMOUNT - Amount
- . NOnNne
(No Heading @ RFT Short
O O (® Sum
Text RFT Lon
ot e s ) Count
eading Text:
L O Min
|Amount
) Max
*Unigue Field Name: $)] Average
[A AMOUNT
oK | Cancel |
22. Click the Run tab. Your page should look like this:
Records Query Expressions Prompis Fields Criteria Having View SQL Run 3
View All | Rerun Query | Download to Excel | Download to XML M Last
Year Period Account Purpose Ledger Sum Amount Descr
1 2013 1120200  MAST112115 BEGBUD 313749.000 SMSP SUPPORT
2 2013 1120200  MAST112115 ACTUALS £237.380 SMSP SUPPORT
3 2013 1120200  MAST112124 ACTUALS 17218.040 CEOE-UNIV SPON RESEARCH
4 2013 1120200  MAST112125 ACTUALS 719.400 CEOE-OTHER RSRCH MATCHING
5 2013 1120200  MAST112126 ACTUALS 4007 240 CEOE-SEA GRANT RSRCH MATCHING
] 2013 1120200  MAST112129 ACTUALS 824.060 CEOE - FACULTY SERVICE

Note that now there is only one row for each Purpose/Account /Ledger combination and there are fewer
rows returned than in the previous exercise.

23. Click on Fields tab and then Save As link.

24. In the Query name type: xxx_class_aggr_sum (where xxx represents your initials). Click OK.
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Exercise 15—How to Use Aggregate Functions, Part 2 (Using “Count”)

In this exercise, you will use the aggregate function in a query with more fields. If you want to group your
data by account and see subtotals of total amount for each fiscal year and accounting period

combination, you would use the following steps:

1. You should be in the query named xxx_class_aggr_sum (where xxx represents your initials). If not,
navigate to the Query Manager Search page and enter your initials the Search For field and click the

Search button. Select the query from the list by clicking on the name.

2. Click the Criteria tab. You should see a page similar to the following:

Records Query Expressions Prompts Fields Criteria T Having

View SQL Run
~—————
Query Name: EL_CLASS_AGGR_SUM Description:
Add Criteria | Group Criteria | Reorder Criteria |
Criteria

b

Customize | Find | 1 |
Expression 2

Logical Expression1 Condition Type
ABUSINESS_UNIT - Business Unit

First 4] 1-40f4 n Last

Feed

[Edt [Delete

equal to UoDo1 Edit | [=]

AFISCAL_YEAR - Fiscal Year equal to 2013 Edit | [=]

AACCOUNTING_PERIOD - Accounting m’ =

At equal to 1 =

AND | A.CHARTFIELD1 - Purpose like MAST112% Edit | [=]
Save | Save As Mew Query Preferences  Properties Publish as Feed MNew Union

Return

3. Edit the criteria on the ALAACCOUNTING_PERIOD — Accounting Period field by clicking the Edit button

on that criterion.

4. Change the criteria properties to match the following:

This criterion will return results for all accounting periods (1-12 and both adjustment periods,

991 and 992).

Edit Criteria Properties

Choose Expression 1

Type

Choose Record and Field

®: Field

() Expression

Record Alias.Fieldname:

2 AACCOUNTING_PERIOD - Accounti

*Condition

Type:
Choose Expression 2

Expression 2

Type

Accounting Period 999

- Define Constant
) Field

contains the system-
generated entries to close

() Expression
(® Constant

Constank_|999

the fiscal year and should

not be included.

) prompt
) Subquery

0K Cancel

Copyright © University of Delaware, February 2014

54



UD Financial System (PS version 9.1): Introduction to the Query Tool

5. Click the Run tab

Note the number of rows that are returned. Also note the multiple rows for some Account values.

Records | Query | Expressions

Prompts

Fields Criteria

View All | Rerun Query | Download to Excel | Download to XML

1 154800
102 2013 1 154800
103 2013 1 190000
104 2013 1 190000
105 2013 1 190000
106 2013 1 ROO100
107 2013 1 ROO100
108 2013 1 ROO100
109 2013 1 ROD200

MAST112115
MAST112118
MAST112115
MAST112128
MAST112167
MAST112139
MAST112142
MAST112153
MAST112141

ACTUALS
ACTUALS
BEGEBUD
BEGEBUD
BEGEUD
ACTUALS
ACTUALS
ACTUALS
ACTUALS

Having | View saL Ru

5123.450 SMSP SUPPORT

-546705.000 SMSP SUPPORT

-7000.000 CEQE-LEWES COAST DAY
836504.000 RTRMNTS-SGENF-HULL INS ALLO
-122580.000 REV GRAD TUIT CECE FT RES FLL
-18156.000 REV GRAD TUIT CEQE PT RES FLL
-8614.000 REV MASTER SUSTAIN CEQE
-967020.000 REV GRAD TUIT CEOQE FT NRES FLL

( 101-200 of 739 ) Last

15.000 PHYSICAL OCEAN INSTRUCTION

6. Click the Fields tab.

7. Click the Edit button _E% | on the ACCOUNTING_PERIOD — Account Period row.

Records Query Expressions

Prompts

Query Name: ELLELL_CLASS_AGGR_SUM

Fields
~— —

Criteria

Having View SQL Run

Description:

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

|| Feed
Reorder / Su-r1|

Customize | Find | View 21 | B0 | 8 pirst B 45 orc B 1os
Col |Record.Fieldname Format |Ord |[XLAT |Agg |Heading Texi Add Criteria |Edit Delete
1 AFISCAL_YEAR - Fiscal Year Num4.0 Year 2 Edit | [—]
2 AACCOUNTING_PERIOD - Accounting Period Num3.0 Period ?_ Edit |:-|
3 AACCOUNT - Account Char1d Account 2 m'
4 A CHARTFIELD1 - Purpose Char10 Purpose 2 Edit | =]
5 AAMOUNT - Amount SNm25.3 Sum  Sum Amount 2 Edit | [—]
6 A.UOD_CHRTFLD1_DESCR - Description Char30 Descr 2 Edit | =]
Save As New Query FPreferences  Properties FPublish as Feed New Union Retumn To €
8. You should see the Edit Fields Properties page.
9. Inthe Aggregate box, click Count.
10. Click OK
Edit Field Properties
Field Name: AACCOUNT - Account
)No Heading ® RFT Short © None
O Text () RFT Long
Heading Text:
|Account
*Unique Field Name: O Average
|A.ACCOUNT
OK | Cancel |
Copyright © University of Delaware, February 2014 55




UD Financial System (PS version 9.1): Introduction to the Query Tool

11. Click the Run tab. Note that you now have fewer rows returned.

You now have one row for each unique combination of Fiscal Year, Accounting Period, Ledger and Purpose.
In other words, you have grouped by FISCAL_YEAR, ACCOUNTING_PERIOD, LEDGER and PURPOSE to get a
total amount.

Records Query Expressions Prompts Fields Criteria Having View SQL Ru

View All | Rerun Query | Download to Excel | Download to XML |ﬂ Last
1 2013 1 1 MAST112111 BEGEUD 5000.000 CEOE-LEWES HONORS DAY
2 2013 9 2 MAST112111 ACTUALS 388.800 CEOE-LEWES HONORS DAY
3 2013 11 4 MAST112111 ACTUALS 4608.640 CEOE-LEWES HONORS DAY
4 2013 1 24 MAST112112 ACTUALS 20742.680 CEOE GRADUATE SUFPORT
5 2013 1 2 MAST112112 BEGEUD 335277.000 CEOE GRADUATE SUPPORT
i 2013 2 62 MAST112112 ACTUALS 43757.270 CEOE GRADUATE SUFPORT
7 2013 3 47 MAST112112 ACTUALS 20367.990 CEOQE GRADUATE SUFPORT
8 2013 4 59 MAST112112 ACTUALS 25257.940 CEQE GRADUATE SUFPPORT

/

Note: /

The results show a count of the number of Accounts used in transactions (instead of the returning the
values of Account); one row for each unique combination of Purpose, Fiscal Year, Accounting Period
and Ledger.

12. Click the Fields tab

Records | Query | Expressions | Prompts | Fields | Criteria | Having | ViewSQL | Run

Query Name: EL_CLASS_AGGR_SUM_X Description: class template Exercise 15 Feed
View field properties, or use field as criteria in guery statement. Reorder / SDr1|
Fields Customize | Find | View A1 | B | 8 First B 47067 1 oot
Col [RecordFieldname [Fommat [Ord [XLAT [Agy [HeadingText  [AddCriteria [Edit  [Delete

1 AFISCAL_YEAR - Fiscal Year Num4.0 Year @ Edit | =]

2 AACCOUNTING_PERIOD - Accounting Period Num3.0 Period ?_ Edit | .:I

3 AACCOUNT - Account Char10 Count Count Account A Edit | [=]

4 A CHARTFIELD1 - Purpose Charid 1 Purpose A Edit | =

5 A LEDGER - Ledger Char10 Ledger @ Edit | =]

6 AAMOUNT - Amount SNm25.3 Sum  Sum Amount 4 Edit | =

7 AUOD_CHRTFLD1_DESCR - Description Char30 Descr A Edit | [=]

Save As Mew Query Preferences  Properties  Publish as Feed New Union Return To Se

13. Click the Save As link.
14. In the Query name field and type: xxx_class_aggr_count (where xxx represents your initials).

15. Click OK.

--End of Exercise--
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Using PS “Having” Criteria
Having is specifically used when a criterion is added to an aggregated field, such as a sum.
Suppose you only wanted to see rows for accounts where the Sum Amount was greater than zero. You
want to put criteria on an aggregated field. PeopleSoft calls this condition “Having Criteria.”

Exercise 16—How to Use Having Criteria

1. If necessary, click the Fields tab.

2. Click the Add Criteria icon on of the AL AMOUNT - Amount row.

Records | Query | Expressions | Prompis | Fields |
————

Feed

Query Name: E|_CLASS_AGGR_COUNT_X Description: class template Exercise 15

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

Reorder / Sunl

Fields Customize | Find | View 21 | B | 88 pirst B 47067 B Lot
Col |Record.Fieldname Format |Ord |XLAT [Agg |Heading Text Add Criteria | Edit
1 AFISCAL_YEAR - Fiscal Year Numd4.0 Year L4 Edit | [—]
2 AACCOUNTING_PERIOD - Accounting Period Mum3.0 Period ?,_ Edit _:I
3 A ACCOUNT - Account Char10 Count Count Account L4 Edit | [—]
4 A.CHARTFIELD1 - Purpose Charid 1 Purpose A Edit | [=]
5 ALEDGER - Ledger Char10 Ledger A Edit | [—]
& A AMOUNT - Amount SNm25.3 Edt | [=]
7 AUOD_CHRTFLD1_DESCR - Description Char30 Descr ?,_ Edit _:I
3. Click the drop-down arrow next to Condition Type and click greater than.
4. In the Define Constant box, type: 0.
Edit Having Criteria Properties
Choose Expression 1
Type
Choose Record and Field
@i Field Record Alias.Fieldname:
BT @, AAMOUNT - Amount
*Condition @ter than ) v
Type:
Choose Expression 2
Type
3 Define Constant
C Field
) Expression Con 5'@“13@ @,
® Constant
) Prompt
) Subgquery
OK Cancel
5. Click OK.
6. Click the Criteria tab.
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Note: This criterion does NOT appear on the Criteria page.

Fields (| Criteria

Query Name: EI_CLASS_AGGR_COUNT_X Description: class template Exercise 15 [:] Feed

Group Criteria | Reorder Criteria |

Customize | Find | B | 8 First B 1q0rs B Lt
Condition Type Expression 2 Edit Delete
ABUSINESS_UNIT - Business Unit equal to UoDO1 Edit | (=]
AFISCAL_YEAR - Fiscal Year equal to 2013 Edit | =
A.ACCOUNTING_PERIOD - Accounting .
Parind not equal to felel] Edit | =]
A.CHARTFIELD1 - Purpose like MAST112% Edit | =]

7. Click the Having tab.

Note: This criteria DOES appear on the Having page. Criteria on aggregated fields appear on this page.

Records Query Expressions Frompis Fields Criteria | Having | View SQL Run

Query Name: ELLELL_CLASS_AGGR_COUNT Description: () Feed

Group Having Criteria |

Having Criteria Customize | Find | o First BN 1 of1 Bl | ast

Logical Expression Condition Type Expression 2 Edit Delete
AAMOUNT - Amount greater than 0 Edit | (=]

8. Click the Run tab. (Sometimes adding “Having Criteria” will give you fewer rows of data.)

Notice that the Sum Amount column only contains rows where the amounts are greater than 0.

Records Query Expressions Prompts Fields Criteria Having View SQL Run \

View All | Rerun Query | Download to Excel | Download to XML 4 1-100 of 165 )*] Last

1 2013 1 1 MAST112111 BEGEUD 5000.000 CEOE-LEWES HONORS DAY
2 2013 g 2 MAST112111 ACTUALS 388.300 CEOE-LEWES HONORS DAY
3 2013 11 4 MAST112111 ACTUALS 4608.640 CEOE-LEWES HONORS DAY
4 2013 1 24 MAST112112 ACTUALS 20742 680 CECE GRADUATE SUPPORT
5 2013 1 2 MAST112112 EEGEUD 335277.000 CEOE GRADUATE SUPPORT
L] 2013 2 62 MAST112112 ACTUALS 43767.270 CEOE GRADUATE SUPFORT
7 2013 3 47 MAST112112 ACTUALS 20267990 CEOE GRADUATE SUFPFORT
3 2013 4 59 MAST112112 ACTUALS 25257.940 CEOE GRADUATE SUPPORT
9 2013 5 53 MAST112112 ACTUALS 24514 270 CECE GRADUATE SUPPORT

9. Click the Fields tab and click the Save As link.

10. Click OK.

--End of Exercise--
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Defining Expressions
Query Manager allows you to create expressions two different ways: by adding criteria and by defining
your own in the Expressions tab. You will use the Expression tab when you need to do more to than is
available in the Criteria Properties dialog box.

We will look at the following four types of expressions:
e Numerical manipulation

e Substring
e Concatenate
e Decode

Numerical Manipulation

If you want to add a column to your query that shows a 5% increase in total amount, you would use the
following steps:

Exercise 17—How to Use Numerical Manipulation

1. Click Query Manager in the Navigation bar
2. Click the Create New Query link

Query Manager

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

Find an Existing Querg | Create New Cuery

*Search By: [Query Name ~|  begins with |

Search | Advanced Search

Find an Existing Query | Create New Query

3. Find an Existing Record — in the begins with field, type: UOD_T and then click Search

4. Click the Add Record link on the first record, UOD_TRANS_DTL — UOD Transaction Detail GL
This is one of the key reporting tables (records) in UD Financials

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: New Unsaved Query Description:

Find an Existing Record

*Search By: |Record Name | begins with [vop_T

|Advanced Search

Search Results

Customize | Find | View &1 | B0 | 88 pirst B 4063 B ot
[AZZRccord  [ShowFields
UOD_TRANS_DTL - UOD Transaction Detail GL how Fields
UOD_TRANS_MOTEB - UCD Trans Detail Motes BackUp Add Record Show Fields
UOD_TRN_NOTE_WVW - UOD Transaction Detail GL Add Record Show Fields
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5. Alist of the 50 fields in the record will be displayed. Select the following 7 fields:

FISCAL_YEAR - Fiscal Year
ACCOUTING_PERIOD - Accounting Period
ACCOUNT - Account

DEPTID - Department

FUND_CODE - Fund Code

CHARTFIELD1 - Purpose

AMOUNT - Amount (you must scroll down)

Records Query Expressions Prompts Fields Criteria Having View SQL Run
Query Name:  New Unsaved Query Description:
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add additional ¥
records by clicking the records tab. When finished click the fields tab.
Chosen Records
Alias Record
= A UOD_TRANS_DTL - UOD Transaction Detail GL Hierarchy Join [=]
Check Al | Uncheck Al |
Find | View All First 4] 1-50 of 55 o Last
| E== BUSINESS_UNIT - Business Unit ?
W] &= FISCAL_YEAR - Fiscal Year A
[] &= ACCOUNTING_DT - Accounting Date <2
W] EB= ACCOUNTING_PERIOD - Accounting Period T
W] &= ACCOUNT - Account Join GL ACCOUNT TBL- ¢
Accounts
W] == DEFTID - Department Join DEPT TEBL - ?
Depariments
¥l = FUND_CODE - Fund Code Join FUND TBL - Fund Table 7
[l &= CLASS_FLD - Class Field Join CLASS CF TBL-Class %
of Trade Table
[l &= PROGRAM_CODE - Program Code Join PROGRAM TBL - A
Proegram Table
| == BUDGET_REF - Budget Reference Join BUD REF TEL - Budget ?
Reference Table
| E= AFFILIATE_INTRA1 - Fund Affiliate ?
] E= CHARTFIELD1 - Purpose Join CHARTFIELD1 TBL- ¢
Chartfield1
[0 &= CHARTFIELD2 - Source Join CHARTFIELD? TBL- %
Chartfield2 .
[] ©= DISTRIB_LINE_NUM - Distribution Line %
0] TRANS_SOURCE - Transaction Source %
J LEDGER - Ledger A
0 JRNL_LN_REF - Jounal Line Reference %
W AMOUNT - Amount %
] STATISTIC_AMOUNT - Statistic Amount %
] DESCR - Description %
0 ACCOUNT_TYPE - Account Type %
[[] ©= TRANSACTION_DATE - Transaction Date %
| UOD_ACCOUNT_DESC - Description %
6. Click the Fields tab and click the Save As link.
7. Inthe Query field, type: xxx class_expressions (xxx represents your initials).
8. Click OK.
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8. Add Criteria for the following fields:
¢ Fiscal Year equal to 2014
¢ Accounting Period equal to 4
e CHARTFIELD1 - Purpose equal to a Purpose on which you are an Administrator (a Purpose you can
view or approve). For example ADMN 112114 (the letters must be UPPER CASE).

Records Query Expressions Promptis Fields Criteria Having View SQL Run

Query Name: ELLEN_CLASS_EXPRESSIONS Description: () Feed
View field properties, or use field as criteria in query statement. Reorder/ Sur1|
Fields Customize | Find | View A0 | B | 8 First B 47007 B Lost

1 AFISCAL_YEAR - Fiscal Year MNum4.0 Year Edit | [—]

2 A ACCOUNTING_PERIOD - Accounting Period Num3.0 Period Edit | =]

3 ALACCOUNT - Account Char10 Account 2 Edit | =]

4 ADEPTID - Department Char10 Dept 2 Edit | =]

5 AFUND_CODE - Fund Code Chars Fund 2 Edit | =]

6 A CHARTFIELD1 - Purpose Char10 Furpose Edit |:'|

T AAMOUNT - Amount SNm25.3 Amount 2 Edit | [—]

9. Click the Expressions tab. And then click the Add Expression button.

Records Query | Expressions | Prompis Fields Criteria Having View SQL Run
S~
Query Name: ELLEN_CLASS_EXPRESSIONS Description:
Mo expressions have been defined yet.
Saye | Save As Mew Query Freferences  Properties  Publish as Feed MNew Union

10. You will see a page like this:

Edit Expression Properties

*Expression Type:

[ Character v| Length: 1

] Aggregate Function Decimals:

Expression Text:

Add Prompt Add Field

(]34 Cancel
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11. In the Expression Type box, select Sighed Number
12. Change the Length field to 15

13. Change the Decimals field to 2

14. Click the Add Field link

Edit Expression Properties

“Expression Type:
(signed Number D v Length: @
[ Aggregate Function Decimals: @

Expression Text:

Add Prompt Add Field

OK | Cancel |

15. Scroll down to find the ALAAMOUNT - Amount link and then click on it.

Select a field

Select a record to show fields for Customize | Find | 1 | First K0 1 or 1 I L ast

Alias Record Record Description Show Fields

A UOD_TRANS_DTL UCD Transaction Detail GL Show FiEIdSl

Select a field Customize | Find | View all | B1 | #8 5ot B 450 or 55 I Last
A BUSINESS UNIT - Business Lnit

AFISCAL YEAR - Fiscal Year
AACCOUNTING DT - Accounting Date
AACCOUNTING PERIOD - Accounting Period
AACCOUNT - Account

A.DEFTID - Department

ATRANS SOURCE - Transaction Source
ALEDGER - Ledger

AJRNL LN REF - Journal Line Reference
AAMOUNT - Amoun

ASTATISTIC AMOUNT - Statistic Amount
A DESCR - Description

AACCOUNT TYPE - Account Type

A TRANSACTION DATE - Transaction Date
AUOD ACCOUNT DESC - Description
AUQD DEPTID DESCR - Description
AUOD FUNDCODE DESCR - Description
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16. You will be back at the Edit Expressions Properties page, where you’ve added AL AMOUNT to the
Expression Text box:

Edit Expression Properties

*Expression Type:

[Signed Number v| Length: 15
[| Aggregate Function Decimals: 2
Expression Text:

([AAMOUNT

Add Promipt Add Field

OK | Cancel |

17. At the end of the existing text in the Expression Text box, type: *1.05
This will add 5% to the amount.

Edit Expression Properties

*Expression Type:

[ Signed Number v Length: 15
[l Aggregate Function Decimals: 2

Expression Text:

(A AMOUNT™ 05

Add Prompt Add Field

(]34 Cancel

18. Click OK.

19. Click the Use as Field link

This expression is now treated like any other field; you can put criteria on it, rename it, etc. This will take
you to the Fields tab.

Records Query Expressions Prompis Fields Criteria Having View SQL Run

Query Name: EL|LEN_CLASS_EXPRESSIONS Description:

[ ] Feed

Expressions List
Expression Text
AAMOUNT*1.05

customize | Find | BV | 8 Firet B 4 0p1 B et
UseasField |AddCriteria |Edit | Delete

Use as Field

Save | Save As MNew Query Preferences  FProperties  Publish as Feed New Union

Return T
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20. Note that you have a new field called A, AMOUNT*1.05.

21. Click the Edit button for this field.

Records Query Expressions Prompis Fields Criteria Having View SQL Run

Query Name: ELLEN_CLASS EXPRESSIONS Description: () Feed
View field properties, or use field as criteria in guery statement. Reorder / Suﬂl
Fields Customize | Find | View A | BU | 8 First Bl 15 ora I Last

1 AFISCAL_YEAR - Fiscal Year Num4.0 Year 2 Edit | =]

2 AACCOUNTING_PERIOD - Accounting Period Num3.0 Period A Edit | =]

3 AACCOUNT - Account Char10 Account 9 Edit | =]

4 ADEPTID - Department Char10 Dept A Edit | =]

5 AFUND_CODE - Fund Code Chars Fund 9 Edit | =]

f A CHARTFIELD1 - Purpose Charid Purpose 2 Edit | =]

7 AAMOUNT - Amount SNm25.3 Amount 2 Edit | [=]
@ SNm13.2 AAMOUNT=1.05 2 ( Edi )ﬂ

22. Verify that the Heading box is set to Text.

23. In the Heading Text field delete the existing text and type: 5% Projected Increase

Edit Field Properties

Field Name: A AMOUNT=.05
(JNo Heading ) RFT Short © None
® 0 ) Sum
Text RFT Long O Count
Heading Text: ) Min

% Projected Increase
) Max

*Unique Field Name:
[EXPR3_8

OK | Cancel |

O Average

24. Click OK. Click the Run tab. You should see a page similar to the following:

Records | Query | Expressions | Prompls | Fields | Crleria | Having | VlewSOL | Run

| Rerun Query | Download 1o Exces | Download to XML
| Yoar | Pecod | Accownt | Dept | Fund | Purposs [ Amount
1 2014 4 145600 01520 OPBAS ADMN112114 261,710
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25. Click the Fields tab.

26. Click the Save As link. (If you have already done so, name the query xxx class_expressions,
where xxx represents your initials). Click OK.

--End of Exercise--

Substring

You can create a field that includes only certain digits of an existing field by using the substring

expression. In the next exercise, you will use a substring expression to view digits 5 and 6 of the
Chartfieldl - Purpose field.

Exercise 18—How to Use the Substring Expression

1. From the Query Manager “Find an Existing Query” page, open the query named
XXX_CLASS_AGGR_SUM (where XXX represents your initials).

2. Click on the Criteria tab and click on the Edit button on the A. CHARTFIELD1 — Purpose row.

Records Query Expressions Prompts Fields | Criteria | Having View SQL

Run
Query Name: ELLEN_CLASS_AGGR_SUM Description: class template Exercise 15 Feed
Add Criteria | Group Criteria | Reorder Criteria |
Customize | Find | B | 8 First B0 1 g0 0 L ost
Condition Type Expression 2 Edit Delete
ABUSINESS_UNIT - Business Unit equal to UoDO1 Edit | []
AFISCAL_YEAR - Fiscal Year equal to 2013 Edit | =]
AACCOUNTING_PERIOD - Accounting .
Period equal to 1 Edit | =
A CHARTFIELD1 - Purpose like MAST112% Edit | ) =]

3. Change the value in the Constant field to XXXX% (where XXXX represent the acronym of the
Purpose(s) for which you have administrator access rights).

4. Verify that the Condition Type is “like.” And click OK.

Edit Criteria Properties

Choose Expression 1

Type

Choose Record and Field

® Field

Record Alias.Fieldname:
) Expression

& ACHARTFIELD - Purpose

*Condition @ w

Type:
Choose Expression 2
Type
_ Define Constant
® Constant
O Prompt Constant:\(STGP% @,
OK | Cancel |
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5. Click the Expressions tab
6. Click the Add Expression button

Records CQuery Expressions Frompts Fields Criteria Having View SQL Run
~——

Query Name: ELLEN_CLASS_AGGR_SUM Description: class template Exercise 15

Mo expressions have been defined yet.

Sayve | Save As Mew Query Preferences  Properies Publish as Feed Mew Union

7. Inthe Expression Type, click Character if it is not already selected
8. Change the Length to 2
9. Click the Add Field link

Edit Expression Properties

*Expressjon Type:

[Character ) v Length: @
U Aggregate Function Decimals:
Expression Text:

Add Prompt Add Field

OK | Cancel |

10. Click A.CHARTFIELD1 - Purpose

Select a field

Select a record to show fields for Customize | Find | BV | 38 First B 401 I Lot

Alias Record Record Description Show Fields

A UOD_TRANS_DTL UOD Transaction Detail GL Show Fieldsl

Select a field Customize | Find | View | B0 | 88 First B 4.50 o155 T Last
ABUSINESS UNIT - Business Unit

AFISCAL YEAR - Fiscal Year
AACCOUNTING DT - Accounting Date
AACCOUNTING PERIOD - Accounting Period
A ACCOUNT - Account

A.DEPTID - Department

AFUND CODE - Fund Code

ACLASS FLD - Class Field
APROGRAM CODE - Program Code
A BUDGET REF - Budget Reference
AAF 1 - Fund Affiliate
< A CHARTFIELD1 - Purpose

A CHARTFIELDZ - Source
A.CHARTFIELD3 - UD Chartfield

A PROJECT |D - Project
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You will create an expression to extract the 5" and 6™ characters from the Purpose codes.
11. Click in the Expression Text box and type this in front of A.CHARTFIELD1: %substring (
12. Type this after A.CHARTFIELD1: ,5,2)

This text tells Query to start at the 5™ character of A.CHARTFIELD1 and to extract two characters. Your
page should look like this:

Edit Expression Properties

*Expression Type:

[Character v| Length: [ 2
[ | Aggregate Function Decimals:
E}l[ES—Diﬂrr‘lest.

< B4substring(A CHARTFIELD1,5,2) Note:
There are NO spaces

in the expression.

Add Prompt Add Field

OK Cancel

13. Click OK.
14. Click the Use as Field link.

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: E| | EN_CLASS_AGGR_SUM Description: class template Exercise 15 C] Feed

Expressions List Customize | Find | B | 2 First B0 q0r1 B st

Expression Text Use a= Field Add Criteria Edit Delete

%substring(A CHARTFIELD1,5,2) Use as Field ) Edit | [=]

15. You will be on the Fields tab, note the new field in the list. Click the Edit button for
%substring(A.CHARTFIELD1,5,2)

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: ELLEN_CLASS_AGGR_SUM Description: class template Exercise 15 C] Feed
View field properties, or use field as criteria in query statement. Reorder / Sur1|
Fields Customize | Find | View At | B | 8 First Bl sgors B Lost
(Col [Rocorarieigame _[Formst [Ora [XUAT [Amn [HesdioaText [Aoa Crtera [t [Dolete _

1 AFISCAL_YEAR - Fiscal Year Num4.0 Year 2 Edit | [=]

2 AACCOUNTING_PERIOD - Accounting Period Num3.0 Period ?f Edit | ,:'I

3 AACCOUNT - Account Char10 Account 2 Edit | =]

4 ACHARTFIELD1 - Purpose Char10 Purpose 2 Edit | =]

5 ALEDGER - Ledger Char10 Ledger 2 Edit | =]

6 AAMOUNT - Amount SNm25.3 Sum  Sum Amount 2z Edit | =]

7 AUOD_CHRTFLD1_DESCR - Description Char30 Descr 2 Edit | [=]

q W Char2 ?Egaﬂn%ﬂm 52 ® Edt |
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16. In the Heading Text box, change the text to: Purpose 5,6

Edit Field Properties

Field Name: Ysubstring(A. CHARTFIELD1,5,2)
C)No Heading ) RFT Short @ None
) Sum
® Text (_JRFT Long P
T : O Mi
(|Purpose 5.6 ) O M:'n
X
*Unique Field Name: ) Average
|EXPRE_3

oK | Cancel |

17. Click OK.

18. Click the Save As link.

19. Rename this query xxx class_substring (where xxx represents your initials).
20. Click OK.

21. Click the Run tab.

Records | Query | Expressions | Prompts | Fields | Criteria | Having | ViewSQL | Run

| Rerun Query | Download to Excel | Download to XML H - 940194 B (oo [¥]

N L S
1 2013 1 125200 STGP212416 ACTUALS 1600.000 ICE HOCKEY CLUB

2 2013 1 126000 STGP912115 ACTUALS 374.000 THE REVIEW L4

3 2013 1 120500 STGP912416 ACTUALS 126.400 ICE HOCKEY CLUB o1

4 2013 1 130100 STGP912439 ACTUALS -393.800 CATHOLIC CAMPUS MINISTRY 91

5 2013 1 140140 STGP912115 ACTUALS 75.000 THE REVIEW 91

G 2013 1 140140 STGP912352 ACTUALS 1254.930 GREEK AFFAIRS 91

7 2013 1 140140 STGP912375 ACTUALS 800.000 ALPHA KAPPA ALPHA 91

] 2013 1 140140 STGP912439 ACTUALS 2855.110 CATHOLIC CAMPUS MINISTRY 91

9 2013 1 141900 STGP912338 ACTUALS 2.490 R3A o

--End of Exercise--
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Concatenate (combines multiple fields into one)

Using the concatenate expression, you can see the Fiscal Year and Accounting Period fields together as
one field.

Exercise 19—How to Concatenate Fields

1. Open the query named XXX_CLASS_AGGR_SUM (where XXX represents your initials)
2. Click the Expressions tab

3. Click the Add Expression button

| Expressions |
e ——
Query Name: ELLELL_CLASS_AGGR_SUM_X Description:
D Mo expressions have been defined yet.
Saye | Save As Mew Query Preferences  Properiies  Publish as Feed MNew Union

4. In the Expression Type box, choose Character if it is not already selected
5. Change the Length to 15.

6. Click the Add Field link.

Edit Expression Properties

*Expression Type:

([ Character v| Length: r@

[l Aggregate Function Decimals:

Expression Text:

Add Prompt Add Field

0K | Cancel |
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7. Click A.FISCAL_YEAR - Fiscal Year

Select a field

Select a record to show fields for
Record Description
UOD Transaction Detail GL

Alias Record

A UOD_TRANS_DTL

Bl
Customize | Find | E | Hi

First Bl 1071 B Last

Show Fields

Show Fieldsl

ale 3 ald i _ d _ A A
ABUSINESS UMNIT - Business Unit

AFISCAL YEAR - Fiscal Year

AACCO - Accounting Date

AACCOUNTING PERIOD - Accounting Period

A ACCOUNT - Account

Note: can select any field in the
record(s) of your query. You are not
limited to using fields that you have
already selected for your query.

! 1

8. In the Edit Expression Properties page, click the Add Field link again.

9. This time click A,ACCOUNTING_PERIOD - Accounting Period.

Select a field

Select a record to show fields for

Alias Record

A UOD_TRANS_DTL

Record Description
UOD Transaction Detail GL

E | 2
Customize | Find | = | EE

First Bl 1071 B Last
Show Fields

Show Fieldsl

Select a field

Customize | Find | View an | B | i
ABUSINESS UNIT - Business Unit

AFISCAL YEAR - Fiscal Year

A ACCOUMNANGHBT—Frconmiing-Hate
(AACCOUNTING PERIOD - Accounting Period

A ACCOUNT - Account

First Bl 1.50 or 55 ¥ Last

10. In the Expression Text box, type: $concat between the two field names as shown below.

Edit Expression Properties

*Expression Type:
| Character v

L] Aggregate Function

Expression Text:

Length:

Decimals:

G

A FISCAL_YEAR %concat AAACCOUNTING_PERICD

Note there are spaces
before and after
%$concat

Add Prompt Add Field
QK Cancel

11. Click OK
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12. Click the Use as Field link

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: ELLELL_CLASS_AGGR_SUM_X Description: E] Feed
Add Expressiunl
Expressions List Customize | Find | B | 8 Fist B 4 op 1 B0 ot
Expression Text Use as Field Add Criteria | Edit Delete
AFISCAL_YEAR %concat A ACCOUNTING_PERIOD Use as Field ) 2 Edit | [=]
Saye | Save As Mew Query Preferences Properties  Publish as Feed MNew Union Return Tt

13. This will take you to the Field tab
14. Click the Edit button for the new field of A.FISCAL_YEAR %concat A, ACCOUNTING_PERIOD.

Records | Query | Expressions | Prompts | Fields | Criteria | Having | ViewSQL | Run

Query Name: ELLELL_CLASS AGGR_SUM_X Description: [ Feed
View field properties, or use field as criteria in query statement. Reorder / SDHl
Fields Customize | Find | View Al | B | 88 st B 45 073 T Lt
1 AFISCAL_YEAR - Fiscal Year Numé4.0 Year P Edit | =]
2 AACCOUNTING_PERIOD - Accounting Period Mum3.0 Period ?,_ Edit | |:-|
3 A ACCOUNT - Account Char10 Account P Edit | =]
4 ACHARTFIELD1 - Purpose Char10 Purpose P Edit | =]
5 ALEDGER - Ledger Char10 Ledger @ Edit | =]
6 AAMOUNT - Amount SNm25.3 Sum Sum Amount P Edit | =]
7 AUOD_CHRTFLD1_DESCR - Description Char30 Descr kA Edit | =
AFISCAL_YEAR
8 AFISCAL_YEAR %concat AACCOUNTING_PERIOD Char15s %aconcat f m’ -
AACCOUN p—

15. In the Heading Text box, change text to: FY AcctgPeriod

Edit Field Properties

Field Name: A FISCAL_YEAR %concat AACCOUNTING_PERIOD
(O'No Heading () RFT Short © None
) Sum
® Text () RFT Long PO
Heading Text: Omin
[FY AcctgPeriod OmMa
X
*Unique Field Name: i Average
[EXPR3_8

QK | Cancel |

16. Click OK.
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17. Click the Save As link.

18. In Query field, rename this query xxx _class_concat (where xxx represents your initials).
19. Click OK.

20. Click the Criteria tab.

21. Make sure the criteria on CHARTFIELD1, FISCAL_YEAR and ACCOUNTING_PERIOD are limited to one
or just few values. This query uses the UOD_TRANS_DTL record, selecting too many values will have
an adverse effect on the system resources.

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: ELLELL_CLASS_CONCAT_X Description: [2) Feed

Group Criteria| ~ Reorder Criteria |

Customize | Find | B | B First BN 4400 0 Lot

Condition Type Edit Delete
ABUSINESS_UNIT - Business Unit equal to Edit | [=]
AFISCAL_YEAR - Fiscal Year equal to Edit | =]
A.ACCOUNTING_PERIOD - Accounting . | -
AND ~| Bariod equal to Edit | =]
A.CHARTFIELD1 - Purpose like MAST112% Edit | =]
Sayve | Save As Mew Query Preferences  Properties  Publish as Feed Mew Union Return

22. Click the Run tab

Records Query Expressions Prompts Fields Criteria Having View SQL Run
| Rerun Query | Download to Excel | Download to XML E
1 2013 1 143000 MAST112113 ACTUALS 5.000 SMSP-LEWES INSTRUCTION SUPP 20131
2 2013 1 140600 MAST112115 ACTUALS 29960 SMSF SUPPORT 20131
3 2013 1141000 MAST112115 ACTUALS 46.120 SMSF SUPPORT 20131
4 2013 1 144300 MAST112115 ACTUALS -126.380 SMSP SUPPORT 20131
5 2013 1 145000 MAST112115 ACTUALS -416.790 SMSP SUPPORT 20131
G 2013 1 145600 MAST112115 ACTUALS 127.830 SMSF SUPPORT 20131
7 2013 1 147700  MAST112115 ACTUALS -62.060 SMSF SUPPORT 20131
a 2013 1 148300 MAST112115 ACTUALS 110.000 SMSF SUPPORT 20131
9 2013 1 148500 MAST112115 ACTUALS 340180 SMSF SUPPORT 20131
10 2013 1 145900 MAST112116 ACTUALS 8.310 CEQE IT OPERATIONS 20131
1 2013 1 148400 MAST112116 ACTUALS 692.000 CEOE IT OPERATIONS 20131
12 2013 1 149600 MAST112116 ACTUALS -60.990 CEOE IT OPERATIONS 20131

Note that this new
concatenated field is difficult
to read. See the next page for
an alternative that makes it
more understandable.
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Note: The following is an alternative way of writing a concatenation expression. It will also
demonstrate adding a dash (-) in between the two fields to make the new field easier to read.

23. Click on the Expressions tab

24. Click the Edit button on the A.FISCAL_YEAR %CONCAT A.ACCOUNTING_PERIOD row.

Records Query Expressions ] Prompis Fields Criteria Having View SQL Run
S~ —

Query Name: ELLELL_CLASS_CONCAT_X Description: Feed

Expressions List Customize | Find | B8 | 8 First B 4 op1 B o
Expression Text UscasFicld |AddCriteria  |Edit  |Delete

AFISCAL_YEAR %concat AACCOUNTING_PERIOD UseasField %2 Edit ,:l

25. Omit the %concat and replace it with | | on either side of a dash in single quotes.
Your expression will now be A.FISCAL_YEAR || '-' | | AAACCOUNTING_PERIOD —
There are spaces before and after both sets of the ||.

26. Click the OK button.

The | (pipes) character is

Edit Expression Properties found on your keyboard

*Expression Type: above the Enter key on
[Character v|  Lemgth: | 15 the same key as the
[] aggregate Function Decimals: backslash.
| ExpressionFext:

< AFISCAL_YEAR || - || A ACCOUNTING_PERIOD

Add Prompt Add Field

OK | Cancel |

27. Click the Run tab. Notice that the new concatenated field now has a dash in it.

Records | Query | Expressions | Prompts | Fields | Criteria | Having | ViewSQL | Run \

| Rerun Query | Download to Excel | Download to XML |£|1 3
1 2013 1 143000 MAST112113 ACTUALS 5.000 SMSP-LEWES INSTRUCTION SUPP 201 3—1
2 2013 1 140800 MAST112115 ACTUALS 29.960 SMSP SUPPORT 20131
3 2013 1 141000 MAST112115 ACTUALS 46.120 SMSP SUPPORT 20131
4 2013 1 144300 MAST112115 ACTUALS -126.380 SMSP SUPPORT 201341
5 2013 1 145000 MAST112115 ACTUALS -416.790 SMSP SUPPORT 201341
] 2013 1 145600 MAST112115 ACTUALS 127.830 SMSF SUPPORT 20131
7 2013 1 147700 MAST112115 ACTUALS -62.060 SMSP SUPPORT 20131
3 2013 1 148300 MAST112115 ACTUALS 110.000 SMSP SUPPORT 20131

28. Go to Fields tab, click Save As link and click OK

--End of Exercise—
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Decode (“if” statements)

Decode allows you to create a field whose value is conditional upon a logical expression. For example,
you may want to create a field that is populated with Amount under certain conditions and is blank
under other conditions. The general format is the following:

DECODE (statement to evaluate, thing to evaluate statement against, value if true, value if false).

Exercise 20—How to Use Decode

In this exercise, we will create a field called “basic budget amount.” If the Fund is OPBAS (Operating Basic
Budget), then return the Amount. Otherwise, return zero.

1. Go to Query Manager and open XXX_CLASS_SUBSTRING (where XXX represents your initials)
2. Click the Query tab click the show Fields icon to display the fields
3. Click on the FUND_CODE - Fund Code check box to add this field to your query

Query Name: ELLELL CLASS_SUBSTRING_X Description:
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add additional &
records by clicking the records tab. When finished click the fields tab.
Chosen Records
Alias Record
= A UOD_TRANS_DTL - UOD Transaction Detail GL Hierarchy Join :I
Check Al | Uncheck All |
Fields Find | Viewll  First B0 1-50 or 55 I Last
[] &= BUSINESS_UNIT - Business Unit 2
W] E= FISCAL_YEAR - Fiscal Year A
O E== ACCOUNTING_DT - Accounting Date ?
W]  E= ACCOUNTING_FERIOD - Accounting Period %
W]  EB= ACCOUNT - Account Join GL ACCOUNT TBL- 7
Accounts
[] E= DEPTID - Department Join DEPT TBL - %
Depariments
@ == FUND_CODE - Fund Code Join FUND TBL - Fund Table %
= E= CLASS_FLD - Class Field Join CLASS CF TBL-Class
of Trade Table

4. Click the Criteria tab
5. Change two criteria by clicking the Edit buttons:
e Accounting Period to equal to 2
e Purpose to like with your acronym with the % wildcard (e.g. UNIV%)

Records | Query | Expressions | Prompts | Fields | Criteria | Having | ViewSQL | Run

—  —

Query Name: ELLELL_CLASS_SUBSTRING_X Description: Feed

Add Criteria | Group Criteria|  Reorder Criteria |

Criteria Customize | Find | B | 88  First B0 44050 B 1ot

Logical Expr il Condition Type Expression 2 Edit Delete

[ ~|ABUSINESS_UNIT - Business Unit equal to UoDo1 Edit | -]

AND | AFISCAL_YEAR - Fiscal Year equal to 2013 Edit | =]
AACCOUNTING_PERIOD - Accounting .

Parind equal to 2 Edit

A.CHARTFIELD1 - Purpose like UNIV% Edit | /=]
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6. Click the Expressions tab and then click the Add Expression button

Add Expression |)

Expressions List

Records Query Expressions FPrompis Fields Criteria Having View SQL Run
S~
Query Name: ELLELL_CLASS_SUBSTRING_X Description:

Bl | 5
Customize | Find | = | ##
Expression Text Use as Field

Ssubstring(A CHARTFIELD1,5,2)

Use as Field

2

[ ] Feed

First B 1 e 1 B Last

Add Criteria Edit Delete

Edit | =]

7. In Expression Type select Number

8. Change Length to 15 and Decimals to 2.

In the Expression Text box, type: decode (A.FUND_CODE, 'OPBAS' ,A.AMOUNT, 0)

Edit Expression Properties

Expre

i Taxt:

*Expression Type:
[ Number v| Length: ’_@
] Aggregate Function Decimals:

®

| decode(A FUND_CODE,'OPBAS A AMOUNT,O)

There are NO spaces i
this text.

=}

Add Prompt Add Field

OK Cancel

9. Click OK.

10. Click the Use As Field link for the new field decode(A.FUND_CODE,'OPBAS', A, AMOUNT,0).

Records

Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: ELLELL_CLASS_SUBSTRING_X Description:

Expressions List

Bl &
Customize | Find | B | 2
Use as Field

Expression Text

Add Criteria
Yosubstring(A.CHARTFIELD1,5,2)

First B 1.2.0¢2 B0 | ast
Edit

UsegsField Edit | [=]
decode(A FUND_CODE, 'OFBAS' A AMOUNT.0) Use asField ) P Edit | =

|2 Feed

Delete

11. This opens the Fields tab
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12. Click the Edit button for decode(A.FUND_CODE,'OPBAS',A.AMOUNT,0).

Query Name: ELLELL_CLASS_SUBSTRING_X Description:

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

Records Query Expressions Prompis Fields Criteria Having View SQL Run

Fields Customize | Find | View Al | ) First BN 1-10 o 10 B L ast
@ Record.Fieldname Format  |Ord ’E’E Heading Text éfi?em Edit
1 AFISCAL_YEAR - Fiscal Year Num4.0 Year @ Edit | [=]
2 A ACCOUNTING_PERIOD - Accounting Period Num3.0 Period ? Edit |:-|
3 A ACCOUNT - Account Char10 Account ? Edit |:—|
4 A CHARTFIELD1 - Purpose Char10 Purpose b Edit | [=]
5 ALEDGER - Ledger Char10 Ledger =3 Edit |[=]
f A AMOUNT - Amount SNm25.3 Sum Sum Amount -4 Edit | [=]
7 AUOD_CHRTFLD1_DESCR - Description Char30 Descr ? Edit |:-|
8 %substring{A.CHARTFIELD1.,5,2) Char2 Purpose 5, 6 ? Edit |:-|
9 AFUND_CODE - Fund Code Chars Fund = Edt | [
10 decode(A FUND_CODE,'OPBAS"A AMOUNT.0) Num13.2 ?E?S:D_CODE,'OPBAS‘, an % Edit

[ Feed
Reorder / Sur1|

13. In the Heading Text box, change the text to: Basic Bgt Amt

Edit Field Properties

[EXPR10_10

Field Name: decode(A FUND_CODE,OPBAS" A AMOUNT,O)

()No Heading ) RFT Short ® None
) Sum
®) Text (_JRFT Long ) Count
T"ﬁ 'T‘: ) Min
Basic Budget Amt ) Ma
X
*Unigue Field Name: ) Average

oK | Cancel |

14. Click OK

15. Click the Run tab.
OOOOOPS - an error!

Records Expressions Prompts Criteria

Wiew SQL

This “group function” error means there’s a pro

blem with a sum on one of the fields.

Rerun Query
ASQL error occurred. Please consult your system log for details.
Errorin running query because of SQL Error, Code=934, Message=0RA-009

. group function is not allowed here )50,380)
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16. Click the Fields tab

The problem is the Sum on the ALAMOUNT field - it conflicts with the decode field and is not needed, since the
decode expression also involves the A AMOUNT field.

17. Delete the A,AMOUNT field with the =] button
18. Add the sum to the “decode” field instead — click the Edit button on the “DECODE” field

Records Expressions Prompts Fields ) View SQL

S —
Query Name: ELLELL_CLASS_DECODE_X Description: [ Feed
View field properties, or use field as criteria in query statement. Reaorder / Sort |
Customize | Find | View All| L] | i First n 1-10 of 10 )| Last

Col |Record.Fieldname Heading Text

1 AFISCAL_YEAR - Fiscal Year Mumd4.0 Year A

2 AACCOUNTING_PERIOD - Accounting Period Mum3.0 Period ?

3 AACCOUNT - Account Char10 Account ?

4 ACHARTFIELDA - Purpose Char10 Purpose ?

5 ALEDGER - Ledner Efrartd Ledger z

6 AAMOUNT - Amount SMNm25.3 Sum  Sum Amount ?

7 AUOD_CHRTFLDT_DESCR=Drescriptiofn Cirar3 Descr A

8 %substring(A CHARTFIELD,5.2) Char2 Purpose 5, 6 ?

9 AFUND_CODE - Fund Code Charg Fund A

10 DECODE(A.FUND_CODE,'OPBAS' AAMOUNT,0)  Num13.2 Basic BudgetAmt % Edit ) =]

19. In the Aggregate box, click Sum
20. Click OK

Edit Field Properties

Field Name: DECODE(AFUND_CODE,'OPBAS" AAMOUNT,O)

©) NoHeading ) RFT Short

@ Text ) RFT Long ® Count
Heading Text: ,e:~, Min
\Basic Budget Amt . .

I‘_fl ax
*Unigue Field Name: ) Average
[EXPR10_10
OK | Cancel

21. Click the Run tab
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Notice only the rows with the Fund Code of OPBAS have an amount in the Basic Budget Amt column.

Records Query Expressions Prompts Fields Criteria Having View SQL Run 3

View All | Rerun Query | Download to Excel | Download to XML [ 4 [¥] |ast
1 2013 1146000 UNIVI12166 ACTUALS INDIRECT COST/CASB 11 OPBAS 2500.00
82 2013 1144300 UNIV112535 ACTUALS CHRYSLER OPERATIONAL COSTS 1 OPBAS 13350
83 2013 1148500 UMIV112535 ACTUALS CHRYSLER OPERATIONAL COSTS 1 OPBAS 180.04
84 2013 1151800 UNIV112535 ACTUALS CHRYSLER OPERATIONAL COSTS 1 OPBAS 18845
85 2013 1154800 UMIV112535 ACTUALS CHRYSLER OPERATIONAL COSTS 1 OPBAS 105.00
86 2013 1149000 UNIVI75181 ACTUALS SPECIAL TUIT HLDG 17 OPBAL 0.00
87 2013 1154800 UMIVI75191 ACTUALS DIVERSITY TASK FORCE 17 OPBAL 0.00
23 2013 1144600 UNIVI75216 ACTUALS RIE FIN OFC YEAR END ENTRIES 17 OPBAL 0.00

22. Click the Save As link.
23. In Query field, rename this query xxx_class_decode (where xxx represents your initials).

24. Click OK.

--End of Exercise—

Running Query Results to Excel
You can run results from queries to Microsoft Excel. In the next exercise, you will run your query results
from the previous exercise to Excel. There are three ways to download query results to Excel:
e Query Viewer search page
e Query Manager search page
e Run tab in Query Manager

Exercise 21—How to Run Query Results to Excel from Query Viewer or Query Manager

1. Open Query Manager or Query Viewer

2. Find the query you want to download and click the Excel link

Query Viewer search page:

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 [ELL

Search | Advanced Search

Search Results

*Folder View: [— All Folders - M

Customize | Find | View All | ] First 4] 121 0f 21 n Last

ELLELL_CLASS_AGGR_SUM_X Private HT @

L Schedule Favorite
ELLELL_CLASS_CRITERIA guery class exercise Private HTML "Excer~ XML  Schedule Favorite
ELLELL_CLASS_DECODE Private HTML Excel XML Schedule Favorite
ELLELL_CLASS_JOINS query class exercise Private HTML Excel XML Schedule Eavorite
ELLELL_CLASS_SUBSTRING_X Private HTML Excel XML Schedule Favorite
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Query Manager search page:

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

Find an Existing Query | Create New Query

*Search By: [Query Name ~|  begins with [ELL

Search | Advanced Search

Search Results

*Folder View: [— All Folders — v

CheckAll | Uncheckanl | *Action:[=Choose— V] 6o |

i

Customize | Find | View All | H | First m 1-21 of 21 n Last

-, |Runto |Runto (Runto
Descr Owmer | Folder Edit HIML |Excel (XML Schedule

[[] ELLELL_CLASS AGGR_SUM_X Private Edit ML  Schedule
[ ELLELL_CLASS_CRITERIA query class exercise Private Edit HTML XML Schedule
[] ELLELL_CLASS DECODE Private Edit HTML Excel XML  Schedule
[ ELLELL_CLASS_JOINS query class exercise Private Edit HTML Excel XML Schedule
[] ELLELL_CLASS_SUBSTRING_X Private Edit HTML Excel XML  Schedule

3. When this dialog box appears, click Save

What do you want to do with g.xlIs?

From: wafinprd.nss.udel.edu

= Open

The file won't be saved automatically,

< Save as

4. Click Open when this message appears at the bottom of your screen:

The g (7)xls download has completed. | Open |VJ | Open folder | | View downloads b3

5. Save this new Excel document and rename it something meaningful to you.
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Run tab in Query Manager:

1. From the Query Manager search page, click the Edit link on the query you want to download

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

Find an Existing Query | Create New Query

“Search By: [Query Name ~|  begins with [ELL

Search | Advanced Search

Search Results

*Folder View: |— All Folders - v

CheckAll |  UncheckAll | *Action:[~Choose - v| G |

Query

l.usloml._el Find | View Al | E | ] First 4] 1-21 of 21 n Last

ELLELL CLASS AGGR_SUM_X rivate MTML Excel XML  Schedule
D ELLELL_CLASS_CRITERIA query class exercise Private Edit HTML Excel XML  Schedule
[] ELLELL_CLASS_DECODE Private Edit HTML Excel XML  Schedule

2. Click the Run tab and then click the Download to Excel link

Expressions Fields iteri i View SQL. 3

| Rerun Queky | Download to Excel | Dwnload to XML [ 1-04 o794 H
Peri

1 2013 1 144300 STGP912111 ACTUALS 1258.890 STUDENT GOVERNMENT ASSOCIATION
2 2013 1 154300 STGP912111 ACTUALS 30.000 STUDENT GOVERNMENT ASSOCIATION
3 2013 1 R17900 STGP912111 ACTUALS -675.020 STUDENT GOVERNMENT ASSOCIATION
4 2013 1 R17900 STGP912112 ACTUALS -66.000 AM SOC MECH ENGINEERS

5 2013 1 145000 STGP912113 ACTUALS 1225.000 DE RUGBY CLUB

What do you want to do with quxis?

| From: wefinprd.nss.udel edu

3. When this dialog box appears, click Save 2 Open

The file won't be saved automatically.

< Saveas

4. Click Open when this message appears at the bottom of your screen:

The q (7)xls download has completed. Gpen |>’| | Open folder | | View downloads X

5. Save this new Excel document and rename it something meaningful to you.

--End of Exercise--
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Using the Query Viewer
The Query Viewer is a read-only version of the Query Manager. It allows Security Administrators
to provide read-only access to users who only need to view or print queries.

The Query Viewer enables you to do the following:
e Search for a query

e Preview a query

e Runa query

e Printa query

To Use the Query Viewer to Search for a Query

Log in to PS as you normally do.

From the Menu box, click Reporting Tools.

Click Query.

Click Query Viewer.

In the Search For field, type the name of the query you want to find.

To Use the Query Viewer to Preview a Query

When you preview a query, the results are displayed in the current browser window.
Log in to PS as you normally do.

From the Menu box, click Reporting Tools.

Click Query.

Click Query Viewer.

In the Search For field, type the name of the query you want to find.

Click the name of the query you want to view.

Download the results to an Excel spreadsheet.

To Use the Query Viewer to Run a Query

When you run a query, the results are displayed in a new browser window.
Log in to PS as you normally do.

From the Menu box, click Reporting Tools.

Click Query.

Click Query Viewer.

In the Search For field, type the name of the query you want to find.

Click the HTML link to run the query.

Download the results to an Excel spreadsheet.

To Use the Query Viewer to Print a Query

Log in to PS as you normally do.

From the Menu box, click Reporting Tools.

Click Query.

Click Query Viewer.

In the Search For field, type the name of the query you want to find.

Run the query.

Click the Print button for the browser program you use. (Or, select File | Print from the
browser’s Menu bar.) The query will print on your default printer.

If you choose to download the query to Excel or another program, you can print the query using
that program’s print functions.
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Appendix

Terms and Buttons Used with Fields (from PeopleBooks online documentation)

Q(} Click the Sort button once to list fields in alphabetical order. Click the button again to return to original
£ ™ Sort button

sort.
‘Alias HThe alias name that the program automatically assigns to the chosen records. ‘
‘Hierarchy Join HCIick this link to join a child table to its parent table. ‘
Check All Fields Click this button to check all fields in the record. Once you select a field, the program automatically

adds it to the query and you can view it on the Fields page. This button does not appear when the field
names are hidden.

‘Uncheck All Fields HCIick this button to clear all fields in the record. |

‘Field Names HSeIect the box located to the left of each field that you want to add to your query content. ‘

Related Record Join ||Click this link to join two records based on a shared field.

Expand All Records ||Click this button to view all fields in the records. This button appears only when there is more than one
record listed.

Collapse All Click this button to hide all fields in the records. This button appears only when there is more than one
Records record listed.

‘Format HFieId type and length for each field listed.

Ord (order) Shows one or more fields selected to sort your query output.

If the field is the first sort field, a 1 appears, and the program sorts rows based on this field first. The
second sort field selected is numbered 2, and so on.

A descending sort order can also be specified. The letter D appears if sorting fields in descending order
is selected.

XLAT (translate) Specifies which translate value you want to appear in the query results: N (none), S (short), or L (long).
The table you're querying may include fields that use the Translate table. If so, the field itself contains a
short code of some kind, for which the Translate table provides a set of corresponding values. For
example, if the table includes an EFF_STATUS field, the value is A or I, which the Translate table
translates into Active and Inactive. If a field has values on the Translate table, a letter appears in the
XLAT column for that field.

In your query results, you might want to display the translated value rather than the code (for example,
Active instead of A). To tell PS Query to make this substitution specify L as the translate value. Translate
tables are effective-dated, so you must select which effective date to use for it. For most tables, PS
Query defaults to the current date, meaning that it uses the currently active list of Translate table
values. However, if the table you're querying is also effective-dated, PS Query uses the value in the
EFFDT field for a row. That is, for each row the query returns, PS Query uses the Translate table values
that were active as of that row's effective date.

If neither of these effective date options are what you want, you have two more:

e Ifthe table you're querying includes another date field, you can use the value in that field as
the effective date for Translate table values. Click the Edit button and then select the Field
option, and then select the field name from the drop-down list box.

e Use an expression to set the effective date for the Translate table. For example, enter a fixed
effective date or prompt the user for one.

‘Agg (aggregate) HAggregate function for each field listed. ’

‘Heading Text HThe heading assigned to appear at the top of the column for the query output for each field listed. ’

Edit Click this button to format the query output (for example, to change column headings, display translate
table values in place of codes, or specify a sort order).

ReOrder/Sort Click this button to display the Edit Field Ordering page, which enables you change the column order
and/or sort order for multiple fields.
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Standard Criteria used with UDO_TRANS_DTL Table

This query, EZQ_TRANS_NONBUDPURPNOPO, was written to return transactions for a given Purpose for
a range of accounting periods. It excludes budget entries and Purchase Order transactions that are not
yet expenses.

EZQ_TRANS_NONBUDPURPNOPO

This is what the prompts look like: Enter Purpose: E—
Starting Fiscal Year: l_u
Starting Acctg Period: l_u
Ending Fiscal Year: l—u

Ending Accounting Period: | @
oK | cancel |

Favqrrites MainvMenu > Reporting Tools > Query » Query Manager

Records Query Expressions Prompis Fields Criteria Having View SQL Run

Query Name: EZQ_TRAMS_MNONBUDPURPMOPO Description: Mon Budget Trans No PO Purp Feed

i Add Criteria

________________________ i

Group Criteria | Reorder Criteria |

El , 4
Customize | Find | El | & First [ 4] 1-11 of 11 n Last

Condition Type ession 2 Edit Delete

[ ~| ABUSINESS_UNIT - Business Unit equal to UODD1 Edit | [=]

A.CHARTFIELD1 - Purpose equal to A Edit | =]

AND ~| AFISCAL_YEAR - Fiscal Year befween 2 AND 4 Edit | =

A FISCAL_YEAR*1000 , . [ =

AND ] A ACCOUNTING._PERIOD not less than (:2*1000)+:3 Edit | =

AFISCAL_YEAR*1000 . . i | =

AND A +A ACCOUNTING PERIOD not greater than {:4*1000)+5 Edit | [—]
— e

( ASTATISTICS_CODE - Statistics Code not in list (‘ENU','ENP')\ Edit | =]

AACCOUNTING_PERIOD - Accounting ==

Period not equal to 0 Edit | =

AACCOUNTING_PERIOD - Accounting =

Period not equal to 999 Edit | =]

(A LEDGER - Ledger equal to ACTUALS Edit | =]

[OR ~|ALEDGER - Ledger equal to ] Edit | []

\ AND s | AJOURNAL_ID - Journal 1D not equal to n j Edit | j

These are the explanations for the six “standard” criteria:

e STATISTICS_CODE not in list ‘ENU’,’"ENP’ - This excludes any transaction used to record
endowment “units”.

e ACCOUNTING_PERIOD not equal to 0 and ACCOUNTING_PERIOD not equal to 999 - These two
criteria exclude the two accounting periods used in the system fiscal year end close process.

o LEDGER equal to ACTUALS or LEDGER equal to * * (blank) - These two criteria ensure that the
results do not include budget transactions.

e JOURNAL_ID not equal to ‘ * (blank) - This excludes Purchase Order transactions that create just
obligations, but not actual expenses. (As a PO is expensed the transactions will be in the results
because the Ledger will be ACTUALS.)
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