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PeopleSoft (version 9.1): Introduction to the Query Tool

Introduction

This training material introduces you to some of the basic functions of the PeopleSoft (PS) Query
tool as they are used at the University of Delaware (UD). The Query tool is an end-user reporting
tool, which allows you to extract precise information using visual representations of your PS
database—without writing Structured Query Language (SQL) statements. The Query tool can be
used to do the following:

e display data in a grid (using a Preview tab),

e preview query data within Query Manager and Query Viewer, displaying the result set in
a grid for review, and

e download query results to an Excel spreadsheet.

Training Objectives

This training material was designed using a desktop computer running Windows XP (operating
system) and using the Internet Explorer (version 6.0.2) browser. If you are using a different type
of computer, operating system, or browser, some of the screen graphics may appear slightly
different than those printed here. However, the function of the screen (page) should remain the
same.

After you complete the exercises in this training material, you should be able to do the following:

e Navigate to the Query Manager Search page
e Understand the differences between a private and a public query
e Find and run existing queries
e Create and save new queries
o identify the two primary tables for reporting
o identify the criteria that should always be used in queries
e Preview query results
e Set criteria for data selection using
o criteria components
o boolean expressions
o Use prompts with a query
e Select data from multiple tables
e Use aggregate functions (defined by PS as “Having” criteria)
e Use the following expressions
o numerical manipulation
o substring
o concatenate (combine fields into one)
o decode (“if”)
e Run query results to Excel
o Use the Query Viewer
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Conventions

The following conventions are used throughout the exercises in this material:

Item

Convention

Text the reader should type

Courier, bold, 10 point font

Keyboard key names

Bold, Uppercase text (e.g., the ENTER
key)

Menu titles

Bold, mixed-case letters

Window titles

Bold, mixed-case letters
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Navigating to the Query Manager Search Page

Before you can use the Query tool, you must know how to navigate to the Query Manager Search page.

| Exercise 1—How to Navigate to the Query Manager Search Page

Note: We recommend you use the Internet Explorer or Firefox. Currently, PS works best with these
browsers.

1. Open the Internet Explorer web browser.

2. To access the PS program, type the following URL in the browser’s Address field:
www.udel.edu/financials or www/udel.edu/firpt

3. Press ENTER.

You should see this log-in page:

ORACLE
PEOPLESOFT ENTERPRISE

Select a Language:

English Espaiiol
Dansk Deutsch
Francais Erancais du Canada
ltaliano Magyar
MNederlands Morsk
Polski Portugués
) Suomi Svenska
User ID: Codting EET
) =0 P CoEMi
passwora:[ | 1 Faad
EHh i st
E UK English

Note: Use your User ID and Password that you normally use to logon to the UD Financial System. It is
usually your UDelNet ID and password.

4. Type your User ID in the appropriate field.
5. Type your Password in the appropriate field.

6. Click Sign In. You should see a page similar to the following:
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Worklist | AddfioFavortes |  Sign out
Favgrites | MainMenu
Personalize Content | Lavout Help
Menu — ]
Search:

[ UD Processes

[ Services Procurement
[> SCM Integrations

[+ Enterprise Components
[> Worldist

:E Reporting Tools >
[ PeopleTools

— My Personalizations

On the left-hand side of the page you will see the Menu box, which lists the options you can access.
7. In the Menu box, click Reporting Tools.

8. Under Query listed under Reporting Tools. You should now see the following options in the options:
Query Manager — you can run an existing query, create a new query, or modify an existing query
Query Viewer — you can run an existing query
Schedule Query — setup a query to run on a certain date/time

Reporting Tools
Reporting Tools

Ru, create, and manage quenes and n\ision reports.

Query PS/nVision
Extract information using visual representations Design and create MS Excel spreadshest
PS e eporiz on PeopleSoft data.

Define Report Book
[=] Register Drilldown Layout

o0 U AT o
uery Manager

=l ue Cuery (5 ne He|
i=| Define Scope

9. Click Query Manager from the options listed under Query.

You should see the Query Manager Search page, which should look similar to the following:

Query Manager
The two choices are:

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Query (default) —

@Existing Query | Create New Query . .
use link to modify or run a query

“Search By: |Query Name V| begins with Create New Query — use link to

Search |w write a query from scratch

Find an Existing Query | Create New Query

--End of Exercise--
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Understanding Public and Private Queries

Before using the Query tool, you should understand the differences between a public query and a private
query. The following items are a list of the most important differences:

e A public query may be used by anyone.
e  Only the individual who created it may use a private query.
e If you use a public query created by someone else—and make any modifications to it—you must

leave the public query in its original form and save the modified version as your query. Use the Save
As link to do this.

i Mew Query Preferences  Properties Publish as Feed Mew Union

e Always save your version of a public query with a unique name. We recommend using the creator’s
initials as the first three letters of the query name.

e Before creating a public query, review all public queries to confirm that your initials do not duplicate
the first three letters of an existing query. If your initials are already being used, select a new, unique
combination of letters to use for the first three characters of the query’s name.

e |f you create a public query, consider making a private copy with a unique name for yourself.
Therefore, if someone mistakenly changes a public query you created, you still have a copy of the
original query.

e When you search for queries from the Query Manager Search page, PS automatically lists all private
queries you created—only you will see these. Public queries are listed after private queries.

e If you run a public query and do not receive results, you may not have authorization to some of the
data used in that query.
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Note: The following table of definitions is based on information from the PS PeopleBooks online
documentation. This information is included here for reference.

Terms and Buttons Used with the Query Tool

Term or Button Action

Add Record Click this link to access the Query page, where you can add
fields to the query content or additional records.

Col (column) Current column number for each field listed.

Query Name New Unsaved Query appears in this read-only field until you

change it on the Properties page. This field appears on all
Create New Query pages.

Record.Fieldname Record alias and name for each field listed.
Click the Delete button to delete the associated record from
EIDeIete button the query. A confirmation message appears. Click the Yes

button to proceed with the deletion. Click the No button to
cancel the deletion.

Click the Use as Criteria button to open the Criteria page,
where you can add criteria for the selected field.

‘?" Use as Criteria button

Finding All Existing Queries

| Exercise 2—How to Find All Existing Queries

1. If necessary, navigate to the Query Manager Search page (see instructions in exercise number 1). If
you are already working within the Query tool, you can simply click Query Manager in the
Navigation Bar at the top of the page. You should see Find an Existing Query 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 v|  begins with

Adu anced Search
—————

Find an Existing Query | Create New Query

2. To see ALL available queries, leave the begins with field empty. Click Search.
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This will return a list of queries in the Search Results:

Owner column:

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

V| begins with

Search Advanced Search

Search Results

Too many items met your search criteria. Only the first 300 i

*Folder View: |— All Folders —

v]

Check All |

Uncheck Al |

ATF_TRIAL_BAL_EBL
EBL_EE_NAMES

EBL_EZQ_TRANS_ALL_QUERY

EBL_TRANS_TAGS
EZ_TRANS_NONBUDPURFMOPO

1743SC_TRAN_DETAIL_ALL_MULTI_Y
1743UD_PTD_TRAN_DETAIL_ALL_YRS
1743UD_TRAM_DETAIL_ALL_MULTLY

mpluyee Mames and Empl Private

Transactions from all

ledgers Private
Private
Non Budget Trans Mo PO Privaie

Purp
All trans for date range-Purp Public

All trans for date range-Purp Public
All trans for date range-Purp Public
All trans for date range-Purp Public

—

e Your Private queries (if any) display
alphabetically at the top

e Public queries display next
alphabetically

Select column — use checkbox with the

Action box to Add to Favorites, Delete.

Rename, etc.

Descr column — description of the query

Ol
|
O]
O
|
[] 1743SC_PTD_TRAN_DETAIL_ALL_YRS
O
O
Ol
O

1743_BALANCES Balances for Funds Like 1 Public

*Action: [Delefe Selecled V| 6o |
Cuslomize | Find | View 100 | B First B0 1.30 of 203 I Last
Edit HTML Excel XML Schedule
Edit HTML Excel XML  Schedule
Edit HTML Excel XML  Schedule
Edit HTML Excel XML  Schedule
Edit HTML Excel XML  Schedule
Edit HTML Excel XML  Schedule
Edit HTML Excel XML  Schedule
Edit HTML Excel XML  Schedule
Edit HTML Excel XML  Schedule
Edit HTML Excel XML  Schedule

Click on any of the column headings to sort the list by the heading. (first click A to Z, second click Z to A).

Note: If too many items are produced from a query search, only the first 300 results are displayed.

--End of Exercise—

Finding and Running an Existing Query

| Exercise 3—How to Find and Run an Existing Query

1. If necessary, navigate to the Query Manager Search page (see instructions in exercise number 1). If you
are already working within the Query tool, you can simply click Query Manager in the Navigation Bar at

the top of the page. You should see the following:

Query Manager

Find an Existing Query | Create New Query

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

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

Search Advanced Search

Find an Existing Query | Create New Query

2. The default for this page is Find an Existing Query, no need to click the link
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Note: Before you create a new query, search for your initials to confirm that they are unique to the
database. Type your initials in the begins with field and then click Search. If you do not receive any
results, you can use your initials. If you receive results, you will need to create a unique 3-character
beginning for the name of your query.

3. To find a specific query, type the first few letters of the name of the query in the Search For field. This

field is not case-sensitive. For this exercise, in the Search For field, type the letters: ebl

4. Click Search. You should see the following Search Results:

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 [EEL

Search | Advanced Search

Search Results

*Folder View: [~ All Folders — v
Check Al | UncheckAll | *Action:[—Choose— _ v| Go |
Cusiomize | Find | viewan | B | # 5t Bl 420 0p26 D ot
Folder Euit (Runio |Bunio \Runlo
[] EBL_EE_MAMES Employes Names and EMPl - b gt Edit HIML Excel XML Schedule
D EBL_EZ(Q TRANS_ALL QUERY Transactions from all ledgers Private Edit HTML Excel XML  Schedule
[] EBL_TRANS TAGS Private Edit HTML Excel XML Schedule
[1C_EBL_AAA_TRAINING Query Training Public @; TML Excel XML  Schedule
[] EBL_ACCOUNTS_ACTIVE Public Edi HIML Excel XML Schedule
[] EBL_ACCOUNTS_ACTIVE_EXP_REV Public Edit HTML Excel XML Schedule
[] EBL_ACCTPURPCONVERSION ggg*nr[‘l‘e"t AEWI T E7 Public Edit HTML Excel XML Schedule
[ EBL_COA_ROW_BY_PURPOSE find approver viewer,rpt distr Public Edit HTML Excel XML  Schedule
[l EBL_COA_ROW_BY_PURP_MULTI find approver, viewer,rpt distr Public Edit HTML Excel XML  Schedule
[] EBL_EE_NAMES_IDS E,':""’“Ee Names and Empl - o, Edit HIML Excel XML Schedule
5. To view a query, click Edit on the row of the query you want to view.
6. For this exercise, click EBL_AAA_TRAINING. You should see the following:
Records Query Expressions Prompts Fields Criteria Having View SQL Run
Query Name: EBL_AAA TRAINING Description: Query Training Feed
View field properties, or use field as criteria in query statement. Reorder / Su-r1|
Fields Customize | Find | View A1 | BY | 88 First B 13063 T ot
Col |Record.Fieldname Format |Ord |XLAT |Agn |Heading Text Add Criteria | Edit Delete
1 A.CHARTFIELD1 - Purpose Char10 Purpose Z Edit | =]
2 A EFF_STATUS - Status as of Effective Date Char1 N Status <z Edit | =]
3 A DESCR - Description Char30 Descr @ Edit | =

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

Across the top of the page, you will see a row of tabs, each with a label (e.g., Records, Query, Fields,
etc.). These pages contain additional information about the query you are viewing.

Copyright © University of Delaware, December 2013
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Below the tabs, you will see the name of the query in the Query Name field and the description of the

query in the Description field.

Note: In the Format column (the second column), you will see each field described as Char, Num, or
SNm. Char designates a character; Num or SNm designate a number. When you work with a query, take
note of these designations because they are useful when you work with expressions such as numerical

manipulation, substrings, concatenate, and decode.

Query Name: EBL_aAAA_TRAINING Description: Query Training

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

Fields

Records Query Expressions Prompts Fields Criteria Having View SQL | Run

Customire | Find | View All First 4] 1-30f3 n Last

[Col Recomrisrame  |Format [Ord |XLAT [Am HeadinaText  |AddCrieria [t [Delets

Feed

Reorder / SDI"Il

1 A.CHARTFIELD1 - Purpose Char1d Purpose Edit | =]

2 AEFF_STATUS - Status as of Effective Date Char1 N Status Edit | =

3 A.DESCR - Description Char30 Descr Edit | [=]
Save | Save As New Query Preferences Properties FPublish as Feed New Unign

Return To Search |

7. To run the query, click the Run tab

8. When the processing is complete, your results should look like this:

Records Query Expressions Prompts Fields Criteria Having View SQL Run
View All | Rerun Query | Download to Excel | Download to XML

1 MAST100000 A Cost Share Purpose

2 MAST110000 A CEOQE DEANS OFC ADMIN

3 MAST112111 A CEOQE-LEWES HONCRS DAY

4 MAST112112 A CEOE GRADUATE SUPPORT

5 MAST112113 A SMSP-LEWES INSTRUCTION SUPP

] MAST112114 A EARTH OCEAN & ENVIRONMNT INSTR

7 MAST112115 A SMSP SUPPORT

2 MAST112116 A CEQE IT OPERATIONS

9 MAST112117 | (D) LEWES IT

10 MAST112118 A PHYSICAL OCEAN INSTRUCTION

11 MAST112119 A LEWES MARIME BIO SCIINSTR

Good habit:

Check the # of rows
returned. This helps
you evaluate the
validity of your results.

--End of Exercise--

Creating a New Query
Note: PS terminology for “table” is “record.”

The basic steps to create a new query are the following:
e select the record on which to base the query

e add fields to the query content

e specify selection criteria

¢ format the query output

e runthe query

e save the query

Copyright © University of Delaware, December 2013
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Exercise 4—How to Create a New Query

1. If necessary, navigate to the Query Manager (see instructions in exercise number 1). If you are
already working within Query, click Query Manager in the Navigation Bar at the top of the page.

2. Click the Create New Query link:

Query Manager

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

Find an Existing Quer§ | Create New Query

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

Search |Aduanced Search

3. The Find an Existing Record search page will appear:

Records Expressions

Query Name: New Unsaved Query Description:

Find an Existing Record

“Search By:  [Record Name beginswith  [UoD

This page is the first in a series of pages that you use to define a query within Query Manager. You can
access each of the pages by clicking the tab at the top of the page.

@,

< First, we’ll look at one of the most frequently used records (tables) to start to get familiar with the data
in UD Financials.

4. In the Search by field (this field is not case-sensitive), type UOD

5. Click Search button. You should see a page similar to the following:

Records

Query Name: New Unsaved Query Description:

Find an Existing Record Query security determines
*Search By: |F!ecord Mame begins with UoD the number of records

(tables) you have available

dvanced Search Q
_Search_[advanced Search to you in Query Manager.

Search Results

T
Customize | Find | View all | BV | 88  First B0 1200783 1 st
AddRecord | Show Fields
UOD_ACCOUNT_FPRE - UoD Account Convert Table prev Add Record Show Fields
UOD_ACCOUNT_TEL Add Record Show Fields
UOD_ACCT_WW Add Record Show Fields
UOD_AWD_ATRB_VW - Award Parant Record Add Record Show Fields
UoD_AWD_BUD_WVW - Grants Award Budget data Add Record Show Fields
UOD_BALAMNCES Add Record Show Fields

These are the custom UD tables, some of the most useful to you will be:
UOD_BALANCES — Purpose balances
UOD_TRANS_DTL — Purpose transaction details
UOD_TRN_NOTE_VW — Transaction tag details (click the Last link to find it)

Copyright © University of Delaware, December 2013 12
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Note: Sometimes the record you want to use will be located near the bottom of the list, click one of the
links labeled View All or Last or use the arrow buttons in the blue Record header. The links look similar to

the following:

By -t
Customize | Find | View All | B | === First 4 1-20 of 83 > Last
v B

6. Click the Show Fields link to see fields in UOD_BALANCES.

Customize | Find | View All | Bl First B0 120 023 Last

Add Record Show Fields
UOD_ACCOUNT_FPRE - UoD Account Convert Table prev Add Record Show Fields
UOD_ACCOUNT_TBL Add Record  Show Fields
UoD_ACCT_WW Add Record  Show Fields
UoD_AWD_ATREB_VW - Award Parent Record Add Record Show Fields
UoD_AWD_BUD_VW - Grants Award Budget data Add Record  Show Fields
UOD_BALANCES Add Record @
UOD_BALANCES2 Add Record  Show Fields
UOD_BENEFITS_VW Add Record  Show Fields
UOD_BLDG_HIS Add Record — Show Fields
UOD_BUDCAT_ACCT Add Record  Show Fields

You should see the following:

Fields for record UDOD_BALANCES:

Fieldname Customize |Find | B ] 8 First B0 1490100 B Last

Key |Description

S_LUIMIT - Business Unit
ACCOUNT - Account

DEPTID - Department
FUND_CODE - Fund Code
PROGRAM_CODE - Program Code
BUDGET_REF - Budget Reference
CHARTFIELD1 - Purpose
W

= < < < < < <

UOD_PROJ_TO_DT_BUD - Project to Date Budget
UOD_PROJ_TO_DT_ACT - Project to Date Actuals
oD _PROJ_TO_DT_BAL - Project to Date Balances
ACCOUNT_TYPE - Account Type

A list of the 49 fields in the
record will be displayed.

Think of the fields in the
record as columns in a table.

The key fields display at the
top. You can sort the fields
alphabetically by clicking the
Description link in the
heading.

7. Click the Return button to go back to the list of records (tables).

Copyright © University of Delaware, December 2013
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< Next, we’ll create a new query with a standard PS record (table).

8. Click Query Manager in the Navigation Bar at the top of the page.

9. Click the Create New Query link:

Query Manager

Enter any information you have and click Search | eave fields blank for a list of all values.
Find an Existing Queky | Create New Query

*Search By: [Query Name ~v|  beging with |

Search | Advanced Search

10. The Find an Existing Record search page will appear. In the Search by field, type GL

Records

Query Name: New Unsaved Query Description:

Find an Existing Record

*Search By: [Record Name v|

Search dvanced Search

11. You should see a page similar to the following. Click the Add Record link for GL_ACCOUNT_TBL.

Search Results

El , £
Customize | Find | View a1 | B | 8

First n 18 of 8 u Last

Add Record Show Fields
GLC8572_CLS_VW - GLC8572 Permission Security Add Record Show Fields
GLCB572_DYMN_VW - GLCB572 Dynamic Rule Security Add Record Show Fields
GLC8572_0OFR_VW - GLC8572 Operator Security View dd Bac Show Fields
GL_ACCOUMT_TBL - Accounts Add Reco Show Fields
GL_JRENL_CYDWN - Journal Operator Template a8 [ g1 = 0(8] {0 Show Fields
GL_JRML_TMPLT - Joumnal Operator Template Add Record Show Fields
GL_JRN_CYDWN_VW - Journal Operator Template Add Record Show Fields
GL_OLAP_LED_REQ - Build Ledger Cube Request Add Record Show Fields

12. Click OK when this message box appears. It will automatically create a criteria because this record is

effective dated.

Message 3|

An effective date criteria has been automatically added for this effective dated
record. (139,60)

Effective Date:

Tables with values that are subject
to change over time have Effective
Dates so that an accurate history can
be maintained.

For example the GL Dept table is
effective dated so that department
name changes can be stored
historically.

Copyright © University of Delaware, December 2013
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You should now be viewing the Query tab, which should look similar to the following:

Records | Query | I=¥pressions 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
<ﬁ@ Hierarchy Join j
Check Al | Uncheck Al |
Find | “iew All First [ 4] 134 o0f 34 o Last

W B SETID- SetiD Join SP_SETID NONVW - %

Sec Vw - TableSet ID's
W] E= ACCOUNT - Account 7
7] = EFFDT - Effective Date
7 EFF_STATUS - Status as of Effective Date A list of the 34 fields in the
i DESCR - Description record will be displayed.
O DESCRSHORT - Short Description
] DESCRLONG - Description A
] BUDG_OVERRIDE_ACCT - Budget Override Account Z
O ACCOUNTING_OWMNER - Accounting Owner ?,
O AB_ACCOUNT_SW - ABM Account A
] GL_ACCOUNT_SW - General Ledger Account ?
O PF_ACCOUNT_SW - Performance Measurement ?
v ACCOUNT_TYPE - Account Type Join ACCT TYPE TBL - A

Account Types .

Note: PS names the first record you select as “A”.
If you use more than one record in a query, PS will name the second record “B”, etc.

13. For this exercise, you will select the following fields. Click the checkmark box in front of each of the
following seven fields:
e SETID - SetID
e  ACCOUNT - Account
o EFFDT - Effective Date
e EFF_STATUS - Status as of Effective Date
e DESC - Description
e ACCOUNT_TYPE - Account Type

Helpful Hint: The A-Z button (%0 ) located in the upper right-hand corner sorts the fields in alphabetical
order. It is a toggle button—if you click it once the fields are alphabetized; if you click it a second time,
the fields return to their original order.

Note: On the right-hand side of the page you will see information about “joins” (underlined blue text).
We will discuss this topic in a later exercise. Query Security determines which table joins you will see.
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14. Click the Fields tab.

You should see following page, which lists the fields you selected in the previous step.

Records CQuery Expressions Prompis Fields Criteria Having View SQL Run

~ —
Query Name: Naw Unsaved Query Description: Feed
View field properties, or use field as criteria in query statement. Reorder / Sur1|
Customnize | Find | View 2 | B | 8 pirst B0 45 076 B st
Col [RecoraFieioname ____|Fomat [Ora [XLAT |Asn |HeawingText  |AddCriteria [Eait  |Delete
1 ASETID - SetiD Chars SetlD 2 Edit | [=]
2 AACCOUNT - Account Char10 Account 2 Edit | [=]
3 AEFFDT - Effective Date Date Eff Date 2 Edit | =
4 AEFF_STATUS - Status as of Effective Date Char1 N Status 2 Edit | =]
5 A.DESCR - Description Char30 Descr 2 Edit | (=]
& A ACCOUNT_TYPE - Account Type Charl Type 2 Edit | [=]

%e | New Query Preferences Properies Publish as Feed New Union Return To Search |

15. Save the query with the Save As link.
(NEVER use the Save button, it is too easy to overwrite a Public query).

You should see a page that looks similar to the following:

Enter a name to save this query as:

*Query: |

Description: |

Folder: |
*Query Type:
*OwWner: Private

Query Definition:

oKk | | cancel |

Note: Keep in mind the following naming conventions when you create a name for a new query:
e Before you save the query, confirm that someone else doesn’t have the same initials you do.
e If yourinitials are not already in use, name your query using the first three initials of your
name.

16. Enter the following:
Query - type the name of the query: xxx_class (where xxx represents your initials).
For example, if your name is Shannon Michelle North, you would type smn_class.

Description - type: query class exercise 1
Query Type - confirm that User is selected.
Owner - confirm that Private is selected.
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17. Your completed Save As page will look similar to this:

Enter a name to save this query as:

*Query: [smn_class

Description: |qut-}r'_.r class exercise 1

Folder:
*Query Type: |User
*Owner: Frivate

Query Definition:

0K

Cancel

18. Click OK.

19. Click the Run tab.

You should see a page similar to the following:

Records Query Expressions

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

You should see six columns and a number of rows of data. Note the number of rows you receive, which is
indicated above the right-most column on the page. In this example page, 1970 rows are returned.

You cannot sort the results on the Run tab, go to the Fields tab and use the _Reorder /Sor| 1y iiton,

Frompis

Pages Used to Create a Query

The pages listed in the following table are those used to create a new query.

Note: The following table is based on information from the PS PeopleBooks online documentation. This
information is included here for reference.

Fields

Criteria Having View SQL Run

1 uoDot 140130 01/01/1951 A ELECTRONICS SHOP EXPENSE

2 uoDoi 140140 01/01/1951 A STUDENT CENTER EXPENSE

3 uoDot 140150 01/01/1951 A PHYSICS SHOP EXPENSE

4 uoDoi 140160 01/01/1951 A UPS SHIPMENTS-CENT REC/DEL-ONL
5 uoDoi 140170 01/01/1951 A ELECTRICAL ENGNRNG SHOP EXPENS
(] uoDoi 140180 01/01/1951 A SAFETY OFFICE-RADIOACTIVE MATE
7 uoDo1 140190 01/01/1951 A ANIMAL MAINTENANCE EXPENSE

8 uoDoi 140200 01/01/1951 A COPY MACHINE SUPFLIES

9 uoDot 140210 01/01/1951 A MATERIALS & METALLURGY EXPENSE
10 uoDo1 140220 01/01/1951 A BIOLOGICAL SERVICES STOCKROOM
11 uoDot 140230 01/01/1951 A RSCH OFC SMALL BALANCE ACCT CL
12 uoDoi 140240 01/01/1951 A WELLMESS BENEFIT

13 uoDo1 140250 01/01/1951 A NON-CENTRAL COMPUTER CHARGES
14 uoDoi 140260 01/01/1951 A NON-CENTRAL COMPUTER CHARGES
15 uoDot 140270 01/01/1951 A LEWES STOCKROOM

mimmMmMMTMMTMMMTMMTmMMM M
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| | | [
| | |

Query QRY_QUERY Reporting Tools, Query, Query Manager

Click the Create New Query link on the Query Manager search
page.

Click the Search button.

Click the Add Record link to select a record for the query.
Fields QRY_FIELDS Reporting Tools, Query, Query Manager, Fields
Select each field that you want to use in the query, and then
click the Add Criteria icon, or click the Check All button to select
all the fields associated with the record as criteria.
Criteria

QRY_CRITERIA Reporting Tools, Query, Query Manager, Criteria

Edit Criteria
Properties

QRY_CRITERIA_
SEC

Reporting Tools, Query, Query Manager, Criteria
Click the Add Criteria button on the Criteria page or click the
Use As Criteria link on the Fields page.

--End of Exercise--

Adding New Criteria to a Field in a Query

Select a record for the
query criteria.

Select the fields to be
used as criteria for the

query.

View and edit selection
criteria for your query
statement.

Edit selection criteria
properties for your
query statement.

You can view data for a specific department by adding criteria to a field in a query. The next exercise
explains how to add new criteria to the A.DEPTID - Department field and shows you how to add the

criteria that every query needs.

In addition to adding criteria to filter the information you want to see, there is a criteria that you should

add to your query to enhance performance.

Exercise 5—How to Add New Criteria to a Query

1. Click the Fields tab.
You should see a page similar to the following:

TR I [ Run |

Description: query class exercise 1

[ [ query | I

Query Name: SMM_CLASS

Feed

Reorder / Sorll

First n 16 of 6 n Last

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

Fields

Customize | Find | View an | B | #

Col [RecordFieidname ~_|Fommat [Ord |XIAT [Aga |HeadnoText  |AddCriteria [EGt  |Delete
1 ASETID - SetlD Chars SetlD 7 Edit | =
2 AACCOUNT - Account Char10 Account b4 Edit | =
3 A[EFFDT - Effective Date Date Eff Date 7 Edit | =
4 A EFF_STATUS - Status as of Effective Date Chart N Status 7 Edit | =1
5 A.DESCR - Description Char30 Descr Edit | j
6 AACCOUNT_TYPE - Account Type Char1 Type 7 Edit | =1
Save | Save As Mew Query Preferences  Properties Publish as Feed Mew Union Return To S¢

2. On the ALACCOUNT_TYPE — Account Type field, click the Add Criteria icon T
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3. You will see the Edit Criteria Properties page:

Edit Criteria Properties

Choose Expression 1

Type
Choose Record and Field
® Field Record Alias.Fieldname:
O Expression Q,
*Condition  [aqual to rv;
Type: I d
Choose Expression 2
Type . The 5 Account Types are:
Define Constant
O Field Expense (E)
O Expression ( Constant: [E @, Revenue (R)
® Constant Asset (A)
8Pf°mm Liability (L)
Subque
ey Net Assets (Q)
ok | Cancel |

4. Inthe Define Constant box, type: E  (not case sensitive)

Note: Because you chose to add criteria to the A, ACCOUNT_TYPE field, that field is automatically placed
in the Choose Record and Field box. To select a different field, click the magnifying glass icon in this box.

5. Click OK. You will return to the Fields page.

6. Click the Criteria tab to view the criteria you’ve added.
(A.EFFDT - Effective Date criteria was added automatically when you chose this record.)

Expressions Fiell's | Criteria | Hauing
—— ——

Query Name: SMM_CLASS Description: query class exercise 1 Feed
Add Criteria | | Group Criteria|  Reorder Criteria |

Criteria Custorize | Find | B | 8 First ¥ 12002 B Lot

Logical Expregzion Condition Type Expression 2 Edit Delete

I . A EFFDT - Effective Date Eff Date <= Current Date Edit | =

AND A ACCOUNT_TYFE - Account Type equal to 5 Edit | =]
Saye | Save As Mew Query Preferences Properties Publish as Feed Mew Union Return To Search |

7. Click the Run tab.

Records Query Expressions FPrompts Fields Criteria Having View SQL Run

View All | Rerun Query | Download to Excel | Download to XML |1—| 1-108 Last
1 voDD1 120200 01/01/1951 A PROFESSIOMAL STAFF FULL-TIME E
2 voDo1 120201 11/11/2004 I (D)DO NOT USE, USE 120200 E
3 UoDo1 120299 01/01/1951 A COMPENSATED ABSENCES B
4 voDo1 120300 01/01/1951 A PROFESSIONAL STAFF PART-TIME E
5 voDD1 120400 01/01/1951 A SUPFLEMENTAL PAY - PROFESSIONA E

Note that you now have fewer rows and all of your rows have Type = E. This sample has 676 rows.

--End of Exercise--
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Adding a New Field to a Query
If you decide you want to see more information for each row, you can add a new field to a query. In the
next exercise, you will add the UOD_CHRTFLD1_DESCR — Description field to the query you’ve created.

| Exercise 6—How to Add a New Field to a Query

1. Click the Query tab to view the available fields.
2. Click the record icon [*1 to show the available fields

Records | Query I Expressions
~ —

Query Name:  SMN_CLASS Description: query class exercise 1

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remowve from query. Add additional
records by clicking the records tab. When finished click the fields tab.

Chosen Records

“‘ GL_ACCOUNT_TEL - Accounts Hierarchy Join j
Save | Save As New Query Preferences Properiies Publish as Feed New Union

3. Click the checkbox in front of the field: DESCRSHORT - Short Description

Chosen Records

Alias Record
= A GL_ACCOUNT_TEL - Accounts Hierarchy Join =]
Check Al | Uncheck Al |
Find | View All First 4] 1-34 of 34 n Last
W &= SETID-SetiD Join SP_SETID NONVW-
Sec Viw - TableSet ID's

WM &= AGCOUNT - Account %

¥ ©= EFFDT - Effective Date 4

v EFF_STATUS - Status as of Effective Date 2

DESCR - Description 2

| DESCRSHORT - Short Description 2

DESCRLONG - Description 2

O BUDG_OVERRIDE_ACCT - Budget Override Account @

4. Click the Fields tab to confirm that the field has been added to the list of fields.

View field properties, or use field as criteria in query statement. Reorder / Su-r1|
Fields Customize | Find | view 2n | B | 8§ First Bl 1.7 07 B Last
[Col [Record Fisidname [Format [Om [XIAT [Aqn |HeadingText  |Add Criteria [Edt  [Delete

1 A.SETID - SetlD Chars SetiD =1 Edit | =

2 AACCOUNT - Account Char10 Account b4 Edit | =]

3 AEFFDT - Effective Date Date Eff Date k4 Edit | =

4 AEFF_STATUS - Status as of Effective Date Char N Status 2 Edit | =

5 ADESCR - Description Char30 Descr L Edit | =]

6 AACCOUNT_TYPE - Account Type Chart Type b4 Edit | =]

7 ADESCRSHORT - Short Description Char10 Short Desc k4 Edit | =

Mew Query Preferences Properies Publish as Feed New Union Retum To S

5. Click the Save As link.
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6. In the Query field - type: xxx class2 (where xxx are your initials)
7. In the Description field — type: query class exercise 6
8. Click OK.

Enter a name to save this query as:

*Query: [smn_cLass2

Description: |query class exercise 6

Folder: |
*Query Type: IUSEI .
*0wner: Private

Query Definition:

oK | Cancel

9. Click the Run tab.

Note the new column on the far right for Short Descr.

Records Cuery Expressions Prompis Fields Criteria H View SQL. Run

View All | Rerun Query | Download to Excel | Download to XML 4 1100 ot676 2 Last
[ | Setb | Account | EmDate | Staws |  Dese | Type | ShortDesc
1 uoD 120200 01/01/1951 A PROFESSIONAL STAFF FULL-TIME E PROF FT
2 uoD 120201 11/11/2004 | (D)DO NOT USE, USE 120200 E PROF FT
&l uoDo1 120299 01/01/1951 A COMPENSATED ABSENCES E COMP ABSEN
4 uoDot 120200 01/01/1951 A PROFESSIONAL STAFF PART-TIME E PROF FT
5 uoDo 120400 01/01/1951 A SUPPLEMENTAL PAY - PROFESSIOMA E SUPFL FR
L] uoDo 120500 01/01/11951 A OFF-CAMPUS - PROFESSIONAL E OFF-CMP FR
7 uoDo 120700 01/011951 A DISABILITY PAY PROFESSIONALS E DISABILITY
k] uoDo 120800 05/04/2010 A POST DOG/FACULTY FELLOW E POSTDOC
9 uoDo 120801 111272004 | {DDQ NOT USE, USE 120800 E POST-DOCTO
10 uoDo 120802 1112/2004 | (D)DO NOT USE, USE 120800 E POST-DOCTO
11 uoDo 121000 01/01/1951 A CHAIRPERSONS E CHAIRFERSO
12 uoD 121010 01/23/2006 | (D)DO NOT USE, USE 121000 E DO NOT USE
13 uoDo1 121020 01/23/2006 | ({D)DO NOT USE, USE 121000 E DO NOT USE
14 uoDo1 121100 01/01/1951 A FACULTY FULL-TIME (BARGAINING E FACULTY FT
15 uoDo 121101 1111272004 | (D)DO NOT USE, USE 121100 E FACULTY FT
16 uoDot 121102 1111272004 | (D)DO NOT USE, USE 121100 E FACULTY FT
17 uoDo 121110 01/23/2006 | (D)DO NOT USE, USE 121100 E DO NOT USE
18 uoDo 121120 01/23/2006 | ({D)DQ NOT USE, USE 121100 E DO NOT USE
19 uoDo 121200 01/01/1951 A FACULTY PART-TIME E FACULTY FT
20 uoDo 121300 01/01/1951 A FACULTY SUMMER SUPPLEMENT E FAC SMR
21 uoDo 121400 01/01/1951 A SUPPLEMENTAL PAY-FACULTY E SUPFL FAC
22 uoDo 121500 01/01/1951 A OFF CAMPUS FACULTY E OFF CMF FC
23 uoD 121600 01/01/1951 A ACADEMIC CENTER DIRECTORS E ACD CT DIR
24 uoDo1 121700 01/01/1951 A SALARIED STAFF - TEACHING E SALSTTC
25 uoDo 121800 01/01/1951 A SUMMER FAC ADMIN'RESEARCH E SMR FAC
26 uoDot 121900 01/01/1951 A SUMR FAC-NO RETIREMENT E SUMR FAC

--End of Exercise-
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Using Other Condition Types

A condition type determines how Query Manager compares the values of the first (left-hand) expression

to the second (right-hand) expression. The following table describes the available condition types. For
each of the condition types, Query Manager offers a not option that reverses its effect. For example,

not equal to returns all rows that equal to would not return.

Note: It’s always better to use the not version of an operator rather than the NOT operator on the entire
criterion. When you use NOT, Query can’t use SQL indexes to increase the data search. When you use the
not version of an operator, Query can translate it into a SQL expression, which enables it to use the

indexes.

Condition Types

between

equal to

exists

greater than

in list

intree

is null

less than

like

When It Returns a Row

The value in the selected record field falls between two comparison values. The
range is inclusive.

The value in the selected record field exactly matches the comparison value.

This operator is different from the others, in that it doesn't compare a record field
to the comparison value. The comparison value is a subquery. If the subquery
returns any data, PS Query returns the corresponding row.

The value in the record field is greater than the comparison value.

The value in the selected record field matches one of the comparison values in a
list.

The value in the selected record field appears as a node in a tree created with PS
Tree Manager. The comparison value for this operator is a tree or branch of a tree
that you want PS Query to search.

The selected record field doesn't have a value in it. You don't specify a comparison
value for this operator. Key fields, required fields, character fields, and numeric
fields do not allow null values.

The value in the record field is less than the comparison value.

The value in the selected field matches a specified string pattern. The comparison
value may be a string that contains wildcard characters. The wildcard characters
that PS Query recognizes are % and _.

% matches any string of zero or more characters. For example, C% matches any
string starting with C, including C alone.

__matches any single character. For example, _ones matches any five-character
string ending with ones, such as Jones or Cones.

PS Query also recognizes any wildcard characters that your database software
supports. See your database management system documentation for details.

To use one of the wildcard characters as a literal character (for example, to include
a % in your string), precede the character with a \ (for example, percent\%\).

Note: If you've selected the EFFDT field on an effective-dated table, PS Query also offers special effective

date operators.
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Exercise 7—How to Use Other Condition Types

You can specify criteria in many ways. In an earlier exercise, you selected data where the Account Type
was equal to a specific value. You may want to see data where a field is between a range of data, or
greater than or less than a value, etc. You may also want to use wildcard characters in your criteria. In
the following exercise, you will specify a range of values for the account field.

1. Click the Fields tab.

Records | Query | Expressions | Prompis Fielcls (:r;teria Having | ViewSQL | Run

S ——
Query Name: SMM_CLASS2 Description: guery class exercise § Feed
View field properties, or use field as criteria in query statement. Reorder / Su-r1|
Customize | Find | view A | B0 | 8 pirst B0 47 0r7 B Lot

1 ASETID - SetiD Chars SetiD 2 Edit | =

2 AACCOUNT - Account Char10 Account Edit | =]

3 AEFFDT - Effective Date Date Eff Date 2 Edit | =]

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

5 A DESCR - Description Char30 Descr 2 Edit | =]

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

7 ADESCRSHORT - Short Description Char10 Short Desc 2 Edit | =]

Save As New Query Preferences Properies Publish as Feed New Union Retumn To Se

2. On the A.ACCOUNT - Account field, click the Add Criteria icon 7.

You will see the Edit Criteria Properties page:

Edit Criteria Properties

Choose Expression 1

Type
Choose Record and Field
i Field Record Alias.Fieldname:
O Expression 3 AACCOUNT - Account
*Condition | equal to

pe:

Choose Expression 2 Expression 2

Type

Define Constant
O Field

O Expression Constant: | @
® Constant
O prompt

@] Subquery

oKk | Cancel |

3. Inthe Condition Type field, click the drop-down arrow and select between.
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In the Expression 2 box, you will see two blank fields.

e Inthe top field (Define Constant), type: 140000

e Inthe bottom field (Define Constant 2), type: 149999
Your page should now look like this:

Edit Criteria Properties

Choose Expression 1

Type
Choose Record and Field
® Field Record Alias.Fieldname:
© Expression 2 AACCOUNT - Account

*Condition Ibe‘tween
Type:

Type

Define Constant

® Const - Const
C Const - Field

) const - Expr

 Field - Const Define Constant 2

C Field - Field

O Field - Expr Constant 2: [149999
@] Expr - Const

C Expr - Field
O Expr - Expr

Constant: 140000

ok | Cancel

5. Click OK.
6. Click Save As link to save your work. Click OK.
7. Click the Run tab.

Your results should look like this. Note how many rows you now see.

Records Query Expressions Prompis Fields Criteria Having View SQL Run

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

[ | seD | Accownt | FEnmbate | Staws

1 uoDo 140000 12/07/2012 A BUDGETING ONLY-SUPPLIES & EXP E
2 uoDo 140100 01/01/1951 A ATHLETIC SUPPLIES E
3 uoDo 140101 11122004 | (D)DO NOT USE, USE 140100 E
4 uoDom 140102 01/01/1951 A ATHLETIC APPAREL E
5 uoDo 140110 01/01/1951 A CHEMISTRY STOREROOM EXPENSE E
(] uoDom 140120 01/01/1951 A CHEMISTRY-GLASS BLOWING EXPENS E
T uoDo 140130 01/01/1951 A ELECTRONICS SHOP EXPENSE E
] UoDot 140140 01/01/1951 A STUDENT CENTER EXFENSE E
9 uoDo 140150 01/01/1951 A PHYSICS SHOP EXPENSE E
10 UoDot 140160 01/01/1951 A UPS SHIPMENTS-CENT REC/DEL-ONL E
1 uoDo 140170 01/01/1951 A ELECTRICAL ENGNRNG SHOP EXPENS E
12 uoDod 140120 01/01/1951 A SAFETY OFFICE-RADIOACTIVE MATE E
13 uoDo 140190 01/01/1951 A ANIMAL MAINTENANCE EXPENSE E
14 uoDo 140200 01/01/1951 A COPY MACHINE SUPPLIES E
15 uoDo 140210 01/01/1951 A MATERIALS & METALLURGY EXPENSE E

--End of Exercise--

& 1100 @ Last

BUDG ONLY
ATHL SUP
ATHL SUP
APPAREL
CHEM STRM
CHEM GLS
ELECTR SHP
STDTCTRE
PHYSICS SH
UPS SHIPME
EEG SHOP
RADIO WAST
AN MAINT
COPY MACHI
MAT MET E
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Using Wildcards

You could have requested the information in the above exercise in another way. For example, you could
have asked for all accounts that start with the characters 14. There are two ways to do this:

e The percent sign (%) is a wildcard that represents any number of characters. So, “14%” represents

any character string beginning with “14” and followed by zero or other characters.

The underscore character (_) is a wildcard that represents one character. So, “14 " (four
underscores) represents “14XXXX” where “X” is any character.

Exercise 8—How to Use a Wildcard

1. To remove the added criteria (currently set to between), click the Criteria tab. You should see a page
similar to the following:

Records CQuery Expressions Frompts Fields | Criteria I Having View SQL Run

Query Name: ShN_CLASS2 Description: guery class exarcise & Feed

Group Criteria| ~ Reorder Criteria_|

Customize | Find | B | 88 First B 13003 10 Lot

Expressioni Condition Type Exprezsion 2 Edit Delete
| . A EFFDT - Effective Date Eff Date <= Current Date Edit | =]
AND AACCOUNT_TYPE - Account Type equal to E Edit | [=]
AND A ACCOUNT - Account between 140000 AND 149989 Edit | ) =]
Save | Save As New Query Preferences Properies Publish as Feed MNew Union Return 1

2. On the A.ACCOUNT - Account field, click the Edit button _ Edt |,

In the Edit Criteria Properties page:

3. Condition Type - click the drop-down arrow and select like.
4. In the Expression 2 - Define Constant field, type: 14%
Your page should look this:

Edit Criteria Properties

Choose Expression 1

Type

Choose Record and Field
Record Alias.Fieldname:

21 AACCOUNT - Account

Choose Expression 2

®) Field
Q Expression

Type
Define Constant
®) Constant
O pPrompt Constant: [14% @,
ok | Cancel

5. Click OK.
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6. Click the Run tab.
Your results should look similar to this:

Records Query Expressions Prompis Fields Criteria Having View SQL Run

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

SetiD Account Eff Date Status Descr Type Short Desc
1 UoDo1 140000 12/07/2012 A BUDGETING ONLY-SUPFLIES & EXP E BUDG OMNLY
2 voDo1 140100 01/01/1951 A ATHLETIC SUPPLIES E ATHL SUP
3 voDo1 140101 111272004 1 (D)DO NOT USE, USE 140100 E ATHL SUP
4 UoDo1 140102 01/01/1951 A ATHLETIC APPAREL E APPAREL
5 voDo1 140110 01/01/1951 A CHEMISTRY STOREROOM EXPENSE E CHEM STRM
G voDo1 140120 01/01/1951 A CHEMISTRY-GLASS BLOWING EXPENS E CHEM GLS
7 voDot 140130 01/01/1951 A ELECTRONICS SHOP EXPENSE E ELECTR SHP
8 voDo1 140140 01/01/1951 A STUDENT CENTER EXPENSE E STDTCTRE
9 voDo1 140150 01/01/1951 A PHYSICS SHOP EXFENSE E PHYSICS SH
10 voDo1 140160 01/01/1951 A UPS SHIPMENTS-CENT REC/DEL-ONL E UP3 SHIFME
7. Click the Fields tab.
8. Click the Save As link.
Records Query Expressions Prompts | Fields | 1Zriteria Having View SQL Run
~— —
Query Name: SMN_CLASS2 Description: query class exercise & Feed
View field properiies, or use field as criteria in query statement. Reorder / SDI“Il
Customize | Find | View A1 | B | 88 st B 47 e B st
Col |Record.Fieldname Format (Ord |XLAT |Agg |Heading Text Add Criteria | Edit Delete
1 ASETID - SetlD Chars SetlD ?f Edit | d
2 AACCOUNT - Account Char10 Account b4 Edit | =]
3 AEFFDT - Effective Date Date Efi Date 4 Edit | =1
4 AEFF_STATUS - Status as of Effective Date Char1 N Status L4 Edit | [=]
5 A.DESCR - Description Char30 Descr D Edit | =1
6 AACCOUNT_TYPE - Account Type Char1 Type 2 Edit | =]
7 ADESCRSHORT - Short Description Char10 Short Desc ?_ Edit | d

New Query Preferences Properties Publish as Feed New Union Return To S

9. Inthe Query field, type: xxx _class_criteria (where xxxrepresent your initials).
10. In the Description field, type: query class criteria
11. Click OK.

Enter a name to save this query as:

*Query: [SMN_CLASS_CRITERIA

Description: |query class criteria

Folder: |
*Query Type: |User
*Owner: Private

Query Definition:

Ok Cancel
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Additional Information: Comparison between functionality of Edit buttons on Fields and Criteria tabs

Fields tab:
Records | Oumy | Expemnoma Pmmple | Foids | Cvlwts | Hieng | Vew S0L | I
S T
Quesy Name: £1_CLASS _CRITERIA Descnption: query class exsrcse Feed
Viaw Seld propees, of ua Sl 35 G088 In quary S1atament

4 AEFF_STATUS - States 3¢ of ENecive Date Cran N

AACCOUNT_TYFE - Account Typa Crart
6 A DESCR - Descrption orard) 1 g |
7 ADESCRSHURT - Short Descrption Crantd Edt ’
Saw ’ Jien As Now Qunny  Pafsencss  Bocedss  Pubishas Feed Qe Linmn Fatun To Sas

| &

AN 0 0B 0 0

|Edit Field Properties /

AACCOUNT_TYPE - Account Type

Fiedd Name:

INo Heading ' RFT Sbort N
> ' Sum
_ Text RFT Long “SCownt
Heading Text: Min
T - :
yoe PRt
“Unigue Fieid Name:  Average

AACCOUNT_TYPE

ok | Cance |

The Edit button in the Fields tab allows
you to change the properties of field.

e Aggregate is only used with fields
whose format is a number. None is
used for all other formats.

o Heading is used to change column
heading in your Run results.

Criteria tab:

| Promg | PN | Coteaa

Teprsanors
Query Name: £1 CLASS_CRITERIA

And Crtena | Oeowp Crileris | Reorger Criena

AND v} AEFF_STATUS - Statss 83 of EMactive Dats  egual o

Description: quary class exercrze ) Feed

Comtornan | Eindd | 2 | o

A EUCJ =]
Save | 329 Al New Oy Pradersnce; Fropeme; Pubésn &5 Feed L / FRetum °
Edit Crizeria Propertes

Recotd Alas.Feldnoms:
2 AACCOUNT TYPE - Account Type

The Edit button in the Criteria

‘Comamon  [equmio V!
Type: P

Choowe Expesssion 2

Type { |

Comstant: E A

tab allows you to change the
criteria properties of field.

--End of Exercise--
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