
How to Run a Query 
(Finding Out-of-Field Teachers by School) 
 
In PeopleSoft, users have the ability to extract information using the Query Tool.   
To run a query, click on Reporting Tools and then click on Query Viewer.  
At the Query Viewer screen, click on the Advanced Search link. 
Several additional search options will appear.  Click in the “Folder Name” search field and 
key in Employee Info as a folder to view. 
Click the  button and a list of queries will appear: 
 

 
 
In this case, the desired query (HQT_NON_BY_SCH) is displayed near the top.  There are 
times when you will need to scroll down to find the query.  If the list is large, or if the 
query is in another folder, you can also search by name.  The example below illustrates a 
“search by query name” and shows how you can find a query containing the letters “HQ” 
in its name.     
 



 
Click the down arrow next to the “Query Name:” label, change the value from begins with 
to contains, enter HQ in the search field to the right, and then click the  button.  A 
list of queries will appear that contain the letters “HQ” within their names.   
Either method will work and produce the desired result which is to find the 
HQT_NON_BY_SCH query.  Click the blue  link on the HQT_NON_BY_SCH row. 
 
 
 

 
 
A prompt will appear requesting a school/department number, enter a school number and 

click the  button.  The results will display. 
 



 
 
To export the data to Excel, click on the Excel Spreadsheet link in the “Download results 
in:” field.  When the File Download window appears, click on the Open button. 
 

 
 
The data will display in Excel. Running queries to Excel gives you the flexibility of 
sorting, adding formulas, printing using different parameters, changing format and 
emailing the results just like any other Excel spreadsheet.  You may also run the query 
directly to Excel by clicking the  link. 
 
 



 
 
 
 
Other Queries related to this topic: 
 
Query      Folder    
PB_HR_PARA_TITLE1_DATA          EMPLOYEE INFO 
HQT_OOF_OOC_BY_SCHOOL          HRIM 
 


