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 | Search | button and a list of queries will appear:

Query Viewer

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

Query Name: begins with  «

Description: begins with  + |
Uses Record Name: begins with  + |
Uses Field Hame: begins with  » |

Access Group Hame: begins with | w

Folder Name: begine with | v EMPLOYEE INFO f——

When using the IN or BETWEEN operators, enter comma separated values without guotes. i.e. JOB,EMPLOYEE JRML_LN.

Search | Clear | Basic Search

Search Results

*Folder View: — All Folders — N

o
Customize | Find | View All| 38 First [4] 130 ora5 I Last

Run to |Run to

Owner |Folder HTML |Excel
EMPLOYEE
INF©Q
EMPLOYEE
INFO
EMPLOYEE

HQT_0OF_00C_BY_SCHOOL Mon-HQ, Cut of Field &for Comp. Fublic INEO HTML Excel Schedule Favorite

AGEMDA_HISTORY Board Agenda History Fublic HTML Excel Schedule Favorite

HGT_MOMN_BY_SCH *—— Maon-Highly Qualified Teachers Fuhblic HTML Excel Schedule Favorite

PE_HR_BIRTHDAYLI Employee Bithday List public EMPLOYEE i Eqcel  Schedule | Fayorite, |
- B “an . Ao bl i e e o M e rxﬁ-‘a'

.

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.



Home WWorklist

L PeopleSoft.

blew Window

Query Viewer

Enter any information you have and click Sgarch. Leave fields blank for a list of all values.
Query Hame: contains - HG k

Description: begins with |~ |
Uses Record Name: begins with |
Uses Field Name: begins with |~ |

Access Group Mame: begins with

Folder Name: begins with |~
Query Type: i

I

Owner: =

When ”SW or BETWEEN operators, enter comma separated values without quotes. ie. JOB.EMPLOYEE JRNL_LMN

Search | Clear | Basic Search

Search Results

*Folder View: — All Folders — e

Query Customize | Find | View A1 ] B8 First [ 443 0743 [*] Last
- Runto |Runto Add to

Query Hame Description Owner |Folder HIML |Ewgel  |Schedule |22 o
HOT_NON_BY_DISTRICT Mon-Highly Qualified Teachers  Private SERTFISATION i Evcel  scheduie  Favorite
HQT_NON_BY_DISTRICT_SUBS_ONLY Non-Highly Qual Subs as Tehrs  Private SERTFISATION . Evcel  schedule  Favorite
HQ_PARA_PRO Highly Qualifed Paraprofession Private STAFFING HTML Excel Schedule Favorite
HC_PARA_PRO_2 Highly Qualifed Paraprofession Private STAFFING HTML Excel Schedule Favorite
HQ_PARA PRO_DEG_AMD_TEST Highly Qualifed Paraprofession Private STAFFING HTML Excel Schedule Favorite
HC_PARA_PRO_LIST Highly Qualifed Paraprofession Private STAFFING HTML Excel Schedule Favorite
HC_PARA_PRO_TITLEM_LIST Highly Qualifed Paraprofession Private STAFFING HTML Excel Schedule Favorite
HC_PARA_TITLE1 Paraprof at Title | Schools Private HTML Excel Schedule Favorite

EMPLOYEE
HOT_MOMN_BY_SCH *— Meon-Highly Qualified Teachers Public o —————jm HTML Excel Schedule Favorite
HQT_OOF_0OOC_BY_SCHOOL Mon-HQ,Out of Field &'or Comp Public ﬁ\:iPOLOYEE HTML Excel Schedule Favorite

CERTIFICATION

Pﬁ HE‘I;MPCERT CS_HQ -TPWP-WTSI _fw\w‘\ HTI'u1IIi Excel Sched\u\e F?fie-‘ —
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 _ Search | 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 5THL Jink on the HQT_NON_BY_SCH row.

HQT_NON_BY_SCH - Non-Highly Qualified Teachers

DeptiD: (0031 -
View Results | *—

Tchas# Last First ID Job Title Exp Yrs

Y S S SRS ot SRR

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

click the =¥ RESUS | | ion The results will display.




HQT_NON_BY_SCH - Non-Highly Qualified Teachers
DeptlD: |0031
View Resulis
Download results in - Excel Spreadsheet Csv TextFile (10 kb)
1-30 of 30
Tehit Last First D Job Title ExpYrs | HQT | Cnint Crse CShx | Sec | Schi#

1 112 Ambach Maria 1071175 TCH ELEW GIFTED 5 A 5010030 L 112 0031
2 112 Ambach Maria 1071175 TCH ELEW GIFTED 5 A 5010050 L 112 0031
3 112 Ambach Maria 1071175 TCH ELEW GIFTED 5 A 5010090 L 112 0031
4 112 Ambach Maria 1071175 TCH ELEW GIFTED 5 A 5012000 L 112 0031
5 112 Ambach Maria 1071175 TCH ELEW GIFTED 5 A 5020000 L 112 0031
& 112 Ambach Maria 1071175 TCH ELEW GIFTED 5 A 5021000 L 112 0031
7118 Cleary Jessica 1009128 TCH ELEMENTARY 1 0 A 5010030 0 119 0031
8 119 Cleary Jessica 1009128 TCH ELEMENTARY 1 0 A 5010050 0 119 0031
9 118 Cleary Jessica 1009128 TCH ELEMENTARY 1 0 A 5010050 0 119N 0031
10 119 Cleary Jessica 1009129 TCH ELEMENTARY 1 0 A 5010080 0 119 0031
11 119 Cleary Jessica 1009129 TCH ELEMENTARY 1 0 A 5012000 0 119 0031
12 119 Cleary Jessica 1009129 TCH ELEMENTARY 1 0 A 5020000 0 119 0031
13 119 Cleary Jessica 1009129 TCH ELEMENTARY 1 0 A 5021000 0 119 0031
14 521  Fornash Sara 1069800 TCH ELEW GIFTED 8 A 5012000 L 521 0031
15 521  Fornash Sara 1069800 TCH ELEW GIFTED 8 A 5020000 L 521 0031
16 521 Fornash Sara 1069800 TCH ELEW GIFTED 8 A 5021000 L 521 0031
17§18 Kasing Lindsay 1078133 TCH ELEWENTARY & 7 A 5010030 4 518 0031
18§18 Klasing Lindsay 1078133 TCH ELEWENTARY & 7 A 5010050 4 518 0031
19 518 Klasing Lindsay 1078133 TCH ELEMENTARY 5 7 A 5010050 4 518N 0031
20 518 Klasing Lindsay 1078133 TCH ELEMENTARY 5 7 A 5010080 4 518 0031
21 518 Klasing Lindsay 1078133 TCH ELEMENTARY 5 7 A 5012000 4 518 0031
22 518 Kasing Lindsay 1078133 TCH ELEMENTARY 5 7 A 5020000 4 518 0031
23 518 Kasing Lindsay 1078133 TCH ELEMENTARY 5 7 A 5021000 518 0031
24 518 Kasing Lindsay 1078133 TCH ELEMENTARY 5 7 A 5021000 4 518 0031
25 418  Schock Melissa 1078245 TCH ELEW GIFTED 0 A 5010030 L 418 0031
26 418  Schock Melissa 1078245 TCH ELEMW GIFTED 0 A 5010050 L 418 0031
27 418  Schock Melissa 1078245 TCH ELEW GIFTED 0 A 5010080 L 418 0031
28 418  Schock Melissa 1078245 TGH ELEW GIFTED 0 A 5012000 L 418 0031
29 418  Schock Melissa 1078245 TCH ELEW GIFTED 0 A 5020000 L 418 0031
30 418 Schock Melissa 1078245 TCH ELEW GIFTED 0 A 5021000 L 418 0031

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.

Download

I

Do you want to open or save this file?

i MName: g.xls
S

Type: Microsoft Excel Worksheet, 10,5 KB
Fram: erp.palmbeach.k12.flus

Open Sawve | Cancel I

[v Always ask before opening this type of file

‘While files from the Internet can be useful. some files can potentially harm
@ wour computer. lf vou do nottrustthe source, do not open ar save this file.

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 B2l |ink.
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1 [Non-Highly Qualified Teachers || 30

2 [Tch# Last |First [ID [vob Titie |Exp ¥rs[HaT |cnint|crse  |csfx|sec [schi#]|

3 [112 Ambach [Maria 1071175 | TCH ELEM GIFTED 5 A 5010030 L M12 o031
|4 [112 Ambach Maria 1071175 TGH ELEM GIFTED 5A Botooso /L 11z Doa
|5 [112 Ambach Maria 1071175 TCH ELEM GIFTED 5 A sotooso L 112 [oos1

6 [112 [®bach maria 1071175 | TCH ELEM GIFTED 5A so12000L 112 Dos1

7 [112 Ambach Maria 1071175 TCH ELEM GIFTED 5 A Bozoooo /L 11z Doa
| s [112 Ambach Maria 1071175 TCH ELEM GIFTED 5 A sozioo0|lL (112 o031
"o [119 Cleary | Jessica 1009128 TCH ELEMENTARY 1 0lA sotoosn® 119 [oost
10 [110 Cleary | Jessica 1008128 TCH ELEMENTARY 1 oA Gotoso0 119 (o031
11 [119 Cleary | Jessica 1009128 TCH ELEMENTARY 1 0lA 5010080 0 119N (0031
12 [119 Cleary | Jessica 1009128 TCH ELEMENTARY 1 0lA sotooso o 119 [oost
13 [110 Cleary | Jessica 1009128 TCH ELEMENTARY 1 0/A so1z000f0 119 [ooz1
|14 [119 Cleary | Jessica 1009128 TCH ELEMENTARY 1 0lA sozoooo o 119 [oost
|15 [119 Cleary | Jessica 1009128 TCH ELEMENTARY 1 0lA sozioo0 119 [oost
16 [521 Fortnash Sara 1069800 TCH ELEM GIFTED 8 A sorzoo0 L 521 oozt
|17 [521 Fortnash Sara 1069800 TCH ELEM GIFTED 8 A Bozoooo L 521 [oost
|12 [521 Fortnash Sara 1069800 TCH ELEM GIFTED 8 A Boziooo L 521 [oost
| 19 [512 Kiasing | Lindsay 1078133 TCH ELEMENTARY & 7 A sotoos0fa 512 [ooz1
20 (818 s PPN b@_@ﬁ:{jﬁ_w&i;C.'i,.Eﬂ*'lEﬁ;’iRlﬁ.m_“ . 50 «H‘“}»CC}..A

Other Queries related to

Query

this topic:

Folder

PB_HR_PARA_TITLE1_DATA
HQT_OOF_OOC_BY_SCHOOL

EMPLOYEE INFO

HRIM




