PeopleSoft 8 Query


How to Run a Query in PeopleSoft 8

1.  Log in as usual to PeopleSoft 8.

2.  Navigate to PeopleTools -> Query Manager -> Use -> Query Manager

3.  Find an Existing Query.  Under this heading, you have four white boxes next to ‘Search by:’  to help you find the query you need.  

1.  In the first box, by clicking on the drop down arrow, you have the option to search by name or by description.  You will probably have better success searching by query name.

2.  In the second box, by clicking on the drop down arrow, you have the option to search for a query that ‘begins with’ specific letters or ‘contains’ specific letters.  If you know the first part or all of the query name, select ‘begins with’.  If you know a specific word that is in the query name, select ‘contains.’

3.  In the third box, type in the letters you wish to find.  For example, if you know that the query name begins with SLU_SR_MAJOR enter this in the third box.  It does not matter if you use upper-case or lower-case letters.

4.  In the fourth box under ‘Query Type’ always choose ‘User.’

4.  Search.  After you enter the information required, click on the yellow ‘Search’ button at the bottom left of the page.  You will get a list of query names.

5.  Click on ‘Run’ next to the query name you need.  A new page will open.

6.  Type in any additional information that the query may ask you to provide.  For example, you may be required to enter a ‘Term’ or ‘Academic Plan.’  If available, you may click on the magnifying glass icon to search for valid values.

7.  View Results.  Click on the yellow ‘View Results’ button to run the query.  The query is finished running when the Internet Explorer icon at the top right of the page stops spinning.  At the bottom of the page, you will also see a blue status bar move as the query is processing.

8.  Download Results.  Next to ‘Download Results in:’, you have the option to download the results to an Excel spreadsheet or to a text file.  However, you do not have to download the results, you may view the results in the current page.

1.  To download to as an Excel spreadsheet, click the link for ‘Excel Spreadsheet.’  This will open a new page.  At this page, you can do a 

‘File -> Save As’ and save the file in a specific folder with a specific file name.  Notice that the web page has changed by adding all of the features of Microsoft Excel.

2.  To download as a text file, click the link for ‘CSV Text File.’  Please note: if you choose this option,  you will lose the leading zeroes on all EMPLIDs.

 A pop up box may appear asking if you trust the source of the file and if you wish to open the file or save it to your computer. 

a. If you choose to open the file, the file will open as a text file in Microsoft Excel.  
b. If you download the file and save it to your computer, you will then have to start Microsoft Excel and then open the file.

Helpful Tips:

1.  Do not use the ‘Back’ button to return to the previous page.  When working with query, be aware of the new web pages that open for you.  Notice the bottom of your computer screen.  How many web pages are open?  Is one already open with the information you need?

2.  You may see a link for ‘View All’ on the page that has the query results.  This means that there are more results than those listed on the page.  Click this link to view all of the results.  Also, if you scroll to the right side of the page, you will see a number indicating the total number of results.

3.  To return to the page that searches for queries, notice the web page bars at the bottom of your computer screen on the Windows Taskbar.  Find the bar that has the ‘Find an Existing Query’ heading.  Begin you search as you did when you ran the first query.
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