Core-CT EPM Query Introduction
FN 101 AP/PO

Description

Pre-Requisites: Access to Core-CT EPM and Financials tables used in this exercise.

These hands-on exercises are designed for EPM users to get familiar with a basic
understanding of the concepts of Query Reporting in Core-CT EPM.

These exercises focus on the following topics:

1. Core-CT Reference Materials and Training Tools

2. EPM Reporting Tools and Navigation

3. Establishing criteria, editing query display, query creation, joining tables

4. Hands on Exercises
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Exercise 1: Data Dictionary

Scenario: Find all tables containing the fields: Fiscal Year, Account, SID, and

D

epartment ID.

Skills: Locating a Table using the Data Dictionary

R

N

eference: EPM Data Dictionary
avigation: Core-CT EPM > Reporting Tools > Data Dictionary

1. In the Menu, locate and select the Data Dictionary page link

. Main Menu > Core-CT EPM > Reporting Tools > Data Dictionary

(=]

«cl

-

(3 Core-CT EPM
£3 self Service (3 Project Portfolio Management *
3 Manager Self Service (3 Customer Behavior Modeling
C3 Supplier Contracts 3 Activity Based Management +
3 Workforce Administration. (3 EPM Foundation 3
C3 Benefits 32 Enterprise Components »
3 Compensation 3 Tree Manager r
3 Time and Labor (3 ARRA File Upload C
£3 Payroll for Morth America (3 ARRA Reports 3
3 Workforce Development ([ Reporting Tools oo
ue
(3 Organizational Developme 3 PeopleTools - Wct ;
{3 Enterprise Learning 5] My Personalizations 5 DT”E ed Query
PS5/ nVisi
3 workforce Monitoring 3 fn '5."'3”"
9 Customers , 3 BI Publisher
{3 Partners , E Dpata Dictionary
9 Products , [£] Report Manager
3 Catalog Management r
2. In the Find an Existing Value window

3. Enter FISCAL into search field labeled Reporting Table Field Name

4. Select Search

Results: Listing of all tables containing the field “fiscal” appears
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Find an Existing Value
Search Criteria

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

D) Recent Searches | Choose from recent searches v|# [ Saved Searcl

Reporting Table Name: beqins with w

Reporting Table Field Name: | pegins with ~ | | FISCAL

Reporting Field Label Name: | pegins with w

A Show fewer options

[ Ccase Sensitive

Search Clear [] Save Search

Search Results

37 rows - Reporting Table Field Name "FISCAL"

View All | (= First (4) 110 of 37

Reporting Table Name Reporting Table Field Name oD Flckd
CTW_AM_ACCT_TBL FISCAL_YEAR Fiscal Year
5. Select Clear

6. Under the Find an Existing Value tab, enter ACCOUNT into search field
labeled Reporting Table Field Name

7. Select Search

Results: Listing of all tables containing variations of the field, account, appears
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Reporting Table Name:
Reporting Table Field Name
Reporting Field Label Name

~ Show fewer options

[C] Case Sensitive

Clear [] Save Search

Search Results
129 rows - Reporting Table Field Name "ACCOUNT"

View 100 | (2 First (4) 1-100f129 '} Last

Reporting Field

Reporting Table Name Reporting Table Field Name Label Name
CTW_ACCT_CD_TBL ACCOUNT Account ?
CTW_ACST_NONCAP ACCOUNTING_DT Accounting Date ?

CTW_ADDL_PAY ACCOUNT Account ChariField >

Access Field Definitions and Predefined Values

8. Select the Reporting Field Label Name, Account Chartfield, link on any of
the reporting tables

Results: Listing of all account chartfield values appears
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EPM Data Dictionary

Reporting Table Name: CTW_VC_ACCTG_LN Voucher Accounting Line Rpt
Field Name: ACCOUNT Account ChartField

Field Definition:

The Account ChartField is used to specify the balance sheet account or operating account for
each financial transaction.

Personalize | Find | View 100 | LF‘| e First ‘4 1100f 1779 '} Last

Field Value(s) Status - Field Value Description(s) Effective Date
1 00000 A - All Accounts 01/01/1900
2 10111 A - 2601540 CT Agric Exper Sta 01/01/1900
3 10112 A - 8352249 Auditor Of Pub Acc 01/01/1900
4 10113 A - 1835548 Brd-ST Acad Awards 01/01/1900
510114 A - 67728745 Board Of Parole P 01/01/1900
6 10115 A - 31006235CT Hist Commission 01/01/1900
710116 A - 282619 Chief Med Examiner 01/01/1900
a8 10117 A - 19745380 Com Deaf & Hear Im 01/01/1900
9101138 A - 32018 ST Library & Cmm Art 01/01/1900
10 10119 A - 54233070 Worker Comp Comm 01/01/1900
5] 8ave _m | 5] Previousin List || 4= Nextin List =] Notify [£} Add 53| Update/Dis
"!-....__‘___...--’
9. Select Return to Search

10. Under the Find an Existing Value tab, select Clear

11.  Select drop down arrow to access condition type option, contains, for the
search field labeled Reporting Table Field Name

12. Enter SID into search field labeled Reporting Table Field Name

13. Select Search

Results: Listing of all tables containing the fields “C7T SID” and “CT_SID_DESCR”
appears
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Reporting Table Name:

Reporting Table Field Nal

containg v || SID

Reporting Field Label Name

~ Show fewer options

[ Case Sensitive

Clear [] Save Search
Search Results

62 rows - Reporting Table Field Name "SID"

View All | (2] First (4) 1-100f62 [ Last

Reporting Field

Reporting Table Name Reporting Table Field Name Label Name
CTW_BUD_TRANS CT_SID SID ChartField ?
CTW_BUD_TRANS CT_SID_DESCR SID Description >

Access Field Definitions and Predefined Values

14.  Select the Reporting Table Field Name, CT_SID, link on any of the reporting
tables

Results: Listing of all SID values appears.
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EPM Data Dictionary

Repaorting Table Name: CTW VC ACCTG LN Voucher Accounting Line Rpt
Field Name: CT_SID SID ChartField

Field Definition:

SID is used to uniquely define appropnation budgets by tying an accounting transaction back
to the appropriations act via a combination of other ChartFields - Fund + Dept + SID. SID
also defines the source and use of funds.

Personalize | Find | View 100 | LE|| Q‘ First 4

1-10 of 12444 '}/ Last

Field Value(s) Status - Field Value Description(s) Effective Date
110010 A - Personal Services 01/01/1900
2 10020 A - Other Expenses 01/01/1900
3 10050 A - Equipment 01/01/1900
4 10070 A - Minor Capital Projects 01/01/1900
5 10030 A - Highway & Brnidge Renewal E 01/01/1900
6 10090 A - Transit Equipment 01/01/1900
7 10100 A - Highway & Bridge Renewal E 01/01/1500
8 12001 A - Refunds Of Payments 01/01/1900
9 12002 A - Refunds Of Escheated Prope 01/01/1500

10 12003 A - Adjudicated Claims 01/01/1900
[5] Save mr Previous in List 4] Mextin List [=] Notify =4 Add J Update/Di
—

15. Select Return to Search

16. Under the Find an Existing Value tab, select Clear

17. Enter DEPTID into search field labeled Reporting Table Field Name

18. Select Search

Results: Listing of all tables containing the field “DEPTID” appears
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Reporting Table Name:
Reporting Table Field Name DEPTID

Reporting Field Label Name: | pegins with w

~ Show fewer options

[ case Sensitive

Clear || Save Search
Search Results

94 rows - Reporting Table Field Name "DEPTID"
view All | (2 First (4 3140 0f94 (b Last

. Reporting Table . _
Reporting Table Name Field Name Reporting Field Label Name

CTW_DET_PAYROLL DEFTID Department >

CTW_DIR_JRNL_PY DEPTID Department ChartField >

Access Field Definitions and Predefined Values

19.  Select the Reporting Field Label Name, Department Chartfield, link on any

of the reporting tables

for all effective dated values.

Results: Listing of all agency ID’s appears. Please observe the data dictionary
enhancement. Now displayed are the effective date and status, A-active or I-inactive
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EPM Data Dictionary

Reporting Table Name: CTW VC_ACCTG LN Voucher Accounting Line Rpt
Field Name: DEPTID Department ChartField

Field Definition:

A Chartfield that defines departments or administrative offices that have operational, fiscal
and, or budgetary responsibility for specific sets of activities.

Personalize | Find | View 100 | @I L:' First ‘4" 110 of 13441 '}/ Last

Field Value(s) Status - Field Value Description|s) Effective Date
1 0000OD A - All Departments 01/01/1900
2 00000 A - All Departments 07/01/2014
3 32616 | - Fleet Admin - CO & Staff 07/01/2006
4 32664 | - CAD/RMSIGIS 07/01/2006
5 AES48000 A - CT Agricultural Expenmnt 01/01/1900
6 AES48011 A - Directors Office 01/01/1900
7 AES48012 A - Director - Tech/Lab 01/01/1900
8 AES48013 A - Business Office 01/01/1900
9 AES48014 A - Maintenance Dept 01/01/1900
10 AES48015 A - Editor 01/01/1900

5| Save . Previous in List 4| Mextin List =] Notify |=% Add Update/Displa

20.  Select Return to Search
21. Under the Find an Existing Value tab, select Clear

22.  Select drop down arrow to access condition type option, contains, for the
search field labeled Reporting Field Label Name

23. Enter BUDGET into the search field labeled Reporting Field Label Name

24. Select Search

Results: All fields containing the word, budget, are displayed. By using the condition
type of contains and being as specific as possible with your choice of words, you can
search for data without knowing the People Soft name of the field.
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Reporting Table Name: | pECinsaih)

i |
Reporting Table Field Nagie: BUDGET
Reporting Field Label Name: W

. Show fewer options

[JCase Sensitive

[ search  [) clear | [[J Saveseardh

Search Results

129 rows - Reporting Table Field Name "BUDGET"

View 100 | (21
Reporting Table Mame Reporting Table Field Name
CTW_BI_ACCTENTR BUDGET_DT
CTW_BI_ACCTENTR BUDGET_HDR_STATUS
CTW_BI_ACCTENTR BUDGET_LINE_STATUS
CTW_BI_ACCTENTR BUDGET_REF

25. Select Clear
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Reporting Field
Label Name

Budget Date

Budget Checking
Header Status

Budget Checking
Line Status

Budget Reference

Last

>
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Using Search tools for Data Dictionary values

After selecting Reporting Field Label Name, “the field searched on”, link on any of the
reporting tables:

26. Select the Find link on the Field VValue Header Tool bar located in the search
return table.

27.  Type in the first three letters of your agency and click OK. The Find
functionality works similar to Excel and will display requested values

Changing Page Display Functionality

28. Select View 100 link on the Field VValue Header Tool bar to view 100 values
at a time.

EPM Data Dictionary

Reporting Table Name: CTW VC ACCTG LN Voucher Accounting Line Rpt
Field Name: CT_SID SID ChartField

Field Definition:

SID is used to uniquely define appropniation budgets by tying an accounting transaction back
to the approprations act via a combination of other ChartFields - Fund + Dept + SID. SID
also defines the source and use of funds.

Personal Find | View 100 [ 221] & First '*' 1-10 of 12444 '}’ Last
Field Value(s) Status - Field Value Description(s) Effective Date
110010 A - Personal Services 01/01/1900
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Exercise 2: Run an Existing Query

Scenario: Provide energy consumption information using voucher data.

Skills: Finding and Running an existing Query

Reference: Catalog of Online Financial Reports and EPM Queries

Navigation: Core-CT EPM > Reporting Tools > Query > Query Manager

1. Select the Advanced Search tab

Favontes » Main Menu - » Core-CTEPM~ - Reporting Tools ~ » Query - - Query Manager
CO re'p-. Al - | Search Advanced Search  [g] Last &
My HR Finance My CRM Core-CT Help STARS

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 |Cluer,f MName v| begins with

Search Advanced Search

2. Enter Query Names begins with CT_CORE in the search field labeled,
Query Name and AP in the search field labeled, Folder Name
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javascript:submitAction_win0(document.win0,'QRYSELECT_WRK_QRYADVSEARCH');

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

Query Namo [ CT_CORE )

Description B N
Uses Record Name
Uses Field Name
Access Group Name Q
Folder Name _
*Query Type =

Owner =

I

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

_ Clear Basic Search

Results: Listing of all queries in the AP folder beginning with CT_CORE appears

3. Within the results displayed, locate the Query titled,
CT_CORE_FIN_AP_CONSUMPTION_RPT

4. Under the Run to Excel option, select Excel

Search Results

*Folder View |— All Folders — v

Check All Uncheck All

“Action [ Choose — V]l Ge

Query Personalize | Find | View All |LE|| E First '4' 1300f44 '* Last

. Runte Runto Runto
Select Query Name Descr Owner Folder Edit HTML  Excel XML Schedule

Business Unit

CT CORE_FIN_AP_CONSUMPTION_RP Cg‘;zﬂ‘:pﬁ’;ﬁ@*’ Public AP Edit HTMLML Schedule

[0 CT CORE_AP TELECM AFTER 7 2011 Telecomm Expenditures  Public AP Edit HTML Excel XML  Schedule
[J CT_CORE AP TELECM PRIOR 7 2011 Telecomm Expenditures  Public AP Edit HTML Excel XML  Schedule
[] CT_CORE_CAPITAL ASSET EXPENDI  Capital Asset Expenditures Public AP Edit HTML Excel XML Schedule
[] CT_CORE_FIN_AP_ACCT CD_UTIL CD et Calltiity Cd Public AP Edit HTML Excel XML Schedule
[ CT_CORE_FIN AP CHK_COUNT Payment Gount by Public AP Edit HTML Excel XML Schedule
[l
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5. To execute query, enter the following values in the run time prompts that
appear under a new tab:

CT_CORE_FIN_AP_CONSUMPTION_RPT - Voucher Energy Consumption

Business Unit=:

Accounting Date From:

[

Accounting Date To:

Account Like %:

Utility Code(Required Field): | W

View Results

6. Enter the prompt values as follow:
Business Unit: the first three letters of your agency’s DEPT ID followed by
M1.
Accounting Date: from 01-01-2024 to the current date.
Account: 5%.
Utility Code: choose Electricity from the drop-down menu. The values
displayed in the Utility Code drop down list are called translate values.

7. Select View Results

Results: The query will run to completion and display on the screen. Note the number
of rows returned.
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Exercise 3: Modify an Existing AP Non-PO Vouchers Query

Scenario: Modify the query, CLASS_FIN_AP_NON_PO_VOUCHERS, to include the
vendor ID, vendor name, and AP posting status. Add an aggregate value of sum to the
field MONETARY_AMOUNT and display the “translation value” for the field
POST_STATUS_AP.

Skills: Modifying an Existing Query
Navigation: Core-CT EPM > Reporting Tools > Query > Query Manager
1. Select the Advanced Search tab
2. Enter in the search field labeled, Folder Name, begins with: CLASS

3. Select Search
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

Query Name
Description

Uses Record Name
Uses Field Name

Access Group Name Q
Folder Name
“Query Type =
Owner =

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

_ Clear Basic Search

Search Results

*Folder View [—All Folders — v
Check All Uncheck All *Action |__ Choose — V| Go
Query Personalize | Find | View All | (| E First ‘4" 1-90f9 '}/ Last
Select Query Name Descr Owner Folder Edit m"_"mtl_o E:cl:etlo E;an Schedule
[ CLASS FIN AM ASSET DESCR LOC Assets w/ descr by location  Public CLASS Edit HTML Excel XML  Schedule
0 CLASS FIN_AM _COST POS ‘;"51800'59 - all Assets Cost p e CLASS Edit HTML Excel XML  Schedule
[ CLASS FIN_AM LIST W COST In service assets wicost Public CLASS Edit HTML Excel XML  Schedule
O “POV”“‘" by BusUnit o iic CLASS TML Excel XML  Schedule
[] CLASS FIN_AP_VCHR_DT COMPARE 'gt";’i“e Date vs Entrd/Pmt 5, e CLASS Edit HTML Excel XML  Schedule
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4. Within the results displayed, locate the Query titled,
CLASS_FIN_AP_NON_PO_VOUCHERS

5. Select the Edit hyperlink located to the right of the name of the report

Results: The query will open to the Fields tab and a listing of the fields being utilized
will appear

6. Select the Query tab

7. Locate the expand option denoted by a plus sign (+) on a folder to the left of a
record titled, CTW_VCHR_TRANS.

Records Expressions Prompts Fields Cnteria Having Wiew SQL Run

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

jas Record
CTW WCHR_TRANS - Voucher Transactions Rpt Hierarchy Join =

Results: All the fields contained in this record/table are displayed. All checked fields
will display on the final report.

Using Search tools for fields contained in the chosen record
8. Select the Find link on the Record/Field Header Tool bar
9. Enter VENDOR_ID in the search field

10. Select OK
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Records | Query Expressions | Prompts || Fields || Crteria | Having || View SQL Run
Query Name CLASS FIN_AP NON PO VOUCHERS Description NonPO Vchrs by Bus Unit{s)
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add 20
additional records by clicking the records tab. When finished click the fields tab.
Chosen Records
Alias Record
= a CTW VCHR_TRANS - Voucher Transactions Rpt Hierarchy Join (=]
Check All Uncheck All
Fields ew 100 First '4' 1-50 of 124 '*' Last
M B BUSIMESS UNIT - Business Unit %
M P VOUCHER_ID - Voucher ID %
[0 ™ voucHER L - i T
0 e o] g e e mometon U
(] VOUCHER =
| S )]
W INvVOICE Dl - —
er search string:
M INVOICE_ID e |
] VENDOR_SH|{ [VENDOR _ID|
L] VENDOR_|
|_| MT AWARIND MAKMEY  Qornliare Klama 4

Results: The field VENDOR_ID is now at the top of the list. The Find functionality
works similar to Excel and will display the requested values.

Changing Page Display Functionality

11.

12.

Select View 100 link on the Field VValue Header Tool bar to view 100 values
at a time.

Select the A/Z button just below the subquery/union navigation hyperlink to
alphabetically sort fields.

Results: The page now displays 100 values at a time and in alphabetical order.

Exercise 3
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Records Query Expressions Prompts Fields Cnteria Having || WView SQL Run

Query Name CLASS_FIN_AP_NON_PO_VOUCHERS Description NonPO Vehrs by Bus Unit(s)

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 CTW_VCHR_TRANS - Voucher Transactions Rpt Hierarchy Join =
Check All Uncheck All
Fields Fin First ‘4 9-580f 124 * Last
O WVENDOR_ID - Supplier ID %
— L= ]

To add a field to the query report

13. Locate the Fields titled, VENDOR _ID, CT_VNDR_NAME]1 and
POST STATUS_AP.

14. Check the box next to the Field names

Results: The Fields, VENDOR_ID, CT_VNDR_NAME1 and POST_STATUS_AP,
will now display on the final report
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Chosen Records

Alias Record
= A CTW_WCHR_TRANS - Woucher Transactions Rpt Hierarchy Join (=]
| Check Al | _ Uncheck All |
Fields Find | View 100 First '4' 1-500f 124 '*' Last
M B BUSINESS UNIT - Business Unit b
M O WVOUCHER_ID - Voucher ID %
[l ® VOUCHER_LINE_NUM - Voucher Line Number W
[1 © DISTRIB LINE_NUM - Distribution Line Number b
O VOUCHER_STYLE - Voucher Style %
INVOICE_DT - Invoice Date W
M INVOICE_ID - Invoice Number %
= VENDOR_SETID - Vendor SetlD %
VENDOR_ID - Supplier ID %
v CT VYNDR_NAME1 - Supplier Name 1 %
= CT_VMNDR_MNAMEZ - Supplier Name 2 @
O VNDR_LOC - Vendor Location W
] CT VNDR_LOC DESCR - Vendor Location Description %
O ADDRESS_SEQ_NUM - Address Sequence Mumber %
U CT_VNDR_ADDR_DESCR - Vendor Address Description W
] GRP_AP_ID - Control Group ID %
O ORIGIN - Origin %
O OPRID - User ID %
[l CT_OPERID NAME - OPERATOR ID NAME %
O VCHR_TTL_LINES - Lines Entered %
] ACCOUNTING_DT - Accounting Date W
@ POST _STATUS AP - Post Status %
=  _____ - - L =]

15.  Select the Fields tab and locate the Field titled, POST_STATUS_AP

16.  Select the Edit button located to the right of the Field name,
POST _STATUS AP
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Records Query Expressions || Prompts Criteria Having || ViewSAL | Run

Query Name CLASS FIN_AP_NON_PO_VOUCHERS Description NonPO Vchrs by Bus Unit(s) Feed
View field properties, or use field as criteria in query statement. Reorder / Sort
Fields Personalize | Find | View All | @| L:.‘ First '+ 1-14of 14 '* ' Last
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete
1 APO_ID - Purchase Order Char10 PO % Edit =
2 AMONETARY_AMOUNT - Monetary Amount SNm25.3 Monetary Amt 2 Edit =
3 AACCOUNT - Account Char1d 3 Account % Edit =
4 A_DEPTID - Department Char10 DeptlD A4 Edit =
5 AFUND_CODE - Fund Code Chars 1 Fund A Edit =l
6 ACT SID-SID Chars 2 SiD ? Edit =
7 ABUSINESS_UNIT - Business Unit Chars Unit % Edit =
8 AVOUCHER_ID - Voucher ID Chard Voucher b4 Edit =l
9 A ACCOUNTING_DT - Accounting Date Date Acctg Date % Edit =
10 AINVOICE_DT - Invoice Date Date Date % Edit =
11 AINVOICE_ID - Invoice Number Char30 Invoice % Edit =
12 AVENDOR_ID - Supplier ID Char10 Supplier ID 2 Edit =
13 ACT_VNDR_NAMET - Supplier Name 1 Chars0 Supplier Name 1 % Edit =
=

14 APOST_STATUS AP - Post Status Charl N Status L4

17. Under the Translate Value box, select Long

18. Select OK

Results: The long version of the predetermined translate value for the field,
POST_STATUS_AP has been selected. You can view the available values by selecting
the looking glass on the edit criteria page, accessed by the Add Criteria Icon next to
the field. Translate values are only for available for selected fields.

Edit Field Properties

Field Name: A POST_STATUS_AP - Post Status

ONoHeading @ RFT Short g :0"& ONeone O short | @ Long
um
O Text (CRFT Long O Count
Heading Text: .
q I Min (® Current Date
Status | ) Max
‘Unique Field Name: O Average C Field A

APOST_STATUS_AP |

) Expression

Add Prompt Add Field

Ok Cancel
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To add criteria/prompt to a reporting Field from the Fields tab
19. Locate the Field titled, BUSINESS_UNIT, on the Fields tab

20.  Select the Add Criteria icon represented by the picture of a funnel located to
the right of the Field name, BUSINESS_UNIT

Records Query Expressions Prompts Criteria Having View SQL Run

Query Name CLASS FIN_AP_NON_PO_VOUCHERS Description NonPO Vchrs by Bus Unit(s) Feed

View field properties, or use field as criteria in query statement Reorder / Sort
Fields Personalize | Find | View All | 'L-T'l L;:I First '+ 1-140of14 '*' Last
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete

1 APO_ID - Purchase Order Char10 PO % Edit =

2 AMONETARY_AMOUNT - Monetary Amount SNm25.3 Monetary Amt ? Edit =

3 ALACCOUNT - Account Char1d 3 Account A Edit =

4 A DEPTID - Department Char10 DeptlD A A Edit =

5 AFUND_CODE - Fund Code Chars 1 Fund % Edit =

6 ACT_SID-SID Chars 2 SID ) Edit =

7 ABUSINESS_UNIT - Business Unit Charb Unit @ Edit =

8 AVOUCHER_ID - Voucher ID Charg Voucher 1 Edit =l

Results: The Edit Criteria Properties page appears for the Field, BUSINESS UNIT

21.  Select equal to as a condition type from the drop down menu
22.  Within the Choose Expression 2 Type, select the prompt button

23.  Within the Expression 2 box, select the New Prompt link

Results: The Edit Prompt Properties page appears. Remember: Prompts cannot be
reordered; they must be created in the order they will appear at runtime.
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Edit Criteria Properties

Choose Expression 1

Type

® Field
C Expression

Expression 1

Choose Record and Field
Record Alias.Fieldname

Q A BUSINESS UNIT - Business Uni

*Condition Type | equal to

) v

Choose Expression Xpression 2
&
VP Define Prompt
O Field
C Expression Prompt & (‘New Prompt) Edit Prompt

OK Cancel

24, Locate the Heading Text field and enter, Business Unit

25. Select OK twice

Edit Prompt Properties

*Heading Type

Field Name

Q BUSINESS UNIT RFT Short v
“Type Heading fax

| Character vl \
*Format *Unique Prompt Name
[Upper v| BIND1

Length 5

Decimals

[Mo Table Edit v/ Q

Default Value

Cancel
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26. Locate the Field titled, ACCOUNTING_DT, on the Fields tab

27.  Select the Add Criteria icon represented by the picture of a funnel located to
the right of the Field name, ACCOUNTING_DT

Results: The Edit Criteria Properties page appears for the Field,
ACCOUNTING_DT

Records Query Expressions || Prompts Critena Having || View SQL Run

Query Name CLASS FIN_AP_NON_PO_VOUCHERS Description NonPO Vchrs by Bus Unit(s) Feed

View field properties, or use field as criteria in query statement. Reouleg/iSort
Fields Personalize | Find | View All | E.?|| L First ‘&' 1-140f 14 "%/ Last
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete

1 APO_ID - Purchase Order Char10 PO A Edit =

2 AMONETARY_AMOUNT - Monetary Amount SNm25.3 Monetary Amt h A Edit =

3 AACCOUNT - Account Char1d 3 Account % Edit =

4 A DEPTID - Department Char10 DeptlD L Edit =

5 AFUND_CODE - Fund Code Chars 1 Fund < Edit =

6 ACT_SID- SID Chars 2 SID % Edit =

T ABUSINESS_UNIT - Business Unit Charb Unit ) A Edit =

8 AVOUCHER_ID - Voucher ID Chard Voucher Z Edit =

9 AACCOUNTING_DT - Accounting Date Date Acctg Date Edit =
10 ALINVOICE_DT - Invoice Date Date Date ) Edit =

28.  Select greater than as a condition type from the drop down menu
29.  Within the Choose Expression 2 Type, select the prompt button

30.  Within the Expression 2 box, select the New Prompt link
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Edit Criteria Properties

Choose Expression 1

Type

® Field

O Expression

Choose Expression

Type
) Field

O Expression
O Constant
@ Prompt

LT Sunquery

*Condition Type | greater than

Expression 1

Choose Record and Field

Record Alias.Fieldname

Q AACCOUNTING_DT - Accounting D

J v

pression 2
Define Prompt

Prompt Q Edit Prompt

31. Locate the Heading Text field and enter, Accounting Date is >

32. Select OK twice

Edit Prompt Properties

Field Name

A ACCOUNTING DT

*Heading Type

RFT Short »

“Type Heading Text
*Format *Unigue Prompt Name
[None v| BIND2

Length

Decimals

*Edit Type Prompt Table

[No Table Edit v| Q

Default Value
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To add an aggregate function
33. Return to the Fields tab and locate the Field titled, MONETARY_AMOUNT

34.  Select the Edit button located to the right of the Field name,
MONETARY_AMOUNT

Records Query Expressions Prompts Criteria Having View SQL || Run

Query Name CLASS FIN_AP NON_PO VOUCHERS Description NonPO Vchrs by Bus Unit(s) Feed
View field properties, or use field as criteria in query statement. Reorder / Sort
Fields Personalize | Find | View All | LF|| L:‘ First ‘4" 1-140f14 "2 Last
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete
1 APQO_ID - Purchase Order Char10 PO % Edit =
2 AMONETARY_AMOUNT - Monetary Amount SNm25.3 Monetary Amt 2 _ =
3 AACCOUNT - Account Charid 3 Account % Edit =
————— - - - —~ e —_ a— [ J— [ |
35. In the aggregate box, select the radio button, Sum, to get a total of amounts

36.  Then select the radio button, text
37. Enter in the Heading Text field, Voucher Sum

38. Select OK

Edit Field Properties

Field Name A MONETARY_AMOUNT - Monetary Amount
Heading Aggregate

e

(O NoHeading O RFT Short

® Text ORFT Long
Heading Text O Min
O Max
*Unique Field Name O Average

AMOMNETARY _AMOUNT

| Cancel
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Review and Save

39.  Select Save As located in the row of links at the bottom of the query page to
save your query.

40.  Name your query using standard naming conventions, description as well as

identify a folder to save in, if appropriate. Note: All queries should be saved
as PRIVATE.

Enter a name to save this query as:

*Query INCLASS_FIN_AP_NON_PO_VOUCHEF

Description NonPOVehrs by Bus Unit(s)

Folder CLASS

*Query T!FF'9| User

v

Query Definition:

Cuery to find all Non PO Vouchers by Business Unit (One or many) and
Accounting Date and Total Amount.  created for CORE Fin team by
mary yabrosky@po.state ctus

Ok Cancel
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Test Query

41. Return to the Query Manager page and search the private query you just
saved. Select “Run to Excel” located to the right of your private query.
Favorites « Main Menu « s Core-CTEPM ~ -

Reporting Tools ~ »  Query~ 3  Query Manager

Home HRMS Wor
Co re-p'. Al

* | Search Advanced Search @l Last Search Results

My HR Finance My CRM Core-CT Help STARS

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
*Searsh By [Query Name wv|  begins with
IMvanc ed Search

Search Results

*Folder View | All Folders - v

Check All Uncheck All

*Action [-- Choose — v Go

Query Personalize | Find | View All | (2| &= First ‘4 10f1 ) Last

Select Query Name Descr Owner Folder Edit Runto Runfo Runto

HTML Excel XmL  Scredule

[0 INCLASS FIN AP NON_PO VOUCHERS {";‘;”POV"”S byBusUnit poste  CLASS  Edit HTMML Schedule

42.  To execute query, enter the prompt values under a new tab as:

Business Unit: the first three letters of your agency’s DEPT ID followed by
M1.

Accounting Date is >: 07-01-2023.

INCLASS_FIN_AP_NON_PO_VOUCHERS - NonPO Vchrs by Bus Unit(s)

Business Unit:

Accounting Date is =: E

View Results

43. Select View Results

Results: An Excel spreadsheet will generate and display the results of your query. If
appropriate, save to a location of your choice and evaluate the data.
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Exercise 4: Modify an Existing Voucher Payments Query

Scenario: Modify an existing voucher payments query (closely replicating the legacy
SAAAS report, 16_5_8) to include PO # and prompts for Fund, Account, SID and
entered date range.

Skills: Modifying an Existing Query, adding criteria, prompts

Navigation: Core-CT EPM > Reporting Tools > Query > Query Manager

1. Select the Advanced Search tab

2. Enter in the search field labeled, Folder Name, begins with: CLASS

Results: Listing of all queries in the CLASS folder appears

3. Within the results displayed, locate the Query titled,
CLASS_FIN_SAAAS_OPTION_16 5 8

4. Select the Edit hyperlink located to the right of the name of the report

Results: The query will open to the Fields tab and a listing of the fields being utilized
will appear

O CLASS FIMN_GL_AGY_JRNL_ERRORS  exercise 3 Fublic CLASS Edit HTmL Excel Schedule
[0 CLASS_FIN_GL_JRMLS_BY_PYCHCK  Exercise 4 Public CLASS Edit HTML Excel Schedule
O o5 = | AL Remaining PO Balance Detail Fublic CLASS Excs chedule
msms Option 16, 5-8 Fublic CLASS Excel Schedule
O — — TS Wendor Contracts Guery Fublic CLASS HTmL  Excel %chedule
[0 cCLASS_HR_TL_SICK_REFORT Sick Pattern Day Report Public CLASS Edit HTML Excel Schedule

5. Select the Query tab

6. Locate the expand option denoted by a plus sign (+) on a folder to the left of a
record titled, CTW_VCHR_TRANS.

Results: All the fields contained in this record/table are displayed. All checked fields
will display on the final report.
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[ Records | ouery [ Ewpressions | Prompts Y Fields Y Criterim ) Having Y WiewS@L Y Run

Query Name: CLASS FIN_SAMS_OPTIONTE_5_8 Description: SAAAS Option 16, 5-8

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remave from query. Add o

additional records by clicking the recards tab. When finished click the fields tah.
Chosen Records

Altas Record
= A CTW_VCHR_TRANS - Youcher Trangactions Rpt Hierarchy Join =]
Check Al | Uncheckall |

Find |View 100 First ] 1.50 o 121 B L ast

B= BUSINESS_UNIT - Business Unit %
B wOUCHER_ID - Youcher [D %
= YVOUCHER_LIME_MUM - Voucher Line Mumber c-'i
O |5 DISTRIB_LINE_NUM - Distribution Line Number %
O WOUCHER_STYLE - Voucher Style T

| - Ivaice Date +
INVOICE_DT - Irvoice Dat %

_ 1D - Invwolce MUmier +
INVOICE_ID - Irvoice Murnb T
O WVENDOR_SETID - Vendor SetlD %

1D - Wendor +
YENDOR_ID - Vendor D T
CT_YMDR_MAMET - Yendor Mame 1 Cfi
[l CT_WNDR_MNAMEZ - Vendor Narme 2 %
3 VDR | 00 - Vendn | neatinn T

7. Locate the Field titled, DEPTID.

8. Uncheck the box next to the Field name

Results: The Field, DEPTID, will not display on the final report

To add a field to the query report
9. Locate the Field titled, PO_ID.

10. Check the box next to the Field names

Results: The Field, PO _ID, will now display on the final report

To add criteria to a field without displaying the field on the final report
11. On the Query tab, locate the Field titled, POST_STATUS_AP

12.  Select the Add Criteria icon, funnel, located to the right of the Field name,
POST_STATUS_AP

Results: The Edit Criteria Properties page appears for the Field,
POST_STATUS_AP
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Ll DFREIL - User L "
O CT_OPERID_MAME - QPERATOR ID NAME h A
O YCHR_TTL_LIMES - Lines Entered A
RECOUNTING DT - ActoUrny Dste %

POST_STATUS_AP - Post Status
GROSS_AMT - Gross Invoice Armed
DSCHT_AMT - Discount Amount cfi %

o T AT Rkl o s P oo o P o ok e ok >

13.  Select equal to as a condition type from the drop down menu
14.  Select the looking glass icon to view the predetermined values for this field

Edit Criteria Properties

) Field

. Record Alias Fieliname:
) Expression

Q) APOST_STATUS_AP - Post Status

‘Condition Type: | equalto

) Field

O Expression Constant:
(¥ Constant

O Prompt

) Subquery

Ol | Cancel

15.  Select the add value button for P (translate value: Posted)

16. Select OK

Results: You have established selection criteria for the field, POST_STATUS_AP
without the field displaying on the final report. Please note: If you are required to
enter alpha values, make sure these are capitalized.
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Select A Constant

Customize | Eind | Wiew All | i First E 1-5cf & II' Last

Field Value Translate Long Name Translate Short Name Select Constant
] FPayment Mot Applied Motspplied Select Constant
Cwer Application Overfpply elect Conatan
@ Posted Posted
Fartial Application FarialApp elEC o OTT=yar

Ll Linposted nposted Select Congtant

Cancel I

To add a prompt to a reporting Field from the Fields tab
17. Locate the Field titled, BUSINESS_UNIT, on the Fields tab

18.  Select the Add Criteria icon, funnel, located to the right of the Field name,
BUSINESS UNIT

Results: The Edit Criteria Properties page appears for the Field, BUSINESS_UNIT

/ Records | aGuen Expressions | Prompts | Fields Y Criteria Y Hawing } WiewSQL Y Run

Query Name:  CLASS_FIM_SAA85_OPTION1E_5_8 Description: SAAAS Option 16, 5-8

view field properties, or use field as criteria in query statement, Reorderf Sort

Custornize | Find | View All | = First (1) 1.1 cf 12 [H Last

Format Ord XLAT Aga Heading Text Aol Criteria Edit Delete
Chars Unit é Edit | [=]
Fotiee Chars Vauther T Edit |[=]
3 ANVENDOR_ID - Vendor 1D Charlo Vendor P Edit | [=]
4 ACT_YMDR_NAMEY - Yendor Mame 1 Chardd 1 Yendar Mame 1 C:.’;'. Edit E|

19.  Select equal to as a condition type from the drop down menu
20.  Within the Choose Expression 2 Type, select the prompt button

21.  Within the Expression 2 box, select the New Prompt link

Results: The Edit Prompt Properties page appears. Remember: Prompts cannot be
reordered; they must be created in the order they will appear at runtime.
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Edit Criteria Properties

) Field

i Record Alias.Fieldname:
) Expression

Q ABLUSIMNESS_LIMIT - Business Uni

‘Condition Type equalto w

O Field

OEK""'}SS'O" Prompt: Q Mewe Prompt “Edit Promipt

Ol | Cancel |

22. Locate the Heading Text field and enter, Business Unit

Edit Prompt Properties

Field Name: *Heading Type:
A BUSINESS_UNIT RFT Short +

‘Type: eading Text:
Character hd Business Unit

‘Format: ‘Unique P
Upper v BIND1

Length: ]

Decimals:

‘Edit Type: Prompt Table:
Mo Tahle Edit L Q

(0] 54 I Cancel |

23. Select OK twice

24, Select the Add Criteria icon, funnel, located to the right of the Field name,
FUND_CODE

25.  Select like as a condition type from the drop down menu
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Note: The condition types like and not-like allow the use of a wildcard in the prompt
value entered. There are two wildcards available for use in EPM; %, which returns an
unlimited number of characters.

26.  Within the Choose Expression 2 Type, select the prompt button
27.  Within the Expression 2 box, select the New Prompt link

28. Locate the Heading Text field and enter, Fund %

29.  Select OK twice

30.  Locate the Field titled, ACCOUNT, on the Fields tab

31.  Select the Add Criteria icon, funnel, located to the right of the Field name,
ACCOUNT

32.  Select like as a condition type from the drop down menu

33.  Within the Choose Expression 2 Type, select the prompt button
34.  Within the Expression 2 box, select the New Prompt link

35. Locate the Heading Text field and enter, Account %

36.  Select OK twice

37. Locate the Field titled, CT_SID, on the Fields tab

38.  Select the Add Criteria icon, funnel, located to the right of the Field name,
CT_SID

39.  Select like as a condition type from the drop down menu

40.  Within the Choose Expression 2 Type, select the prompt button
41.  Within the Expression 2 box, select the New Prompt link

42. Locate the Heading Text field and enter, SID %

43. Select OK twice
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To add a prompt to a non-reporting Field from the Prompts tab

44, Locate and select the Prompts tab at the top of the page

45.  Select the Add Prompt link

[ Records }  Query Y Expressions Ym Fields ' Criteria Y Having | wiewS@L )  Run

QueryMame: CLASS_FIN_SARAS_OPTIONTE_5_8 Description: SaAAS Option 16, 5-8
Add Prompt

Customize | Find | H First [4] 1-3 of 2 [ Last
Prompt Edlit Delete
1 =FUND_CODE - Fund % Edit | [=]
2= ACCOUNT - Account % Edit | [=]
3= CT_SI0- SID % Edit | [=]

B save Save As Mewy Queny Ereferences Propeties

Bewy Lnion C Return to Search

46.  To set up the first date prompt, select on the looking glass icon under Field

Name, located in the upper left hand corner of the page.

Edit Prompt Properties

‘Heading Type:
Text w
Heaiing Text:
Character w
*Format: ‘Unique Prompt Hame:
Upper BIND4
Length: 11
Decimals:
‘Edit Type: Prompt Table:
Mo Tahle Edit w QL

QO | Cancel |

47. Select the field you wish to use as a runtime prompt by entering in the search
field the specific field name or by selecting search to generate a list of field
names. In this case, enter ENTERED_DT and select search.
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48.  Select the link titled, ENTERED_DT under the subheading of Select a
Prompt Field

Select a Prompt Field

Search by:  Fieldname | beginswith |+

Cancel | Mo Yalue

Search Results

Seiect a Prompi Field Customize | Find [ view sl | 88 First [ 4 o 4 [ Last
EMTERED DT

R

49, Locate the Heading Text field and enter, From Entered Date

50. Select OK

Results: The Edit Prompt Properties page appears. Remember: Prompts cannot be
reordered; they must be created in the order they will appear at runtime.

51. Return to the Prompts tab at the top of the page
52.  Select the Add Prompt link

53.  To set up the second date prompt, select on the looking glass icon under Field
Name, located in the upper left hand corner of the page.

54.  Select the field you wish to use as a runtime prompt by entering in the search
field the specific field name or by selecting search to generate a list of field
names. In this case, enter ENTERED_DT and select search.

55.  Select the link titled, ENTERED_DT under the subheading of Select a
Prompt Field

56. Locate the Heading Text field and enter, To Entered Date

57. Select OK

Results: Prompts 5 and 6 have now been defined.
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To add the prompts to the criteria

58.

59.

60.

61.

62.

63.

64.

65.

66.

Select the Fields tab at the top of the page

Select the Add Criteria icon, funnel, located to the right of the Field name,
ENTERED DT

Select condition type: between

In the Choose Expression 2 Type, select Expr-Expr (Expression-Expression),
which will open a new Expression 2 box

In Expression 2, Define Expression, Expression, select the Add Prompt link

On the Select a Prompt page, select :5 = ENTERED_DT - From Entered
Date for the first Expression

In Expression 2, Define Expression, Expression 2, select the Add Prompt
link

On the Select a Prompt page, select :6 = ENTERED_DT - To Entered Date
for Expression 2

Select OK

o LA T3

aQ AENMTERED_DT - Entered an

*Condition Type: hetweaen (v

i) Const - Const

) Const - Field
) Const - Expr
{_'Field - Const
Field - Field
I Field - Expr
) Expr - Const

(oo o

(8] 4

Expression: |

Add Prormpt Add Field

Expression 2:

Add Prompt Add Field

Cancel |

Results: You have now added prompts for an Entered Date range.
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Review and Save

67.  Select Save As located in the row of links at the bottom of the query page to
save your query.

68.  Name your query using standard naming conventions, description as well as

identify a folder to save in, if appropriate. Note: All queries should be saved
as PRIVATE.

Query Properties

] Distinct

69. Select OK then Save.
Test Query

70. Return to the Query Manager page and search the private query you just
saved. Select “Run to Excel” located to the right of your private query.

71.  To execute query, enter the prompt values under a new tab as:
Business Unit: the first three letters of your agency’s DEPT ID followed by
ML1.
Fund %: 1%
Account %: 5%
SID %: 4%
From Entered Date: 10/01/2021
To Entered Date: 10/31/2021

72. Select View Results

Results: An Excel spreadsheet will generate and display the results of your query. If
appropriate, save to a location of your choice and evaluate the data.

Exercise 4 Page 37 of 81



Exercise 5: Create a Vendor Contracts Query

Scenario: Build a simple query and sample data as the one of the first steps in query
development. Examine the data contained in the EPM table, CTW_VCNTRCT, Vendor
Contracts Reporting Table.

Skills: Creating a Query, data sampling

Reference: FIN Reporting Table Summary

Navigation: Core-CT EPM > Reporting Tools > Query > Query Manager

1. Select the Create New Query link, which will automatically take you to the
records tab

2. Enter CTW_VCNTRCT in the Search By: Record Name begins with field

3. Select Search

/ Records Y Quety | Ewpressions | Prompts ) Fields Criteria " Hawing Y ViewS@L Y Run |

CGuery Name: Mew Unsaved Query Description:

Find an Existing Record

“Search By: Record Marne w | heging with @
Search | hdvanced Search

Search Results

Custamize | Find | Wiew All | B First E' 1of 1 E' Last

Rechame | Show Fields
CTW_WCNTRCT - Wendor Contracts Rpt Add Record Show Fields

& szve Save Az MNewy Query Preferences Properties Hewy Union C Return to Search

4. On the search results page, select Add Record which is located right of the
record name, CTW_VCNTRCT

5. You are now on the Query tab.

6. Within the listing of fields, select the CHECK ALL button and ensure that all
fields have been checked.
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Records Expressions | Prompts Fields || Cnteria Having || View SQL Run

Query Name Mew Unsaved Query Description

B
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add 20

additional records by clicking the records tab. When finished click the fields tab
Chosen Records

Alias Record

= A CTW VCNTRCT - Rpt Hierarchy Join =

Uncheck All
Fields Find | View Al First ‘4 1-500f83 '* Last
[ P SETID-SetiD T
0 ® CNTRCT ID- Contract Id @
L] B wFRRION NRR - Cantract Varsion %

To add criteria to a reporting Field from the Fields tab
7. Locate the Field titled, CNTRCT _ID, on the Fields tab

8. Select the Add Criteria icon, funnel, located to the right of the Field name,
CNTRCT_ID

Results: The Edit Criteria Properties page appears for the Field, CNTRCT_ID

© Records | Query | Expressions | Prompts Y@s/\( Criteria " Hawing } viewS@L Y Run

Query Name: new Unsaved Query Description;

Yiew field properties, or use field as criteria in gquery statement.

Reorder f Sort

Chara
Char2s

=Buying Agreement Line Nbr Mums.0
4 ANVKNDR_LOC - Wendor Lacation Charl0

Customize | Find | Wiew All ! ] First E 1-50 of 75 [} Last
Format Ord XLAT Aga Heading Text Add Criteria Edit Delete

SetiD 2 Edit |[=]
Contract e Edit | [=]
Line Edit | [=]

Location 7 Edit |[=]

9. Select like as a condition type from the drop down menu

10.  Within the Expression 2, Define Constant box, enter %PSX%

Results: You have established selection criteria which limits the query to the specific
contract IDs. Make sure you enter all alpha values as capitals.
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Edit Criteria Properties

(*) Field

i Record Alias.Fieldname:
) Expression

0, ACNTRCT_ID - Contract 1d

‘Condition Type: like »

& constant
) Prompt

Cancel

12. Return to the Fields tab and locate the Field titled, CNTRCT_EXPIRE_DT

onstant: |0, Q,

13.  Select the Add Criteria icon, funnel, located to the right of the Field name,
CNTRCT_EXPIRE_DT

14.  Select greater than as a condition type from the drop down menu

15.  Within the Expression 2, Define Constant box, enter the constant of today’s
date

Results: You have established selection criteria for the Field,
CNTRCT_EXPIRE_DT, limiting the data to contracts with an expiration date of

greater than today’s date.

16. Select Ok
Review and Save

17.  Select Save As located in the row of links at the bottom of the query page to
save your query.

18. Name your query using standard naming conventions, description as well as
identify a folder to save in, if appropriate. Note: All queries should be saved
as PRIVATE.

19. Select OK then Save
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Test Query

20. Return to the Query Manager page and search the private query you just
saved. Select “Run to Excel” located to the right of your private query.

Results: An Excel spreadsheet will generate and display the results of your query.
Review and evaluate the data sample you just retrieved from the EPM reporting table
— CTW_VCNTRCT.
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Exercise 6: Create a Payments Query

Scenario: Build a query to identify all payments to be made for a specified date range,
identifying the remit to vendor. Retrieve the data contained in the EPM reporting table,
CTW_PAYVC_XREF, Payment/VVoucher X-ref Table.

Skills: Creating a Query, adding criteria, prompts

Reference: FIN Reporting Table Summary

Navigation: Core-CT EPM > Reporting Tools > Query > Query Manager

1. Select the Create New Query link, which will automatically take you to the
records tab

2. Select the Advanced Search link

3. Enter REMIT_VENDOR in the search Uses Field Name begins with field

4. Select Search

[ Records __ Guery Y Ewpressions | Prompts . Fields ) Criteria Y Hawing ) WiewSGL Y Run

Query Name: pew Unsaved Query Description:

Find an Existing Record

Record Name: begins with

Description: begins with

Uses Field Name: hegins with REMIT_YEMDOR

Access Group Name: | heging with Q

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

Search | Clear | Basic Search

Search Results

Customize | Find | Wiew All | i First E 1-10 of 10 |I| Last

Recname Add Record Show Fields
CTW_PAYMEMT_TBL - Payment Data Add Record Show Fields
CTW_PAYMMT_TRM - Payment Transactions Rpt Add Recard Show Fields
CTW_PAYWC_XREF - Pay Woucher XRef Rpt Add Record Show Fields
CTW_PYMMT_WCHRX - Woucher Scheduled Payment Add Record Show Fields
5. On the search results page, select Add Record which is located right of the

record name, CTW_PAYVC_XREF

Results: All tables/records including fields containing REMIT-VENDOR are
displayed.
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6. Within the listing of fields, select the following fields by placing a check mark
next to: BUSINESS_UNIT, VOUCHER_ID, PYMNT_CNT, PYMNT_ID,
PAID_AMT, DUE_DT, SCHEDULED_ _PAY_ DT, REMIT_VENDOR,
CT_VNDR_NAME1, PYMNT_SELCT_STATUS, PYMNT_HOLD

Results: These are the fields which will display on the report.

7. Go to the Fields tab.

To add a prompt to a reporting Field from the Fields tab

8. Select the Add Criteria icon, funnel, located to the right of the Field name,
BUSINESS_UNIT

9. Select equal to as a condition type from the drop down menu
10.  Within the Choose Expression 2 Type, select the prompt button
11.  Within the Expression 2 box, select the New Prompt link

12. Locate the Heading Text field and enter Business Unit

13. Select Ok twice

To establish a prompt from the Prompts tab

14. Locate and select the Prompts tab at the top of the page

15.  Select the Add Prompt link

[ Records Y Query YE}{pressions@ Fields Y Criteria Y Having } wviewS@L Y  Run

Query Name: pew Unsaved Query Description:
Add Prampt

Customize | Find | i First E 1 of 1 E Last

Prompt Edit Delete
7 = BUISINESE_UNIT - Business Unit Edit |[=]
& save Save As Mewy Query Freferences Froperies Mew LUinion 2 Return to Search

16.  To set up the first date prompt, select on the looking glass icon under Field
Name, located in the upper left hand corner of the page.
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Edit Prompt Properties

ame: ‘Heading Type:
Text w

‘Type: Heaiing Text:

Character

‘Format: ‘Unicque Prompt Name:
Upper BIND2

Length: 11

Decimals:

‘Edit Type: Prompt Table:
Mo Table Edit w QL

QO | Cancel |

17.  Select the field you wish to use as a runtime prompt by entering in the search
field the specific field name or by selecting search to generate a list of field
names. In this case, enter SCHEDULED PAY DT and select search.

18.  Select the link titled, SCHEDULED_PAY_DT under the subheading of
Select a Prompt Field

Select a Prompt Field

Search by:  Fieldname | beginswith % | {{SCHEDULED_PAY_DT
Cancel | MoYalue \\\\\

Search Results
aelect a Prompt Field Custormize | Eind | Yiew All | i
SCHEDWULED PAY DT

19. Locate the Heading Text field and enter, Scheduled Pay Date From

First El 1of 4 El Last

20. Select OK
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Edit Prompt Properties

Field Hame: ‘Heading Type:
S SCHEDULED_PAY DT RFT Short v
‘Type: gading Text:

Date W Scheduled Pay Date Fram
‘Format: ‘Unique Prompt N:
MHone hd BirD2
Length: 11
Decimals:
‘Edit Type: Prompt Table:
Mo Tahle Edit e Q

(] | Cancel |

To establish the second date prompt to complete the search range
21. Repeat steps 15 through 18
22. Locate the Heading Text field and enter, Scheduled Pay Date To

23. Select OK

Results: Prompts 2 and 3 have now been defined.

To add prompts to the criteria
24, Select the Fields tab at the top of the page

25. Select the Add Criteria icon, funnel, located to the right of the Field name,
SCHEDULED_PAY_DT
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[ Records Y Quers Expressions | Prompts Y | Fields ] | Criteria " Hawing Y WiewSGL )} Run

Query Name: Mew Unsaved Query Description:
view field properties, o use field as criteria in guery staterent, Rearder/ Sort
Custamize | Find | YWiew All | L] First [1] 1-11 of 11 [ Last

Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete

1 ABUSINESE_UMIT - Business Unit Charg Unit h A Edit |[=]

2 ANMOUCHER_ID - Vaucher ID Charg Youcher Cfi Edit E|

3 APYMMT_CNT - Payments Mums.0 Payrments cﬁ Edit E|

4 APYMNT_ID - Payment Number Charl Payment % Edit |[=]

5 APAID_AMT - Paid Amount SMmM25.3 Amount % Edit E/’

B ADUE_DT- Due Date Date Due Date cfi dit E|

7 ASCHEDULED_PAY_DT- Scheduled to Pay Date Scheduled Edit E|
8 AREMIT_VEMDOR - RemifWendar Charli Wendor cfi Edit E|

26.  Select condition type: between

217. In the Choose Expression 2 Type, select Expr-Expr (Expression-Expression),
which will open a new Expression 2 box

28. In Expression 2, Define Expression, Expression, select the Add Prompt link

29.  On the Select a Prompt page, select :2 = SCHEDULED_PAY _DT -
Scheduled Pay Date From for the first Expression

30. In Expression 2, Define Expression, Expression 2, select the Add Prompt
link

31.  On the Select a Prompt page, select :3 = SCHEDULED_PAY_DT -
Scheduled Pay Date To for Expression 2

32. Select OK

Results: You have now added prompts for a Scheduled Pay Date range.
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Edit Criteria Properties

@ Field

. Record Alias Fieldname:
O Expression

Q) ASCHEDULED_PAY_DT - Scheduled

‘Condition Type: | hetween w

J Const - Const

© const - Field Expression:
) Const - Expr
I Field - Const dd Prompt Add Field
© Field - Field —— |
) Field - Expr
CVExpr - Const .
Expression 2:
(OF el
& Expr - Expr
Add Prompt Add Field

Ok | Cancel |

Select a Prompt

Select a Prompt Custornize | Find | i First [4] 15 of 3 [ Last

1 = BEEINESS LUIMIT - Business Unit
éz SCHEDULED PAY DT - Scheduled Pay Date From
A= SCHEDULED PAY DT- Scheduled Pay Diate To

To change the column heading display and add an aggregate function
33. Return to the Fields tab and locate the Field titled, PYMNT_CNT

34.  Select the Edit button located to the right of the Field name, PYMNT_CNT
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[ Records }" Query Y Ewpressions | Prompts )

Query Name: pews Unsaved Gluery

Wiew fleld properties, or use field as criteria in query staterment.

Fields Y Criteria_j_  Having

W wiewSGL Y Run Y

Description:

Reorder i Sort

Col Record.Fieldname
1 ABUSINESS_UNIT - Business Unit

2 ANMOUCHER_ID - Youcher ID

3 APYMNT_CHT - Payments
4 A PYMRT_TO - Fayment Mumber

Customize | Find | Wie
Format Ord XLAT Aga Heading Text

Unit

Woucher
Fayments

FPayment

First [ 1-11 of 11 ] Last

Add Criteria Edit Delete

Edit | [=]

Edit | [=]

Edit | [=]

35. Under Heading section, select the radio button, Text, and enter in the Heading
Text field to the change the column heading to: Number of Payments

36. Under the Aggregate section, select the function, Count

37. Select OK

Edit Field Properties

Field Name: A PYMMNT_CMNT - Payments

ON Ha

®) Text
Heading Text:
Mumber of Payments|

) REFT Short

¢ Fiell
APYMMT_CHNT

Ok | Cancel |

) None
T Sum
& Count

CO'Max
O Average

38. Return to the Fields tab and locate the Field titled, REMIT_VENDOR

39.  Select the Edit button located to the right of the Field name,

REMIT_VENDOR

40.  Under Heading section, select the radio button, Text, and enter in the Heading
Text field to the change the column heading to: Remit to Vendor

41. Select OK
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Edit Field Properties

Field Name: A REMIT_VENDOR - Remit Wendor

) No-Headi ) RFT Short ©None

O Sum
® Text ) RFT Long O Count
Heading Text: O Min
Remit to Yendard O Max

O Average

AREMIT_VENDOR

O | Cancel

Review and Save

42.  Select Save As located in the row of links at the bottom of the query page to
save your query.

43. Name your query using standard naming conventions, description as well as
identify a folder to save in, if appropriate. Note: All queries should be saved
as PRIVATE.

44. Select OK then Save
Test Query

45, Return to the Query Manager page and search the private query you just
saved. Select “Run to Excel” located to the right of your private query.

46.  To execute query, enter the prompt values under a new tab as:
Business Unit: the first three letters of your agency’s DEPT ID followed by
M1.
Scheduled Pay Date From: 10/01/2021
Scheduled Pay Date To: today’s date

Results: An Excel spreadsheet will generate and display the results of your query.
Review and evaluate the data sample you just retrieved from the EPM reporting table
— CTW_PAYVC_XREF
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Exercise 7: Create a Purchase Order Query

Scenario: Build a query to identify all specific purchase order information including
obligated amount. Retrieve the data contained in the EPM reporting table,
CTW_PO_TRANS, Purchase Order Transaction Rpt Table.

Skills: Creating a Query, adding criteria, prompts

Reference: FIN Reporting Table Summary

Navigation: Core-CT EPM > Reporting Tools > Query > Query Manager

1.

6.

Select the Create New Query link, which will automatically take you to the
records tab

Enter CTW_PO_TRANS in the Search By Record Name begins with field
Select Search

On the search results page, select Add Record which is located right of the
record name, CTW_PO_TRANS

Within the listing of fields, select the following fields by placing a check mark
next to: BUSINESS_UNIT, BUYER_ID, AMT_ONLY_FLG,
CNTRCT_ID, CT_PO_LINE_DM254, VENDOR_ID,
CT_VNDR_NAMEL, INV_ITEM_ID, PO_ID, PO_DT,
CT_OBLIGATION_AMT, PO_STATUS, ACCOUNTING_DT,
MERCHANDISE_AMT, MONETYARY_AMT

Go to the Fields tab.

To add criteria/prompt to a reporting Field from the Fields tab

7.

8.

9.

10.

11.

12.

Exercise 7

Locate the Field titled, BUSINESS_UNIT, on the Fields tab

Select the Add Criteria icon, funnel, located to the right of the Field name,
BUSINESS_UNIT

Select equal to as a condition type from the drop down menu
Within the Choose Expression 2 Type, select the prompt button
Within the Expression 2 box, select the New Prompt link

Locate the Heading Text field and enter Business Unit
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13.

Select Ok twice

To add a prompt from the Prompts tab

14.

15.

16.

17.

18.

19.

20.

Locate and select the Prompts tab at the top of the page
Select the Add Prompt link

To set up the first date prompt, select on the looking glass icon under Field
name, located in the upper left hand corner of the page.

Select the field you wish to use as a runtime prompt by entering in the search
field the specific field name or by selecting search to generate a list of field
names. In this case, enter ACCOUNTING_DT and select search.

Select the link titled, ACCOUNTING_DT under the subheading of Select a
Prompt Field

Locate the Heading Text field and enter, Accounting Date From

Select OK

To add the second date prompt to complete the search range

21.

22.

23.

24,

Return to the Prompts tab at the top of the page
Repeat Steps 15 through 18
Locate the Heading Text field and enter, Accounting Date To

Select OK

Results: Prompts 2 and 3 have now been defined.

To add prompts to the criteria

25.

Exercise 7

Select the Field tab at the top of the page
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26.  Select the Add Criteria icon, funnel, located to the right of the Field name,
ACCOUNTING_DT

27.  Select condition type: between

28. In the Choose Expression 2 Type, select Expr-Expr (Expression-Expression),
which will open a new Expression 2 box

29. In Expression 2, Define Expression, Expression, select the Add Prompt link

30.  On the Select a Prompt page, select :2 = ACCOUNTING_DT - Accounting
Date From for the first Expression

31. In Expression 2, Define Expression, Expression 2, select the Add Prompt link

32.  On the Select a Prompt page, select :3 = ACCOUNTING_DT - Accounting
Date To for Expression 2

33. Select OK

Results: You have now added prompts for a Accounting Date range.

To Re-order columns

34. Return to the Fields tab, select the Reorder/Sort button, which will bring you
to the Edit Field Ordering page

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

Query Name New Unsaved Query Description Feed
View field properties, or use field as criteria in query statement Reonder 5ol
Fields Personalize | Find | View Al | 22T [ First 1-30f 3 Last

Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete
1 ABUSINESS_UNIT - Business Unit Charh Unit ?, Edit El
2 ABUYER_ID - Buyer Name Char30 Buyer a4 Edit =
3 AAMT_ONLY_FLG - Amount Only Char1 Amt Only % Edit =

35. Determine the order in which you would like to see the columns displayed

36. Reorder the columns in any manner you would like to see the columns
displayed in your report by placing a numeral in the left hand column next to
the corresponding field. Select OK

NOTE: you do not need to enter a number by each field under the New Column heading.
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To change the column heading display
37. Return to the Fields tab and locate the Field titled, CT_VNDR_NAMEL1

38.  Select the Edit button located to the right of the Field name,
CT_VNDR_NAME1

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

Query Name New Unsaved Query Description Feed
View field properties, or use field as criteria in query statement. Reorder / Sort
Fields Personalize | Find |Yiew All | (Bl | ’:-‘ First ‘4’ 1-150f15 "}/ Last
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete
1 ABUSINESS_UNIT - Business Unit Char5 Unit A Edit =]
2 ABUYER_ID - Buyer Name Char30 Buyer ? Edit =
3 AAMT_ONLY_FLG - Amount Only Charl Amt Only % Edit =
4 ACNTRCT_ID - Contract Id Char2s Contract Edit [=]
5 ACT_OBLIGATION_AMT - Obligation Amount SNm25.2 Amount Edit =
6 A.CT_PO_LINE_DM254 - PO Line Description Char254 PO Line Desc ] Edit =
T AVENDOR_ID - Supplier ID Char10 Supplier ID % Edit =
8 ACT_VNDR_MNAME1 - Supplier Name 1 Char50 Supplier Name 1 h 4 =]

39. Under Heading section, select the radio button, text, and enter in the Heading
Text field to the change the column heading to: Supplier

40.  Select OK
Edit Field Properties

Field Name A CT “NDR_MAME1 - Supplier Name 1
Heading Aggregate

. -
() No Heading O RFT Short None

X ) Sum
CRFT Long

() Count
) Min

) Max

() Average

Heading Text

*Unique Field Name
ACT WNDR_MNAME1

OK Cancel

Review and Save

41. Select Save As located in the row of links at the bottom of the query page to
save your query.
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42. Name your query using standard naming conventions, description as well as
identify a folder to save in, if appropriate. Note: All queries should be saved
as PRIVATE.

43.  Select OK then Save

Test Query

44, Return to the Query Manager page and search the private query you just
saved. Select “Run to Excel” located to the right of your private query.

45.  To execute query, enter the prompt values under a new tab as:

Business Unit: the first three letters of your agency’s DEPT ID followed by
ML1.

Accounting Date From: 10/01/2021

Accounting Date To: today’s date

Results: An Excel spreadsheet will generate and display the results of your query.
Review and evaluate the data sample you just retrieved from the EPM reporting table
— CTW_PO_TRANS
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Exercise 8: Create a Voucher Query

Scenario: Identify all vouchers entered for a certain time frame and the last operator to
update the voucher. Retrieve the data contained in the EPM reporting table,
CTW_VCHR_TRANS, Voucher Transactions Rpt Table.

Skills: Creating a Query, adding criteria, prompts, distinct

Reference: FIN Reporting Table Summary

Navigation: Core-CT EPM > Reporting Tools > Query > Query Manager

1. Select the Create New Query link, which will automatically take you to the
records tab

2. Select Contains Field Name from the Search By drop down menu, then enter
VOUCHER in the search field

3. Select Search

4. On the search results page, select Add Record which is located right of the
record name, CTW_VCHR_TRANS

Records Query Expressions Prompts Fields Critena Having Wiew SCQL Run

Query Name MNew Unsaved Query Description

@By [ Contains Field Name | begins with VOUCHER

L Advanced Search

Search Results

Record Personalize | Find | View 20 | l'_-T'l E= First ‘&' 1-250f 25 "' Last
Recname Add Record Show Fields
CTW VOUCHER_LME - Voucher Line Add Record Show Fields
CTW_VOUCHER. - Voucher Add Record Show Fields
CTW VC_ACCTG_LN -Voucher Accounting Line Rpt Add Record Show Fields
CTW VCHR_TRANS - Vioucher Transactions Rpt Show Fields
CTW VCHR PO VW -Voucher Purchase Order View Add Record Show Fields
5. From the listing of fields, select the following fields by placing a check mark

next to: BUSINESS_UNIT, VOUCHER_ID, VENDOR_ID,
CT_VNDR_NAMEL, POST_STATUS_AP, ENTERED DT,
APPR_STATUS, CT_LSTUSE_MOD_NAME
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6. Locate and select the Fields tab displayed at the top of the screen

To add criteria/prompt to a reporting Field from the Fields tab
7. Locate the Field titled, BUSINESS_UNIT, on the Fields tab

8. Select the Add Criteria icon, funnel, located to the right of the Field name,
BUSINESS_UNIT

9. Select equal to as a condition type from the drop down menu
10.  Within the Choose Expression 2 Type, select the prompt button
11.  Within the Expression 2 box, select the New Prompt link

12. Locate the Heading Text field and enter Business Unit

13. Select OK twice

To add a prompt from the Prompts tab
14. Locate and select the Prompts tab at the top of the page
15.  Select the Add Prompt link

16.  To set up the first date prompt, select on the looking glass icon under Field
Name, located in the upper left hand corner of the page.

17.  Select the field you wish to use as a runtime prompt by entering in the search
field the specific field name or by selecting search to generate a list of field
names. In this case, enter ENTERED_DT and select search.

18.  Select the link titled, ENTERED_DT under the subheading of Select a
Prompt Field

19. Locate the Heading Text field and enter, From Entered Date
20.  Select OK

Add the second date prompt
21. Return to the Prompts tab at the top of the page

22. Repeat Steps 15 through 18

Exercise 8 Page 56 of 81



23. Locate the Heading Text field and enter, To Entered Date

24. Select OK

Add the prompts to criteria
25.  Select the Fields tab at the top of the page

26.  Select the Add Criteria icon represented by the picture of a funnel located to
the right of the Field name, ENTERED_DT

27.  Select condition type: between

28. In the Choose Expression 2 Type, select Expr-Expr (Expression-Expression),
which will open a new Expression 2 box

29. In Expression 2, Define Expression, Expression, select the Add Prompt link

30.  On the Select a Prompt page, select :2 = ENTERED_DT - From Entered
Date for the first Expression

31. In Expression 2, Define Expression, Expression 2, select the Add Prompt link

32.  On the Select a Prompt page, select :3 = ENTERED_DT - To Entered Date
for Expression 2

33. Select OK

Save As and Distinct Feature

34.  Select Save As located in the row of links at the bottom of the query page to
save your query.

35. Name your query using standard naming conventions, description as well as
identify a folder to save in, if appropriate. Note: All queries should be saved
as PRIVATE.

36. Select OK

37. Return to Fields tab in the query and select the Properties link located at the
bottom
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[ Records | Guery ) Expressions | Prompts )" Fields | Criteria ) Hawing ) viewSaL | Run

CGuery Name: pew Unsaved Query Description:

view field properties, or use field as criteria in query statement. Rearder/ Sart

Col Record.Fieldname Format Ord XLAT Aga Heading Text Add Criteria Edit Delete

1 ABUSINESS_UNIT - Business Unit Chars Unit % Edit |[=]
2 AWOUCHER_ID - Youcher ID Charg Voucher L Edit | [=]
3 AYENDOR_ID - Yendor 1D Charln wendar L Edit | [=]
4 ACT_VINDR_MAME1 - Vendor Name 1 Chardn vendor Name 1 A Edit |[=]
5 APOST_STATUS_AP - Post Status Chart M Status % Edit |[=]
& AENTERED_DT - Entered on Date Entered A Edit | [=]
7 AAPPR_STATUS - Approval Status Chart N Appr Stat % Edit | [=]
3 .I-:.;);_ELSTUSE_MOD_NAME- LastUserto Madity oo LstUserModNm 2 cat | =

B save Save As ey Gluery Freferences Froperties Iesy LInjon L Return ta Search

38.  On the properties page, check the box labeled distinct, then select OK.
Query Properties

*Query
Description

Folder

*Query Type | User v

*Owner | Private V|

Query Definition:

Last Updated Date/Time
Last Update User ID

OK Cancel

39. Return to Fields tab in the query and select Save.

Exercise 8 Page 58 of 81



Test Query

40. Return to the Query Manager page and search the private query you just
saved. Select “Run to Excel” located to the right of your private query.

41.  To execute query, enter the prompt values under a new tab as:
Business Unit: the first three letters of your agency’s DEPT ID followed by
M1.
From Entered Date: 10/01/2021
To Entered Date: today’s date

Results: An Excel spreadsheet will generate and display the results of your query.
Review and evaluate the data sample you just retrieved from the EPM reporting table
— CTW_VCHR_TRANS
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Exercise 9: Creating a Query, Joining Vendor Tables

Scenario: Create a query to list DAS Certified small business and minority vendors, as
well as the certification expiration date, from the CTW_VNDR_INFO (Vendor
Information Rpt) and CTW_VNDR_CERT _V (Vendor Certification View) tables.
Skills: Creating a New Query, join tables, translate values, re-order and sort

Reference: FIN Reporting Table Summary
Reporting Table Indexes and Join Criteria

Navigation: Core-CT EPM > Reporting Tools > Query > Query Manager

1. Select the Create New Query link, which will automatically take you to the
records tab

2. Enter the primary record for the new query, CTW_VNDR_INFO in the Search
By Record Name begins with field

3. Select Search

4. On the search results page, select Add Record which is located right of the record
name, CTW_VNDR_INFO

5. Select OK to proceed on the Query tab

Results: Upon adding the record, the effective date pop up notification appears
stating, “An effective date criteria has been automatically added for this effective
dated record.”

Note: When data is updated by adding a row, there is a date associated with each
row; the system retains the previous row as history. Effective date logic is built into
the design of the record/table to retrieve the most current information from the most
current row less than or equal to today. Effective date logic can be lift to provide
historical or future dated rows.
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Records || Query Expressions || Prompits || Fields || Cntena | Hawving | 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 guery. Add 20

additional records by clicking the records tab. When finished click the fields tab.
Chosen Records

Alias Record
= A CTW_VNDR_INFO - Vendor Information Rpt Hierarchy Join =
Check All Uncheck All
Fields Find | View All First ‘4’ 1-360f 36 "*' Last
[0 ®=g =
Message

O o v ’
Y
O e An effective date criteria has been automatically added for this effective dated record. (139.60)
(] E
8 G
] Vi = 0 ’ o T

6. From the listing of fields, select the following fields: SET_ID, VENDOR_ID,
VENDOR_NAME_SHORT, CT_VNDR_NAMEL1, ADDRESS], CITY,
STATE, POSTAL, CT-VNDR-OFFST_STAT, CT_BUS_ENTITY_TYPE

To join the second reporting table from the Records tab

7. Return to the Records Tab to select the second record for the new query

8. Enter the secondary record for the new query, CTW_VNDR_CERT _V in the
Search By Record Name begins with field

9. Select Search

10. On the search results page, select Join Record which is located right of the record
name, CTW_VNDR_CERT_V
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| Query Expressions Prompts Fields Cntena Having || View SCL Run

Query Name Mew Unsaved Query Description

*Search By |Record Name vl begins with _
-Advanced Search

Search Results

Record Personalize | Find | View All | LE|| E First ‘4" 10of1 "} Last

Recname Join Becord Show Fields

CTW_VNDR_CERT V - Vendor Certification View Show Fields
Save Save As Mew Query Preferences Properties Publish as Feed

11. The join type: Standard Join has been pre-determined. Select record to be
joined, A = CTW_VNDR_INFO.

Select join type and then record to join with CTW_VNDR_CERT_V - Vendor Certification View.

Join Type

® Join to filter and get additional fields (Standard Join)
O Join to get additional fields only (Left outer join)

Join Record Personalize | Find | 2 " First ‘4 10of1 "} Last
@DR_INFO - Vendor Information Rpt
Cancel |

12. On the Auto Join Criteria page, select Add Criteria button to accept modified
default field joins: A.SET_ID and A.VENDOR_ID

Auto Join Criteria

CQuery has detected the join conditions shown below.

Use the checkboxes to unselect the cniteria that you do not want to add to the query and click add
pfiteriazyhen done. The criteria added can always be modified later using the critena tab.
¥ A SETID - SetlD = B.SETID - SetlD

AVENDOR_ID - Supplier ID = BVENDOR_ID - Supplier ID
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Results: When selecting multiple tables for a query, the EPM Query Tool “auto-joins” the
tables based on key fields of the same name. In many cases, this information is correct.
However, in some cases, additional fields (other than key fields) may be used to join tables.

Note: EPM online job aids — Reporting Table Indexes and Join Criteria provides a cross-
reference spreadsheet showing the correct fields that can be used as join criteria between all
major EPM reporting tables.

Fd | 5 [ orksheet in https oscweb.ct.gov files rptng_tbl_ndxs_in_crtr_nov_2018.doc [Compatibility Mode] -
Home Insert Page Layout Formulas Data Review WView Add-Ins
== &% I o | = _ = General - 3";_;'|C-Jnditi-3nalF-:urmatting
J " Arial 10 T A A === ¥~ =
3 - $ - % +  [{FFormatas Table -
Paste . | 0. - - = = = i = | g -
= B 7 O ] o A EEE EF o ~E & =i} Cell Styles =
Clipboard Font Alignment Number Styles
BvV74 - J= | SETID, VENDOR_ID
A BEL B\ Ew!

** denotes tables joins
that are not

1 |recommended
5 TABLE NAME CTW_VNDR_CERT_V CTW_VNDR_INFO CTW_VNDR_WTHDJUR
3 B Tables e M 7
e ——
73 |CTW_VCNT_MIL SETID, VENDIOR_ID SETID, VENIOR_ID SETID, VENDORLID

T4 | CTW _VMDR_CERT V
\\\—-___4_-1’/

SETID, VENDOR_ID

SETIO.

7% CTW_VNDR_INFO SETIO, VENDOOR_IO VEMOOR_IO,A00RESS_SECG__MUM
SETIO,
WENDOR_ID ADDRESS_SECL

76 CTW_VNDR_WTHDJUR SETID, VENDOR_ID UM

T
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13. While on the Auto Join Criteria page, select the Add Criteria button. A pop up
notification will appear indicating that an “Effective date criteria has been
automatically added to this effective dated record.” Select OK.

Records | Query Expressions || Prompts || Fields || Cnteria | 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 20
additional records by clicking the records tab. When finished click the fields tab.
Chosen Records

Alias Record
A CTW VYNDR_INFO - Vendor Information Rpt Hierarchy Join =
= B CTW VYNDR_CERT V - Vendor Certification View Hierarchy Join =
Check All Uncheck All

Fields Find | View All First '* 190f9 '* Last

Message L4

b

An effective date critenia has been automatically added for this effective dated record. (133,60) gt

%

:

o _ %

] CERTIFICATE_EXP_DT - Certificate Expiration W

0J LOAD DTTM - Load Date and Time %

14. Open the CTW_VNDR_CERT _V folder by selecting the plus (+) sign located to
the left of the table name.

15. From the listing of fields, select CERTIFICATE_BEGIN_DT,
CERTIFICATE_EXP_DT, CERTIF_SOURCE, CT-CERTF_SRC_DESCR,
EFFDT

To add criteria to a reporting Field from the Fields tab

16. Return to the Fields tab and locate the Field titled, B.CERTIFICATE_EXP_DT

17. Select the Add Criteria icon, funnel, located to the right of the Field name,
B.CERTIFICATE_EXP_DT

18. Select greater than as a condition type from the drop down menu
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19. Within the Choose Expression 2 Type, select the prompt button
20. Within the Expression 2 box, select the New Prompt link
21. Locate the Heading Text field and enter Certif. Expire Date >

22. Select OK twice

To translate the value in a reporting Field from the Fields tab

23. Return to the Fields tab and select the Edit button located to the right of the Field
name, A.CT_BUS ENTITY_TYPE

24. Under Translate Value section, select the radio button, Long

Results: The long version of the predetermined translate value for the field,
CT_BUS_ENTITY_TYPE has been selected. You can view the available values by
selecting the looking glass on the edit criteria page, accessed by the Add Criteria Icon
next to the field. Translate values are only for available for selected fields.

Edit Field Properties

Field Name: A CT_BUS_ENTITY_TYFE - Business Entity Type

(Mo Heading (& RFT Short g None O None O Short
Jsum
O Text (RFT Long

i O Count
Hea.dmg Text: O Min ® Current Date
Entity Type O Max
‘Unique Field Name: O Average O Field b

ACT_BUS_ENTITY_TYPE
O Expression

Add Prompat Add Field

Ok | Cancel |

25. Select OK
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To Re-order and Sort columns

26. Return to the Fields tab, select the Reorder/Sort button, which will bring you to
the Edit Field Ordering page

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

Query Name New Unsaved Query Description Feed

_ o ~ Reorder / Sort
View field properties, or use field as criteria in query statement. eorderf 5o

Fields Personalize | Find | View All | = | First ‘4 1-150f15 '}/ Last
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete

1 ASETID - SetlD Chars SetlD A Edit [=]

2 AVENDOR_ID - Supplier ID Char10 Supplier ID ? Edit =

3 AVFNNOR NAMFE SHORT - Short Vendor Nama Charld Sharthlamea P Frlit [=1

27. Determine the order in which you would like the data ordered

28. Reorder the columns in any manner you would like to see the columns displayed
in your report by placing the numeral in the left hand column next to the
corresponding field. Select OK.

29. Once return to the Fields tab, select the Reorder/Sort button, which will bring
you to the Edit Field Ordering page

30. Determine the order in which you want the data sorted. In this exercise, enter the
numeral one (1) next to the field, B.CERTIF_SOURCE and the numeral two (2)
next to the field, AAVENDOR_ID.

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 remowve an order by number, leave the field

blank or enter a 0.

Edit Field Ordering Personalize | Find | View Al | B | [E First (4 1-150f15 »' Last
MNew Column Column Record.Fieldname g;der Descending MNew Order By

1 ALSETID - SetlD
2 AVENDOR_ID - Supplier ID @
3 AVENDOR_MNAME_SHORT - Short Wendor Mame
4 ACT_VNDR_MNAME1 - Supplier Name 1
5 ALADDRESS1 - Address Line 1
6 ACITY - City
7 ASTATE - State
8 ALPOSTAL - Postal Code
9 ACT_VNDR_OFFST_STAT - Vendor Offset Status
10 ALCT_BUS_ENTITY_TYPE - Business Entity Type

11 B.CERTIF_SOURCE - Certification Source

lgoooooooogoad

O
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Review and Save

31. Select Save As located in the row of links at the bottom of the query page to save
your query.

32. Name your query using standard naming conventions, description as well as
identify a folder to save in, if appropriate. Note: All queries should be saved as
PRIVATE.

33. Select OK then Save
Test Query
34. Return to the Query Manager page and search the private query you just saved.

Select “Run to Excel” located to the right of your private query.

35. To execute query, enter the prompt values under a new tab as:
Certif. Expire Date >: today’s date

Results: An Excel spreadsheet will generate and display the results of your query. If
appropriate, save to a location of your choice and evaluate the data. Review and
evaluate the data sample you just retrieved from the CTW_VNDR_INFO and
CTW_VNDR_CERT_V tables.
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Exercise 10: Creating a Query, Joining Voucher and Payment Tables

Scenario: Find all vouchers and related vendor payments by business unit for a specified
time frame. VVoucher information is on the table, CTW_VCHR_TRANS and payment
information on CTW_PAYMNT _TRN. However, these tables cannot be directly
joined. The only table that can be joined to both of these is CTW_PAYVC_XREF.
Skills: Creating a New Query, join tables, prompts, distinct

Reference: FIN Reporting Table Summary
Reporting Table Indexes and Join Criteria

Navigation: Core-CT EPM > Reporting Tools > Query > Query Manager

1. Select the Create New Query link, which will automatically take you to the
records tab

2. Enter the first record for the new query, CTW_VCHR_TRANS in the Search By
Record Name begins with field

3. Select Search

4. On the search results page, select Add Record which is located right of the record
name, CTW_VCHR_TRANS

5. Select OK to proceed on the Query tab.

6. From the listing of fields, select the following fields: BUSINESS_UNIT,
VOUCHER_ID, DISTRIB_LINE_NUM, VENDOR_ID, CT_RECEIPT_DT,
PO_ID, ACCOUNT, DEPTID, FUND_CODE, CT_SID, BUDGET_REF

To join the second reporting table from the Records tab

7. Return to the Records Tab to select the second record for the new query

8. Enter the second record for the new query, CTW_PAYVC_XREF in the Search
By Record Name begins with field

9. Select Search

10. On the search results page, select Join Record which is located right of the record
name, CTW_PAYVC_XREF
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Query Expressions Prompts Fields || Critenia || Having | View SQL | Run

Query Name New Unsaved Query Description

H* Search By |Record Name v]  begins with CTW_PAYVC_XREF )

- Advanced Search

Search Results

Record Personalize | Find | View All | E‘| e First ‘4" 1of1 ‘b Last
Recname Jojp Bacorg Show Fields
CTW _PAYNC XREF - Pay Voucher XRef Rpt Join Record Show Fields

11. The join type: Standard Join has been pre-determined. Select record to be
joined, A = CTW_VCHR_TRANS.

Select join type and then record to join with CTW_PAYVC_XREF - Pay Voucher XRef Rpt.

Join Type
® Join to filter and get additional fields (Standard Join)
O Join to get additional fields only (Left outer join)

i k alize | Find | | [ud First ‘&' 1of1 ‘&' Last
A=CTW VCHR_TRANS - Voucher Trans@

12. On the Auto Join Criteria page, select Add Criteria button to accept modified
default field joins: A.BUSINESS_UNIT and A.VOUCHER_ID.

Auto Join Criteria

Query has detected the join conditions shown below.

Use the checkboxes to unselect the cntenia that you do not want to add to the query and click add
criteria when done. The criteria added can always be modified later using the criteria tab.
[ ABUSINESS _UNIT - Business Unit = B.BUSINESS _UNIT - Business Unit

1 ANOUCHER_ID - Voucher 1D = BVOUCHER_ID - Voucher ID

13. Open the B CTW_PAYVC_XREF folder by selecting the plus (+) sign located
to the left of the table name.
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14. From the listing of fields, select PYMNT_METHOD,
PYMNT _SELCT _STATUS.
To join the third reporting table from the Records tab
15. Return to the Records tab to select the third record for the new query

16. Enter the third record for the new query, CTW_PAYMNT _TRN in the Search
By Record Name begins with field

17. Select Search

18. On the search results page, select Join Record which is located right of the record
name, CTW_PAYMNT_TRN

Query Expressions Prompts Fields Criteria Having Wiew QL Run

Query Name New Unsaved Query Description

i garch By [Record Name v|  begins with CTW_PAYMNT_TRN

Advanced Search

Search Results

Record Personalize | Find | View All | ﬁ| L:' First ‘& 1of1 “2' Last
Recname Join Record Show Fields
CTW_PAYMNT TRN - Payment Transactions Rpt Show Fields

Save Save As MNew Query Preferences Properties Publish as Feed

19. The join type: Standard Join has been pre-determined. Select record to be
joined, B=CTW_PAYVC_XREF. Note: you have a choice of two records to
be joined.

Select join type and then record to join with CTW_PAYMNT_TRN - Payment Transactions Rpt.

Join Type
® Join to filter and get additional fields (Standard Join)
(O Join to get additional fields only {Left outer join)

Join Record Personalize | Find | (Ed | L:' First ‘&' 1-20f2 "%/ Last
A=CTW ctions Rpt
=CTW PAYWVC XREF - Pay Woucher XRef Rpt

Cancel
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20. On the Auto Join Criteria page, select Add Criteria button to accept modified
default field joins: C.BANK_SETID, C.BANK_CD, C.BANK_ACCT_KEY,
and CPYMNT_ID

Auto Join Criteria

Cuery has detected the join conditions shown below.
Use the checkboxes to unselect the criteria that you do not want to add to the query and click add

criteria when done. The criteria added can always be modified later using the critenia tab.

1 C.BANK_SETID - Bank SetlD = B.BANK_SETID - Bank SetlD

C.BANK_CD - Bank ID = B.BANK_CD - Bank ID

C.BANK_ACCT_KEY - Bank Account = B.BANK_ACCT_KEY - Bank Account
C.PYMNT _ID - Payment Mumber = B.PYMNT _ID - Payment Number

21. Open the C CTW_PAYMNT _TRN folder by selecting the plus (+) sign located
to the left of the table name.

22. From the listing of fields, select PYMNT_ID, PYMNT_DT, PYMNT_AMT.

Results: The criteria page shows the fields which are joined from each table. By convention,
the tables are assigned an A. for the first table selected, B. for the second and C. for the third
table selected. You have now joined two tables which could not be joined to each other by
joining each of them to a third “intermediary” table.

The Reporting Table Indexes and Join Criteria job aid identifies the correct field joins among
these tables as follow:

& EQ A Bl i
** denotes tables joins ** denotes tables joins
that are not that are not
1 recommended 1 recommended |
CTW_PAYMNT_TRN
2 TABLE NAME CTW_VCHR_TRANS 2 TABLE NAME (AP) CTW_PAYWC_XREF | |¢
3 B Tables S - 3 B Tables
BARK_SETID, BAMK_CD,
BAK_ACCT_KEY,
50 | CTW_PAYMNT_TRN (AP) 5| CTW_PAYMNT_TRN (AP) FAHNT_ID
\4 BAHK_SETID, BANK_CD,
m BUSINESS_LNIT, BAMK_ACCT_KEY,
S CTW_PAYVC XREF WOUCHER_ IO S1THCTW _PAYWC XREF FvMNT_ID
\______—_______/
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To add criteria to a Field from the Fields tab

23. Select the Fields tab and select the Add Criteria icon, funnel, located to the right
of the Field name, B.PYMNT_SELCT_STATUS

24. Select equal to as a condition type from the drop down menu
25. Within the Choose Expression 2 Type, either enter the constant, P, for paid, or
select the looking glass icon to generate a list of predetermined values, if

available, which the constant, P, for paid, can be added.

26. Select OK

To add a prompt to a Field from the Fields tab

27. On the Fields tab, select the Add Criteria icon, funnel, located to the right of the
Field name, A.BUSINESS UNIT

28. Select equal to as a condition type from the drop down menu
29. Within the Choose Expression 2 Type, select the prompt button
30. Within the Expression 2 box, select the New Prompt link

31. Locate the Heading Text field and enter Business Unit =

32. Select OK twice

To create a prompt from the Prompts tab
33. Locate and select the Prompts tab at the top of the page
34. Select the Add Prompt link

35. To set up the first date prompt, select on the looking glass icon under Field Name,
located in the upper left hand corner of the page.

36. Select the field you wish to use as a runtime prompt by entering in the search field
the specific field name or by selecting search to generate a list of field names. In
this case, enter PYMNT _DT and select search.

37. Select the link titled, PYMNT_DT under the subheading of Select a Prompt Field
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Select a Prompt Field

Search by  Fieldname |begins with V|

Cancel Mo Value

Search Results

n‘lpt Field Personalize | Find | View All | LE|| E First ‘&' 16of6 ‘&' Last
PYMNT_DT_BASE

PYMNT DT _OFFSET
PYMNT DT _BASE 2
PYMNT DT _OFFSET 2
PYMNT DT _SID

38. Locate the Heading Text field and enter, Payment Date From

39. Select OK

To add the second date prompt from the Prompts tab
40. Return to the Prompts tab at the top of the page
41. Repeat Steps 33 through 36
42. Locate the Heading Text field and enter, Payment Date To

43. Select OK

Results: Prompts 2 and 3 have now been defined.

To add prompts to the criteria
44. Select the Field tab at the top of the page

45, Select the Add Criteria icon, funnel, located to the right of the Field name,
C.PYMNT DT

46. Select condition type: between
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47.

48.

49,

50.

51.

52.

In the Choose Expression 2 Type, select Expr-Expr (Expression-Expression),
which will open a new Expression 2 box

In Expression 2, Define Expression, Expression, select the Add Prompt link

On the Select a Prompt page, select :2 = PYMNT_DT - Payment Date From for
the first Expression

In Expression 2, Define Expression, Expression 2, select the Add Prompt link

On the Select a Prompt page, select :3 =PYMNT _DT - Payment Date To for
Expression 2

Select OK

Results: You have now added prompts for a Payment Date range.

Save As and Distinct Feature

53.

54,

55.

56.

S7.

Select Save As located in the row of links at the bottom of the query page to save
your query.

Name your query using standard naming conventions, description as well as
identify a folder to save in, if appropriate. Note: All queries should be saved as
PRIVATE.

Select OK

Return to Fields tab in the query and select the Properties link located at the
bottom

On the properties page, check the box labeled distinct, then select OK.
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Query Properties

“Query
Description

Folder

*Query Type [User |

“Owmner [ Private ]

Query Definition:

Last Updated Date/Time
Last Update User ID

OK Cancel

Test Query

29. Return to the Query Manager page and search the private query you just
saved. Select “Run to Excel” located to the right of your private query.

30.  To execute query, enter the prompt values under a new tab as:

Business Unit: the first three letters of your agency’s DEPT ID followed by

M1.

Payment Date From: 10/01/2021
Payment Date To: today’s date

Results: An Excel spreadsheet will generate and display the results of your query.
Review and evaluate the data sample you just retrieved from the EPM reporting tables
— CTW_VCHR_TRANS, CTW_PAYVC_XREF, and CTW_PAYMNT_TRN
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Exercise 11: Query Maintenance

Skills: Add to favorites, Copy to User, Delete Selected, Move to Folder, Rename Selected

Navigation: Core-CT EPM > Reporting Tools > Query > Query Manager

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
Search Advanced Search

Search Results Too many items met your search criteria. Only the first 300 items displayed.

*Folder View | All Folders — V|
Check All Uncheck All : Go
Add to Favorites :
Query Persol Copy to User First ‘4 1-300f300 '*' Last
Delete Selected
Select Query Name Descr Mi\?eeto E;E:r it ﬁ#nMEJ E:Eetlo XR:;I‘I_‘D Schedule
Rename Selected
[0 CT_CORE AGY CNTRCT ID ROLE BSSE RolenameNay ID for—5 e OPH Edit HTML Excel XML Schedule
i = AGY | | ublic i ce chedule
[0 CT_CORE AGY_CNTRCT ROLE ID BSSE'D BY Rolename for  p, ., DPH Edit HTML Excel XML Schedul
elecomm enditures uodic it Cel Chnequle
[0 CT_CORE AP TELECM AFTER 7 2011 Tel Expendi Publi AP Edit HTML Excel XML Schedul
| = AP | | L 7. elecomm Expenditures ublic it ce chedule
CT_CORE_AP TELECM PRIOR 7 2011 Tel Expendi Publi AP Edit HTML Excel XML Schedul
[] CT_CORE AR DEPT DPOSIT IDS Deposit Ids by Fund SID, FY Public AR Edit HTML Excel XML Schedule
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To add a query to My Favorite Queries
1. Select the box to the left of the query name

2. Select the action button drop down menu located near the middle of the top of the
page and choose Add to Favorites.

3. Select Go.

4. The selected query will go directly to the on-screen list of favorite queries. To
remove, just select the minus (-) button on the right of the query name.
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 w|  begins with
Search Advanced Search

Search Results

*Folder View |- All Folders - v
Check Al Uncheck Al @) ]

Query Personalize | Find | View All | E‘I = First ‘4’ 1of1 "}/ Last
Select Query Mame Descr Owner Folder Edit Elil.:qtl_o 2:23:0 E:'T_to Schedule
CT_CORE_FIN_PQ _BAL_ALL_PO All PO Bal w/ or wio Vouchers Public PO Edit HTML Excel XML  Schedule
Personalize | Find | 201 B First (4 1202 % Last
Query Name Descr Owner Folder Edit E#n’“}:—o E:getlo E:‘T_to Schedule Basg

BAA_FIN_PO_CONTRACT_ACCTG Contract information Private PO Edit HTML Excel XML  Schedule
CT_CORE_FIN_PO_BAL_ALL PO All PO Bal w/ or wio Vouchers  Public PO Edit HTML Excel XML  Schedule

Clear Favontes List
To copy a private query to another user
1. Select the box(es) to the left of the private query name(s)
2. Select the action button drop down menu located near the middle of the top of the

page and choose Copy to User.

3. Select Go.
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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 w|  begins with 2016_CONTRACTS
Search Advanced Search

Search Results

*Folder View [~ All Folders — v

Check All Uncheck All *Action [Copy to User ) v] _
Query e | Find | View All | 2] E First ‘4 10f1 '»/ Last

. Runte Runto Runto
Select Query Name Descr Owner Folder Edit HTML Excel XML

Schedule

2016_CONTRACTS Private Edit HTML Excel XML Schedule

4. Enter the person’s CORE UserID and select OK. Upon successful copy, the sender
will receive a message indicating that the query had been successfully copied to
another user. The sender will then need to notify the recipient.

Help
Enter the user id to copy the selected
queries to:
User ID
_ | Cancel
Message
1 querie(s) were successfully copied to usel (1359,219)

Note: If the target user does not have permission to access all the records in a copied query, that query will not
appear in the target user's list of queries. Once permission has been granted, the query will then appear in the list.

Contact your query security administrator for further assistance.

Note: The recipient of the query must have the appropriate security access to be able to view and
run the query.
To delete a private query

1. Select the box(es) to the left of the private query name(s)

2. Select the action button drop down menu located near the middle of the top of the
page and choose Delete Selected.

3. Select Go.
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Query Manager

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

Find an Existing Query | Create New Query

*Search By |Cluer',f Name v| begins with
Search Advanced Search

Search Results

*Folder View |— Al Folders — v

Check Al Uncheck Al @ V] _|
Query Personalize | Find | View All | (EJ | E First '4' 10of1 ‘®/ Last
Select Query Name Descr Owner Folder Edit :.Iil.:ﬂtl_o Exucnetlo ;I‘I:'Irlim Schedule
JGCLASS_VCHR_TRANS Private Edit HTML Excel XML  Schedule
4. A warning/confirmation screen will appear verifying the deletion of the selected

query. Select yes, only when validated deletion is the action you wish to perform.

Message

Confirm the permanent deletion of all selected queries? (139,191)

Important Note: No list of queries selected to be deleted appears! Be very careful with this
function!

To move a query to a designated folder
1. Select the box(es) to the left of the private query name(s)

2. Select the action button drop down menu located near the middle of the top of the
page and choose Move to Folder.

3. Select Go.
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Query Manager

Enter any infermation 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
Search Advanced Searchl}

Search Results

*Folder View [—All Folders - v
Check Al Uncheck Al “Action [Move to Folder )
Query Personalize | Find | View All | @|
Select Query Name Descr Owner Folder

JGCLASS VCHR_TRANS Private

4. Select an existing folder option by selecting the drop down menu to see a list of
available folders. Or enter a folder name of your choice. Select OK. Query has been

moved to a folder for ease of search.
Move to Folder

Select an existing folder to move to;

© |

—All Folders — v |

QR enter a folder name to move to;

O | |

(]34 | Cancel |

To rename a private query

1. Select the box to the left of the private query name

2. Select the action button drop down menu located near the middle of the top of the

page and choose Rename Selected.

3. Select Go.
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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 w|  begins with
Search Advanced Search

Search Results

*Folder View [~ All Folders — v]
Check All Uncheck Al @) v] _
Query Personalize | Find | View Al | 2| [ Fist 4 10f1 b Last
Select Query Name Descr Owner Folder Edit Emf’ E::etl“ i:‘rl'_“" Schedule
JGCLASS_VCHR_TRANS Private Edit HTML Excel XML  Schedule
4. Enter the new query name in the box and select OK. The query has been renamed.

Rename Queries

Enter new names for the queries on the nght.

Rename Queries Perscnalize | Find | | = First ‘&' 1of1 ‘& Last
Query Name Owner New Na

JGCLASS VCHR_TRANS Private '_ >
Cancel

Note: Renaming a query does not create a copy but rather actually changes the name of the
existing query.
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