Core-CT EPM Query Introduction
FN 102 AR/GL

Description

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

This hands-on exercise is designed for EPM users to get familiar with a basic
understanding of the concepts of Query in Core-CT EPM.

This exercise focuses 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
Department ID.

Skills: Locating a Table using the Data Dictionary

Reference: EPM Data Dictionary

Navigation: Core-CT EPM> Reporting Tools > Data Dictionary

1.

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

gMain Menu > Core-CT EPM > Reporting Tools > Data Dictionary

=
oo i@

2.

3.

4.

Core-CT EPM

Self Service
Manager Self Service
Supplier Contracts

Workforce Administration

Benefits
Compensation
Time and Labor

Payroll for Morth America
Workforce Development
Organizational Developme

Enterprise Learning
Warkforce Monitoring
Customers

Partners

Products

Catalog Management

mppocoooeoe @

-

Project Portfolio Management
Customer Behavior Modeling
Activity Based Management

EPM Foundation
Enterprise Components
Tree Manager
ARRA File Uplozad
ARRA Reports
Reporting Tools
PeopleTools
My Personalizations

3

v v w v

In the Find an Existing Value window

v T v vy v w w

3 Query

3 Connected Query
C3 PS/nVision

3 BI Publisher

D Data Dictionary

[5] Report Manager

Enter FISCAL into search field labeled Reporting Table Field Name

Select Search

Results: Listing of all tables containing the field “FISCAL” appears
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Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a Mew Value

Reporting Table Name: begins with step 3
Feporting Table Field Name: | hegins with @
Reporting Field Label Name: | begins with  »

[ ICorrect History [ ] Case Sensitive

Search Clear |Elaai|: Search Save Search Criteria

Search Results
1-34 of 34

Reporting Table Name Reporting Table Field Name Reporting Field Label Name
CTWY AWM ACCT THL FISCAL YEAR Fiscal Year

cTw am DEPR TBL FISCAL YEAR Fiscal Year

5. Return to the Find an Existing Value tab

6. 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

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 appear
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[ Find an Existing Value Y_Add a New Value

Reporting Table Name: | beging with || | | Step ©

Reporting Table Field Name:| hegins with |+ ﬂACCDUNT 5_ |

Reporting Fielid Label Name:| hegins with || |

[ ICorrect History [ ] Case Sensitive

Search Clear |Elasi|: Search Save Search Criteria
step

Search Results
Wiy All 1-100 of 116 |I| Last
Reporting Table Name Reporting Table Field Name Renmn Field | abel Namz
CTW ACCT D THL ACCOUMNT EETITIT
CTW _ADDL PAY ACCOUMNT Account ChartField
CTW A ACCT THL ACCOURNT Account
CT Ak ACCT TR ACCOIRTIRGG 0T Arrannfinm Data

{ EPI Data Dictionary

Reporting Table Name: CTW_ACCT_CD_TBL Account Code

Field Name: ACCOUNT

Field Definition:

Customize | Find | View 100 | i First E 110 of 1866 1 Last
Field Value(s) Status - Field Value Descriptionis) Effective Date
1 00000 A~ All Accounts 01-JAN-00
210111 A - 2601540 CT Agric Exper Sta 01-JaM-00
310112 A- 8382249 Auditor Of Pub Acc 01-JAN-00
410113 A-1835548 Brd-3T Acad Awards 01-JAN-00
510114 A-G7728745 Board Of Parole P 01-JAN-00
g 10115 A-31006235CT Hist Commission 01-JAN-00
7 10116 A- 282619 Chief Med Examiner 01-JAN-00
810117 A-1974580 Com Deaf & Hear Im 01-JAM-00
910118 A-32018 ST Library & Cmim Art 01-JAN-00
10 10119 A-54233070 Worker Comp Comm 01-JaM-00

& Save

£\ Return to Search ‘ | +E] Mext in List

Motify ‘ E‘+Ad:l| | [E* Correct History ‘

9. Return to the Find an Existing Value tab

10. Enter CT_SID into search field labeled Reporting Table Field Name
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11.  Select Search
Results: Listing of all tables containing the field “CT_SID” appears

12.  Select the Reporting Field Label Name, CT_SID, link on any of the reporting
tables

Results: Listing of all SID values appears

[ Find an Existing Value Y Add a New Valug

Reporting Table Name: beging with |+ Step 10

Reporting Tabe Field Name: | beging with s

Reporting Field Label Name: | beging with s

[IcCorrect History [ Case Sensitive

search | Clear |Elasic Search Save Search Criteria

Step 12

Search Results

CTwy BUD TEAMS  CT SID

CTwy BUD TEAMNS  CT

CTw DIE JEML PY @gl[ﬁl S1D ChartField
cTwy DIE JEML PY ID DESCE SID Descripfion
CTw HR ACCTG LM CT SID arfField

13. Return to the Find an Existing Value tab

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

15. Select Search

Results: Listing of all tables containing the field “DEPTID” appears

16. Select the Reporting Field Label Name, Department Chartfield, link on any
of the reporting tables

Results: Listing of all agency ID’s appears

Using Search tools for Data Dictionary values
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17. Select the Find link on the Field VValue Header Tool bar located in the search
return table.

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

Changing Page Display Functionality

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

{ EPM Data Dictionary

Reporting Table Hame: CTW_AM_ACCT_TBL  AM Accounting Entries Rpt

Field Name: DEPTID

Field Definition:

Customize | Find | View 100 | # First [4] 1-10 of 9816 [} Last

Field Value(s) Status - Field Value Des Effective Date
1 00000 A - All Departments 01-JAM-00
2 32616 | - Fleet Admin - CO & Staff 01-JUL-06
3 32664 |- CADIRMSIGIS 01-JUL-08
4 AES43000 A - CT Agricultural Experimnt 01-JAM-00
5 AES48011 A - Directors Office 01-JAM-00
G AES48012 A - Director - TechiLab 01-JAM-00
7 AES48013 A-Business Office 01-J4M-00
8 AES438014 A-Maintenance Dept 01-JAM-00
g AE348015 A - Editor 01-JAM-00
10 AES48015 A-Library 01-JAM-00

B save

£\ Return to Search ‘ +E Previcus in List | +E Mext in List Notify | Es 2dd | | [&F Correct History |

Other Search Options

To find Fields that contain keywords
20. Return to the Find an Existing Value tab

21.  Select drop down arrow to access condition type options for the search field
labeled Reporting Field Label Name

22. Select contains option
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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.

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

[ Find an Existing Value {_Add a New Value |

Reporting Table Name: begins with steps 22 and

Feporting Table Field Name: | contai / 23

Feporting Field Label Nams

¢ contains

» |Budget
[Icorrect History [Jcase

Search | Clear |Elasi|: Search Save Search Criteria

Search Results

Wigw All 1-100 of 147 |I| Last
Reporting Table Name Reporting Table Field Name Reporting Field L abel Name
CTW POSITION BUDGET AMT Budget Armount

CTW PROJECT Al GRP ACTY BUD Budget Analysis Group

CTw PROJECT CT BUDGET APPEOYERE Budget Approver
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Exercise 2: Run an Existing Carry Forward Balances Query

Scenario: Provide the closing and carry-forward balances for your agency by fiscal year
and commitment control ledger group.

Skills: Finding and Running an existing Query
Reference: Catalog of Online Reports
Navigation: Core-CT EPM> Reporting Tools > Query > Query Manager
1. Follow the breadcrumbs navigation to the Query Manager page

2. Select the Advanced Search tab

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 b begins with |
Search Advanced Search
3. Enter Folder Name begins with GL in the search field labeled, Folder Name

Results: List of all queries in the General Ledger folder is generated.

4. Within the results displayed, locate the Query titled,
CT_CORE_FIN_GL_BUD_CARRYFRWRD
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luery Manager

nter 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 |
- 7 |
|

Uses Field Name
Access Group Name | begins with |«
Folder Name |GL
*Query Type =
owner -

When using the IN or BETWEERN operators, enter comma separated values without quotes ie JOB EMPLOYEE JRML_LM

Search | Clear | Basic Search

Search Results

“Folder View | — All Falders — v

CheckAll |  Uncheck Al *Action|~Choose— ¥ - Go |

Personalize | Find | View All | H |

Runto Runto Runto

Select Query Name Descr Owner Folder Edit |l Excel |XML
[ |CME_CFSR_EXP GL Expenditures Public GLUSERS  |Edit |HTML |Excel |XML
[0 |CT_CORE_BUDGET_STATUS_REFORT | GLS8020 (Budget Status) Public | GL Edit HTML |Excel |AML
[ |CT_CORE_FIN_AP_VCHR_FRM_JRNL  VchrAcctg Ln by JmiD Acc SID | Public | GL Edit |HTML |Excel XML
O |CT_CORE_FIN_GL_ACTIVITY GL Activity by Acctg Period Public | GL Edit HTML |Excel XML
O e D
[0 |CT_CORE_FIN_GL_BUDG_DET_INQ Budget Details Inquiry Public | GL Edit HTML |Excel XML
[0 CT_CORE_FIN_GL_BUD_CARRYFRWRD BudgetLapse and Camry-Forward Public GL Edit HTML Excel XML
[0 |CT_CORE_FIN_GL_BUD_REF_ERR Budget Ref not equal to FY Public | GL Edit HTML |Excel XML
[0 |CT_CORE_FIN_GL_BY_EXP GL Expenditures by FY Public | GL Edit HTML |Excel XML

5. Under the Run to Excel option, select Excel

Results: Run time prompts appear

First ! 430 of 55 DI Last
Schedule
Schedule
Schedule
Schedule

Schedule

Schedule
Schedule
Schedule

Schedule

6. To execute query, enter the following values in the run time prompts that appear:

DEPTID like (%), Ledger Group

7. Enter for : DEPTID like (%) the first three letters of your agency’s DEPT ID
followed by the percent sign, %, and for Ledger Group, KK_APPROP

8. Select View Results
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Results: The query will run to completion and display on the screen. Note the number of
rows returned.

oy A https:/icorect.ct.gov: 10300/psc/EPPRD_1/EMPLOYEE/EPMIg?ICAction=1CQryNameExcelURL.

Find an Exi

Query Namr
Description

Uses Recol

File Edit View Favorites Tools Help

€ © ME G P Jorao @ 25 B - [JB

Address |@ https: /fcorect.ct.gov: 10300/psc/EPPRD _1/EMPLOYEE/EPM /q/PICACtion=ICOryNarmeExcelURL=PUBLIC.CLASS_BUD_LAPSE_CARRY] % | E

GODSM viGoo5 B+ % Bookmarksw Bi0blbocked % Check

%

- » D se

Uses Field

Access Gr

Folder Nan
‘Query Typ|
Owner:

Wihen usi

Search II

Deprartment like %: |DAS%

edger Gip =

Wiew Results

DeptlD

Steps 7 and
3
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Exercise 3: Modifying an Existing Posted Items Query

Scenario: Modify the query, CLASS_AR_POSTED _ITEMS, to include additional
fields. Specifically, add prompts for business unit and posted date to produce a
meaningful report.

Skills: Modifying an Existing Query, prompts

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

1. Follow the breadcrumb navigation to the Query Manager page

2. Select the Advanced Search tab

3. Enter in the search field labeled, Folder Name, begins with: CLASS
Results: Listing of all the queries in the CLASS folder appears

4. Within the results displayed, locate the Query titled,
CLASS_AR_POSTED_ITEMS

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_POSTED _ITM

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
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Records Query Expressions Frompts Criteria Having View SQL Run
Query Name CLASS_AR_POSTED_ITEMS Description EXERCISE 3-GLIAR Feed
View field properties, or use field as criteria in query staternent. Reorder/ 50'1:
Personalize | Find | View A1 | B | B First B 423 0723 I (st

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

1/ABUSINESS_UNIT - Business Unit Chars AR Business Unit ?— Edit .:I

2|ALEDGER_GROUP - Ledger Group Char10 Ledger Grp ?— Edit .:I

3 ALEDGER - Ledger Char10 Ledger hA - Edit | [=]

4 ACUST_ID - Customer ID Char1s Customer R - Edit | [=]

5| AITEM - Item ID : e = — Edit | [=]

B AITEM_LINE - ftem Line Explorer User Prompt <3 Eqit | (=]

7 AENTRY_TYPE - Entry Type Serpt Frompt: Edit | [=]

& AENTRY_ANT - Entry Amount | Ee" Se2ch sfing: Cancel Edit | [=]

9/ APOST_DT - Posted Date |FUND_CODE| Edit =
10| APAYHENT_ANT - Payment Aml J Eait | [
11 APAYMEMNT_ID - Payment ID Char1s FPayment ID ?— Edit .:I
12 ADEPOSIT_BU - Deposit Unit Chars pepositBusiness g [Edit| =]
13 ADEFOSIT_ID - DepositID Char15 Deposit ID ? - Edit | [=]
14| ADEFOSIT_TYPE - Deposit Type Char N Type % - Edit | =]
15 ADEP_POST_STATUS - Posting Status Char N Posted ? - Edit | [=]
18 A.CONTROL_ANT - Contral Total SNm25.3 Control % - Edit | =]
17 ACT_DEP_ENTRY_DT - Deposit Entry Date Date Dep Entry Ot ?f Edit .:I
18 AJOURMAL_ID - Journal ID Char10 Journal ID ?— Edit =

i ———— . - . - - - - L= I - | 1

9. Enter FUND_CODE in the search field
10. Select OK

Results: The field FUND_CODE 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. Select View 100 link on the Field VValue Header Tool bar to view 100 values
at a time.

12.  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 times an din alphabetical order
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To add a field to the query report
13. Locate the Fields titled, FUND_CODE, ACCOUNT, CT_SID
14, Check the box next to the Field names

Results: The fields, FUND_CODE, ACCOUNT, and CT_SID will now display on the
final report

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

15. Locate the Field titled, BUSINESS_UNIT, on the Fields tab

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

L APPL_JREML_ID - Journal Template =

¥ ARRE_STATLIS - Revenue Estimate Status K

O ASOF_DT- As Of Date T

O BAL_AMT - Customer Balance c?r

O BAMKE_ACCOUNT_MUM - Bank Account # ‘i [:
] BAMK_ACCT _KEY - Bank Account C"i

O BANK_CD - Bank D Step 16 T

O BANK_SETID - Bank SetiD T

F BrK_ID_MBR - External Bank ID

[ BUDGET_REF - Budget Referefme

B BUSIMNESS_URIT - Business Lnit
Bttt S st T—St—cremmeral Ledoger Unit
BUSINESS UMIT PC - PC Business Unit

a0

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

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

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

Choose Expression 1 Type Expression 1
@) Field Choose Rm:ur andFleId

B Record Alias.Fieldname:
O Expression

a ABUSIMESS_UMIT - Business Uni

Choose Expression 2 Type

O Field

slon dit Prompt
) Constant o -

® Prompt
*\-;_‘_‘_“-“_
"'““-h-__q__ﬁ Step 18 \ step 19

ook | cancel |

20. Locate the Heading Text field and enter, Business Unit =

21. Select OK twice
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Edit Prompt Properties

Field Name: *Heading Type:

S BuUsINESS_UNIT RFT Short w

‘Type: Heading Text:
Character hd Business Linit =|
‘Format:
Lpper w
Step 20
Length: 3
Decimals:
‘Edit Type: Prompt Table;
Mo Table Edit v Q
Cancel |
To add a prompt to a reporting Field from the Prompts tab
22. Locate and select the Prompts tab at the top of the page
23.  Select the Add a Prompt link
Step 22
[ Records ' GQuery Y Expressions Fields ' Criteria | Hawing Y WiewSaL ¥ Run
~CLASS AR_POSTED_ITEMS Description: EXERCISE 3-GL®R
o prompts have heen defined yet.
INew Query Preferences Properies e Linian 23 Return ta Search

Step 23

24.  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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step 24

Edit Prompt Properties

*Heading Type:
Text W

ield Name:

Q

‘Typre: Heading Text:
Character L

‘Format: ‘Unique Prompt Name:
Lpper hd it

Length: 11

Decimals:

‘Edit Type: Prompt Table:
ko Tahle Edit L aQ,

(0] | Cancel |

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

26.  Select the link titled, POST_DT under the subheading of Select a Prompt
Field

Results: The Edit Prompt Properties page appears. Remember: Prompts cannot be
recorded; they must be created in the order they will appear at runtime.
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Select a Prompt Field
Search by:  Fieldname | heginswith
Cancel | Mo Walue

Btep 25

Search Results

PO C i

L Step 26

217. Locate the Heading Text field and enter, Posted Date From

28. Select OK

Zdit Prompt Properties

Field Hame: *Heading Type:
a POST OT RFT Short  »
‘Type: Heading Text:

Drate v Posted Date Tal
*Format: ‘Unique Pronipt Name:
Maone hd BIMD2Z
Length: 11
Decimals: Steps 27 &
=4
‘Edit Type: Prompt Table:
Mo Table Edit v Q

Cancel |

To add the second date prompt to complete the search range
29. Return to the Prompts tab at the top of the page

30.  Select the Add a Prompt link

Select a Prompt Field Customize | Find | view 4 | 88 First [ 1.2 o 2 [M Last
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31.

32.

33.

34.

35.

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.

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

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

Locate the Heading Text field and enter, Posted Date To

Select OK

Results: Prompts 2 and 3 have now been defined.

To add criteria to the prompts

36.  Select the Criteria tab at the top of the page
37.  Select the Add Criteria button
[ Records ¥ Query | Expressions | Prompts | Fields Yéteria W1 Having ) WiewSQL Y Run

Quel

E Save

38.

39.

40.

41.

42.

43.

44,

Mathe (| ASS AR_POSTED_ITEMS Description: Ex
‘ Add Criteria '} 0 criteria have been added yet.

Step 36

Sawe As Mewy Query Preferences Froperties Mey Linion L Return to Search

Step 37

Select the prompts to be used as criteria by selecting the looking glass under
Expression 1, Record.Alias Fieldname:

Select the field, A.POST_DT, amongst the list of field names
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 Posted Date From for the first Expression
In Expression 2, Define Expression, Expression 2, select the Add Prompt link

Page 20 of 81



45.  On the Select a Prompt page, select Posted Date To for Expression 2
46.  Select OK

Results: Prompts have now been added for a date range
Edit Criteria Properties

# Field

} Record Alias. Fieldname:
O Expression

Q, APOST_DT - Posted Date

.-
(O Const - Const

O Const - Field Expression:

) Const - Expr Step 42
OField - Const Add Prompt Add Field
CField - Field

=tep 40

*Condition Typ

CField - Expr
OExpr - Const Expression 2: I
CLExpr—Fie Step 44
=
Add Promipt
Ok | Cancel |

Step 41

Select a Promp
T

Sel=ct a Prompt
1 =PO5T DT - Posted Date From
Z=PoST DOT- Posted Date Ta

First E 1-2 of 2 E| Last

Customize | Eind | i

T | Steps 43

& 45

Review and Save

47.  Select Save As located in the row of links at the bottom of the query page to
save your query.
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48.  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.

Test Query

49.  Select “Run to Excel” located to the right of your saved query name on the
Query Manager page

50. Enter run time prompt values: Business Unit=your business unit; Posted Date
from 8-01-21 to 8-15-21.

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

Scenario: You have been asked to modify the query,

CLASS _CORE_FIN_GL_BY_EXP to include additional fields, prompts for department
and fiscal year and to establish criteria to produce a meaningful report.

Skills: Modifying an Existing Query, prompts

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

1. Follow the breadcrumb navigation to the Query Manager page

2. Select the Advanced Search tab

3. Enter CLASS in the search field labeled, Folder Name
Results: Listing of all queries in the CLASS folder appears

4. Within the results displayed, locate the Query titled,
CLASS_CORE_FIN_GL_BY_EXP

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_LED BAL

Results: CTW_LED_BAL record is the table from which the query generates all its

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

To add reporting fields to the query report

8. Locate the Fields titled, BUDGET_REF, PROJECT _ID, and
FISCAL_YEAR

9. Check the box next to the Field names

Results: The fields BUDGET_REF, PROJECT _ID, and FISAL_YEAR will now display
on the final report
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To add a prompt to a reporting Field from the Fields tab
10. Locate the Field titled, DEPTID, on the Fields tab

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

Results: The Edit Criteria Properties page appears for the field DEPTID
12.  Select like as a condition type from the drop down menu
13.  Within the Choose Expression 2 Type, select the prompt button
14.  Within the Expression 2 box, select the New Prompt link
Result: The Edit Prompt Properties page appears
15. Locate the Heading Text field and enter, Department is like %
16.  Select Ok
17. Return to the Fields Tab and locate the Field titled, FISCAL_YEAR

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

Results: The Edit Criteria Properties page appears for the field FISCAL_YEAR
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 Criteria Properties page appears
22. Locate the Heading Text field and enter, Fiscal Year
23.  Select Ok twice.

Results: Two prompts, DEPTID and FISCAL_YEAR, have been successfully added (as
confirmed by the : integer in the expression 2 box)
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24, Return to the Fields Tab and locate the Field titled, FUND_CODE

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

Results: The Edit Criteria Properties page appears for the field FUND_CODE

26.  Select like as a condition type from the drop down menu
Note: There are two wildcards available for use in EPM. Percent, %, can be used at the
beginning, end, or to replace a field and returns any number of characters. The
underscore, _, can be used any place in a field and returns one character.

27.  Within the Choose Expression 2 Type, select the prompt button

28.  Within the Expression 2 box, select the New Prompt link
Result: The Edit Criteria Properties page appears

29.  Locate the Heading Text field and enter, Fund like (%)

30.  Select Ok

31. Return to the Fields Tab and locate the Field titled, CT_SID

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

Results: The Edit Criteria Properties page appears for the field CT_SID
33.  Select like as a condition type from the drop down menu
34.  Within the Choose Expression 2 Type, select the prompt button
35.  Within the Expression 2 box, select the New Prompt link
Result: The Edit Criteria Properties page appears
36. Locate the Heading Text field and enter, SID like (%)
37.  Select Ok

Note: The third and fourth prompts, FUND_CODE and CT_SID, have been successfully
added
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To add criteria to a reporting Field from the Fields tab
38. Return to the Fields Tab and locate the field titled, LEDGER

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

Results: The Edit Criteria Properties page appears for the field LEDGER
40.  Select equal to as a condition type from the drop down menu

41.  Within the Choose Expression 2 Type, Define Constant, enter the value,
MOD_ACCRL.

Note: Always use CAPITAL LETTERS when establishing criteria
42. Select OK
43. Return to the Fields Tab and locate the Field titled, ACCOUNT

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

Results: The Edit Criteria Properties page appears for the field ACCOUNT
45.  Select like as a condition type from the drop down menu
46.  Within the Choose Expression 2 Type, Define Constant, enter the value, 5%
47.  Select OK

Results: Criteria on the field ACCOUNT of like 5%, specifying the wildcard %, has been
set up

Review and Save

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

49, Name your query using standard naming conventions, description as well as
identify a folder to save in, if appropriate. All queries should be named as
private.

Test Query
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50.  Select Run to Excel located to the right of your saved query name on the
Query Manager page. When prompted, enter the first three letters of your
agency’s DEPTID followed by the percent sign (%) as well as enter Fiscal
Year = 2021 Fund = 11000 and SID = your choice.

Results: An Excel spreadsheet will generate and display the results of the query. If
appropriate, save to a location of choice and evaluate the data.
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Exercise 5: Create a Ledger Balance Query

Scenario: Build a simple query and sample data for further refinement.
Skills: Creating a Query, data sampling
Reference: EPM Data Dictionary, FIN Reporting Table Summary
Navigation: Core-CT EPM> Reporting Tools > Query > Query Manager>Create New
Query
1. Follow the breadcrumb navigation to the Query Manager page

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

Query Manager

Enter any infarmation you h. Leave fields blank for & list of all values.

Find an Existing Query |\ Cregte Mew Query

“Search By: | Query Name ¥ | beginswith ||

Search | Advanced Search

step 1

Find an Existing Query | Create Mew Query

3. Enter CTW_LEDG_KK_BAL in the Search By>Record Name search field

4. Select Search
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“ Records {  Query Y Expressions | Prompts ) Fields Y Criteria Y Hawing Y viewSQL Y Run Y

Query Name: pew Unsaved Query Description:

Find an Existing Record

“Search By: |Rec0rd Mame V| begins with

Search | Aftvanced Search

Search Results

CTW_LEDG_KK_BAL

)

Step 3

Customize | Find | First E 1of 1 E Last
Recname Wil Recq Show Fields
CTW_LEDG_KK_BAL - Cormrnit. Contral Ledger Bal Rpt Add Record Show Fields
& szve) Save As Mew Gluery Preferences Froperies Mew Union 2 Return to Search
Step 5

5. On the search results page, select Add Record which is located right of the
record name, CTW_LEDG_KK_ BAL

6. Select Ok. You are now on the Query tab.

7. Within the listing of fields, select the CHECK ALL button and ensure that all
fields have been checked.

[ Records Y| Ouery | ‘ Expressions | Prompts ) Fields ) Criterim Y Having Y ViewSQGL Y Run

Cuery Name: pew Unsaved Query Description:

Click folder nextto record to show fields, Check fields to add to query. Uncheck fields to remove from query. Add B
additional records by clicking the recards tab. When finished click the fields tab.
Chosen Records

Alias Record

[= & cTw OG_Kk_BAL - Temmit. Control Ledger Bal Rpt Hierarchy Jain =]
Check Al | Uncheckall |

Fields Find | wisw All First E 1-37 of 37 |I| Last
——
E= BUSINESS_UNIT - Business Unit T
B |EDGER - Ledger T
B ACCOUNT - Account A

e = =

To add criteria to a reporting Field from the Fields tab
8. Locate the Field titled, DEPTID, on the Fields tab

9. Select the Add Criteria icon, funnel, located to the right of the Field name,
DEPTID
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Results: The Edit Criteria Properties page appears for the field DEPTID

Mew \Windo

" Records | Query ) Ewxpressions | Prompts [ Fields ]\ Criteria | Hawing |} WiewSGL ' Run

Query Name: New Unsaved Query Description:

Wiew field propetties, or use field as criteria in guery staterent. Reorder ! Sort

Customize | Find | Wiew A
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete
1 ABUSIMESS_UNIT - Business Unit Chars Unit

Step 9

2 ALEDGER - Ledger Charli Ledger
3 AACCOUNT - Account Char10 Acct

?

% it |[=]

% ot [ [=]
Charl 0 DeptiD e it |[=]
A AOPERATING_UMIT - Operating Unit Charg Operating Unit Cfi Edit | E|

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

11.  Within the Expression 2, Define Constant box, enter the first three letters of
your agency followed by the percent sign (%)

Results: You have established selection criteria for the Field, DEPTID, using the
wildcard (%).

Note: In the General Ledger Reporting Tables, the Business Unit is STATE. Limit the
return to your agency’s data using the field DEPTID.

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

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

Results: The Edit Criteria Properties page appears for the field FISCAL_YEAR
14.  Select equal to as a condition type from the drop down menu
15.  Within the Expression 2, Define Constant box, enter the constant of 2013
Results: Selection criteria for FISCAL_YEAR 2013 has been established.
16.  Select Ok
17.  Return to the Fields tab and locate the Field titled,
ACCOUNTING_PERIOD

18. Select the Add Criteria icon represented by the picture of a funnel located to
the right of the Field name, ACCOUNTING_PERIOD
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Results: The Edit Criteria Properties page appears for the field
ACCOUNTING_PERIOD

19.  Select between as a condition type from the drop down menu
20.  Within the Expression 2, enter the constants 1 and 12

Results: The selection criteria for field ACCOUNTING_PERIOD, limiting the
accounting periods 1 to 12, has been established

21.  Select Ok
22. Return to the Fields tab and locate the Field titled, FUND_CODE

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

Results: The Edit Criteria Properties page appears for the field FUND_CODE
24.  Select equal to as a condition type from the drop down menu

25.  Within the Expression 2, Define Constant box, enter the constant of 11000 (or
any fund code of your choice)

Results: The selection criteria for field FUND_CODE, limiting the fund code to 11000
(or any fund code of your choice) has been established

26. Select Ok

Review and Save

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

28.  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.

Test Query

29. Select Run to Excel located to the right of your saved query name on the
Query Manager page

Results: An Excel spreadsheet will generate and display the results of the query. If
appropriate, save to a location of your choice and evaluate the data
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Exercise 6: Create a Journal Transaction Query

Skills: Creating a Query, adding criteria, prompts
Reference: EPM Data Dictionary, FIN Reporting Table Summary

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

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

2. Enter CTW_JRNL_TRN in the Search By>Record Name search field
3. Select Search

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

Results: Upon added the record, the Query page will appear

5. Select Ok.

6. From the list of fields, select the following fields: JOURNAL_ID,
CT_HEADER_DESCR, MONETARY_AMOUNT,
STATISTIC_AMOUNT, ACCOUNT, DEPTID, FUND_CODE, CT_SID,
BUDGET_REF, BUDGET HDR_STATUS

7. Go to the Fields Tab.

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

8. Locate the Field titled, DEPTID, on the Fields tab

9. Select the Add Criteria icon, funnel, located to the right of the Field name,
DEPTID

Results: The Edit Criteria Properties page appears for the field DEPTID
10. Select like as a condition type from the drop down menu

11. Within the Choose Expression 2 Type, select the prompt button
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12. Within the Expression 2 box, select the New Prompt link

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

13. Locate the Heading Text field and enter Department like%
14. Select Ok twice
15. Return to the Fields tab and locate the Field titled, ACCOUNT

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

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

18. Within the Choose Expression 2 Type, select the prompt button
19. Within the Expression 2 box, select the New Prompt link

20. Locate the Heading Text field and enter Account like%

21. Select Ok

To create a prompt from the Prompts tab

Establishing date range prompt criteria require setting up two prompts on the same field.
The only way the Query Manager Tool will allow this operation is if the heading text for
each prompt is different.

22. Locate and select the Prompts tab at the top of the page
23. Select the Add a Prompt link

24. 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.

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

Note: The EPM Reporting Table, CTW_JRNL_TRN is partitioned on the date field,
JOURNAL_DATE, which should ALWAYS be used to establish date parameters. For a
discussion of partitioned tables: Core-CT EPM Partitioned Tables (state.ct.us)
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26. Select the link titled, JOURNAL_DATE under the subheading of Select a
Prompt Field

27. Locate the Heading Text field and enter, Journal Date From, the logical date
progression of from date 1 to date 2.

28. Select OK

To add the second date prompt
29. Return to the Prompts tab at the top of the page
30. Select the Add a Prompt link

31. 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.

32. 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 JOURNAL_DATE and select search.

33. Select the link titled, JOURNAL _DATE under the subheading of Select a
Prompt Field

34. Locate the Heading Text field and enter, Journal Date To
35. Select OK

Results: Prompts 3 and 4 have now been defined, but have no effect on limiting the
query return until entered into query criteria

To add prompts to the criteria
36. Select the Criteria tab at the top of the page
37. Select the Add Criteria button

38. Select the prompts to be used as criteria by selecting the looking glass under
Expression 1, Record.Alias Fieldname:

39. Select the field, A. JOURNAL_DATE, amongst the list of field names

40. Select condition type: between
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41. In the Choose Expression 2 Type, select Expr-Expr (Expression-Expression),
which allows access to the Add Prompt link.

42. Select the Add Prompt link

43. On the Select a Prompt page, select Journal Date From for the first Expression
44. To complete the second half of the between condition, select the Add Prompt link
45. Choose Journal Date To for Expression 2

46. Select OK

Results: Prompts for Journal Date range have been added

Review and Save

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

48. 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.

Test Query

49. Select Run to Excel located to the right of your saved query name on the Query
Manager page

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

50. Return to the Query tab and locate the Field titled, JOURNAL_DATE

51. Check the box next to the Field names

Results: The Filed, JOURNAL_DATE, will now display on the final report
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To Re-order columns

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

Note: The left-hand column, New Column arranges the column order in the final report.
The right-hand column, New Order By, groups the data.

53. Determine the order in which you would like the data grouped. As in Excel, there
is a limit to successful data grouping; do not include every field.

53. Renumber the columns in such a manner that JOURNAL_DATE is next to
JOURNAL_ID. You do not need to enter a number by each field under the New
Column heading. Therefore if you want JOURNAL_DATE and JOURNAL_ID to
appear in your report as the third and fourth columns then place the numeral, 3.
and the numeral, 4, respectively, before the fields titled, JOURNAL_DATE and
JOURNAL_ID.

54. Select OK, which will return you to the Fields tab

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 an the right. Ta remave an order by number, leave

the field blank or enter a 0.

Edit Field Ordering Custorize | Find | Yiew All | #H First [ 110 of 10 [ Last
Mew i Column Record.Fieldname Order By Descending Ne . By
1 AJOURMAL_ID - Journal ID O

2 ACT_HEADER_DESCR - Journal Header Description Enter here the order you

would lilce the data sorted.

/

3 AMONETARY_AMOUINT - Monetary Amount

4 ASTATISTIC_AMOUNT - Statistic Armount
5 AACCOUNT - Account

6 ADEFTID - Department

7 AFUND_CODE - Fund Code

8 ACT_SID- 51D

ABUDGET_HDR_STATUS - Budget Checking Header
Status

10-4.BUDGET_REF - Budget Reference

ok | cancel | Enter here the order you
would like the data %
ordered on the report

Ooooooooano

Review and Save

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

56. Re-name your query, if necessary, using standard naming conventions,
description as well as identify a folder to save in, if appropriate. Note: All queries
should be saved as PRIVATE.
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Test Query

57. Select Run to Excel located to the right of your saved query name on the Query
Manager page

Results: An Excel spreadsheet will generate and display the results of the query. If
appropriate, save to a location of your choice and evaluate the data.
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Exercise 7: Create a Journal Transaction Query

Skills: Creating a Query, adding criteria, prompts, translate values
Reference: EPM Data Dictionary, FIN Reporting Table Summary
Navigation: EPM Reporting Tools > Query > Query Manager>Create New Query

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

2. Enter CTW_JRNL_TRN in the Search By>Record Name search field
3. Select Search

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

Results: Upon adding the record, the Query page will appear
5. Select Ok.
6. Within the listing of fields, select the following fields: JOURNAL_DATE,
DEPTID, ACCOUNT, FUND_CODE, CT_SID, PROGRAM_CODE,

CT_GL_ACC_DESCR, PROJECT _ID, BUDGET_REF,
MONETARY_AMOUNT, SOURCE

To add criteria/prompt to a reporting Field from the Fields tab
7. Go to the Fields tab.
8. Locate the Field titled, DEPTID.
9. Select the Add Criteria icon, funnel, located to the right of the Field name,
DEPTID
Results: The Edit Criteria Properties page appears for the field DEPTID
10. Select like as a condition type from the drop down menu

11.  Within the Choose Expression 2 Type, select the prompt button

12.  Within the Expression 2 box, select the New Prompt link
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Results: The Edit Criteria Properties page appears. Remember: Prompts cannot be
recorded; they must be created in the order they will appear at runtime.

13.  Locate the Heading Text field and enter Department like%

14. Select Ok twice

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

17.  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.

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

19.  Select the link titled, JOURNAL _DATE under the subheading of Select a
Prompt Field

20. Locate the Heading Text field and enter, Journal Date From

21. Select OK

Add the second date prompt
22. Return to the Prompts tab at the top of the page
23.  Select the Add a Prompt link

24.  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.

25.  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 JOURNAL_DATE and select search.

26.  Select the link titled, JOURNAL_DATE under the subheading of Select a
Prompt Field

27. Locate the Heading Text field and enter, Journal Date To
28. Select OK
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Results: Prompts 2 and 3 have now been defined.

To add prompts to criteria.
29.  Select the Criteria tab at the top of the page
30.  Select the Add Criteria button

31.  Select the prompts to be used as criteria by selecting the looking glass under
Expression 1, Record.Alias Fieldname:

32. Select the field, A. JOURNAL_DATE, amongst the list of field names
33.  Select condition type: between

34. In the Choose Expression 2 Type, select Expr-Expr (Expression-Expression),
which will open the link to the prompts.

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

36.  On the Select a Prompt page, select Journal Date From for the first
Expression

37. In Expression 2, Define Expression, Expression 2, select the Add Prompt link
38.  On the Select a Prompt page, select Journal Date To for Expression 2
39.  Select OK
Results: Prompts for a Journal Date range have been added.
40.  Return to the Fields tab and locate the Field titled, SOURCE

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

Results: The Edit Criteria Properties page appears for the field SOURCE
42. Select equal to as a condition type from the drop down menu
43.  Within the Choose Expression 2 Type, enter the constant, PAY

Results: A criterion is established limiting the query to the journal source of PAY
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44, Return to the Fields tab and locate the Field titled, ACCOUNT

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

Results: The Edit Criteria Properties page appears for the field ACCOUNT
46.  Selectin list as a condition type from the drop down menu
47.  Select the looking class icon located within the Expression 2, Edit List
48.  Enter 50410 and select the add value button. Continue to enter the following
values followed by the add value button for each of the following Account

values: 50420, 50430, 50441, 50442, 50460, 50471, 50472, 50473, 50474,
50475, 50511

Edit List

Custormize | Find | : First E 1-12 of 12 |E| Last

Vﬂlll&@ Add Value Search Delete Checked Values
\7_/ Add Prompt
Cancel |
Step 48

49.  After entering all the Account values listed above, then select OK twice
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Results: Selection criteria has been established that will return values for any of the
Accounts listed. PLEASE NOTE: If you are required to enter alpha values, make
sure these are capitalized.

Review and Save

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

51.  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.

Test Query
52.  Select Run to Excel located to the right of your saved query name on the
Query Manager page. Enter the values for the run time prompts. For
DEPTID enter your agency’s three letter code followed by the percent sign,
%; Journal Date from 8-20-2021 and Journal Date to 9-04-2021

Results: An Excel spreadsheet will generate and display the results of the query. If
appropriate, save to a location of your choice and evaluate the data.
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Exercise 8: Create a Journal Pay Query

Skills: Creating a Query, prompts, translate values, column and sort order, rename
column headings

Reference: EPM Data Dictionary, FIN Reporting Table Summary

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

Query

1.

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

Enter CTW_DIR_JRNL_PY in the Search By>Record Name search field
Select Search

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

Select Ok.

Select the following fields: DEPOSIT_BU, DEPOSIT_ID,
PAYMENT_SEQ_NUM, PAYMENT_METHOD, BUSINESS_UNIT,
DEPOSIT_TYPE, BANK _CD, ACCOUNTING_ DT, ACCOUNT,
FUND_CODE, CT_SID, MONETARY_AMOUNT, LEDGER,
JOURNAL_ID, JOURNAL_DATE, DEPTID

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

7.

8.

9.

10.

11.

12.

13.

Go to the Fields tab.
Locate the Field titled, DEPTID.

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

Select like 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 Department like %
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14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

Select Ok twice

Return to the Fields tab and locate the Field titled, FUND_CODE

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

FUND_CODE

Select like 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 Fund %

Select Ok

Return to the Fields tab and locate the Field titled, ACCOUNT

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

ACCOUNT

Select like 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 Account %

Select Ok

Return to the Fields tab and locate the Field titled, CT_SID

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

Select like 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 SID %

Select Ok
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36.

37.

38.

39.

40.

41.

42,

Return to the Fields tab and locate the Field titled, JOURNAL_ID

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

Select like 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 Journal ID like %

Select Ok

Add a prompt from the Prompts tab

43.

44,

45.

46.

47.

48.

49,

Locate and select the Prompts tab at the top of the page
Select the Add a 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 portion of the field name 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

Add the second date prompt

50.

51.

52.

Return to the Prompts tab at the top of the page
Select the Add a Prompt link

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.
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53.

54.

55.

56.

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 To

Select OK

Results: Prompts 6 and 7 have now been defined.

Add the prompts to criteria

S7.

58.

59.

60.

61.

62.

63.

64.

65.

66.

67.

68.

69.

Select the Criteria tab at the top of the page
Select the Add Criteria button

Select the prompts to be used as criteria by selecting the looking glass under
Expression 1, Record.Alias Fieldname:

Select the field, A. ACCOUNTING_DT, amongst the list of field names
Select condition type: between

In the Choose Expression 2 Type, select Expr-Expr (Expression-Expression),
which will open the link to the prompts.

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

On the Select a Prompt page, select Accounting 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 Accounting Date To for Expression 2
Select OK

Return to the Fields tab and locate the Field titled, PAYMENT_METHOD

Select the Edit button located to the right of the Field name,
PAYMENT_METHOD
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70.

Select Translate Value Long under the Translate Value box

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

Edit Field Properties

Field Name: A PAYMENT_METHOD - Payment Method

CMNoHeading (& RFT Short

O Text JRFT Long
Heading Text:

Pay Method |
*Unique Field Name:

A PATMENT_METHOD |

Cancel

Select A Constant

@ None

O sum

O Count
) Min

O Max

O Average

CNone O Short

Effective Date for Short/Long
® Current Date
CField v
O Expression
Add Prompt Add Field

T

First Kl 4.7 0f 7 I3 Last

Perzonalize | Find | View 21|

Field Value Translate Long Name

i Credit Card

CHE Check

CSH iZash

oo Direct Debit

DR Draft

EFT Electronic Funds Transfer
5E Giro - EFT

| Cancel |

Translate Short Hame
Credit Crd

Check

Cash

CD

Draft

EFT

Gire - EFT

Select Constant
Select Constant
Select Constant
Select Constant
Select Constant
Select Constant
Select Constant
Select Constant
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Review and Save

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

72. 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.

Test Query

73.  Select Run to Excel located to the right of your saved query name on the
Query Manager page. Enter the following values for the run time prompts:
Department ID-enter the first three letters of your agency ID followed by the
percent sign, %; Fund like 12%; Account like 4%; SID like %; Journal_ID
like AR%; Accounting Date between 8-01-2013 and 9-01-2013.

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

To Re-order columns

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

75. Determine the order in which you would like the data ordered
76. Reorder the columns in any manner you would like to see the columns
displayed in your report. NOTE: you do not need to enter a number by each

field under the New Column heading.

77.  Select OK which will return you to the Fields tab
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Edit Field Ordering

Rearder calumns 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 remove an arder by number, leave

the field blank or enter a 0.

Edit Field Ordering

OKl

mn Column Record.Fieldname

Cancel |

1 A.DEPOSIT_BU - Deposit Unit
2 ADEPOSIT_ID - DepasitID
3 APAYMENT_SEQ_MNUM - Payment Sequence
4 A BUSIMESS_UNIT - Business Unit
5 ADEFOSIT_TYPE - Deposit Type
6 ABANK_CD - Bank 1D
T AACCOUNTING_DT - Accounting Date
8 AACCOUNT - Account
9 A DEPTID - Department
10 AFUND_CODE - Fund Code
11 ACT_SID- SID
12 AMONETARY_AMOUNT - Monetary Amount
13 ALEDGER - Ledger
14 AJOURMAL_ID - Journal ID
LJOURMNAL_DATE - Journal Date

16 A PRYMENT_METHOD - Payment Method

Place the numenc order you
would like to see your data
dizplayed here

To Rename a Column Heading

78.

|

O
O
O
O
O
O
O
a
O
O
O
O
O
O
O

Place the numenc order you
would like your data sorted
here

5

Return to the Fields tab, select the edit button for the field, CT_SID

[ Records Y aquery Y Espressions | Prampts @a{(lﬁ Y Criteria ) Hawing Y wiewsGL Y Run

Query Name: New Unsaved Query

View fleld properies, or use field as criteria in query staterment.

Description:

Reorder/ Sort

Col Record.Fieldname

Format Ord XLAT Aga

1 A.DEPOSIT_BU - Deposit Unit Chara
2 ADEFPOSIT_ID - DepositID Char1a
3 APAYMENT_SEG_MUNM - Payment Sequence MumE.0
4 ABUSINESS_UNIT - Business Unit Chars
5 ADERPOSIT_TYFE - Depoasit Type Chari
B ABANE_CD- BankID Chari1
T AACCOUNTING_DT - Accounting Date Date
8 AACCOUNT - Account Char10
9 ADEFTID - Department Charld
10 AFUND_CODE - Fund Code Chars
T1 ACT_SID- SID Chars

12 AMONETARY AMOUINT - Monetary Amount

SMm25.3

Heading Text

Unit
Deposit 1D
Seq

Unit

Type
BankID
Acctg Date
Acct
DeptlD
Fund

SID

Amount

Add Criteria Edit Delete

h
R
%
T
R
R
R

_eat |E)
et |=
et |2
&t |=
et |[E)
et |[E
et |
%g Step 78

Edit |[=]
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79. In the Heading Box, select the text button and enter SID in the box titled,
Heading Text to change the column heading.

80. Select OK

Edit Field Properties

Field Name: & CT_SID-SID

) None

' Sum

O Count
' Min

O Max

O Average

sHeading O RFT Short
(ORFT Long

Heading Text:
SiD

*Unicque Field Hame:
ACT_SID

Cancel |

Review and Save

step 79

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

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

Test Query

83.  Select Run to Excel located to the right of your saved query name on the
Query Manager page. Enter the following values for the run time prompts:
Department ID-enter the first three letters of your agency ID followed by the
percent sign, %; Fund like 12%; Account like 4%; SID like %; Journal_ID
like AR%; Accounting Date between 8-1-2021 and 9-1-2021.

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

Page 50 of 81



Exercise 9: Creating a Query, Joining Tables

Skills: Creating a New Query, join tables, re-order and sort, translate values

Reference: EPM Data Dictionary, FIN Reporting Table Summary
EPM Job Aid: Reporting Table Indexes and Join Criteria

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

1. To provide a list of all recurring billing customers and their current addresses,
we will use the following reporting tables, CTW_BI_INVOICE and
CTW_CUST_ADDR.

2. Follow the breadcrumb navigation to the Query Manager page

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

4. Enter the primary record for the new query, CTW_BI_INVOICE in the
Search By>Record Name search field

5. Select Search

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

7. Select Ok. You are now on the Query tab.

8. From the list of fields, select the following fields: INVOICE,
BILL_TYPE_ID, BILLING_FREQUENCY, BILL_TO_CUST_ID,
TEMPLATE_IVC _FLG, AMOUNT, ORIG_AMOUNT

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

10. Enter the secondary record for the new query, CTW_CUST_ADDR in the
Search By>Record Name search field

11. Select Search

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

13.  Select record to be joined, CTW_BI_INVOICE.
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http://www.core-ct.state.ct.us/epm/docs/fin_reporting_table_summary.doc,

Select join type and then record to join with CTW_CUST_ADDR - Customer Address Rpt.

& Join to filter and get additional fields (Standard Join)
> Jain to get additional fields anly (Left auter join)

Join Record Customize | Find | ai First [0 1 ¢ 1 [ Last
A=CTW BI INVOICE - Bill Invoice Rpt

M

step 12

14.  Auto Join Criteria page will appear. Accept the join type: Standard Join.
The two tables can be successfully joined by the field,
ADDRESS SEQ_NUM. However, there are additional field joins for these
two tables, which we will add. The correct field joins for these two tables is
identified in the excel spreadsheet for Financials embedded in the job aid,
Reporting Table Indexes and Join Criteria.

A.BUSINESS_UNIT=B.SETID
ABILL_TO_CUST_ID=B.CUST_ID

Results: The criteria page shows the fields which are joined from each table. By
convention, the tables are assigned a table alias, an A. for the first table selected and a B.
for the second. The table alias serves as shorthand. For example the field,
BUSINESS_UNIT on the table, CTW_BI_INVOICE is properly identified as
CTW_BI_INVOICE.BUSINESS _UNIT. Using the alias shortens this expression to
A.BUSINESS UNIT.

15. 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.

Auto Join Criteria

Cluery has detected the join conditions shown below.

Ilse the checkboxes to unselect the criteria that you do notwant to add to the query and click
add criteria when done. The criteria added can always be modified later using the criteria

tak.

BADDRESS _SEG MUM- Address Sequence Mumber= AADDRESS_SEQ_MUR -

Address Sequence Murmber
Add Criteria Cancel

Step 15
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[ Records | Query Y\ Ewpressions | Prompts [ Fields Y Criteria )" Having Y MiewSQL ) Run

Query Name: ey Unsaved Guery Description:

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remave fram guery. Add 2
additional records by clicking the records tab. When finished click the fields tab.
Chosen Records

Alias Record
A CTW_BI_INYOICE - Bill Invoice Rpt Hierarchy Jain E'

=

O &

D LT - LIy 123
O CF_ANALYST - Credit Analyst R
1 CT CUST AD DESC - Customer Address Descrintion Qa

15.  Openthe CTW_BI_INVOICE folder by selecting the plus (+) sign located
to the left of the table name.

16.  Select BUSINESS_UNIT

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

18.  Select equal to as a condition type from the drop down menu
19.  Within the Choose Expression 2 Type, select the field option

20.  Within the Expression 2 box, select the looking glass icon
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Edit Criteria Properties

Choose Expression 1 Type

Choose Record and Field
Record Alias.Fieldname:

&) Field

O Expression

Qa, ABLUSIMESS_LMIT - Business LUni

‘Condition Type: | equalto ~| > Step 18

Chouse cxnression 2 Type

@ Field Choose Record and Field
_TExpkession Record Alias.Fieldname:
/_-'
CiCon
) Promp
) Subquek
(] Cancel Step 20
P
Step 19

21.  Onthe Select A Field page, select the show fields button located to the right
of the table, CTW_CUST_ADDR.

22.  Select the field, SETID from the list of fields for CTW_CUST_ADDR
table.
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Select a field

Select a record to show fields for stormize | Find | - First E
Alias Record Record Description Show Fielids

A CTw_BI_INVOICE Bill Invoice Rpt Show Fields

B CTw_CUST_ADDR Customer Address Rpt

Select a field

BADDEESST - Address Line 1
BADDEESS?2 - Address Line 2

BADDEESS SEQ MUM- Address Sequence Mumber
B.CITY - City

B.CR AMALYST - Credit Analyst

B.CT CUST AD DESC - Customer Address Description
B.CT LST MMNT BY MAME - Last Maintained by Mame
B.CUSTOMER TYPE - Customer Type

B.CUST 1D - Customer D

B.CUST STATUS - Customer Status

B.CUET STATUS DT - Customer Status Date

B.DATE LAST MAIMT - Date Last Maintained
B.EFFDT - Effective Date

B.EFF STATUS - Status a5 of Effective Date
B.EXTEMNSION - Phone Extension

B.FAX - Fax Mumber

B.LAST maIMT OPRID - Last Maintained By Operator 1D
B.LOAD DTTM- Load Date and Time

B.MAMET - Mame 1

B.MAMEZ - Mame 2

B.MAMESHORT - Short Mame

B.PHOME - Telephone

Step 21

Step 22

23. Return to the CTW_BI_INVOICE folder on the Query tab

24.  Select BILL_TO_CUST_ID.
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Allas_Reca

& CTw_BIIMVOICE - Bill Irvoice Rpt Hisrarchy Join =]
i uUncheckal |

ACCOUNT - Sccount T
ACGOUNTING_DT - Accaunting Date @
ACTVITY_ID - Activity 10 %
ADDRESS_SEQ_MUM - Addrass Sequence Mumber T
ADJUSTED_FLAG - Adjusted Flag @
ADJ_LIMNE_T¥PE - Adjusiment Line Tyns %
AMOUNT - Amount T
AMALYSIS_TYPE - Resource Analysis Type b
BR_ENTRY_CREATED - AR At counbing Enbry Crealad %
BAMK_AGCT_KEY - Bank Account T
BANK_C0 - Bank D A
BILLIMG_FREGUEMCY - Billing Frequency %
BILLING_SPECIALIST - Billing Specialist T
BILL_E'Y_ID - Bill By Identifier T
BILL_CYCLE_ID - Billing Cyele 1dentifer %
BILL_IMGUIRY_PHOME - Bill Inguins Phane b
BILL_FLAM_ID - Billing Plan ID %
BILL_SOURCE_D - Bill Source T
BILL_STATUS - Bill Status b
CEI’.: BILL_T_COPIES - Nums e
BILL_TO_GUET_ID -G @

= R . s e

Step 25

OO0O00OOO0OEROOOOEROOOOOO

25.  Select the Add Criteria icon, funnel, located to the right of the Field name,
BILL_TO_CUST_ID

26.  Select equal to as a condition type from the drop down menu
27.  Within the Choose Expression 2 Type, select the field option

28.  Within the Expression 2 box, select the looking glass icon
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Edit Criteria Properties
Choose Expression 1 Type

Choose Record and Field
Record Alias Fieldname:

Q ABILL_TO_CUST_ID - Custamer

& Field
O Expression

‘Condition Tyje

step 28
oKk | Cancel N Step 26

step 27

29.  Onthe Select A Field page, select the show fields button located to the right
of the table, CTW_CUST_ADDR.

30.  Select the field, CUST _ID from the list of fields for CTW_CUST_ADDR
table.

Select afield

Select a record to show fields for Custarmize | Find | 58

Alias Recond Record Description Show-Fields
A CTW_BI_INVODICE Bill Immice Rpt Show Fields
B CTW_CUST_ADDR Customer Address Ryt Show Flelds

e

. LA M =
Customiza | Find | Wiew All | 52

RE LM - Add nce kumber Step 29
B.CITY - Clty
B.CR AMALYST - Credit Analyst
B.CT CUST AD DESE - Customer Address Deschption
B.CT LST MRT BY MAME - Last Maintained &y MName
B.CLIST = Custormer Type
CUST ID - Customer ID step 30

B CURT BTATUS —Tishrmer Status
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Edit Criteria Properties

) Field

) Record Alias.Fieldname:
O Expression

aQ, ABILL_TO_CLST_ID - Custamer

‘Condition Type: | equalto w

& Field
& Expression Fecord Alias.Fieldname:

O Constant C,  B.CUST_ID - Custamer 1D
O Prompt

L 4] Subquery

Ol | Cancel |

31.  Returning to the Query Tab, select the following fields from the
CTW_CUST_ADDR table by placing a check mark next to the field name
for NAMEL, ADDRESS1, CUST_STATUS, SETID

To add criteria to a reporting Field from the Fields tab

32. Return to the Fields tab and locate the Field titled,
A TEMPLATE_IVC FLG

33.  Select the Add Criteria icon represented by the picture of a funnel located to
the right of the Field name, ATEMPLATE_IVC FLG

34.  Select equal to as a condition type from the drop down menu

35.  Within the Choose Expression 2 Type, enter the constant, R

Results: A criterion is established limiting the query to recurring bills.

36. Return to the Fields tab and locate the Field titled,
A TEMPLATE_IVC FLG

37. Select the Edit button located to the right of the Field name,
A.-TEMPLATE_IVC _FLG
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38.  Select Translate Value Long under the Translate Value box

Results: The long version of the predetermined translate value for the field,
A.TEMPLATE_IVC_FL 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.

select A Constant

Customize | Eind | Wiew All i Firs
Field Value Translate Long Name Translate Short Name
I Installment Bill Installmnt
M Mo Mo
R Recurring Bill Recurring
ks fes fes
"anral I

39. Return to the Fields tab and locate the Field titled, B.SETID

40.  Select the Add Criteria icon, funnel, located to the right of the Field name,
B.SETID

41.  Select equal to as a condition type from the drop down menu

42.  Within the Choose Expression 2 Type, enter the constant, your agency’s
billing business unit.

Results: A criterion is established limiting the query to only those customers of your
agency.
Review and Save

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

44, 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.
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Test Query

45.

Select Run to Excel located to the right of your saved query name on the
Query Manager page.

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.

To Re-order columns

46.

471.

48.

49,

50.

51.

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

Determine the order in which you would like the data ordered

Renumber the columns in any manner you would like to see the columns
ordered in your report by placing the numeral in the left hand column next to
the corresponding field. NOTE: you do not need to enter a number by each
field under the New Column heading. You only need to place consecutive
numbers next to the fields that you want ordered consecutively.

Select OK which will return you to the Fields tab

Once again, select the Reorder/Sort button, which will bring you to the Edit
Field Ordering page

Determine the order in which you want the data sorted. Order in the Query

Manager Tool functions like data order in Excel. Enter the numeral one (1)
next to the field, BILL_TO_CUST _ID and accept the default, ascending.
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Edit Field Ordering

Rearder columns by entering column numbers on the left. Columns left blank or assigned a 0 will be automatically

assighed a number. Change the arder by number by entering nurmhers on the right. To remove an order by number, leave

the field blank or enter a 0.

First [4] 1-11 of 11 ] Last

Edit Field Ordering Customize | Find | Wiew All | i
Mew mn Column Record.Fieldname Order By Descending New

1 AINVOICE - Invaice

2 ABILLING_FREQUEMCY - Billing Frequency
FABILL_TO_CUST_ID - Custamer

4 ABILL_TYPE_ID - Bill Type ldentifier

5 AORIG_AMOUNT - Qriginal Amount

B ATEMPLATE_IVC_FLG - Template Invaice Flag
T AAMOUNT - Amount

2 B.ADDRESST - Address Line 1

9 B.CUST_STATUS - Customer Status

10 B.MNAMET - Marme 1

.SETID - SetiD

QK | Cancel |

Enter here the numeric order

that you would like for the
data to be displayed

Review and Save

O

OoooOoooOOoooad

L

Enter here the numeric
order that you would like
the data to be sorted in

52.  Select Save or Save As to rename the query, if desired, located in the row of
links at the bottom of the query page to save your query.

53. If desired, rename 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.

Test Query

54.  Select Run to Excel located to the right of your saved query name on the

Query Manager page.

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 10: Creating a Query, Joining Tables

Scenario: Build a query to identify all open and partial payments received by the billing
agency.

Skills: Creating a New Query, join tables, re-order and sort, translate values
Reference: EPM Data Dictionary, FIN Reporting Table Summary
EPM Job Aid: Reporting Table Indexes and Join Criteria

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

1. To provide a list of all open and partial payments received by the billing
agency, we will use the following reporting tables, CTW_POSTED ITM
and CTW_BI_INVOICE.

2. Locate in the Left-Hand Navigation Menu the Query Manager page

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

4. Enter the primary record for the new query, CTW_POSTED _ITM in the
Search By>Record Name search field

5. Select Search

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

7. Select Ok. You are now on the Query tab.

8. Within the listing of fields, select the following fields: PAYMENT_AMT,
BAL_AMT, ORIG_ITEM_AMT, ITEM_STATUS, LEDGER, CT_SID,
ACCOUNTING_DT, PAYMENT _ID, ITEM_LINE.

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

10. Enter the secondary record for the new query, CTW_BI_INVOICE in the
Search By>Record Name search field

11. Select Search
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12.  Onthe search results page, select Join Record which is located right of the
record name, CTW_BI_INVOICE

13. Select record to be joined, CTW_POSTED _ITM. Note: the FIN Table

Joins spreadsheet indicates that these two tables can be successfully joined
by the field, BUSINESS_UNIT

Select join type and then record to join with CTW_BI_INVOICE - Bill Inveice Rpt.

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

Jois Record Customize | Find | i First [ 1 ot 1 [M] Last
A= CTW POSTED [TM - Posted Itermn Transaction Ryt

14.  Auto Join Criteria page will appear.

15.  Accept the join type: Standard Join. The two tables can be successfully
joined by the field, BUSINESS_UNIT. However, there are two additional
field joins for these two tables, which we will add.

Results: The criteria page shows the fields which are joined from each table. By
convention, the tables are assigned a table alias, an A. for the first table selected and a B.
for the second. The table alias serves as shorthand.

16.  While on the Auto Join Criteria page, select the Add Criteria button.

Auto Join Criteria

Glery has detected the join conditions shown helow.
LIze the checkboxes to unselect the criteria that you do notwant to add to the query and click
add criteria when done. The criteria added can always be modified |ater using the criteria

tah.
ABUSIMESS_UMIT - Business Unit= B.BUSINESS_UNIT - Business Unit

Add Criteria | Cancel

17.  Openthe CTW_POSTED_ITM folder by selecting the plus (+) sign
located to the left of the table name.

18.  Within the listing of fields, select ITEM_ID.
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19. Select the Add Criteria icon, funnel, located to the right of the Field name,
ITEM_ID

20.  Select equal to as a condition type from the drop down menu
21.  Within the Choose Expression 2 Type, select the field option
22.  Within the Expression 2 box, select the looking glass icon

Edit Criteria Properties

& Field

. Record Alias.Fieldname:
) Expression

@, AITEM- ltern 1D

» Step 20
*Condition Type: ~.| equal to v

Record Alias.Fieldname:

Step 21

) Constant
O Prompt
O Subquery

ok | Cancel |

23.  Onthe Select A Field page, select the show fields button located to the right
of the table, CTW_BI_INVOICE.

24. Select the field, INVOICE from the list of fields for CTW_BI_INVOICE
table.
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Select a field

Select a record to show fields for Customize | Find | &8
Alias Record Record Description

A CTwW_POSTED_[TM Posted lterm Transaction Rpt

B CTW_BI_INYOICE Bill Invoice Rpt

Invoice
B AMEAATTT - InwolCE AT
BAMYQICE AMT PEETAX - Pretax Invoice Amaunt
BAMYQICE DT - Invoice Date

BIMYQICE FORM ID - Invoice Form

BUMYQICE LIME - Inwoice Line

B.INYOICE -

Show Fields
Show Fields

Step 23

Step 24

25. Return to the Criteria tab located at the top of the page, select the Add

Criteria button.

[ Records Y Query | Expressions ¥ Prompts Y Fields Y [Criteria

Y Having  } WiewSaL Y Run

Query Name: pew Unsaved Guery Description:

Add Criteria } Graup Criteria | Reorder Criteria |

E

Customize | Find |

Logical Exprassion1 Condition Type: Expression 2
| aBUSIN equal fo Elj.rl]E:tUSINESS_UNIT—EIusinESS

ARD w | AITEM - ltem 1D equal to BAMVOICE - Invoice

& save Save As

Froperies Mew LUnion

Step 25

26. In Expression 1, select the looking glass icon

First H] 12

Edit  Delete
Edit | [=]
Edit | [=]

QReturn 1o Search
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Edit Criteria Properties

@ Field

i Record Alias.Fieldname:
(O Expression

Step 26

‘Condition Type: | equalfo W

CFeld

O Expression Constant: Q
(%) Constant

O Prompt
O Subquery

[9]:8 | Cancel |

27.  Onthe Select A Field page, select the show fields button located to the right
of the table, CTW_POSTED_ITM

28.  Within the listing of fields, select ITEM_SEQ_NUM.

Select afield

Select a record to show fields for customize | Find | 8 First [ 12 02 [ Last
Alias Record Record Description ie

A CTW_POSTED_ITM FPaosted ltem Transzaction Rpt Show Fields
B CTW_BI_INVOICE Bill Invoice Rpt Show Fields

Select z fiziii Cusiorize | Find | view 2l | B8 First K es.3q or 2 M Last
AITEM SEQ MNUM - fern Seduence Mumber

A TTER ATUS - tern Status
AJOURMAL DATE - Journal Date
AJOURMAL 1D - Journal 1D

AJRML LM REF - Jodrnal Line Reference
ALEDGER - Ledger

Btep 27

Step 28

29.  Select equal to as a condition type from the drop down menu
30.  Within the Choose Expression 2 Type, select the field option

31.  Within the Expression 2 box, select the looking glass icon
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Edit Criteria Properties

® Field

Record Alias.Feldname:

(O Expression

Q

"Condition Tw@

(o

() Constant
 Prompt
O Subguery

Ok | Cancel |

=tep 30

step 29

Record Alias.Fieldname:

tep 31

32.  Onthe Select A Field page, select the show fields button located to the right

of the table, CTW_BI_INVOICE.

33.  Select the field, LINE_SEQ_NUM from the list of fields for

CTW_BI_INVOICE table.

Results: You have now established additional table join criteria such that ITEM_ID

equals INVOICE and ITEM_SEQ_NUM equals LINE_SEQ _NUM.
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Select afield

Select a record to show fields for Customize | Find | i First [4] 12 of 2 [¥] Last
Alias Record Record Description Show Fields
A CTw _POSTED_ITM Fosted ltern Transaction Rpt Show Fields

B CTW_BI_INYVOICE Bill Irvoice Rpt Show Fields

Select a field Customize | Find | Wiew 100 | HH First K 22.137 of 156 I | ast

BLAST LINE SEQ MUM- LastLine Sequence Murmber
B.LAST MOTE SEG MUM- Lastnote sequence number

BLATEST IMWVOICE - Latest Invoice

BLATEST LIME SEQ-Latestline Seduence

B LIHEFETF-SEtTHt—Revenue Sequence Mumber

B.LINE SEG MUM- Sequence

: TvPE- Line Type 1 Step 33
B.LOAD DTTH - Load Date and Time [}5

34.

Returning to the Query Tab, select the following fields from the
CTW_BI_INVOICE table by placing a check mark next to the field name for
BUSINESS_UNIT, INVOICE, INVOICE_AMOUNT, ACCOUNT,
FUND_CODE.

To add criteria to a reporting Field from the Fields tab

35.

36.

37.

38.

Return to the Fields tab and locate the Field titled, AITEM_STATUS

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

Select equal to as a condition type from the drop down menu

Within the Choose Expression 2 Type, enter the constant, O

Results: A criterion is established limiting the query to only those items with a status of

open.

39.

40.

41.

Return to the Fields tab and locate the Field titled, AITEM_STATUS

Select the Edit button located to the right of the Field name,
AITEM_STATUS

Select Translate Value Long under the Translate Value box

Results: The long version of the predetermined translate value for the field,
A.ITEM_STATUS 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.
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Edit Field Properties

Field Name: AITEM_STATUS - lterm Status

(O'NoHeading & RFT Short g :0"9 None  OShort & Long
um
H(:} Trxl i JRFT Long O Count
eading Text: ]
o g ) Min (® Current Date
Als ' Max
*Unique Field Name: ) Average ' Field hd

AITEM_STATUS

@ Cancel

O Expression

Add Promipt Add Field

42. Return to the Fields tab and locate the Field titled, BUSINESS UNIT

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

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

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

48. Select Ok twice

To add a prompt to a non-reporting Field from the Prompts tab
49, Locate and select the Prompts tab at the top of the page

50. Select the Add a Prompt link
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{ Records Y Guary ) Ewpressions (Pmmms\ Filds % Criteria % Hawing % WiewS0L % Run
g,

Munww Query % Step 49
Add Prompt I |

rste S0

51.  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.

Step 51

Sdit Prompt Properties

meauny 1ypre:

‘Type: Heading Text:

| Character W | | |
‘Format: *Unigue Prompt Name:

| Upper v|  |enoe |

Length:
Decimals: I:I

‘Edit Type: Prompt Table:
| Mo Table Edit | Q

(] 4 | Cancel |

b

52.  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.

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

Search by:  Fieldname :heginswith |

| Cancal I Mo Yalu

Search Results

Step 52

Select a Prompt Heid Customize | Find | View 2| B First [ 1300 2 ¥ Last

ACCOUNTING DT IND
ACCOUNTING DT QFTH

step 53

54, Locate the Heading Text field and enter, Accounting Date From

55. Select OK

Zdit Prompt Properties

Field Name: ‘*Heading Type:

U ACCOUNTING_DT
Type: i Text:

Date w | |A|:c|:|unting Date Frnml ]}
‘*Format: ‘Unigue Prompt Nalire:

Mone v | |EIINDE ‘\ |

Lendth:
Decimals: I:I

step o4
‘Eddit Type: Prompt Table:
Mo Table Edit v| Q

/
] 4 | Cancel |

To add the second date prompt to complete the search range

56. Return to the Prompts tab at the top of the page

57.  Select the Add a Prompt link

58.  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.
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59.  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.

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

61. Locate the Heading Text field and enter, Accounting Date To
62.  Select OK

Results: Prompts 2 and 3 have now been defined.

To add criteria to the prompts
63.  Select the Criteria tab at the top of the page
64.  Select the Add Criteria button

65.  Select the prompts to be used as criteria by selecting the looking glass under
Expression 1, Record.Alias Fieldname:

66.  Select the field, A. ACCOUNTING_DT, amongst the list of field names
67.  Select condition type: between

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

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

70.  On the Select a Prompt page, select Accounting Date From for the first
Expression

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

72. On the Select a Prompt page, select Accounting Date To for Expression 2
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Edit Criteria Properties

) Field

o Recor .
L EXprassion
O, AACCOUNTING_DT - Atcounting D step 66
‘Comidition Typ betwest »
@ Step 67

2 Const - Const

3 Const - Field Expression:
1 Const . Expr
e —
CFiel - Const Add Fleld
C Field - Field steps 69-72
i Field - Expr .
IExpr - Const
- KM .ans Expression 2:

Canca | Step 63 X

73. Select OK

Review and Save

74.

75.

Test Query

76.

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 Run to Excel located to the right of your saved query name on the
Query Manager page. Enter values for run time prompts. For Business Unit
= (your business unit); Accounting Date between 8-01-2013 and 9-01-2013.

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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To Re-order columns

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

78. Determine the order in which you would like the columns displayed.

79. Re-number the columns to reflect the desired report format. NOTE: you do
not need to enter a number by each field under the New Column heading.

80.  Select OK which will return you to the Fields tab

81.  Once again, select the Reorder/Sort button, which will bring you to the Edit
Field Ordering page

82. Determine the order in which you want the data grouped. Enter the numeral
one (1) next to the field, INVOICE and choose ascending which is the
default.

Edit Field Ordering

Reorder columns by entering column numbers an the left. Columns left blank or assigned a O will be automatically
assighed a number. Change the arder by number by entering nurmhers on the right. To remove an order by number, leave
the field blank or enter & 0.

Edit Field Ordering Customize | Find | View a1l | B First (4 1140t 11 [ Last
Mew mn Column Record.Fieldname Order By Descending New Order By

1 AINVOICE - Invoice O
2 ABILLING_FREQUEMCY - Billing Frequency

3 ABILL_TO_CUST_ID - Customer

4 ABILL_TYPE_ID - Bill Type Identifier
Enter here the numeric

order that you would like
the data to be sorted in

5 AORIG_AMOUMNT - Original Amount

5 ATEMPLATE_IWC_FLG - Template Invaice Flag

T AAMOUNT - Amount
3 B.ADDRESS1 - Address Line 1

9 B.CUST_STATUS - Customer Status

10 B.MNAMET - Marme 1

OoooOoooOoooad

.SETID - SetiD

Ol | Cancel |

Enter here the numetic order %
that wou would like for the
data to be displayed

Review and Save

83.  Select Save or Save As to rename the query, if desired, located in the row of
links at the bottom of the query page to save your query.
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84. If desired, rename 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.

Test Query

85.  Select Run to Excel located to the right of your saved query name on the
Query Manager page.

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 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 v|  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 Person) Copy to User First ‘4 1-300f300 '* ' Last
Select Query Name Descr qul\?;etsgﬁgt;d it ﬁ#nMED E:Eetlo xR:ﬂrlitD Schedule
CORE Rolenam Renam_e Selected
[ CT_CORE_AGY_CNTRCT ID ROLE Dept Public DPH HTML Excel XML Schedule
[0 CT_CORE_AGY CNTRCT ROLE ID CORE ID BY Rolename for | 5= py Edit HTML Excel XML Schedule
Dept
[ CT_CORE_AP_TELECM_AFTER 7 2011 Telecomm Expenditures Public AP Edit HTML Excel XML  Schedule
[0 CT_CORE_AP_TELECM PRICR_7_2011 Telecomm Expenditures Public AP Edit HTML Excel XML Schedule
CT _CORE AR _DEPT DPOSIT IDS Deposit Ids by Fund SID, FY Public AR Edit HTML Excel XML  Schedule
_ AR ! _ P Y

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.
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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 V] begins with
Search Advanced Search

Search Results

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

Query Personalize | Find | View All | (21| = First ‘&' 10f1 &/ Last

select Query Name Descr Owner Folder Edit E.';;It" E:::;I“ i;ﬁ'_m Schedule
CT_CORE_FIN_PO_BAL_ALL PO All PO Bal wi or wio Viouchers Public PO Edt HTML Excel XML Schedule
Personalize | Find |0 | B First @ 120f2 @ Last
Query Name Descr Owner Folder Edit S!IJ';‘LO E:cnetlo }Elm_to Schedule

BAA FIN_PO_CONTRACT _ACCTG Contract information Private PO Edit HTML Excel XML  Schedule
CT_CORE_FIN_PO_BAL ALL PO All PO Bal wi or wio Vouchers  Public PO Edit HTML Excel XML  Schedule

Clear Favorites List

To copy a private query to another user

1.

2.

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

Select the action button drop down menu located near the middle of the top of
the page and choose Copy to User.

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 v]  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 | ] E First ‘&' 10f1 "}/ Last

. Runto Runto Runito
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 D
_ || Cancet
Message
1 quernie(s) were successfully copied to usel (139,219)

Mote: 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 guery will then appear in the list.

Contact your query secunity 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.

Page 78 of 81



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',r Name v| begins with
Search Advanced Search

Search Results

*Folder View |~ All Folders - M
Check Al Uncheck Al @ Y| _|
Query Personalize | Find | View All | ] E First ‘4" 10f1 '}/ Last
Select GQuery Name Descr Owner Folder Edit E.Iil.:qtl_o E:cnetlo E:;I‘_m Schedule
JGCLASS WCHR_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 information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create New Query

*Search By [Query Name v|  begins with
Search Advanced Search%

Search Results

*Folder View |~ All Folders — v
Check Al Uncheck Al @ V]
Query Personalize | Find | View All | (0] First &) 10f1 &) Last
Select Query Name Descr Owner Folder Edit E#M" E:C";I" )R(:qux_m Schedule
JGCLASS_VCHR_TRANS Private Edit HTML Excel XML  Schedule
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;

® -- Al Folders -- 3z |

QR enter a folder name to move to;

o | |

(] 4 | 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 v|  begins with
Search Advanced Search

Search Results

*Folder View |~ All Folders — v
Check All Uncheck Al @) v| _
Query Personalize | Find | View All | (1| = First ‘4" 10f1 '}/ Last
Select Query Name Descr Owner Folder Edit ﬁ#:ﬂt" E:;'etlo E;"’I'_m 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 gueries on the night.
Rename Queries Personalize | Find | | = First ‘&' 10of1 '‘® Last

Query Name Owner New Na
JGCLASS VCHR_TRANS Private é >
Cancel

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