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Advanced ARC Reporting
This is the Advanced ARC Reporting course within the Reporting curriculum.

If you need a reminder on how to navigate through this course using ARC's web-based training
tool (WBT), click here for a quick reference guide.

Advanced ARC

Reporting After completing the Ad d ARC Reporting
2 hours course, you will be able to:

« Understand the components that make up a query

* Understand how query security works
1. Query Basics
35 minutes « Demonstrate the use of the Query Tool
2. Creating Basic
Queries « Create, save, share and modify basic queries in ARC

30 minut i iesi
Indies « Create, save, share and modify advanced queries in

3. Advanced Query ARC
— Components
s 15 minutes
4. Creating
Advanced Queries
30 minutes
5. Knowledge
Assessment
10 minutes
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Query Basics

This is the Query Basics lesson of the Advanced ARC Reporting course. Upon completion of this
lesson, you will be able to:

e Understand the use of the Query Tool
o ldentify what types of data can be retrieved
e Run an existing query

Estimated Time to Complete Lesson: 35 minutes
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Query Overview

The PeopleSoft Query is an end user reporting tool that allows you to extract precise information
from the ARC database without having to write SQL code.

e Query: Request for information retrieval from one or more data sources

e SQL (Structured Query Language): Programming language to manage data within
databases

e PeopleSoft Query Manager is a tool to help users build SQL statements and view query
output

Page 4
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How the Query Tool Works
The Query Tool uses SQL in order to retrieve data from the database.

SQL (Structured Query Language) is a programming language designed for managing data
within databases. The data is stored in tables and the relationships among the data are also stored
in tables. The data can be accessed or reassembled in many different ways without having to
change the table forms. The Query Tool uses User Input in order to generate SQL. When a Query
is run, this SQL is executed at the database level, and the results are returned to the user through
the Query Tool.

Database Elements

e Tables (Records): Tables are composed of columns and rows. These tables are called
Records in PeopleSoft.

e Columns (Fields): Columns are single pieces of information for each row, they are the
fields (Headers) in the database.

o Rows (Field Data): A row contains all the information for a unigue combination of key
values on the table, they are the data that is contained in the fields.

o Keys: Keys are unique identifiers for a set of data— a combination of keys can never be
repeated.

Basic SQL Select Statement:

SELECT [Column(s)] — Selection Criteria (Fields)
FROM [Record Name] —=——————+— Source Criteria (Records)
WHERE [Condition]  €———e__ Input Criteria (Criteria)
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Benefits
Some of the benefits of the Query tool are as follows:

e Reporting flexibility
o Queries can be one-time, ad-hoc or can be used repeatedly
o User friendly functionality
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Query Security

Public versus Private Queries

Public Queries are visible to anyone who has access to the records in a specific query. Private
gueries are only visible to the specific user who has created it, or has been given access through
the copy function.

Row Level Security

When a user runs a query, the query is subject to Row Level Security. Row Level Security is
enabled for Business Units (COLUM, COCIN, REIDH, etc). This means that if the user doesn't
have access to a particular Business Unit, the query will not return any rows of data associated
with that Business Unit.

Secured Records

In order to enable ChartField Security on queries (i.e. allow users only to see data in specific
accounts and departments) all of the transactional tables are marked as secured. You can identify
a secured record by looking at the ‘View SQL’ tab. If there a table there that you did not join,
then it is a security record. This ensures that the query will return only transactions with
departments and accounts that you have access to.
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Query Viewer

Query Viewer is the place to run and view queries. Upon searching for a query, you can choose
to run the query immediately and view the results in a new browser window or to schedule it to
be run at a later time (or predefined schedule).

Queries Viewer provides the ability to:

o Search for a query

e Preview a query in the active browser window

e Run aquery and display results in a new browser window
e Exportand print a query

e Schedule a query

Navigation: Reporting Tools > Query > Query Viewer

ARC

FBVD_I'?CES Ma'n'l-lenu b Reportgg Tooks > QLI'EI'Y > Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values
SearchBy:  "queryName ¥ begins with

Search Advanced Search
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Query Manager

Query Manger is the administrative area where you can build, search for, organize and edit
queries.

In addition to the Query Viewer capabilities, Query Manager provides the ability to:

e Create New Queries

e Delete Queries

e Edit Queries

e Rename Queries

e Copy Queries

e Move Queries across folders

Navigation: Reporting Tools > Query > Query Manager
Favortes  Main Menu > Reoortllg Took > querv > Query Manager

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Query |} Create New Query
“Search By: Query Name - begins with |
Search Advanced Search

Find an Existing Query | Create New Query
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Query Search

You can either use the 'Basic Search' or the 'Advanced Search' when searching for existing
gueries. Both search types allow you to select the following 'search by’ criteria: access group
name, description, folder name, owner, query name, type, uses field name, uses record name.

The Basic Search is useful when you know what the query name or the description of the query
begins with.

e The search function is not case sensitive

e You can enter partial or full name in this field. You can leave the field blank and click on
the search button in which case the system will retrieve all the Queries available. (Note:
Clicking Search without entering any description will return the only first 300 queries in
the system)

e The following symbols are used as wild cards ‘%’ and © ’

The Advanced Search allows for more flexibility. You can specify additional search methods for
the desired field(s) (e.g. equals, does not equal, contains etc).

e The advanced search enables you to perform a narrower search by using one or more
search by criteria and selecting from a choice of conditions for each search criterion

Query Viewer - Basic Search

Query Viewer navigation in ARC

Query Viewer OueryName  |wm
Access Group Name
Description
Enter any information you have and click Search. Leave fields blank for a list of all values. Folder Name
* . Owner
Search By: agis win

Type
Uses Field Name
Uses Record Name

Click the ‘Advanced Search’ hyperlink to
expand your search criteria.

Query Viewer - Advanced Search

The ‘Advanced Search’ view gives you more
flexibility when searching for existing queries.
For example, if you are searching for a
veucher query you can search for a query
that contains ‘voucher’ in the description.
Query Viewer Advanced Search can also be used to narrow
down the search results since it allows for

Favotes  Main Menu | Reporting Tools > Query » Query Viewer [l

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

Query Name: Degins with = |

n [+
Description: (neams with [v
Uses Record Name: b

Uses Field Name:  De:

Access Group Name:  Dedins wil Q begins with
between
Folger Name: *°9'"° ! conains

Owmer: . - not =

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

Search Clear
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Basic Search

When using the basic search screen, keep in mind that all query names begin with 'CU". You can
begin to narrow down the search by specifying which module owns the query (e.g. KK, GL, AP,

PO, PC).

The image below shows the search results for query names that begin with 'CU_AP".
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Advanced ARC Reporting

Please note that you will only be able to search for queries that you have been granted access to.

Query Viewer

[Enter any information you have and click Search. Leave fields blank for alist of il values.

*SearchBY:  GuerName
Search Ady

Search Results

— All Folders —

*Folder View:
e —

begins with

Query Name

CU_AP_APPRV_FACILITIES
CU_AP_BUDGET_CHECK_ERROR_VOUCH
CU_AP_CF_DESCR
CU_AP_DEINED_VOUCHERS
CU_AP_ESCHEATED_PYNNTS
CU_AP_INACTIVE_VNDR
CU_AP_INFOED_VENDOR_LIST
CU_AP_MATCH_EXCEPTION_VOUCHERS

CU_AP_RECYCLED_VOUCHERS
CU_AP_TEST_1009_BALANCE
CU_AP_TRAN_BY_DATE_CLEARED
CU_AP_UNAPPR_VNDR

CU_AP_UNPOSTED_VCHR_BUD_CHKD

Description
Dept Approvers for Facilties
Budget Check Error Vouchers

AP Query with Chartfleld Desc
Denled Vouchers

Escheated Payments.

Inactive Vendors

InfoEd Vendors and Sponsors
AP-Match Exception Vouchers
Patient Refunds Detail Recon
Patient Refunds Summary Recon
Deleted and Closed PCard Vehrs
Preferred Vendors.

AP-Recycled Vouchers

Validate GeneratePayments_05
Transactions by Date Chk Clear
Unapproved Vendors

Unposted Voucher Budg Checked
Vouchers Posted But Unpaid
holding Compare Report
holding Applicable Vendors

Owner Foider

Public
Public
Public
Public
Public
Public
Public
Public
Public
Public
Public
Public
Public
Public
Public
Pubdlic
Public
Public
Public
Public

You have several option when
selecting a query to run:

* RuntoHTML

+ RuntoExcel

+  Schedule

+  Add to Favorites
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Advanced Search

The Advanced Search screen gives you additional flexibility when searching for existing queries.
You can specify one or more fields either to broaden or narrow down your search.

In the example below, we are searching for all queries that contain 'voucher' in the description
field.

Favorites ' Main Menu >| Reporting Took > Query > Query Viewer | [al

Query Viewer

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

Query Name: Deginswith =
conlains: vI VOUCHERS

Uses Record Name:  Deginswith =

Uses Field Name: Deginswith  ~ [

Access Group Name: Deginswin  ~ | Q
FoMtertiome: 2eanswn <] |
Owmer: - -

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

sl ook Basic Search
Search Results
“Folder View: — All Folders — .

Quner folder

F
AP_CRED_VCHR List of Credit Vouchers Public HTML |Excel XML |Schedule Favorite
BTF_BTB_VOUCHER Book-to-Bank Vouchers Public HTML Excel XML |Schedule | Favorite
BTF_KK_SOURCE_HDR_GL_PO_AP POs, Vouchers, JVs & BJVs Public HTML |Excel XM Schedule Favorite
'CU_AP_BUDGET_CHECK_ERROR_VOUCH Budget Check Ermor Vouchers Public HTML |Excel XML |Schedule Eavorile
CU_AP_DEINED_VOUCHERS Denied Vouchers Public HTML |Excel XML |Schedule |Favorite
CU_AP_DELETED_VCHR List of Deleted Vouchers Public HTML |Excel XML |Schedule  |Favorite
'CU_AP_DENIED_VOUCHERS Denied Vouchers Public HTML |Excel XM Schedule Eavorile
CU_AP_MATCH_EXCEPTION_VOUCHERS | AP-Maich Excepfion Vouchers Public HTML Excel XML |Schedule | Favorite
CU_AP_RECYCLED_VOUCHERS AP-Recycled Vouchers Public HTML |Excel XML |Schedule  |Favorite
CU_AP_VCHR_PEND_APP_AMT Vouchers Pending Appr by Amt  Public HIML [Excel Xu hedyl Eavorite
CU_AP_VCHR_PEND_APP_DEPT Vouchers Pending Appr by Dept  Public HTML Excel XML |Schedule Eavorite
CU_AP_VCHR_PEND_APP_ORIG Vouchers Pending Apprby Orig  Public HTML |Excel XML |Schedule  |Favorite
CU_AP_VCHR_UNPAID_POST Vouchers Posted But Unpald Public HIML |Excel XML |Schedule  Favorite
‘CU_PC_UNPAID_SPONS_VCHR PC - Unpaid Sponsored Vouchers Public HITMI xcel XM Schedule Eavorite
POY1052_CONTRACT_VOUCHERS POY1052-Contract Vouchers Public HTML Excel XML |Schedule Eavorite
UPG_APYD2 Excaption Vouchers Public HTML |Excel XML |Schedule | Favorite
UPG_GFAPX02 Vouchers to be bem-ed Public HIML Excel XM hedul Eavorite
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Output Options
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Once you locate the query you wish to run, you have the following options:

5 rst K 4300132 1 Lo

Run the query to HTML (query results are displayed in a new web page)
Run the query to Excel (query results are displayed in an Excel document)
Run the query to XML (query results are displayed in an XML document)
Schedule the query to be run within a specific date range

Add the query to your list of Favorites

Runto Runto Runto

Schedule Add to
HTML Excel XML —_— Favorites
HTML Excel XML Schedule Favorite
HTML Excel XML Schedule Favorite
HTML 'Excel XML Schedule Favorite
HTML Excel XML Schedule Favorite

Note: Queries can also be added to a favorite list, doing so allows you to create a separate logical
list for some of your most frequently accessed Queries.

My Favorite Queries are listed in a separate group box below the Query search results box. You
can remove the Queries at any time from the list by clicking on the Remove button.
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Query Components
This process flow illustrates the Query business processes:

Dofino
Croato Crooto Run
Select Floldolo %y P Seloclon HAVING G
Records Query E’( "'tm‘,, ( '““"M“‘D Criteria Criterie ( m“ 7”)
Content | | o {optional) | | (optional) | | P

Peop ft Query b

Each of these processes have its own tab in the Query Manager page:

Favorites  Main Menu > Repomlg Tools > Qu_ery > Query Manager

Query | Expressions | Prompts | Fields || Criteria ~ Having | ViewSOL  Run I

Query Name:  New Unsaved Query Description: &) Feed

Find an Existing Record
*Search By: Record Name ~ Dbegins with

Search. |Advanced Search

Save SaveAs  NewQuer Preferences Properties Publish as Feed New Union Retum To Search

In this lesson we will introduce Records, Query, Fields, Criteria, View SQL and Run Query.
Expression, Prompts, and Having will be covered in the Advanced Query Components lesson.
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Records
The first step in creating a query is adding records.

Records are added via the 'Records' tab.

On the 'Records' tab you will select the records (tables) to be included in the query. You can
search for records via the basic or the advanced search windows.

: Basic SQL Select Statement:
I SELECT [Column(s)]

FROM [Record Name]

: WHERE [Condition]

— o o o s e o o e e e e e o o
Query Expressions Prompts Fields Criteria Having View SQL Run
Query Name: New Unsaved Query Description: Feed
Find an Existing Record
*Search By: Record Name * begins with VOUCHER
Samoh Advanced Seach Click link to add

Search Results record to query

Recname
VOUCHER - AP Voucher Header Table
VOUCHER_LINE - Voucher Line

Save Saveds  MewQuery Preferences Properiies Publish as Feed New Unign Return To Search
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Query
The second step when creating a query is to select the Fields to display.

o Fields are selected via the Query tab

e Check fields to be displayed

e Do not select fields here that will be used as conditions but not displayed
e You can add additional records by performing joins.

' Basic SQL Select Statement:
SELECT [Column(s)]

; FROM [Record Name]
WHERE [Condition]

Records m Expressions || Prompts | Fields || Criteria | Having | ViewSQL |~ Run

Query Name: New Unsaved Query Description:

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add 20
additional records by clicking the records tab. When finished click the fields tab
o e 2

Alias Record
3 A VOUCHER - AP Voucher Header Table Hierarchy Join [
Check Al Uncheck All

Check the

Fields to be @ ©® BUSINESS_UNIT-Business Unit
: @ VOUCHER_ID - Voucher ID
dlspIaVEd ] VOUCHER_STYLE - Voucher Style
g

(&) INVOICE_ID - Invoice Number
ERS_INV_SEQ - ERS Invoice Sequence
] INVOICE_DT - Invoice Date

Lost
%
%
%
%
)3
%
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Fields

The Fields tab displays the selected fields for the output in the query. Edit field properties, such
as column number, heading text, sort order and aggregate functions. You can delete a field from
the query and you can also select a field on which to set criteria.

nnnnnn

Aggregate Functions

Sum — Sums by all the other fields

Count — Counts by all the other fields

Min — finds the minimum with the same fields
Max — finds the maximum with the same fields
Average — finds the average with the same fields

Translate Values

These values replace a simple status (‘A’ or ‘P’) with the ‘Short’ or ‘Long’ Descriptions
(‘Approved’ or ‘Pending’) name for that value in a query. You can Effective Date these
descriptions.
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Criteria

The third step when creating a query is to add criteria.

o Entered via Criteria tab
e Can view translates for a field

o Ability to group conditions using AND/OR statement

Basic SQL Select Statement:

SELECT [Column(s)]

|
|
|
' FROM [Record Name]

WHERE [Condition]

Favorites | Main Menu > Reunmgg Tooks » Qu_erv »  Query Manager

Records Query Expressions Prompts Flalas rcﬂlana ] Having View SQL Run

Qu

MNew Unsaved Query Description:

2§ | Mo criteria have been added et

Save Save As Mew Query Preferences Propedies Publish as Feed New Union

Favgrites ~ Main Menu > anrt'llu Tools » Qu_erv > Query Manager

Edit Criteria Properties

el o ——————
I

@ Field Record Alias.Fieldname:;
) Expression Q@

“Condition Type:  equal to -

Choose Expression 2
i | Define Constant |

Constant: | Q

2 Field

) Expression
@ Constant
O Prompt

O Subquery

OK Cancel

) Feed

Retumn To Search

Page 18



ARC™

View SQL
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The View SQL page displays the SQL SELECT statement that Query Manager creates after you

create your query on the previous pages.

Favorites - Man Menu > Renorcgg Took > QU'EIY > Query Manager

Save As New Query P Propeties Publish 3s Feed New Union

Enter a name to save this query:

“query: CU_A8_VEHR_EPTH
Description: [VOUTHErS W Matoh Excepions
Folder:

“QueryType:  User

~Owner: [

Query Definitin:

Records Query Expressions Prompts Flelds Criteria Having Run
Query Name: New Unsaved Query Description: ) Feed ~
Query SQL:
SELECT ABUSINESS_UNIT, AJOURNAL_ID, TO_CHAR(A.JOURNAL_DATE,YYYY-MM-DD'), AUNPOST_SEQ
FROM PS_JRNL_HEADER A
Return To Search
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Saving a Query

Enter a name to save this query:

v — [CU_AP_VCHR_EXPTN
Description: \Vouchers with Match Exceptions
Folder:

*Query Type:  User

*Owner: Public v

Query Definition:

OK Cancel

Query: The name of your query is what you can use to search for it. Please remember to name it
according to the following naming convention:

[part Deseription ————————— oampe |
1 Query names should always begin with ‘CU’ cu

2 Identifies the owning module GL, KK, PC, AP, PO

3 Brief description of the query Journals, Status (active, inactive, deleted etc)

4 Describes any filters or sorts in the query BY DATE, OPRID, etc

5 Identifies what type of transaction the query Reconciliation, Allocation

returns

**Private and public queries can not have the same name

Description: This is a description that all users will see when searching for the query

Folder: You can create folders and add queries to them. This can help with your searching — for
instance if you have a certain set of GL or AP queries, you can create folders, and filter your

searches by them.

Query Type: Defines the purpose of the query. There are five types: user, reporting, process,
role, archive, ps/nVision

Owner: This is where you define the query a public or private

Query Definition: This is a long description that only users with Query Manager Access will be
able to see
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Run

e Use the Run tab when ready to view output
¢ Note the column headers and sort order.

Favgtas Ha'nvNenu > Repoft'gg Took > Qu_ary > Query Manager

Training Guide

Advanced ARC Reporting

Records | Query |[ Expressions | Prompts || Fields | Criteria |  Having || View SQOL m

View All| Rerun Query | Dawnlozd to Excel | Download to XL, First B 1100 of 1248 [F] Last
| Unit Joumnal ID Date Seq
1 |coLum CNY0000200 08/21/2011 0
2 |coLum ChV0000201 01312012 0
3 | COLUM CNV0000225 02/2912012 0
4 |coLum CNV0000241 06/29/2011 0
5 | COLUM CNVD000252 06/30/2011 0
6 coLum CNV0000253 070112012 0
7 coLum CNV0000255 o6r28r2012 0
8 COLUM CNV0000259 06/27/2012 0
9 | CoLuM CNV0076366 07/02/2012 0
10 _COLI.IM CNVD076372 03/31/2012 0
1 |coLum COMO076687 051612012 0
12 cotum |comoor7sst |os0712012 0
13 |COLUM COM0077621 05/16/2012 0
14 COLUM COM0O077628 05/16/2012 0
15 |COLUM CSHO076263 05/09/2012 0
16 coLum CsHo076279 0510912012 0
7 |coLum CSHO077555 0510912012 0
18 COLUM CSH0077631 05/09/2012 0
19 |COLUM CTVDOTE065 05/01/2012 0
20 _OOLI.IM CTVO077468 05/01/2012 0
21 |coLumM CTV0077556 0510112012 0
2 cowum |Frooorsass “[oan1i2012 0
23 |coLum |FPon075454 0412012 0
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Creating Basic Queries

This is the Creating Basic Queries lesson of the Advanced ARC Reporting course. Upon
completion of this lesson, you will be able to:

Create and run a simple query using Query Manager functionality

Demonstrate how to use comparison values on a query

Distinguish the different comparison operators that can be used to specify query criterion
Demonstrate how to run and save queries

Demonstrate how to view the underlying SQL code of a query

Estimated Time to Complete Lesson: 30 minutes
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Group Exercise: Creating a Query
In this scenario you will learn how to create a basic query.

- Voucher Count Example
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Creating a Basic Query
Procedure

Welcome to the Creating a Basic Query topic. In this topic you will learn how to create a basic
query in ARC.

{2 Employee-facing registry content - Windows Internet Explorer

6@' [&] https: ffntstueb.cc columbia, edu: 1 8443/pspifd1anaz EMPLOYEE [ERF hj?tsb=DEFALLT = G| Bl 4] x| [ te search £~

File Edit “iew Favorites Tools  Help

7 Favories \ 9% @] Suggested Sites = 8 Web Slice Gallery =

o »
(& Employes-Facing registry contant R - Bl - L) o= - Page - Safety - Took - (@~

ARC™

Favgrites . Main Menu

Personalize Content | Layout ? Help
[Menu =) 1]
Search:

> Columbia Specific

[ eProcurement

[ Services Procurement
[ Commitment Control

[» General Ledger

> Set Up FinancialsiSupply Chain
[> Enterprise Components
[ Warklist

> Tree Manager

> Reporting Tools

> PeopleTools

— Change My Password
— My Systern Profile

Done [T [T [ [ meeme [¥5 = [®wo0w -
istart| | & || @ Employee-facing regi...

L2 NI

Step Action

1. Click the Reporting Tools link.
[l Reparting Tools|
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Base Navi n Page - Windows Internet Explorer

- [=]]
GT\:;" [&] hitps: irtstvvch, cc cobumbia du: pspifriolgnaz /EMPL eeie_prep_sc.rorepace. F | & |44 % ]2 Live Search R
Fle Edt  View Favorites

Tooks  Help

i Favortes |5 @] Suauested Sites = @] Web Sice Gallery »

(& Base Navigation Page

v B - ) mm - Page - safety - Took @ T

Favnvr\les ! MainvMeﬂu > Reporting Tools
Reparting Tools

Reporting Tools

Fun, create, and manage qusties and nvision reports

= Report Manager K] Query
Review repart list Extract information using visual representations of your PS database
= Query Wigwer

[=] Guery Mananer

= Quiery Wigwer

Done

[T T e mteme [Fa - [®aew -
@start| | & || & Base Navigation Page...

Step Action

2. Click the Query link.

ndows Internet Explorer

6@ =[] hetps:ijirtszineb. cc.cohumbis sdu:

Fle Edit ‘View Favorites Tools

pspifid] gnaz/EMPLO

etz _p1ee_s.HovEracE Fz]| B || 42X [0 Live search

28

Help

7 Favorktes ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Base Navigation Pags

M- - ] g - Page - Safsty - Took - @

Favuvﬂtes MalnvMenu 3 Reumtlrlg Tools

Home |
Reporting Tools
ﬁ Query
Exdract information using visual representations of your PS datahase.
Query Viewer 5 Query Manager Query Viewer
Rewiew existing Columkia qusties Create or Update queries and query specifications: Review existing queries
Main Content

Done

[T T T [ meeme 5 = [®w -
@start| | & || & Base Mavigation Page...
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Step Action

3. Click the Query Manager link.

®Query Manager - Windows Internet Explorer

[_[5]x]
6@- [&] hetps: ffrestivet. cc.cobmbia.edu: ppifn1 qnaZ/EMPLOVEEJERP/c/QUERY_ManaceR QUERY_Man (]| G |42 [[.2 Live search
Fle Edi View Favortes Tooks Help

7 Favorktes ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

Favuvﬂtes;MalnvMenu 3 ReumtlrlgTUu\s 3 ngry > Query Manager

Zi - B - L gm - Page - Safety - Took~ @ 7

Hame

B Newwindow 7 Help [ Customize Page B hitp

neER

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 =l begins witn I

Search Advanced Search

Find an Existing Query | Create Mew Query

Done [T T [ [ meeme 5~ [Hwom -
#istart| | & || query Manager - win.. &

Step Action

4. Click the Create New Query link.
|Create P ey Queg
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uery Manager - Windows Internet Explorer [_ =] x|
63 E |E https://frtstweb.ce.columbia. edu: 18443 pspifriol gna2 [EMPLOVEE fERP/c JQUERY _MANAGER QUERY MANj 5 \ZH;\ |,Q Live Search \P '|
) - - &2z e

Fle Edit WVew Favarites Tools  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallry »

(& Query Manager

ARC

Favnvr\les’MainvMEmu > Reporting Tools > Query > Query Manager

v B - () mm - Page - safety - Took @ T

Home

F Newwindow 7 Help  [& Customnize Page B hitp

[z

Query Expressions Prompts Fields Criteria Having Wiew SOL Run

Query Name:  New Unsaved Quen Description: [ Feed

Find an Existing Record

“Search By: Record Mame ~| hegins with |

Search | Advanced Search

Bave Save As Mew Query  Preferences  Properies  Publish as Feed Iew Unian Return To Search |

1 I
pore [T T [ mteme [Fa - [®1o0w -
mstart| | & || & query Manager - win...

Bl ll=

Step Action

5. Enter the desired information into the begins with field. Enter "VOUCHER".

/2 Query Manager - Windows Internet Explorer [_T51%]
63 - |E https: /fftstweh, cc.columbia,edu: 18443 pspifng qnaz EMPLOVEE JERP/cJQUIERY _MANAGER, QUERY MANj [ \ZH;\ |,Q Live Search \P '|
~ - - e e

Fle Edi WView Favorites Tools  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

8 Query Manager £ - - [ g= v Page v Safety -+ Tooks+ @ 7

ARC

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

Home:

F New Window 7 Help [ Custamize Page B hitp

[z

Query Expressions Prompts Fields Criteria Having Wiew SOL Run

Query Name:  New Unsaved Quen Description: [ Feed

Find an Existing Record

*Search By: Record Mame ~| hegins with |VOUCHER

Search | Advanced Search

Bave Save As Mew Query  Preferences  Properies  Publish as Feed Iew Unian Return To Search |

1 I
Dore [T T e mteme [5 - [®100w -
Qstart| | & || & query Manager - win...

Bl
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Step Action

6.

Click the Search button.

{2 Query Manager - Windows Internet Explorer

(=]}
G@v [ https: ffrtstuieb.cc coumbia, du: 1 8443/pspifdLanaz EMPLOYEE [ERF c/QUERY_MANAGER. QUERY_Man | &4 \‘_t\ \i\ [ Live search P
Fle Edt View Favortes Tooks Help

7 Favories \ 95 @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

ARC™

M- - [ = - Page- Safsty - Took - @

Home:
Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @
 New window 7 Help  [E Customize Page , hity
Query | Bxpressions Frompts Fields Criteria Hawing | View AL  Run

Query Name:  Mew Unzaved Query

Find an Existing Record
“Search By: Recard Mame >| beging with |VOUCHER

Search | Advanced Search

Description: () Feed

Search Results

Recname Add Record Show Fields
WVOUCHER - AP Voucher Header Tahle Add Record Show Fields
WOUCHER_LIME - Woucher Line Add Record Show Fields
Save Save As bew Query  Preferences  Properies  Publish as Feed Llews Union Return To Search
Bl | |
Done [T [T [ [ meeme 5~ [Fwom -
Aistart| | & || & query Manager - win... [

Step

Action

Click the Add Record link.
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dows Internet Explorer (=]}

Manage:

O

J&] hitps: intsteveh. co.cobumbia edu: 18445 pspifrot anaz EMPLOVEE JERPIc/QUERY_MANAGER, QUERY_Man 5| &) \E\ \z\ |5 Live search R

Fle Edit WVew Favarites Tools  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

My v B - ) mm - Page - safety - Took @

(& Query Manager

ARC

Favnvr\les’MainvMEmu > Reporting Tools > Query > Query Manager

[_E’Newwindnw 7 Help E»,)Cuatum\zePage hnp =]

[z

Records Expressions Prompts Fields Criteria Having Wiew SOL Run
Query Name: Mew Unsaved Query Description: [ Feed
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from guery. Add 29

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

Alias Record
[ A YOUCHER - AP Voucher Header Table Hierarchy Join =
Check Al Uncheck All

r Lad BUSINESS_UNIT - Business Unit ?

[ ¥ YOUCHER_ID - vaucher ID %

r YOUCHER_STYLE - Youcher Style %

r INVOIGE_ID - Imvoice Nurmber %

r ERS_INY_SEQ - ERS Invoice Sequence T

r INWOICE_DT - Irwoice Date ?

r VENDOR_SETID - Vendor SetiD %

- WYEMDOR_ID - Yendor ID 2

r YNDR_LOG - Vendar Lacation %

r ADDRESS_SEGQ_MNUM - Address Sequence Mumber T

r GRP_AP_|ID- Contral Group 1D ?

r QRIGIN - Origin F

r OPRID - User ID % -
4] | »
pore [T T G mteme [Fa - R -

mstart| | & || & query Manager - win...

Action

Click the Select option.

dows Internet Explorer [_[5]

Query Manages

[iE] tetps: ffntstineb.ce.cohumbla.ecus 15443 pepfr ana/EMPLOVEE/ERR c/QUERY_manaceR, qLERy_taa (o] 4 |42/ | [ Live search ol

File Edit “iew Favorites Tools  Help

<7 Favorites \ 9% @] Suggested Sites = @ Web Slice Gallery =

& Query Manager % - B - ) mm - Page - Safety - Took~ @~

ARC™

Favuvr\tengalnvMemu 3 ReumtlnngUu\s 3 ngry > Query Manager

B0 Mews Window 7 Help E{‘Custum\zePage hnp =

netn

Records Expressions Frompts Fields Criteria Hawing View SQL Run
Query Mame: [yew Unsaved Query Description: [ Feed
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from guery. Add 0

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

Alias Record
[= 4 YOUCHER - AP vaucher Header Table Hierarchy Jain =
Check All Uncheck All

- o= BUSINESS_UNIT - Business Unit %
F B YOUCHER_ID - Voucher ID ks
r YOUCHER_STYLE - Voucher Stile T
- INYOICE_ID - Invoice Murmber %
- ERS_INV_SEQ - ERS Invoice Sequence k4
r INVOIGE_DT - Invoice Dats %
r YENDOR_SETID - vendor SeflD ks
r WENDOR_ID - Vendor 1D T
r YNDR_LOG - Vendar Lacation %
- ADDRESS_SEG_MNUM - Address Sequence Mumber ?
- GRP_AP_ID - Contral Group ID %
r ORIGIN - Origin T
r OPRID - User D T -
4 | »

Done [T T T 6 meeme 5~ [fomm -

Fistart| | & || & query Manager - win...
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Step

Action

9.

Click the Sort fields alphabetically button.

Query Manager - Windows Internet Explorer [_[=] x|
5@ =[] hetps:ijirtszineb cc.cohumbis edu: pspifng ana2/EMPLOVEEER/c/QUERY_ManAGER, QUERY_Man | &b || 42| X | [ 2 Live search o]+

Fle Edit Wiew Favorites Tools  Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

& Cuiery Marsger & - - [ @ - Page - Safsty - Took - @

ARC™

Favuvﬂtes;MalnvMenu 3 ReumtlrlgTUu\s 3 ngry > Query Manager

Hame

ED Mew Window 2 Help E{‘Custum\zePage hnp =

neER

Records Expressions Prampts Fields Criteria Hawing View SQL Run
Query Mame: [yew Unsaved Query Description: [ Feed
Click folder nest to record to show fields, Gheck fizlds to add 10 query. Uncheck fieids to remave from gquery. Ad 0

additional records by clicking the records tab. When finished click the fields tah —

Chosen Records Sart Fields alph: Iy

Alias Record
[= 4 YOUCHER - AP vaucher Header Table Hierarchy Join =]
Check All Uncheck All
1-60 of 263 O
- ACCOUNTING_DT - Accounting Date %
r ADDRESS_SEGQ_MNUM - Address Sequence Mumber T
r APPR_CHECK_FLG - Approval Check Flag ?
- APPR_INSTANGCE - Approval Instance R
- APPR_RULE_SET - Approval Rule Set ?
- APPR_STATUS - Approval Status %
r AP_MATCH_TYPE - Match Type T
r ASSET_ID - Asset Identification k4
- BASE_CURREMCY - Base Currency R
- BASIS_DATE - Payment Terms Basis Date ?
- BCM_HOR_STATUS - Budget Checking Header Status %
r BCM_TRAMN_TYPE - Transaction Type T
| r BUDGET_HDR_STATUS - Budget Checking Header Status k4 | _';l
4 »
Done [T [ [ meeme [%5 = [# 1002

T A
#istart| | & || % query Manager - win... &

Step

Action

10.

Click the Show next row (Alt+.) button.

D]

Page 30




Training Guide
Advanced ARC Reporting

- [=]]

[2[]

Manages dows Internet Explorer

(>

& J&] hitps: intsteveh. co.cobumbia edus 18443 pspifrot naz/ErpLOVEE JERPIc/qUERY_ManaceR, QUERY_man 5| &) |[#4 | %[0 e search

Fle Edit WVew Favarites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallery »

v B - () mm - Page - safety - Took @ T

(& Query Manager

ARC

Favnvr\les’MainvMEmu > Reporting Tools > Query > Query Manager

[_E’Newwindnw 7 Help E»,)Cuatum\zePage

[E] -
Bntp 2]

Records Expressions Prompts Fields Criteria Having Wiew SOL Run

Query Name: Mew Unsaved Query Description: [ Feed

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from guery. Add 29

additional records by clicking the recards tab. When finished click the fields tab -

Chosen Records:

Alias Record
[ A YOUCHER - AP Voucher Header Table Hierarchy Join =
Check Al Uncheck All
Kl 51.100 or 253 O
r DSCHT_DUE_DT - Discount Due Date
- DECNT_PRORATE_FLG - Prorate Discount K3
- DST_CHNTRL_ID - Accounting Template %
r DUE_DT- Due Date %
r DUE_DT_FLG - Due Date Contral T
r DUP_INYOICE_STATUS - Duplicate Invoice Status ?
- ECQUEUEINSTAMNCE - EC Queue Instance %
r ECTRANSID - EC Transaction ID %
r ECTRANSINOUTSW - Inbound / Outbound Switch %
r EIN_FEDERAL - EIN Federal T
r EIN_STATE_LOGAL - EIM State Local T
- ENDORSER_PARTY - Endarser Party R
- ENTERED_DT - Entered on 2 -
| | »
[javascript: submitiction_win0{document, wind, $1CFisld4S hdowng0’); [T [ [ [ e meeme o - [ maoe -

mstart| | & || & query Manager - win...

Step

Action

11.

Click the Select option.

[_[5]

[o]]

Query Manages dows Internet Explorer

<19

[ vetps:irrestnet: pspifnal na2/EMPLOYEE ERF/c/QUERY_MANAGER. QUERY_Man =] S \E\ \z\ [ Live search

lumbia,edu:

File Edit “iew Favorites Tools  Help

<7 Favories \ 9% @] Suggested Sites = @ Web Slice Gallery =

& Query Manager % - B - ) mm - Page - Safety - Took~ @~
Favuvr\tes MalnvMeﬂu 3 Reumtlnvg Toodls > ngry > Query Manager

B0 Mews Window 7 Help E{‘Custum\zePage ,hnp =

Records Expressions Frompts Fields Criteria Hawing | View AL Run
Query Mame: [yew Unsaved Query Description: [ Feed
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from guery. Add 0
additional records by clicking the records tab. When finished click the fields tah —
Chosen Records
Alias Record
[= 4 YOUCHER - AP vaucher Header Table Hierarchy Jain =]
Check All Uncheck All
- DSCNT_DUE_DT - Discount Due Date %
r DSCNT_PRORATE_FLG - Prorate Discaunt T
r DET_CHNTRL_ID - Accounting Termplate ?
- DUE_DT- Due Date %
- DUE_DT_FLG - Due Date Contral %
- DUP_INYOICE_STATUS - Duplicate Invoice Status %
r ECQUEUEINSTANCE - EC Queue Instance %
r ECTRAMNEID - EC Transaction ID T
r ECTRANSINOUTSW - Inhound / Outhaund Switch %
- EIN_FEDERAL - EIM Federal %
r EIN_STATE_LOCAL - EIM State Local %
r ENDORSER_PARTY - Endorser Party T
o ENTERED_OT - Entersd on % =
| | »
[T T T 6 meeme 5~ [Hom -
mstart| | @& ”m
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Step Action

12. Click the scrollbar.

uery Manager - Windows Internet Explorer [_[=]x]
@TC_\.’/"' |g https:fffntstwah‘c(.m\umb\a‘edu:13443fpsptfn91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANj Q 3 X |y Live Search peiis

Fle Edi WView Favorites Tools  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

:

FavnvmtasEMainvMenu > Reporting Toolz > Query > Query Manager

Ko B) - [ - Page+ Safety v Tooks+ @

Home

wstart| | & || & query Manager - win...

r DSCNT_PRORATE_FLG - Prorate Discaunt T LI

r DET_CHNTRL_ID - Accounting Termplate ?

- DUE_DT- Due Date %

- DUE_DT_FLG - Due Date Contral k4

- DUP_INYOICE_STATUS - Duplicate Invoice Status %

r ECQUEUEINSTANCE - EC Queue Instance ks

r ECTRAMNEID - EC Transaction ID T

- ECTRAMSINOUTEW - Inbound [ Quthound Switch %

- EIN_FEDERAL - EIM Federal % —

r EIN_STATE_LOCAL - EIM State Local %

r ENDORSER_PARTY - Endorser Party T

= ENTERED_DT - Entered on T

- ENTRY_STATUE - Entry Status ks

- ERROR_FLAG - Enror Flag 2

- ERS_INV_SEQ - ERS Invoice Sequence %

r ERS_TAX_TVPE - ERS Tax Type T

r ERS_TYPE - ERS Type k4

r EXD_TAX_ANT - Excise Tax Amount %

- EXD_TAx_AMT_BSE - Excise Duty in Base Currency ?

- FED_PROJDT_EDT_FLG - Edit Project Service Dates %

r FREIGHT_AMT - Freight Amount %

r FREIGHT_AMT_BSE - Base Freight Amount k4

r FRGHT_PRORATE_FLG - Prarate Freight Charges %

- GROSE_AMT - Gross Invoice Amount ?

- GROSS_AMT_BSE - BHase Gross Amount ? -

4| | »

[T [ [ [ e meeme [Fa - (w1 -

Step Action

13. Click the Select option.

Page 32




Training Guide
Advanced ARC Reporting

Manages dows Internet Explorer [_ =] x|
L) |E https:fffntstwah‘c(.m\umbwa‘edu:13443fpsptfn91qnaszMPLOVEEfERPMQuERV,MANAGER‘QuERv,MANjl&[ \‘l\ \i\ |,Q Live Search \EB
Fle Edt View Favorites Tooks Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »
8 Query Manager Xy v B - ) mm - Page - safety - Took @ T
ARC
Favnvr\les ! MainvMeﬂu > Reumtinvg Tools > ngry > Query Manager
r DSCNT_PRORATE_FLG - Prorate Discount T ;I
r DET_CHNTRL_ID - Accounting Termplate ?
- DUE_DT- Due Date %
- DUE_DT_FLG - Due Date Contral ?
- DUP_INYOICE_STATUS - Duplicate Invoice Status %
r ECQUEUEINSTANCE - EC Queue Instance ks
r ECTRAMEID - EC Transaction ID s
r ECTRANSINOUTSW - Inhound / Outhaund Switch %
- EIN_FEDERAL - EIM Federal % —
r EIN_STATE_LOCAL - EIM State Local %
r ENDORSER_PARTY - Endorser Party T
o ENTERED_DT - Entersd on k4
¥ ENTRY_STATUE - Entry Status ks
- ERROR_FLAG - Error Flag %
- ERS_INV_SEQ - ERS Invoice Sequence %
r ERS_TAX_TVPE - ERS Tax Type %
r ERS_TYPE - ERS Type k4
r EXD_TAX_ANT - Excise Tax Amount %
- EXD_TAx_AMT_BSE - Excise Duty in Base Currency ?
- FED_PROJDT_EDT_FLG - Edit Project Service Dates %
r FREIGHT_AMT - Freight Amount %
r FREIGHT_AMT_BSE - Base Freight Amount T
r FRGHT_PRORATE_FLG - Prarate Freight Charges %
r GROSS_AMT - Gross Invoice Amourt %
- GROSS_AMT_BSE - BHase Gross Amount ? -
| | »
[T [ [ [ e meeme [Fa - (w1 -
e

Step

Action

14.

Click the scrollbar.

Query Manages dows Internet Explorer [_ =] x]
G‘ﬁ |E https:/ frtstweb, cc.columbia.edus 18443/pspifr1 qnaz/EMPLOVEE [ERP/c/QUERY_MANAGER QUERY_Man ]| 4 ‘;H;‘ |,Q Live Search R
Fle Edt View Favorites Tooks Help
i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »
8 Query Manager v B - () mm - Page - safety - Took @ T
Favnvmtas i MainvMenu > Reporting Toolz > Query > Query Manager
[_E’Newwindnw 7 Help E,}Custnm\ze Page ,mm =]
Records Expressions Prompts Fields Criteria Having Wiew SOL Run
Query Name: Mew Unsaved Query Description: [ Feed
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from guery. Add 25
additional records by clicking the recards tab. When finished click the fields tab -
Chosen Records:
Alias Record
[ A YOUCHER - AP Voucher Header Table Hierarchy Join =
Check Al Uncheck All
Kl 51.100 or 263 O
r DECNT_DUE_DT - Discount Due Date
- DECNT_PRORATE_FLG - Prorate Discount
- DST_CHNTRL_ID - Accounting Template
r DUE_DT- Due Date
r DUE_DT_FLG - Due Date Contral
r DUF_INYOICE_STATUS - Duplicate Invaice Status
- ECQUEUEINSTAMNCE - EC Queue Instance
r ECTRANSID - EC Transaction ID
r ECTRANSINOUTSW - Inbound / Outbound Switch
r EIN_FEDERAL - EIN Federal
r EIN_STATE_LOCAL - EIM State Local
r ENDORSER_PARTY - Endorser Fany
2 ENTERED_DT - Entered on -
4| | »
[T [T [ |6 meeme [Fa - (%10 -
Qstart| | & || & query Manager - win...
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Step
15.

Action

Click the Fields tab.

{2 Query Manager - Windows Internet Explorer

File Edit Wiew Favorites

5\?} =[] https:/frtstuiet cc.calumbia. du: 19443/ pspifn 1 qna2/EMPLOVEEJERPYc/QUERY_ManaceR QUERY_Man | G |14 [[.2 Live search

Taols  Help

<7 Favorites \ 95 @] Sungested Sites = @ | Web Sice Gallery -

(& Query Manager

ARC™

Favarites | Main Menu > Reporting Tools > Query > Query Manager

Prampts Criteria

Records Query Expressions

Hawing Wiew SQL

Enewwindow 7 Help [ custamize Page

neep. h

Query Name: New Unsaved Query Description:

“iew field properties, oruse field as criteria in guery staternent,

Col RecordFieldname

Format Ord XLAT Agn Heading Text

) Feed

Rearder/ Sort

i Delete
1 AVOUGHER_ID - Youcher ID Charg ‘oucher A Edit | [=]
2 AENTERED_DT - Entered on Date Entered h Edit | [=]
3 AEMTRY_STATUS - Entry Status Chart i Status h Edit | [=]
..... Bave. Save As Mew Query  Preferences  Properties  Publish as Feed Mew Unian

1

Done

| RetumTo Search

o

Aistart| | &

|| query Manager - win...

1 o o o

@ mmtemet

[“5 - [®1o0w -

Sl

Step
16.

Action

Click the Reorder / Sort button.

Feaorder i Sort
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Query

ager -

dows Internet Explorer

- [=]]
N R 4ol [[D -
Y ™ 8] hitps: fintstwveh. co.cobumbia edu: 1 8443/pspi ot naz/EMPLOVEE ERPIc/QUERY_MAnacER QUERY_Man [T @ || #4 | X0 Live Search L
Fle Edt View Favortes Tooks  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallry »

(& Query Manager

ARC

Favnvr\les’MainvMEmu > Reporting Tools > Query > Query Manager

Xy v B - ) mm - Page - safety - Took~ @ 7

Home

[_E’Newwindnw 7 Help E»,)Cuatum\zePage ,hnp

Edit Field Ordering

Reorder columne by entering column numbere on the left. Columns left blank or assigned a 0 will be automatically

agsigned a number. Change the order by number by entering numbers on the right. To remove an order by number, leave
the field hlank or enter a 0

Hew Column Column Record.Fieldname

Order By Descen
1 1 AMOUCHER_ID - Yaucher ID r
] 2|AENTERED_DT - Entered on r
1 3 AENTRY_STATUS - Entry Stats r

QK

Done

[T [T [ e meeme [Fa - (w1 -
mstart| | & || & query Manager - win...

Step Action

17. Click in the New Column field .

Query Manages

dows Internet Explorer
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<7 Favorites \ 95 @] Sungested Sites = @ | Web Sice Gallery -

(& Query Manager
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Favarites | Main Menu > Reporting Tools > Query » Query Manager

Enewwindow 7 Help & customize Fage B ntp
Edit Field Qrdering

Reorder columns by entering colurnn numbers onthe left. Colurmns [eft blank or assigned a 0 will be autormatically

assigned a number. Change the order by number by entering numbers on the right. To remove an arder by number, leave
the field hlank or enter 3 0

Hew Column Column Record.Fieldname

Order By Descending Hew Order By
] 1 A¥GUCHER_ID - Wouchsr ID - [
] 2 AENTERED_DT- Entersd on r [ ]
] 3 A.ENTRY_STATUS - Entry Stalus

r [ ]

0K Cancel

Done

[T [T [ [ meeme 5~ [®wme -
mstart| | & || query Manager - win...
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Step Action

18.

Enter the desired information into the New Column field. Enter "1".

/2 Query Manager - Windows Internet Explorer
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Favnvmtas i MainvMenu > Reporting Tools > Query » Query Manager

[_E’Newwindnw 7 Help E/,Custnm\zePage ,mm

Edit Field Ordering

Reorder columne by entering column numbere 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 hlank or enter a 0

Edit Field Ordering

First Kl 4.3 0r3 D' ast
Order By Descending Hew Order By

r [
r [ ]
r [

Hew Column Column Record.Fieldname
1 AMOUCHER_ID - Woucher ID
2 AENTERED_DT - Entered on

1

3 AEMTRY_STATUS - Entry Status

0K GCancel

Done

wstart| | & || & query Manager - win...

[T [ [ e meeme [Fa - (w1 -
&

Step Action

19. Click in the New Column field.

L]
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Query

ager -

dows Internet Explorer
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Favnvr\les ! MainvMeﬂu > Reporting Tools > Query » Query Manager
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Edit Field Ordering

Reorder columne by entering column numbere on the left. Columns left blank or assigned a 0 will be automatically

agsigned a number. Change the order by number by entering numbers on the right. To remove an order by number, leave
the field hlank or enter a 0

Hew Column Column Record.Fieldname

Order By Descen
] 1 AMOUCHER_ID - Yaucher ID r
1 2|AENTERED_DT - Entered on r
1 3 AENTRY_STATUS - Entry Stats r

QK Cancel

Done

[T [ [ e meeme [Fa - (w1 -
mstart| | & || & query Manager - win...

Step Action
20.

Enter the desired information into the New Column field. Enter "3

Query Manager -

dows Internet Explarer
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i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager
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Haome:
Favnvmtas i MainvMenu > Reporting Tools > Query » Query Manager
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Edit Field Ordering

Reorder columne by entering column numbere 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 hlank or enter a 0

Hew Column Column Record.Fieldname

[
[
—

Order By Descending New Order By
r [ ]
r [
r [

1 AVMOUCHER_ID - Woucher ID
2/AENTERED_DT - Entered on

3 AEMTRY_STATUS - Entry Status

0K GCancel

Done

[T [ [ e meeme [Fa - (w1 -
Qstart| | & || & query Manager - win...
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Step Action

21.

Click in the New Column field.

Query Manager - Windows Internet Explorer
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(& Query Manager
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Hame:
Favnvr\les i Mall‘\vMEﬂLl > Reporting Tools > Query » Query Manager
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Edit Field Ordering

Reorder columne by entering column numbere on the left. Columns left blank or assigned a 0 will be automatically

agsigned a number. Change the order by number by entering numbers on the right. To remove an order by number, leave
the field hlank or enter a 0

Edit Field Ordering

Hew Column Column Record.Fieldname Order By Descending Hew Order By
| 1 AVOUCHER_ID - Voucher D I I
] 2|AENTERED_DT - Entered on r ]
| 3 AENTRY_STATUS - Entry Stalus r [ ]

QK Cancel

Done

ol B A T

|75 - [ w0 -
wstart| | & || & query Manager - win...

&

Step

Action

22.

Enter the desired information into the New Column field. Enter "2".
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i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

ARC

Favnvr\les’MainvMEmu > Reporting Tools > Query > Query Manager

Edit Field Ordering

Hew Column Column Record.Fieldname
1 AMOUCHER_ID - Woucher ID
2/AENTERED_DT - Entered on

I

3 AENMTRY_STATUS - Entry Status

QK Cancel

Done

Reorder columne by entering column numbere on the left. Columns left blank or assigned a 0 will be automatically

agsigned a number. Change the order by number by entering numbers on the right. To remove an order by number, leave
the field hlank or enter a 0

Xy v B - ) mm - Page - safety - Took~ @ 7
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[_E’Newwindnw 7 Help E»,)Cuatum\zePage ,hnp

mstart| | & || & query Manager - win...
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Step Action

23. Click in the New Order By field.

Query Manages dows Internet Explorer
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(& Query Manager
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Favarites | Main Menu > Reporting Tools @ Query > Query Manager

Edit Field Qrdering

the field hlank or enter a 0.

Enewwindow 7 Help 5 custamize Page

Reorder columns by entering colurnn numbers onthe left. Colurmns [eft blank or assigned a 0 will be autormatically
assigned a number. Change the order by number by entering numbers on the right. To remove an arder by number, leave

Hew Column Column Record.Fieldname

Order By Descending Hew Order By
3 1 AMOUCHER_ID - Youcher I r
1 2 AENTERED_DT - Entered on - |
2 3 AEMNTRY_STATUS - Entry Status (]
0K Cancel
Done

i - B - L mm - Page- Safety- Tosk~ @

Hame

neep 1117

mstart| | & || query Manager - win...
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Step Action

24.

Enter the desired information into the New Order By field. Enter "1".

/2 Query Manager - Windows Internet Explorer

- [=]x]
@T;_;- - |g https:/ ftstweb, cc.columbia.edus 18443/pspifra qnaz/EMPLOVEE [ERP/e/QUERY_ManaGER QUERY_Man x| G4 || 4]/ x| |;, Live Search B
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Edit Field Ordering

Reorder columne by entering column numbere 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 hlank or enter a 0

Edit Field Ordering

Hew Column Column Record.Fieldname Order By Descending Hew Order By

r [
n [
r [

1 AMOUCHER_ID - Woucher ID
2 AENTERED_DT - Entered on

1

3 AEMTRY_STATUS - Entry Status

0K GCancel

Done

wstart| | & || & query Manager - win...
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&

Step Action

25. Click in the New Order By field.

[ ]
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Query

ager - Windows Internet Explorer
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Favnvr\les’MainvMEmu > Reporting Tools > Query > Query Manager

Xy v B - ) mm - Page - safety - Took~ @ 7

Home
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Edit Field Ordering

Reorder columne by entering column numbere on the left. Columns left blank or assigned a 0 will be automatically

agsigned a number. Change the order by number by entering numbers on the right. To remove an order by number, leave
the field hlank or enter a 0

3 1 AMOUCHER_ID - Woucher ID r
1 2 AENTERED_DT - Entered on r 1
[ ¢ n [

3 AENTRY_STATUS - Entry Status

QK Cancel

Done

[T [T [ e meeme [Fa - (w1 -
mstart| | & || & query Manager - win...

Step Action
26.

Enter the desired information into the New Order By field. Enter

Query Manager - Windows Internet Explarer
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Edit Field Ordering

Reorder columne by entering column numbere 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 hlank or enter a 0

Hew Column Column Record.Fieldname

—
]
7

0K GCancel

1 AVOUCHER_ID - Vaucher ID r
r 1
r |

2 AENTERED_DT - Entered on

3 AEMTRY_STATUS - Entry Status

Done
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Qstart| | & || & query Manager - win...
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Step Action

217. Click the Descending option.

Query Manager - Windows Internet Explorer
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neER

Edit Field Qrdering

Rearder columns by entering calumn numbers an the left. Columns left blank or assioned a 0 will be automatically
assigned a number. Change the arder by number by entering numbers on the right. To rermove an arder by number, leave
the field hlank or enter 2 0

Edit Field Ordering

Hew Column Column Record.Fieldname

3 1 AMOUCHER_ID - Youcher I
1 2 AENTERED_DT - Entered on

2 3 AEMTRY_STATUS - Entry Status

oK Cancel

Done

wstart| | & || query Manager - win...
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&

Step Action

28. Click the OK button.
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G"@ % [E] https:/ffntstvich.cr.columbia. edu: 18443/ pspifng 1 anaz /EMPLOVEE JERPYeQUERY_ManaceR QUERY_Man | G [[#4)[ % [ Live Search

[2[]

Tooks  Help
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(& Query Manager
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Records Query Expressions

Favnvr\les’MainvMEmu > Reporting Tools > Query > Query Manager

Prompts Criteria

Having
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hitp

Query Name: [ew Unsaved Query

Wiew field properties, oruse field as criteria in guery staternent.

Format
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[ Feed

Reorder/ Sort

ord Add Criteria Edit Delete
1 AENTERED_DT - Entered on Date 10 Entered ? Edit | El
2 AENTRY_STATUS - Entry Status Charl 2 M Status R Edit | =
3 AVDUCHER_ID - Youcher ID CharB “oucher ? Edit El
Save As Mew Query Preferences  Properies  Publish as Feed Llew Union Retum To Search

| | |
pore [T T [ mteme [Fa - [®aen -
mstart| | & || & query Manager - win...

Step

Action

29.

Click the Edit button.

uery Manage:

dows Internet Explarer
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Step

Action

30.

Click the Text option.

/2 Query Manager - Windows Internet Explorer HmEE
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Field Name: A ENTERED _DT - Entered on

[Headng W aggrogate

@
 NoHeading O RFT Short - :""E
P um

@ fext O/ RFT Long  Count

Heading Text: € Min

Entered © Max
*Unigue Field Name: © average

WENTERED_DT

0K Cancel
pore [T T [ mteme [Fa - %o -

wstart| | & || & query Manager - win... @

Step

Action

31.

Click in the Heading Text field.
|Entered |
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pore [T T [ mteme [Fa - %o -

Qstart| | & || & query Manager - win... @

Step Action

32. Enter the desired information into the Heading Text field. Enter "Entered Date".

2
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Heading Text: € Min
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Step
33.

Action

Click the OK button.

2 Query Manager - Windows Internet Explorer
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Query Name: New Unsaved Query

“Wiew field properties, oruse field as criteria in guery staternent,

Col RecordFieldname
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Step
34.

Action

Click the Edit button.

Page 46




Training Guide
Advanced ARC Reporting

Manages dows Internet Explorer
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Step

Action

35.

Click the RFT Long option.
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Step Action

36. Click the Long option.

/2 Query Manager - Windows Internet Explorer HmEE
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Step Action

37. Click the OK button.
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/2 Query Manager - Windows Internet Explorer

- [=]]
N R 4 [[D -
V9 ™ 8] hitps: fintstwveh. co.cobumbia edu: 1 8443/pspi ot naz EMPLOVEE ERPIc/QUERY_MAnacER QUERY_Man (B @ || #4 | X0 Live Search L
Fle Edt View Favortes Tooks  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

ARC

Favnvr\les’MainvMEmu > Reporting Tools > Query > Query Manager

Xy v B - () mm - Page - safety - Took~ @
Home

[_E’Newwindnw 7 Help E»,)Cuatum\zePage ,hnp
Records Query Expressions Prompts Criteria Having Wiew SOL Run

Query Name: [ew Unsaved Query Descri

[ Feed

Reorder/ Sort

Wiew field properties, oruse field as criteria in guery staternent.

Format Ord Add Criteria Edit Delete
1 AENTERED_DT - Entered on Date 10 Entered Date ? L Edit | El
2 AENTRY_STATUS - Entry Status Chart 2 L Entry Status ?, I Edit J El
3 AVDUCHER_ID - Youcher ID CharB “oucher ? Edit El
Save As Mew Query Preferences Properdies  Publish as Feed Llew Union Return To Search

| | |
pore [T T [ mteme [Fa - [®aen -
mstart| | & || & query Manager - win...

Step Action
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Step

Action

39.

Click the Count option.
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40.

Click the OK button.
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Step Action

42, Click the Add Criteria button.
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43.

Click the Select Record and Field button.
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Step Action

45, Click the Show next row (Alt+.) button.
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Step Action

48. Click the not equal to list item.
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Step Action

49, Click the Select Constant From List button.
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Step

Action

51.

Click the OK button.
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52.

Click the View SQL tab.
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Step Action

54. Enter the desired information into the Query field. Enter
"CU_AP_VOUCHER_COUNT_TRAINING".

{2 Query Manager - Windows Internet Explorer

[_[5]x]
6@- [&] hetps: ffrestivet. cc.cobmbia.edu: ppifn1 qnaZ/EMPLOVEEJERP/c/QUERY_ManaceR QUERY_Man (]| G |42 [[.2 Live search L~
Fle Edi View Favortes Tooks Help

7 Favorktes ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

& Query Manager s

- E - [ mm - Page - Sofety - Tooks~ @+

Favuvﬂtes;MalnvMenu 3 ReumtlrlgTUu\s 3 ngry > Query Manager

B Newwindow 7 Help  [E Customize Page , hitp
Enter a name to save this query as:

“Query: FU_AP_VOUCHER_COUNT_TRAINING|

Description: |
Folder:
“Query Type: | ser j'
*Owner: Private d

Query Definition:

QK Cancel

Done [T T [ [ meeme 5~ [Hwom -
#istart| | & || query Manager - win.. &

Step Action

55. Click in the Description field.
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56. Enter the desired information into the Description field. Enter "Count of
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Step

Action

57.

Click the Owner list.
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58.

Click the Public list item.
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Description: |Cuunl ofVouchers

Folder:

“Query Type: User B
*Owner: had

Query Definition;

oK Cancel

Done

@stant| | &

[T [ [ e meeme [Fa - w10 -
J /& Query Manager - Win...

Step Action
59. Click the OK button.

2 Query Manage dows Internet Explorer [_ =]
6@ - |g https:/ ftstweb, cc.columbia.edu: 18443/pspifra1 qnaz/EMPLOVEE [ERP/c/QUERY_MANAGER QUERY_Man ]| 4 ‘5‘ ‘z‘ |,»’3 Live Search R
Fle Edt View Favorites Tooks Help
i Favorkes |4 @] suagested Sites = @] web Sice Gallry »
(@ Query Manager £ - - [ @ v Page v Safety -~ Tooks+ (@ 7
Favnvmtas i MainvMenu > Reporting Toolz > Query > Query Manager
[_E’Newwindnw 7 Help E,}Custnm\ze Page saved |
ave:
Records Query Expressions Prompts Fields Criteria Having J
Query Name: CU_AP_YOUGHER_COUNT_TRAINING Description: CountofYouchers [ Feed
Query SOL:
SELECT TO_CHAR (A ENTERED_DT,"Wyv-Mh-DDY, AENTRY_STATUS, COUNT(, TO_CHAR(SYEDATE " -Mh- DO
FROM PE_VOUCHER A
WHERE A ENTRY_STATLIS <= %
GROUP BY TO_CHAR{A ENTERED_DT "W-MM-DDY, AEMTRY_STATUS
ORDER BY 1 DESC, 2
Save Saveid Mew Query Properties  Publish as Feed IHew Union Return To Search
4| | |
pone [T T [ mteme [Fa = [®ow «
Qstart| | & || & query Manager - win...
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Step Action

60. Click the Run tab.

Query Manager - Windows Internet Explorer

z

- [=]]

5@ % [E] https:/ffntstvieh.cr.columbia. sdu: 18443/ pspifnd 1 anaz /EMPLOVEE JERP e QUERY_ManaaeR QUERY_Man | G |44 [ Live Search

28

File Edit View Favorites Tools  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

ARC

Favnvr\les'MalnvMEmu > Reporting Tools > Query > Query Manager

Home:

Records Query Expressions Prompts Fields Criteria Having Wiewy SOL

£ - - [ @ - Page~ Sefety+ Took+ @

[_E’Newwindnw 7 Help QCuStum\zePage hnp =]

[z

wstart| | & || & query Manager - win...

wiew &Il | Rerun Query | Download to Excel | Download 10 XML First Wl 1730r73 B Last
Entered Date Entry Status Count Voucher

1 07MZ2012 Fostahle ril —

2 o7imtr2012 Postable 1

3 08/28/2012 Postahle 56

4 0B/28/2012 Postahle 63

5 062712012 Postable 1

B 08/26/2012 Postahle 28

7 0Bf25/2012 Postahle 47

8 082472012 Postable 1

El 08222012 Postahle g

10 06/21/2012 Postahle 5

" 08/20/2012 Postable 3

12 08182012 Postahle 5

13 0611872012 Recycle 63

14 081872012 Postable iz}

14 08182012 Recycle 1

16 061512012 Fostable 18

17 081472012 Postable 1 =
| | _’l—l
pone [T T [ mteme [Fa = [®wow «

@

Step Action

61. Click the Download to Excel link.
Cownload to Excel
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dows Internet Explorer

a3 \ed) =[] hetps:fintstweb. cc.columbia.edu: 18443 /pscfn3 1anaz EMPLOYEEERP s/ WEBLIE_QUERY.1SCRIPTI ¥ || & \‘_y\ \z‘ [ tve search P E'

AT

File Edit Yiew Favorites Tools  Help

oy Favorites | @] Suggested Sites = ] Web Sice Gallery »

| o B - L0 em - Page- Safety - Tods - @+ 7
=]

£ 3 hittps:ifinkstweb,cc.columbia.edu: 18443 fpsc/n9tana...

Do you want to open or save this file?

% Name: WEBLIE_QUERY.ISCRIPT1. FieldFormula xls
S Type: Microsoft Excel 97-2003 Worksheet
Fiom: ftstweb.cc.columbia.edu

Open Save

IV lways ask before opening this typs of fie

|3 i files fom the Intemet can be wseful, some fiks ean potentily
g haim your computer, |f you do nat st the source, da not open o
save this file. What's the sk?

-]
=, Done [T T 6 meeme 5~ [®w0w -
T TBrTOrZT FUSTAITE
12 06i19/2012 Postahle 5
13 0BM 32012 Recycle 63
14 05 872012 Fostable 59
15 081872012 Recycle 1
16 0B/ 572012 Fostale 28
17 0Bi14/2012 Postable 1 =
| | »
[T [ mteme [Fa - %o -

Aistart| | & | 4 query Manager - winda... |[@ https://ftstweb.cec...

Step Action

62. Click the Open button.
Open

dows Internet Explorer MEE

Query Manages
5@ % [&] hrtps:/ffntstvieh.cr.columbia, edu: 18443/ pspifnd 1 anaz /EMPLOVEE JERPEQUERY_ManaGER QUERY Man ]| S \iy\ \l\ [ Live Search =E

File Edit View Favorites Tools  Help

i Favortes |5 @] Suanested Sites = @] Web Sice Gallry »

£ - - (2] #) - Page~ Sefety+ Took+ @

(& Query Manager

ARC

Favorites Main Menu > Rep @\ H9- -0~ |+ [Read-Only] [Compatibility Made] - Microsoft Excel =|E=/8=
[E] -
Home Tnsert Page Layout  Formulas Dats Review  iew o @ =P R Bntp 2]
Records Que Expre - ]
L i ¥ AdalUnicode - 10 - %]@ Text Top et z - ,? [‘ﬁ
= EFRS g B 8% s F¥Delete [ Z
Faste o 0 Styles Sort & Find &
- L 56 +4 - [EFormatc @< Filtere Selecte
wiew &l | Rerun Guery | Dowl| Cliphoard I Alignment G| Wumber Cells Editing
Enter Al - fx | CU_AP_VOUCHER_COUNT_TRAINING
1 07/02/2012 T A B c —
2 07i01/2013 1 [cu_aP_voucH| 73
3 08/28/2012 : |Entered Date |Entry Status Jcount voucher
4 0B/28/2012 3 7/2/2012 Pastable
5 0Bi27/2012 4 7/1/2012 Postahle
[ 08/28/2012 5 6/28/2012 Postable 56
7 062672012 8 6/28/2012 Postable 63
) 0542012 7 6/27/2012 Postable 1
9 081222012 8 6/26/2012 Postable 38
0 0812172013 El 6/25/2012 Postable 47
I R0 2 10 8/24/2012 Postable 1
o T :
[E) 064 6/2012 ostable 5
13 6/20/2012 Postahle 3
14 0B/16/2012
1 EnEaI 14 6/18/2012 Postable 5
" eneonia 15 6/18/2012 Recycle 89
17 0B 472012 W4 b b | sheet1 . ¥3 0K 1] ]
| Ready | 0] 100% i
4 »

[T [ e meeme [%5 - [0 -

distart| | & | 4 query Manager - winda... |[[i] Micrasoft Excel - [Re...
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Step

Action

63.

Click the Maximize button.

E [Read-Only] [Compatibility Made] - Micrasatt Excel =& 2
Home | Insart  Pagelaout  Formulas  Data  Review  Wiew o @ =B =
=L % ol Unicogems <|10 ~ A A S Tet - :E:,‘ Y (g eTeett | Z - ’v
PaIz il Sy A P < .0 Cnr\dﬁnal fr'%t _(f Foeete - | 3] 57;1& Flia&
o (B O fo- =T - 5-% 0wl Formatting - as Table = Styles = | o Format = | 27 Fiter= Select -
Clipboard Fant e Alignment " Humber " Styles Cells Editing
AL - Fe | CU_AP_WOUCHER_COUNT_TRAINING ~
] A E = o E F A
1 [Cu_AP_WOUCH| 73
2 |Entered Date Entry Status ||Cuunt Voucher H
3 7/2/2012 Postable 21
4 7112012 Postable 1
5 6/20/2012 Postable 56
& 6/28/2012 Postable 63
7 6/27/2012 Postable 1
g 6/26/2012 Postable a8
el 6/26/2012 Pastable 47
10 6/24/2012 Postable 1
1 6/20/2012 Postable 8
12 6/21/2012 Postable 5
13 6/20/2012 Postable 3
14 6/19/2012 Pastable g
15 6/19/2012 Recycle [iE]
16 6/18/2012 Postable 69
17 6/18/2012 Recycle 1
18 6/15/2012 Postable 28
19 6/14/2012 Pastable 1
20 6/13/2012 Fostable 4
21 6/13/2012 Recycle 121
22 6/12/2012 Postable a0
23 6/8/2012 Postable 4
24 6/8/2012 Recycle 124
26 B/7/2012 Postable 126
26 6/8/2012 Postable 5 -
W 4 » ¥ | sheetl ¥ Ml il | 20|
Ready | BT . )
Aistart| | & | @ query Manager - windo... |[[i] Micrasoft Excel - [Re... &

Step

Action

64.

You have successfully created a basic query in ARC and downloaded the results to
excel.
End of Procedure.
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Instructions - Creating a Query
Creating a Query Instructions:

1. Click the Create New Query link to create a new query.
e The Query page with all its tabs will appear

2. Type a specific name in the ‘begins with’ text box and then click the Search button to display
a list of records that match your search criteria.

o If you do not know the name of the record, leave the field blank and click the Search
button. This will display a list of up to 300 records. You can also perform a partial search

by entering part of a record name or description in the ‘Search By’ field.

Note: Enter a partial description followed by the wildcard symbol (%) to bring up all matching
entries that include that description.

3. To select a specific record from the search results list, click the Add Record link,
corresponding to that Record.

e An effective date criteria is added whenever an effective-dated table is selected and a
dialog box is displayed indicating it.
o The following Query page appears, listing the fields associated with that record.

4. Select the checkboxes for the fields to be included in the Query.

Note: The options under the Expressions and Prompts tabs are considered advanced options and
will be discussed in the Advanced Query Components lesson of this course.

5. Click the Fields tab.
e The Fields tab is used for viewing or modifying fields for the selected output.
6. Click the Reorder/Sort button to change the Column and Sort Order for multiple fields.

e The “Edit Field Ordering” page lets you reorder columns by entering column numbers on
the left.

7. Enter a number in the New Column text box next to the field to be repositioned.

8. Click the OK button.
e The selected field is repositioned.

9. Click the Edit button to the right of the desired field to edit field properties
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e The Heading Text field properties can be used to display a more user friendly name for
the selected field.

10. Click the Text radio button and then enter an appropriate heading text description on the
‘Heading Text’ textbox.

e The Edit Field Properties page is used to specify column heading properties for the
selected field.

11. Click the OK button.

Criteria can be specified for a field by using the Add Criteria icon next to the required field.
Additionally, you can specify criteria by selecting the Criteria tab

12. Click the Add Criteria icon for the field for which a criteria will be specified for.

e When you access the Edit Criteria Properties page by clicking the ‘Add Criteria’ icon on
the Fields page Query Manager displays the Edit Criteria Properties page with the
selected field populated in the Expression 1 field.

Condition Types:

The condition type determines how Query Manager compares the values of the first expression
(Expression 1) to the second expression (Expression 2).

For more information about expression type and condition type click here.

13. Enter criteria properties for the selected field and then click OK.

14. Click the Criteria tab.

15. Click the Add Criteria button to specify selection criteria.

16. Click the Select Record and Field lookup icon.

17. Select the field to specify criteria for.

e The procedure for Choose Expressions differs depending on what kind of value you are
entering. If you are comparing one field to another, select the second record fields; if you
are comparing the rows to a constant value enter the Constant.

18. Type specific criteria in the Constant text box and then click OK.
e Using PeopleSoft Query, you can relate multiple criteria in specific ways that you define
using the AND, AND NOT, OR, and OR NOT operators. You can also group criteria

using parentheses.

Note: ‘AND NOT’ and ‘OR NOT’ Logical operators are combined with Condition Type
operators to give users more choices while establishing criteria.
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19. Click the Add Criteria button again to specify criteria for a specific field.

20. Click the Select Record and Field lookup icon.

21. Select a field to specify criteria for.

22. Type a specific criteria in the Constant text box and then click OK to specify a condition
using the ‘OR’ operator.

23. Click the Logical drop down box next to the Field to use to be used with an ‘OR” logical
operator and select ‘OR’.

Note: You can use a field from a record as criteria even if you do not choose that field for Query
output.

24. Click the Query tab.
25. Uncheck the selection box for the field to be hidden.
e The criteria can be seen on the View SQL tab.

26. Click on the View SQL tab to see the criteria.

Note: When your query includes multiple criteria, PeopleSoft Query evaluates criteria linked by
AND:s before those linked by ORs.

27. Click the Criteria tab and then click the Group Criteria button.

28. Use parenthesis to group the OR condition and then click OK.

29. Click the Run tab.

Note: Prompts are used to refine a query when you run it. When you run a query with a prompt, a

prompt page requests the required value. After entering the value into the field, the query uses it
as the comparison value. More than one prompt can be used.
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Instructions - Saving a Query
1. Once you've created a new query, click the View SQL tab.

e You can view the SQL for the Query created using the View SQL tab. You cannot
modify SQL on this page, but can use it to review the query prior to running it in order to
identify errors.

Note: Save queries that are expected to be used on a repeated basis and to ensure development
efforts are recorded. Save queries by clicking either the Save button or the Save As link from
any Query Manager page except from the Run page.

Use a naming convention to make it easier to find the query at a later time.

Query naming convention:

2. Click the Save button at the bottom of the page.

3. Enter field information and then click OK.
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Instructions - Running a Query
Navigation: Reporting Tools > Query > Query Manager

1. Enter query name or part of it in the ‘begins with’ text box

Page 71



Training Guide m
Advanced ARC Reporting

Advanced Query Components

This is the Advanced Query Components lesson of the Advanced ARC Reporting course. Upon
completion of this lesson, you will be able to:

e Understand how advanced query options are used in query building

Estimated Time to Complete Lesson: 15 minutes
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Joins

Joins allow users to retrieve data from multiple records and present the data as one table. The
tables are linked based on common fields. There are primarily two types of joins used in the
Query: Related Joins and Hierarchical Joins. Other joins can be made in the Criteria tab by

specifying the criteria in the query.

Related Joins

Related Joins are those where records are related by common fields. For instance, you may have
an employee table listing all employees and an FSA (Flexible Spending Account) table listing
employees participating in the program. You can join the tables using the Employee ID common

field.

Hierarchical Joins

Hierarchical joins use records that have a parent-child relationship. A record hierarchy join is

used to join a parent table to a child table.

ARC™

Favorites = Main Menu > Reporting Tools > Query > Query Manager

Select join type and then record to join with JRNL_LN - Journal Line Data.

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

izl Customize | Find | B | 7 rirst K¥ 1014 I Last

A=JRNL HDR SIBL - Journal Header Cross Reference

Cancel

Auto Join Criteria

Query has detected the join conditions shown below.
Use the checkboxes to unselect the criteria that you do not want to add to the query and click
add criteria when done. The criteria added can always be modified later using the criteria tab

@] ABUSINESS_UNIT - Business Unit = B.BUSINESS_UNIT - Business Unit
AJOURNAL_ID - Journal ID = BJJOURNAL_ID - Journal ID

S

=l

A JOURNAL_DATE - Journal Date = BJOURNAL_DATE - Journal Date

Q)

<

AUNPOST_SEQ - UnPost Sequence = B.UNPOST_SEQ - UnPost Sequence

Cancel
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Prompts

ARC™

Prompts allow the user to enter in run time controls. This is useful if you plan on reusing the
query and would like to run it for different transaction ids, transaction types, dates, etc.

The Prompts tab allows you to create and edit input criteria for your query. Run-Time prompts
allow you to enter a value to satisfy the criterion for a specific field at the time that the query is
run. The query results will include only those rows of information that match the value entered in

the prompt.

ARC |

Favortes | Main Menu > Reportng Took > Query > Query Manager

Records Query Expressions r'PrﬁinDb Fields Criteria Having View SQL Run

Query Name: gy Unsaved Query Description:
Add Prompt No prompts have been defined yet.

Save Save As New Query Pref Properties  Publish as Feed New Union

Favorites  Main Menu > Reportquocls > query > Query Manager

Edit Prompt Properties

Field Name: *Heading Type:
Q Text -

*Type: Heading Text:
Character -

*Format: “Unique Prompt Name:
Upper - [einD1

Length: 1

Decimals:

*Edit Type: Prompt Table:
No Table Edit - Q

oK Cancel

Return To Search
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Expressions

Query

w Unsaved Query

No expressions have been defined yet.

Favorites | Man Menu > Reportng Toos > Query > Query Manager

Training Guide
Advanced ARC Reporting

Edit Expression Properties

Favorites | Main Menu > Reoomlq Tools > Qu_erv > Query Manager

Prompts Fields Criteria Having View SOL Run
Description: ED Feed ~
Proferences Properies PudlishasFeed  bewUnion | Retun ToSearch |
Fwo_rtes

*Expression

ErT—

Length:
[ Aggregate Function Decimals:
Expression Text:
AddPromot  Adg Field
OK Cancel

Main Menu > Reporting To

Edit Expression Properties
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Having

ARC™

The Having page displays the specific fields and values that will limit the data returned when an
aggregate function is used. Aggregate functions include Sum, Average, Max, Min, and Count.

Favoites  ManMenu > Reportng Tools > Query > Query Manager

Records = Query | Expressions | Prompts | Fields  Criteria WWSOL Run

Query Name: New Linsaved Query Description:

[

Save Save As New Query Preferences Properies Publish as Feed Mew Union

Favorites | Main Menu > Reporting Tooks > Query > Query Manager

Edit Having Criteria Properties

Choose Expression 1
R Choose Record and Field

@ Field Record Alias Fieldname:

) Expression Q

*Condition Type:  equal to -

—
L

Constant: Q

) Field
O Expression
@ Constant
© Prompt

© Subgquery

OK Cancal

E) Feed -

Return To Search
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Subquery

A sub query, sometimes called a sub-SELECT, is a query whose results are used by another

query. The main query uses the sub query’s result set as a comparison value for a selection
criterion.

Favoites  Man Menu > Reportng Took > Query > Query Manager

@ Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: New Unsaved Query Description: [2) Feed -
Working on selection: Union 1
Find an Existing Record

SubqueryUnion Navigation

*Search By: Record Name ~ beginswith |

Search  Advanced Search

Search Results

GL_JRNL_CYDWN - Journal Operator Template Add Record Show Fields
GL_JRNL_TMPLT - Journal Operator Template Add Record Show Fields
JRNLGEN_DEFN - Journal Generator Acctg Defn Add Record Show Fields
JRNLGEN_DEFNV - Journal Generator CF Mapping Add Record Show Fields

Favorites Main Menu > Reporting Tools > Query > Query Manager

Select subquery or union to navigate to

Left | Right

= Top Level of Query
= Union 1

Page 77



Training Guide

Advanced ARC Reporting M

Union

Unions enable you to get the results from two or more separate queries at the same time. You can
create a union of multiple queries only when the queries have the same number of selected fields
with the same data types for all fields and they are all displayed in the same order.

Favorites  Main Menu > Reporting Took > Query > Query Manager

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

Query Name: New Unsaved Query Description: £ Feed

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add 20
additional records by clicking the records tab. When finished click the fields tab.
Chosen Records

Alias Record

B3 A JRNL_HDR_SIBL - Joumnal Header Cross Reference Hierarchy Join =

B B JRNL_LN - Joural Line Data Hierarchy Join [
Expand All Records Collapse All Records

Save SaveAs  NewQuen P Propetties  Publish as Feed Return To Search
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Limitations of the Query Tool
Exporting to Excel

Whenever you export more than 64,000 rows, the additional rows will be added to subsequent
sheets in the same document.

Advanced SOL

Not all SQL commands are not allowed to be part of the query tool. Some examples are below:

e Inline Views
e Right/Outer Join
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Creating Advanced Queries

This is the Creating Advanced Queries lesson of the Advanced ARC Reporting course. Upon
completion of this lesson, you will be able to:

o Create advanced queries using components such as joins, unions, and expressions

Estimated Time to Complete Lesson: 30 minutes
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Group Exercise

In this scenario you will learn how to add advanced components to the VVoucher Count query that
you created in the Creating Basic Queries lesson of this course.

« CU_AP_VOUCHER_COUNT_TRAINING
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Joining Records

Procedure

Welcome to the Joining Records topic. In this topic you will learn how to join two records when
creating a query.

2 Query Manager - Windows Internet Explorer [C1E1x]
6@ = [ie] https:/fntstweb. cc.columbia.edu: 18443]pspifa 1 qna2/EMPLOVEE [ERPc/QUERY_MANAGER QUERY_Man || Sy \‘_ﬂ\i\ [ Live search [2|-|

File Edit “iew Favorites Tools  Help

7 Favories \ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

Zi v B - L gm - Page - Safety - Took~ @ 7

Home | worklist | Addio Favories

Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @
E New window 7 Help  [E Customize Page ,hnp

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 =l begins witn I

Search Advanced Search

Find an Existing Query | Create Mew Query

Done [T T T @ meeme 5~ [fwom -
m'start| | & || query Manager - win... ﬁ

Step Action

1. Enter the desired information into the Search By field. Enter
"CU_AP_VOUCHER_COUNT_TRAINING".
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Manages dows Internet Explorer [_ =] x|
'« |E https:fffntstwah‘c(.m\umb\a‘edu:13443fpsptfn91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANj 5 \‘7H X \ |,Q Live Search \P '|
File Edit ¥iew Favorites Tools  Help

i Favortes |5 @] Suaoested Sites = @] Web Sice Gallry »

(& Query Manager

ARC

Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

Query Manager

Find an Existing Query | Create Mew Query

*Search By: |auery Name [~ begins with

Search :Advanced Search

Find an Existing Query | Create Mew Query

Done

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

BU_AP_VOUCHER_COUNT_TRAINING|

Xy v B - () mm - Page - safety - Took~ @ T

F Newwindow 7 Help [ Custornize Page B hitp

[z

mstart| | & || & query Manager - win...

[T [ @ neemet R

Step Action

Click the Search button.
| Search _

Manage:

dows Internet Explarer

(5]

\

3
=/

L

J&] hites: fintstweh. co.cobumbia.edu: 18445 pspifrnt onaz EMPLOVEE JERPJc/QUERY_ManaGER. QUERY_Mman 5| B \5\ \Z\ |5 Live search R

Fle Edi WView Favorites Tools  Help

i Favorkes | @] suagested Sites = @] web Sice Gallry v

(& Query Manager

ARC

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

Query Manager

Enter any infarmation you have and click Search. Leave fields blank far a list of all

Find an Existing Query | Create MNew Query

“Search By: |Query Mame =2 begins with

Search | Advanced Search

Search Results

*Folder View: |~ Al Folders - -~
Check All Uncheck All

Select Query Hame Descr

r CU_AP_VOUCHER_COUNT_TRAIMING Count of Youchers

Find an Existing Query | Create Mew Query

Done

walues.

v B) - ) mm - Page - safety - Took v @

FNewWindow 7 Help  [& Custamize Page B it

[z

|CU_AP_WOUCHER_COUNT_TRAINING

Owner Folder

Public

- Run to
3 HTML
Edit  HTML

Runto Runto
Excel XML

Excel XML Schedule

Schedule

Qstart| | & || & query Manager - win...

]

|| |6 mtemet |5 - | # 100
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3.

Step

Action

Click the Edit link.

2 Query Manager - Windows Internet Explorer

(=]}
5@ =[] hetps:ijirtszineb cc.cohumbis edu: pspifng a2 /EMPLOVEEER/c/QUERY_ManAGER, QUERY_Man ]| &b || 49| | [ 2 Live search 2]+
Fle Edi Vew Favartes Taoks Help
Sy Favorkss |5 @] sugnested Sites = ) Web Sice Gallery =

(& Query Manager

ARC™

Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools » query » Query Manager @

Prampts Criteria

Records Query Expressions

Hawing View SQL

- B - L mm - Page - Safety - Took~ @~

Home |

B Mew Window 7 Help

[& Custornize Page [ http

Query Name: CU_aAP_VOUCHER_COUNT_TRAINING

Description: Count ofouchers D Feed
‘iew field properties, or use field as criteria in query staternent Reorder/ Sort
13013 U Lact
Col Record.Fieldname Format Ord XLAT Agq Heading Text Add Criteria Edit Delete
1 AENTERED_DT - Entered on Date 1D Entered Date 1 [ Edt | [=]
2 AEMTRY_STATUS - Entry Status Charl 2 L Entry Status % [ Edt [
3 AVQUGHER_ID - Youcher ID Charg Count Gount Vaucher 1 [ Eat | [=]
Save Save As Mew Query  Freferences  Properies  Publish as Feed Ilew Union Return To Search
4 I
Done [T [@nteme: 75~ [fomm -
#istart| | & || query Manager - win...

LN

Step

Action

Click the Records tab.
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- [=]]

g-\g % [&] https:/ffntstvich.cr.columbia. edu: 18443/ pspifng 1 anaz /EMPLOVEE JERPYe/QUERY_ManaceR QUERY_Mian | 8 [[#4)[ % [ Live Search

[2[]

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »

(& Query Manager

ARC

Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

[_E’Newwindnw 7 Help E»,)Cuatum\zePage ,hnp

Xy v B - () mm - Page - safety - Took~ @ T

Home

Query Expressions Prompts Fields Criteria Having Wiew SOL Run
QueryName:  CU_AP_YOUCHER_COUNT_TRAINING Description: Count ofvauchers [ Feed
Find an Existing Record
“Search By: Record MName =] beginswith |
Search | Advanced Search
Save Save As Mew Query  Preferences  Properies  Publish as Feed ew Unian Return To Search |
kil | |
Done [T [ mteme [Fa - (%10 -
[ﬂstart“ & || & query Manager - win... [}

Action

"VOUCHER_LINE".

Enter the desired information into the begins with field. Enter

uery Manager - Windows Internet Explorer [_ =] x|

5@ =[] hetps:ijirtszineb cc.cohumbis sdu: pspifng ana2/EMPLOVEEER/c/QUERY_ManAGER, QUERY_Man | &b || 49| | [ 2 Live search 2]+
Fle Edi Vew Favartes Taoks Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

ARC™

MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

Favorites

% - B - ) mm - Page - Safety - Took~ @

Add 1o

Hame

B Newwindow 7 Help  [E Customize Page ,hnp

Query | Bxpressions Frompts Fields Criteria Hawing | View AL  Run
QueryName: CU_AP_YOUCHER_COUNT_TRAINING Description: Count of'Youchers [ Feed
Find an Existing Record
“Search By: Recard Mame >| beging with |VOUCHER_L\NE|
Search | Advanced Search
Save Save As Mew Query Preferences  Properties  Publish as Feed Llew Union Retum To Search
| | |
Done [T [@teme 5~ [fwom -
#istart| | & || % query Manager - win.. [
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Step Action

6.

Click the S(_aarch button.

/2 Query Manager - Windows Internet Explorer

- [5]]
6@ - |g https:/ ftstweb, cc.columbia.edu: 18443/pspifra1 qnaz/EMPLOVEE [ERP/c/QUERY_MANAGER QUERY_Man ]| 4 \5\ \z‘ |,»’3 Live Search Rl
Fle Edt View Favorites Tooks Help
i Favorkes |4 @] suagested Sites = @] web Sice Gallry »
(& Query Manager
Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l
[_E’Newwindnw 7 Help E,/Custnm\ze Page , hitp
Query Expressions Prompts Fields Criteria Having Wiew SOL Run
Query Name:  CU_AP_YOUCHER_COUNT_TRAINING Description: Count ofVauchers [ Feed
Find an Existing Record
*Search By: Record Mame ~| hegins with |VOUCHER7L\NE
Search | Advanced Search
Search Results
Recname Join Record Show Fields
WOUCHER_LINE - Woucher Line Join Record Show Fields
Bava Save As Mew Query  Preferences  Properies  Publish as Feed Iew Unian Return To Search |
kil | |
iavascript:hAction_wind(document  wind, QRYRECORDS1_WRK_QRYADDRECORDSD', 0, 0, ‘Join Record), false, true); [T [ e meeme YR
wstart| | & || & query Manager - win... &

Action

Click the Join Record link.
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2 Query

ager - Windows Internet Explorer

- [=]]
N R 4ol [[D -
Yl ™ 8] hitps: fintstwveh. co.columbia edu: 1 8443/pspi ot naz/EMPLOVEE ERPIc/QUERY_MAnacER QUERY_Man (B @ || [| X0 Live Search L
Fle Edt View Favortes Tooks  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

ARC

Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

Xy v B - ) mm - Page - safety - Took~ @ T

Home

F New window 7 Help  [& Custamnize Page B hitp

[z

Select join type and then record to join with YOUCHER_LINE - Voucher Line.

@

Jointofilter and get additional fields (Standard Jain)
-

Join to get additional fields only (Left outer jain)

A= VOUCHER - AP Vaucher Header Table

Cancel

Done

mstart| | & || & query Manager - win...

[T [ [ meemet o - [ w0 -

Step Action

Click the A = VOUCHER - AP Voucher Header Table link.
[& = VOUCHER - &P Voucher Header Tablg|

ry Manager - Windows Internet Explorer [_ =] x|

6’-‘ @[] hkeps:iifrcstieb . cohmbla,edu: 6443 pspif 2 anaZ EVPLOVEETERPYc/QUERY_JwatincR QUERY it =] G |2 |[2 Live search ol

Fle Edit Wiew Favorites Tools  Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

& Cuiery Manisger & - - [ = - Page - Safsty - Took - @
M Home | st | Addio
Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

B Newwindow 7 Help [ Customize Page B hitp

neER

Auto Join Criteria

Query has detected the join conditions shown helow.
Use the checkboxes to unselect the criteria that you do not want to add to the query and click
add criteria when done. The criteria added can always be modified |ater using the criteria tah

1= ABUSINESS_UNIT - Business Unit= B.BUSINESS_UNIT - Business Unit
~ AMOUCHER_ID - Yaucher 1D = BYOUCHER_ID - Voucher 1D
Add Criteria . Cancel
Done

[T T [ @ meeme 5 = [Hw -
#istart| | & || % query Manager - win..
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Step Action

9. Click the Add _Criteria button.

Add Criteria _

Step Action

¥ Query Manager - Windows Internet Explorer

Edit  View

G@ i I_E https:/ ftstweb, cc.columbia.edu: 18443/pspifra1 qnaz/EMPLOVEE [ERP/c/QUERY_MANAGER QUERY_Man ]| 24 E |5 Live search
File:

Favorites  Tools

Help

i Favorkes |4 @] suagested Sites = @] web Sice Gallry »
& Query Manager

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0

X

An aggregate field was detected in the autojoin or effdt criteria. (138,135}

Criteria that was added for the autojoin or effdt logic contained one or mare

aggregate fields. This may cause the query to fail if not corrected. Check the

criteria tab for invalid aggregate fields
4 »
Done [T [ [ mteme [5 ~ %10 -
'Startl | & || & query Manager - win... @

10.

Click the O_K button.
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Manages dows Internet Explorer [_ =] x|
(2 |E https:/ frtstweb, cc.columbia.edus 18443/pspifra1 qnaz/EMPLOVEE [ERP/c/QUERY_MANAGER QUERY_Man ]| 4 ‘;H;‘ |,Q Live Search R
b/ - - Bes)lead
Fle Edt View Favorites Tooks Help
i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »
8 Query Manager £ - - [ g= v Page v Safety - Tooks+ @+ 7
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query » Query Manager [G
[_E’Newwindnw 7 Help E»,)Cuatum\ze Page , hitp 2]
Records Expressions Prompts Fields Criteria Having Wiew SOL Run
Query Hame: CU_AF_YOUCHER_COUNT_TRAINING Description: Count ofvouthers [ Feed
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from guery. Add 29
additional records by clicking the recards tab. When finished click the fields tab -
Chosen Records:
s Record
A YOUCHER - AP Youcher Header Table Hierarchy Join =
2 B YOUCHER_LINE - Voucher Line Hierarchy Join [=]
Check Al Uncheck All
First 150 or 205 O
™ P BUSINESS_UNIT- Business Unit Join BUS_UNIT TBL FS-
PSiFinancials Business Units
[ B VOUGHER.ID- Voucher ID Join YOUCHER - AP Youcher %
- Header Table
r s YOUCHER_LINE_NUM - Yaucher Line Mumber ?
r TOTAL_DISTRIBS - Estimated No. of Distributions T
r MAX_DISTRIB_LINE - Highest Distribution Line ?
- BUSINESS_UNIT_FO - PO BUSiness Unit %
r PO_ID - PO Murber %
r LINE_NER - Line Murnber %
r SCHED_NBR - Schedule Mumber T
r DESCR - Description T
| r DESCR254 MIXED - More Infarmation k4 | i
4 »
[T [ mteme [Fa - R -
mstartH & || & query Manager - win...

Step

Action

11.

Click the Select option.

Query Manage: dows Internet Explorer [_[5]
6’-‘ [ heeps:tntstnets ce.colmbia, ecu: pepifr a2 EMPLOVEEERF/c/QUERY_aniagER. QUERY_aan x| b |1 42| x| [ Live search 2]+
Fle Edt VYiew Faverites Took Help
7 Favories \ 9% @] Suggested Sites = @ Web Slice Gallery =
& Query Manager % - B - ) mm - Page - Safety - Took~ @
Favuvr\tes MalnvMeﬂu 3 Reuurtulg Tools > query » Query Manager @
B0 Mews Window 7 Help E{‘Custum\zePage ,hnp =
Records Expressions Frompts Fields Criteria Hawing | View AL Run
Query Mame: CU_AP_VOUCHER_COUNT_TRAINING Description: Count ofvouchers () Feed
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from guery. Add 0
additional records by clicking the records tab. When finished click the fields tah b
Chosen Records
s Record
A WOUCHER - AF Youcher Header Tahle Hierarchy Jain =]
= @ WVOUCHER_LINE - Voucher Line Hierarchy Join =
Gheck Al UncheckAll
[ B BUSINESS_UNIT - Business Unit JoinBUS UNT TEL FS-
PSfFinancials Business Units
™ B YOUCHER_ID - Youcher ID Join VOUCHER - AF voucher 9
- Header Table
¥ ®F yOUCHER_LINE_NUM - Voucher Line Mumber k.
- TOTAL_DISTRIES - Estimated No. of Distributions %
- MAX_DISTRIB_LIMNE - Highest Distribution Line %
r BUSINESS_UNIT_PO - PO Business Unit T
r PO_ID - PO Nurnber T
- LIME_NBR - Ling Murnher %
- SCHED_MBR - Schedule Mumber %
- DESCR - Description %
[ r DESCR254 MIXED - More Information k4 | ~
4 »
[T T T [ meeme 5~ [fomm -
Fistart| | & || & query Manager - win...

Page 89




Training Guide
Advanced ARC Reporting

Step

Action

12.

Click the scrollbar.

uery Manager - Windows Internet Explorer [_[=]x]
@TC_\.’/"' |g https:fffntstwah‘c(.m\umb\a‘edu:13443fpsptfn91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANj Q 1 X |y Live Search P~

File  Edic  View

Favorites  Tools  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

:

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [o

Ko B) - [ - Page+ Safety v Tooks+ @

Home

[ © YaUcHER ID-Vouther ID U YULLHER = AP VOULTIEL =]
Header Table
~ £ YOUCHER_LINE_NUM - Yaucher Line Mumber ?
r TOTAL_DISTRIBS - Estimated Mo, of Distributions ?
- MAR_DISTRIB_LINE - Highest Distribution Line R
- BUSINESS_UNIT_PO - PO Business Unit ?
r PO_ID - PO Nurmber %
r LINE_NER - Line Murnber T
r SCHED_NBR - Schedule Mumber %
r DESCR - Destription % —
- DESCR254_MIXED - More Information ?
- MERCHANDISE_AMT - Merchandise Amount %
r MERCH_AMT_BSE - Merchandise Amount Base T
r ITM_SETID - ltern SetlD k4
- IMY_ITEM_ID - Itern ID ks
- QTY_YCHR - Quantity Vouchered %
- STATISTIC_AMOUNT - Statistic Amount %
r UNIT_OF_MEASURE - Unit of Measure Join UNITS TBL-Unitsof
Measure
- UNIT_PRICE - Unit Price %
r FRGHT_PRORATE_FLG - Prorate Freight Charges F
r DSCNT_APPL_FLG - Apply Discount T
r ERROR_FLAG - Enor Flag %
- PROCESS_IMSTAMCE - Process Instance ?
- WWTHD_SW - Withholding Applicahle %
r THX_CO_VAT - VAT Code F =
4| — = | »
[T T [ [ meemet [Fa - (w1 -
wstart| | & || & auery Manager - win...
Step Action

13.

Click the Select option.
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Query Manage: dows Internet Explorer [_ =] x|
G-\S - |E https:antstwah‘c(.(u\umb\a‘edu:l84434’pspiFn9lqrvaZfEMPLOVEEfERPf(fQLIERViMANAGER‘QLIER\LMANjl&‘ \‘l\ \i\ |,Q Live Search \EB
Fle Edt View Favorites Tooks Help
i Favortes | @] Suagested Sites = @] Web Sice Gallry »
@ Query Manager v B - ) mm - Page - safety - Took @ 7
ARC
Favnvr\les ! MainvMeﬂu > Reunrtillg Tools » QU'E‘!’\f > Query Manager (ol
[ © YOUCHER ID-Vousher ID U YULLHER = AP VOULTIEL =]
Header Table
~ £ YOUCHER_LINE_NUM - Yaucher Line Mumber ?
r TOTAL_DISTRIBS - Estimated No. of Distributions %
- MAR_DISTRIB_LINE - Highest Distribution Line R
- BUSIMESES_UNIT_PO - PO Business Unit ?
r PO_ID - PO Nurmber %
r LINE_NER - Line Murnber F
r SCHED_NBR - Schedule Mumber k4
r DESCR- Description % —
- DESCR254_MIXED - More Information ?
- MERCHANDISE_AMT - Merchandise Amount %
r MERCH_AMT_BSE - Merchandise Amount Base F
r ITM_SETID - ltern SetiD T
r IMY_ITEM_ID - Itern ID %
=2 QTY_YCHR - Quantity Vouchered %
- STATISTIC_AMOUNT - Statistic Amount %
r UNIT_OF_MEASURE - Unit of Measure Join UNITS TBL-Unitsof
Measure
- UNIT_PRICE - Unit Price =
- FRGHT_PRORATE_FLG - Prorate Freight Charges %
r DSCNT_APPL_FLG - Apply Discount T
r ERROR_FLAG - EntarFlag %
- FROCESS_INSTANCE - Process Instance ks
- WWTHD_SW - Withholding Applicahle %
r THX_CO_VAT - VAT Code % =
4 — = | »
[T T [ [ meemet [Fa - (w1 -
&;’start| | & || & query Manager - win...

Step

Action

14.

Click the Select option.

Query Manage: dows Internet Explorer [_[5]
6@ =[] hetps:ijirtszineb cc.cohumbis sdu: R .qr\a2fEMPLOVEE/ERPICIQUERV_MANAGER‘QUERV_MANjl&‘"‘_}‘ [ % |2 Live search \ED
Fle Edt VYiew Faverites Took Help
< Favories \ 9% @] Suggested Sites = 8 Web Slice Gallery =
& Query Manager & - - [ = - Page - Safsty - Took - @
ARC
Favuvr\tes MalnvMeﬂu 3 Reuurtulg Tools > query » Query Manager @
[ ©% YOUGHER_ID - Voucher ID SV YU OISR - AF VUULIEL f =l
Header Tahle
=2 o= YOUCHER_LINE_NUM - Youcher Line Mumber k.
- TOTAL_DISTRIBS - Estimated No. of Distributions %
r MAX_DISTRIB_LIMNE - Highest Distribution Line F
r BUSINESS_UNIT_PO - PO Business Unit k4
r FO_ID- PO Number %
- LINE_NBR - Line Murmber %
- SCHED_MBR - Schedule Mumber %
r DESCR - Description F —
r DESCR254_MIKED - Mare Information T
r MERCHANDISE_AMT - Merchandise Amount %
- MERCH_AMT_BSE - Merchandise Amount Base ?
r ITM_SETID - ltem SetlD %
r INV_ITEM_ID - Iterm 1D F
o QTY_WCHR - Quaniity¥ousherad T
r STATISTIC_AMOUNT - Statistic Amount %
r UNIT_OF _MEASURE - Unit of Measure Join UNITS TBL- Units of
Measure
~ UNIT_PRICE - Unit Price %
r FRGHT_FRORATE_FLG - Prorate Freight Charges %
- DSCNT_APPL_FLG - Apply Discount %
r ERROR_FLAG - Entor Flag %
r PROCESS_INSTAMCE - Process Instance T
r WTHD_SW - Withholding Applicahle ?
- TAX_CO_VAT - VAT Code % =
| — = | »
[T T T [ meeme 5~ [fomm -
wstart| | @& ”m
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Step Action

15. Click the scrollbar.

2 Query Manager
6@ % [&] https:ffntstvich.cr.columbia. edu: 18443/ pspifnd1 ana2 /EMPLOVEE JERP/CQUERY_ManacER QUERY Man ]| S \‘l\ \i\ |5 Live Search R

Fle Edi WView Favorites Tools  Help

indows Internet Explorer (2]}

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

8 Query Manager £ - - [ g= v Page v Safety - Tooks+ @+ 7

Home

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0

[_E’Newwindnw 7 Help E,}Custnm\zePage mm =]

[z

Records - Expressions Prompts Fields Criteria Having Wiew SOL Run

Query Name: CU_AF_YOUGHER_GOUNT_TRAINING Description: Count ofvouchers [ Feed

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from guery. Add 25
additional records by clicking the recards tab. When finished click the fields tab -
Chosen Records:

Alias Record
A YOUCHER - AP Youcher Header Table Hierarchy Join =
2 B YOUCHER_LINE - Voucher Line Hierarchy Join [=]
Check All Uncheck All

) First L 1-50 0f 205 O

[ % BUSINESS_UNIT- Business Unit JoinBUS UNIT TBL F5-
PSiFinancials Business Units
I B YOUCHER_ID - Voucher ID Join YOUCHER - AP Youcher %
Header Tahle
¥ s YOUCHER_LINE_NUM - Yaucher Line Mumber ?
r TOTAL_DISTRIBS - Estimated No. of Distributions k4
r WAH_DISTRIB_LINE - Highest Distribution Line %
- BUSIMESES_UNIT_PO - PO Business Unit ?
r PO_ID - PO Murber %
r LINE_NER - Line Murnber %
r SCHED_NBR - Schedule Mumber T
r DESCR- Description N
3 r DESCR254 MIXED - More Infarmation k4 | , i
[T [ [ meemet e - [ w0 -

lﬂstart| | & || & query Manager - win...

Step Action

16. Click the Fields tab.
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/2 Query Manager - Windows Internet Explorer

- [=]]
G-\S % [&] https:ffntstvich. cr.columbia. edu: 18443/ pspifnd1 ana2 /EMPLOVEE JERP/EQUERY_ManacER QUERY Man ]| B \‘l\ \i\ |5 Live Search R

Fle Edit WVew Favarites Tools  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

ARC

Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

Xy v B - ) mm - Page - safety - Took @ T

Home

[_E’Newwindnw 7 Help E»,)Cuatum\zePage ,hnp
Records Query Expressions Prompts Criteria Having Wiew SOL Run

Query Name: CIJ_AF_VOUCHER_COUNT_TRAINING Description: Count ofvouchers () Fead

View fleld praperties, or use fleld as criteria in guery staterment Reorder/ Sort

Format Ord ELAT Agg
1 AENTERED_DT - Entered on Date 10

Heading Text

Entered Date =
2 AENTRY_STATUS - Entry Status Chart 2 L Entry Status I El
3 AVDUCHER_ID - Youcher ID CharB Count Count¥oucher ? Edit El
4 BYOUCHER_LINE_MNUM - Youcher Line Number MNums.0 Line ? Edit El
£ B.OTY_YCHR - Quantity Vouchered SHm13.4 Quantity T Edit | [=]
& B.UNIT_PRICE - Unit Price SNm12.4 Unit Price % Edt | [=]
Save Save As Bew Query Freferences Fropedies FPublishas Feed Llews Union | Return To Gearch
kil | |
Done [T [ mteme [Fa - (%10 -
@stant| | & || & query Manager - win...
uery Managet dows Internet Explorer HE
6@ - |g https:/ fftstweb, cc.columbia.edu: 18443/pspifra1 qnaz/EMPLOVEE [ERP/c/QUERY_MANAGER QUERY_Man ]| B \E\ \z‘ |,»’3 Live Search R

Fle Edi WView Favorites Tools  Help

i Favorkes |4 @] suagested Sites = @] web Sice Gallery »

(& Query Manager

ARC

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

v B - ) mm - Page - safety - Took v @

Home:

FNewWindow 7 Help  [& Custamize Page B it

[z

Edit Field Properties

Field Name: A%0UCHER_ID - Youcher ID

[Headng W aggrogate

s
© NoHeading RFT Short A :""E
um

© Text CRFT Long & Count

Heading Text: € Min

Count¥oucher © Max
*Unigue Field Name: © average

ANOUCHER_ID

QK Cancel
Done [T [ mteme YR

#start| | & || & query Manager - win...
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Step

Action

18.

Click the None option.

" None

/2 Query Manager - Windows Internet Explorer HmEE
@T;; - |g https:/ frtstweb, cc.columbia.edus 18443/pspifr1 qnaz/EMPLOVEE [ERP/c/QUERY_MANAGER QUERY_Man ]| B \‘lHi\ |;, Live Search L

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

Ko B) - [ - Page s Safety v Tooks+ @v

Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

F New window 7 Help  [& Custamnize Page B hitp

[z

Edit Field Properties

Field Name: A VOUCHER_ID - Voucher ID

[Headng W aggrogate

I
 NoHeading @ RFT Short - :""E
um
© Text O/ RFT Long  Count
Heading Text: € Min
Count¥oucher © Max
*Unigue Field Name: © average
ANOUCHER_ID
0K Cancel
Done [T [ mteme [Fa - (w10 -

&fstart| | & || & query Manager - win... @

Step

Action

19.

Click the OK button.
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/2 Query Manager - Windows Internet Explorer HmEE
L) |E https:/ frtstweb, cc.columbia.edus 18443/pspifr1 qnaz/EMPLOVEE [ERP/c/QUERY_MANAGER QUERY_Man ]| 4 \‘l\ \i\ |,Q Live Search R
Fle Edt View Favorites Tooks Help
i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »
8 Query Manager £ - - [ g= v Page v Safety -+ Tooks+ @ 7
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G
[_E’ Mew Window 7 Help E»,)Cuatum\ze Page , hitp
Records Query Expressions Prompts Criteria Having Wiew SOL Run
Query Name: CU_aAP_VOUGCHER_COUNT_TRAINING Description: Count afvauchers [ Feed
View fleld properties, or use field as criteria in guery statement Reorder/ Sort
Col RecordFieldname Format Delete
1 AENTERED_DT - Entered on Date 10 Entered Date ?, Edit El
2 AENTRY_STATUS - Entry Status Chart 2 L Entry Status ?, Edit El
3 AVDUCHER_ID - Youcher ID CharB “oucher ? Edit El
4 BYOUCHER_LINE_MNUM - Youcher Line Number MNums.0 Line ? Edit El
£ B.OTY_YCHR - Quantity Vouchered SHm13.4 Quantity % Edit | [=]
& B.UNIT_PRICE - Unit Price SNm12.4 Unit Price % Edit | [=]
Save Save As Bew Query Freferences Fropedies FPublishas Feed Llews Union Return To Search
kil | |
Done [T [ mteme [Fa - (%10 -
mstart| | & || & query Manager - win...

20.

Click the Run tab.

/2 Query Manage dows Internet Explorer HmEE
|E https:fffntstwah‘c(.m\umbwa‘edu:18443]pspﬂfn91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANjl&[ \5\ \z\ |,C Live Search \EB
File Edit Miew Favotites Tools  Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »
& Query Manager i v B) - () o= - Page - Safety~ Took~ @
Favgrites - Main Menu > Reporting Tools > Query > Query Manager [E]
[_E’Newwindnw 7 Help E»,)Cuatum\ze Page , hitp 2]
Records Query Expressions Prompts Fields Criteria Having Wiewy SOL -
Wiew All | Rerun Query | Download to Excel | Download to XL First 141100 of 5545 [F] Last
Entered Date Entry Status Voucher Line Quantity Unit Price 2
1 07/03/2012 Fostahle 00017604 1 0.0000 0.00000
2 07/02/2012 Fostable 00017602 1 1.0000 20000000
3 07/02/2012 Fostable 00017587 1 1.0000 200.00000
4 07/0272012 Faostable 00017586 1 1.0000 100.00000
5 a7/022012 Fostable 00017585 1 1.0000 300.00000
B 07/02/2012 Fostable 00017584 1 1.0000 200.00000
7 07022012 Fostable 00017583 1 1.0000 100.00000
8 07/02/2012 Fostable 00017587 1 1.0000 300.00000
El 07/02/2012 Fostable 00017596 1 1.0000 200.00000
10 07/0272012 Faostable 00017535 1 1.0000 100.00000
" a7/022012 Fostable 00017603 1 1.0000 300.00000
12 07/02/2012 Fuostable 00017588 1 1.0000 300.00000
13 07/02/2012 Fostable 00017601 1 1.0000 100.00000
14 07/02/2012 Fostable 00017800 1 1.0000 300.00000
14 07/02/2012 Fostahle 00017599 1 1.0000 200.00000
16 07/02/2012 Fostable 00017538 1 1.0000 100.00000
17 07/02012 Fostable 00017594 1 1.0000 300.00000 =
| | »
pone [T [ [ mteme [Fa = [®ow «
e
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Step Action

21. You have successfully joined two records in a query.
End of Procedure.
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Creating an Advanced Query
Procedure

Welcome to the Creating an Advanced Query topic. In this topic you will learn how to add
expressions, prompts and other advanced components to your query.

2 Query Manager - Windows Internet Explorer

(=1}
6@' [&] https: ffntstuieb.cc coumbia, edu: 1 8443/pspifdLanaz EMPLOVEE ERF/c/QUERY_MANAGER. QUERY_Man ]| & | 42| X | [ Live search £~

File Edit “iew Favorites Tools  Help

7 Favories \ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

Zi v B - L gm - Page - Safety - Took~ @ 7

E New window 7 Help  [E Customize Page ,hnp

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 =l begins witn I

Search Advanced Search

Search Results No matching values were found

Find an Existing Query | Create Mew Guery

[T T T @ meeme 5~ [fwom -
Mystart| | & || query Manager - win... ﬁ

Step Action

1. Enter the desired information into the Search By field. Enter
"CU_AP_VOUCHER_COUNT_TRAINING".
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Manager - Windows Internet Explorer [_ =] x|
G‘x@ E |E https:fffntstwah‘c(.m\umb\a‘edu:13443fpsptfn91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANj 5 \‘7H X \ |,Q Live Search \P '|
File Edit ¥iew Favorites Tools  Help

i Favortes |5 @] Suaoested Sites = @] Web Sice Gallry »

(& Query Manager

ARC

Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

Xy v B - () mm - Page - safety - Took~ @ T

Home

F Newwindow 7 Help [ Custornize Page B hitp

[z

Query Manager

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

Find an Existing Query | Create Mew Query

*Search By: [auen Name =] begins with EU_AP_WOUCHER_COUNT_TRAINING|

Search :Advanced Search

Search Results No matching values were found

Find an Existing Query | Create Mew Query

[T [ @ neemet R

mstart| | & || & query Manager - win...

Step

Action

Click the Search button.
| Search _

Manager

indows Internet Explorer

(5]
6@ w [E] https:/ffntstwieh cr.columbia. edu: 18443/ pspifnd1 anaz /EMPLOVEE JERPYcQUERY_ManaceR QUERY Man | G |44 [ 2 Live Search R
File Edi View Favortes Tools  Help

i Favorkes | @] suagested Sites = @] web Sice Gallry »

(& Query Manager

ARC

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

v B) - ) mm - Page - safety - Took v @

Home:

FNew Window 7 Help [ Custamize Page B it

[z

Query Manager

Enter any infarmation you have and click Search. Leave fields blank far a list of all walues.

Find an Existing Query | Create MNew Query

“Search By: [auery Name - bagins with [GU_AP VOUGHER_GOUNT_TRAINING
Search | Advanced Search
Search Results
*Folder Wiew: |~ Al Folders - hd
Check All Uncheck All

» Runto Runto Runto
Select Query Hame Descr Owner Folder Edit HTML  Excel XML Schedule
r CU_AP_VOUCHER_COUNT_TRAINING Count of Vouchers Public Edit  HTmML  Excel  xML Schedule

Find an Existing Query | Create Mew Query

pone [T [ mteme [Fa = [®0w «

Qstart| | & || & query Manager - win...
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Step Action
3. Click the Edit link.

2 Query Manager - Windows Internet Explorer

(=]}
5@ =[] hetps:ijirtszineb cc.cohumbis edu: pspifng a2 /EMPLOVEEER/c/QUERY_ManAGER, QUERY_Man ]| &b || 49| | [ 2 Live search 2]+
Fle Edi Vew Favartes Taoks Help
Sy Favorkss |5 @] sugnested Sites = ) Web Sice Gallery =

(& Query Manager

ARC™

Favorites

- B - L mm - Page - Safety - Took~ @~

Home:
MalnvMenu 3 Reuurtlnvg Tools » query » Query Manager @

B Newwindow 7 Help  [E Customize Page ,hnp
Records Query Expressions Frompts Criteria Hawing View SQL Run

QueryName: CU_AP_VOUCHER_COUNT_TRAINING Description: Count ofYouchers () Feet

“Wiew field properties, oruse field as criteria in guery staternent,

Rearder/ Sort

Col RecordFieldname

Format Ord XLAT Agg  Heading Text

Delete
1 AENTERED_DT - Entered on Date 1D Entered Date ] =1
2 AENTRY_STATUS - Entry Status Chart 2 L Entry Status e
3 AVOUGHER_ID - Voucher ID Charg Count Count voucher T [ Ear || =]
Save Save As Mew Query  Freferences  Properies  Publish as Feed Ilew Union Return To Search
< |
Done [T [@nteme:

[“5 - [® 100w -

#istart| | & || query Manager - win...

LN

Step Action

4, Click the Prompts tab.

Page 99




Training Guide

Advanced ARC Reporting m

Query

ager - Windows Internet Explorer

- [=]]
6@ - |E https:/ frtstweb, cc.columbia.edus 18443/pspifr1 qnaz/EMPLOVEE [ERP/c/QUERY_MANAGER QUERY_Man ]| B “l‘ ‘i‘ |,Q Live Search R
Fle Edt View Favorites Tooks Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »
8 Query Manager £ - - [ g= v Page v Safety -+ Tooks+ @ T
ARC —
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query » Query Manager [G
[_E’Newwindnw 7 Help E»,)Cuatum\ze Page , hitp
Records Query Expressions Fields Criteria Having Wiew SOL Run
Query Hame: CU_AF_vOUCHER_COUNT_TRAINING Description: Count ofvauchers [ Feed
Add Prompt Mo prarmpts have bheen defined yet.
Save Save Ag Dlew Quers P Eroperies Publish as Feed Mew Union Return Ta Search
| | |
Done [T [ mteme [Fa - (%10 -
mstart| | & || & query Manager - win...

Step Action

5. Click the Add_ Prompt button.

Add Frompt _

uery Manager

indows Internet Explorer

(5]
6@ w & https:/ffntstwieh cr.columbia. edu: 18443/ pspifnd1 anaz /EMPLOVEE JERPYeQUERY_ManaceR QUERY man | 8 |44 [ Live Search R
File Edi View Favortes Tools  Help

i Favorkes | @] suagested Sites = @] web Sice Gallery v

(& Query Manager

v B - ) mm - Page - safety - Took @

Home |
Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

FNew window 7 Help [ Custamize Page B it

[z

Edit Prompt Properties

Field Name: *Heading Type:
(¢} Text =
*Type: Heading Text:
la'laracter =l [
“Format: *Unigue Prompt Name:
[Upper =l (D
Length: 1"
Decimals:
*Edit Type: Prompt Table:
Mo Table Edit = aQ

0K Cancel

Done

Qstart| | & || & query Manager - win...

[T T T [ e meeme |75 - [ w0 -
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Step Action
6. Click the Select Field button.

&

{2 Query Manager - Windows Internet Explorer

[_[5]x]
6@- [&] hetps: ffrestivet. cc.cobmbia.edu: pspif1 qnaZ/EMPLOVEEJERP/c/QUERY_ManacER QUERY_Man (]| G |42 [[.2 Live search

Fle Edit Wiew Favorites Tools  Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

Zi v B - L gm - Page - Safety - Took~ @ 7

B rew Window 2 Help E{Custum\zePage ,hnp =

Select a Prompt Field

Search by:  Fieldname  [neginswith =] |

Search Cancel Mo Walue

Done

#start| | & || % query Manager - win..

=
[T T [ @ meeme 5~ [fom -
&

Step Action

Enter the desired information into the Search by field. Enter "ENTERED_DT".
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ARC™

% Query Manager - Windows Internet Explorer [_|=5]x]
G‘x@ - |E https:fffntstwah‘c(.m\umb\a‘edu:13443fpsptfn91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANj [ \‘l\ \i\ |,Q Live Search \P '|

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

Select a Prompt Field

Search by: Fieldname  [beginswitn x| [ENTERED_DT|

Search Cancel Mo Walue

Xy v B - () mm - Page - safety - Took~ @ T

Home |

[_E’Newwindnw 7 Help E»,)Cuatum\zePage hnp =]

[z

Done

mstart| | & || & query Manager - win...

[T [ @ neemet R

Action

Click the Search button.

uery Manager

indows Internet Explorer

(5]

6@ ® [E] hrtps:/ffntstwieh cr.columbia. edu: 18443/ pspifn1 anaz /EMPLOVEE JERP/CQUERY_ManaceR QUERY Man ]| S \5\ \Z\ |5 Live search R

Fle Edi WView Favorites Tools  Help

i Favorkes |4 @] suagested Sites = @] web Sice Gallry v

(& Query Manager

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

Select a Prompt Field

Searchby: Fieldname  [beginswith =] [ENTERED_DT

Search Cancel Mo Value

Search Results

Select a Prompt Field

ENTERED DT
EMNTERED DTTM
ENTERED DT FROM
ENTERED DT TO

v B) - ) mm - Page - safety - Took v @

Home |

[_E’Newwindnw 7 Help E,}Custnm\zePage mm =]

[z

Qstart| | & || & query Manager - win...

[T [ e meeme |75 - [ w00 -
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Step Action

Click the ENTERED_DT link.

{2 Query Manager - Windows Internet Explorer

[_[5]x]
6@- [&] hetps: ffrestivet. cc.cobmbia.edu: ppif1 qnaZ/EMPLOVEEJERP/c/QUERY_ManaceR QUERY_Man (]| G |42 [[.2 Live search P~
Fle Edi View Favortes Tooks Help

7 Favorkes ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

Favorites

MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

Edit Prempt Properties

Field Name: *Heading Type:

A ENTERED_DT RFT Short ¥
*Type: Heading Text:

|Date j |Enleved
*Format: *Unigue Prompt Name:

None =l [BIND1

Length: "
Decimals: ’_

“Edit Type: Prompt Tahle:
Mo Table Edit hd Q.
0K Cancel
Done

Zi v B - L gm - Page - Safety - Took~ @ 7

Home | wWorklist

B Newwindow 7 Help [ Customize Page B hitp

neER

@istart| | @ || % query Manager - win..

[ [ 6 meeme:

[“5 - [®1o0w -

[&

Step

Action

10.

Click in the Heading Text field.
|Entered |
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2 Query Manager - Windows Internet Explorer [_[=]x]

6@ % [&] hrtps:ffntstvich. cr.columbia. edu: 18443/ pspifng 1 ana2 /EMPLOVEE JERP/EQUERY_ManaGER QUERY Man ]| S \E\ \z\ |5 Live Search R

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

8 Query Manager £ - - [ g= v Page v Safety -~ Tooks+ @ 7

Hame:
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

F Newwindow 7 Help [ Custornize Page B hitp

[z

Edit Prompt Properties

Field Name: *Heading Type:

Q ENTERED_DT RFT Short
“Type: Heading Text:

[Date =l [Entered]

“Format: *Unigue Prompt Name:
[nane =l [BIMD1

Length: 1"
Decimals: ’7

*Edit Type: Prompt Table:
[MoTapieEat =] Q
0K Cancel
pore [T [ mteme [Fa - [®ew -

mstartl | & || & query Manager - win... @

Step

Action

11.

From™.

Query Manager - Windows Internet Explorer [_ =] x|
5@ =[] hetps:ijirtszineb, oo cohumbis sdu: pspifng ana2/EMPLOVEEER/c/QUERY_ManAGER, QUERY_Man | &b || 49| | [ 2 Live search 2]+

Fle Edit Wiew Favorites Tools  Help

7 Favorkes ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

& Query Manager % - B - ) mm - Page - Safety - Took~ @~

ARC™

Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

Hame

B Newwindow 7 Help [ Customize Page B hitp

neER

Edit Prempt Properties

Field Name: *Heading Type:

A EwTERED_DT RFT Short |8
*Type: Heading Text:

[Date = [Entered Date From|
*Format: *Unigue Prompt Name:

None =l [BIND1
Length: "

Decimals:
“Edit Type: Prompt Tahle:
[MoTapieEat =] Q
0K Cancel
Done [T [@nteme: 5~ [Hwomm -

@istart| | @ || % query Manager - win.. &
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Step

Action

12.

Click the Heading Type list.

/2 Query Manager - Windows Internet Explorer

- [5]]
@T\_—;v J&] hitps: intstweh. co.cobumbia.edu: 1 8443/pspifrat naz/EpLOVEE ERPcfqUERY_ManaceR, QUERY_man 5| 4 |[#4 [ 3¢ [[2 e search L~
File Edi View Favortes Tools  Help

i Favorkes |4 @] suagested Sites = @] web Sice Gallery v

@& Query Manager

ARC

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

v B - ) mm - Page - safety - Took @

F New Window 7 Help [ Custamize Page B it

[z

Edit Prompt Properties

Field Name:

*Heading Type:
@ EnTERED_DT RFT Short
P RFT Lang
Tvpe: RFT Short
Date =2 om
“Format: *Unigue Prompt Name:
[nane =l [BIMD1
Length: 1"
Decimals:
*Edit Type: Prompt Table:
Mo Table Edit = aQ
OK Cancel |
Done [T [ mteme [Fa - [Hioew -
#isant| | & |[7& query manager - win...

&

Step

Action

13.

Click the Text list item.
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uery

indows Internet Explorer

- [=]]
N R 4o [[D -
Yl ™ 8] hitps: fintstwveh. co.cobumbia edu: 1 8443/pspi ot na2 EMPLOVEE ERPIc/QUERY_MAnacER QUERY_Man (B @ || | X0 Live Search L
Fle Edt View Favortes Tooks  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

Xy v B - ) mm - Page - safety - Took~ @ T

Hame:
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

[_E’Newwindnw 7 Help E»,)Cuatum\zePage ,hnp

Edit Prompt Properties

Field Name:

*Heading Type:
QU ENTERED_DT
“Type: Heading Text:
late j |Enlered Date From
“Format: *Unigue Prompt Name:
[nane =l [BIMD1
Length: 1"
Decimals:
*Edit Type: Prompt Table:
Mo Table Edit = aQ

0K Cancel

Done

[T [ mteme [Fa - [®aew -
mstart| | & || & query Manager - win...

&

Step Action

14, Click the OK button.

uery Manager

indows Internet Explorer

(5]
6@ w [E] https:/ffntstwieh cr.columbia. edu: 18443/ pspifnd1 anaz /EMPLOVEE JERPYcQUERY_ManaceR QUERY_Man | 8 |44 [ 2 Live Search Rl
File Edi View Favortes Tools  Help

i Favorkes |4 @] suagested Sites = @] web Sice Gallry v

(& Query Manager

ARC

Haome:
Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

v B - () mm - Page - safety - Took @

F New Window 7 Help [ Custamize Page B it

=]
Records Query Expressions Fields Criteria Having Wiew SOL Run

Query Name: CL_AF_VOUGHER_GOUNT_TRAINING Description: Count of Vouchers () Feed

Add Prompt

Prompt Edit
1 = ENTERED_DT - Entered Date From Edit =
Save Save As [lew Query P Eroperties  Publish as Feed Dlew Unian Return Ta Search

kil

|
pone

[T [ [ mteme [Fa - [Haoow -
Qstart| | & || & query Manager - win...

Bl =
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Step

Action

15.

Click the Add_ Prompt button.

Add Frompt _

ery Manager - Windows Internet Explarer

- [5]]

@d\__; w & https:/ffntstwieh cr.columbia. edu: 18443/ pspifnd1 anaz /EMPLOVEE JERPYeQUERY_ManaceR QUERY man | 8 |44 [ Live Search

Fle Edi WView Favorites Tools  Help

i Favorkes | @] suagested Sites = @] web Sice Gallery v

@ Query Manager

ARC

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

Edit Prompt Properties

Field Name: *Heading Type:

(¢} Text =
*Type: Heading Text:
la'laracter =l [
“Format: *Unigue Prompt Name:
[Upper =l [BinDz

Length: 1"
Decimals: ’7

v B - ) mm - Page - safety - Took @

FNew window 7 Help [ Custamize Page B it

[z

wstart| | & || & query Manager - win...

*Edit Type: Prompt Table:
[MoTapieEat =] Q
0K Cancel |
pone [T [ mteme [Fa = [®ow «

&

Step

Action

16.

Click the Select Field button.

=
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% Query

ager - Windows Internet Explorer

- [=]]
N R 4ol [[D -
Y ™ 8] hitps: fintstwveh. co.cobumbia edu: 1 8443/pspi it naz EMPLOVEE ERPIc/QUERY_MAnacER QUERY_Man (B @ || #4 | X0 Live Search L
Fle Edt View Favortes Tooks  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallry »

(& Query Manager

Xy v B - () mm - Page - safety - Took~ @ 7

Home |
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

[_E’Newwindnw 7 Help E»,)Cuatum\zePage ,hnp =]

Select a Prompt Field

Search by:  Fieldname  [beginswith =] |
Search Cancel Mo Walue
Search Results

Select a Prompt Field

1dofd O Last
ENTERED DT
ENTERED DTTM
EMTERED DT FROM
EMTERED DT TO

Done

[T [ mteme [Fa - [®aew -
mstart| | & || & query Manager - win...

Step Action

17. Click the ENTERED_DT link.

6’-‘ =[] hetps:ijirtszineb, oo cohumbis sdu: R .qr\a2fEMPLOVEE/ERPICIQUERV_MANAGER‘QUERV_MANjl&"E‘ \z\ [ Live search \ED
Fle Edi Vew Favartes Taoks Help
¢ Favorkss |55 @] suguested Sites = ) Web Sice Gallery =

(& Query Manager

ARC™

Home | st | Addio
Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

M- - [ g - Page - Safsty - Took - @

B New window 7 Help  [E Customize Page ,hnp

Edit Prempt Properties

Field Name: *Heading Type:

A ENTERED_DT RFT Short ¥
*Type: Heading Text:

|Date j |Enleved
*Format: *Unigue Prompt Name:

None =l [EIH

Length: "
Decimals: ’_

“Edit Type: Prompt Tahle:
Mo Table Edit hd Q.
0K Cancel
Done

[T T [ @ meeme

[“5 - [®1o0w -

@istart| | @ || % query Manager - win..
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Step

Action

18.

Click the Heading Type list.

/2 Query Manager - Windows Internet Explorer

- [5]]
@T\_—;v J&] hitps: intstweh. co.cobumbia.edu: 1 8443/pspifrat naz/EpLOVEE ERPcfqUERY_ManaceR, QUERY_man 5| 4 |[#4 [ 3¢ [[2 e search L~
File Edi View Favortes Tools  Help

i Favorkes |4 @] suagested Sites = @] web Sice Gallery v

@& Query Manager

ARC

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

Edit Prompt Properties

Field Name: *Heading Type:

QU ENTERED_DT RFTsnot =]

. . RFT Lang
Tupe: RET Short
Date =2

“Format: *Unigue Prompt Name:

[nane =l EREH

Length: 1"
Decimals: ’7

*Edit Type: Prompt Table:
Mo Table Edit = aQ
0K Cancel |
Done

v B - ) mm - Page - safety - Took @

F New Window 7 Help [ Custamize Page B it

[z

wstart| | & || & query Manager - win...

[ [ |6 mteme: E IR

&

Step

Action

19.

Click the Text list item.
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Query Manager - Windows Internet Explorer

ARC™

- [=]]

6@ - |E https:/ frtstweb, cc.columbia.edus 18443/pspifra1 qnaz/EMPLOVEE [ERP/c/QUERY_MANAGER QUERY_Man ]| B \‘l\ \i\ |,Q Live Search R
Fle Edt View Favorites Tooks Help

i Favortes | @] Suagested Sites = @] Web Sice Gallery »

8 Query Manager Xy v B - ) mm - Page - safety - Took~ @ T
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

[_E’Newwindnw 7 Help E»,)Cuatum\ze Page , hitp

Edit Prompt Properties

Field Name: *Heading Type:

QU ENTERED_DT hd

“Type: Heading Text:

late j |Enlered

*Format: *Unigue Prompt Name:

[nane =l EREH

Length: 1"

Decimals:

“Edit Type: Prompt Table:

Mo Table Edit = aQ

0K Cancel
Done [T [ mteme [Fa - [®1ow -
mstartl | & || & query Manager - win...

Step Action

20. Click in the Heading Text field.

|Entered |

Query Manager - Windows Internet Explorer [_ =] x|
6(;;, =[] https:fntstuseb, cc.columbia,edu: 15443 pspifng  anaz /EMPLOVEE ERP/e/QUERY_ManAGER. QUERS 1At [Zf| B || 49| x| [ 2 Live search 2]
Fle Edt Vew Favorites Tooks Help

<7 Favorites \ 95 @] Sungested Sites = @ | Web Sice Gallery -

(& Query Manager

i - B - L mm - Page- Safety- Tosk~ @ 7

Hame

Favarites | Main Menu > Reporting Tools > Query » Query Manager [o]

Enewwindow 7 Help [ customize Page B np

neER

Edit Proempt Properties

Field Name: *Heading Type:

@ ENTERED_DT Text =
*Type: Heading Text:

lFatE =l [Entersd T
*Format: *Unigue Prompt Name:

HNone =l [EIH

Length: "
Decimals: |

*Edit Type: Prompt Table:
Mo Table Edit ~ (s}
0K Cancel
Done

[T T T @ meeme R

Qstart| | & || query Manager - win...
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Step Action

21. Enter the desired information into the Heading Text field. Enter "Entered Date

To".

{2 Query Manager - Windows Internet Explorer

(=]

6@- [&] hetps: ffrestivet. cc.cobmbia.edu: ppif1 qnaZ/EMPLOVEEJERP/c/QUERY_ManaceR QUERY_Man (]| G |42 [[.2 Live search P~

Fle Edit Wiew Favorites Tools  Help

7 Favorkes ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

Edit Prempt Properties

Field Name: *Heading Type:
A EwTERED_DT Test =
*Type: Heading Text:
[Date = [Entered Date To|
*Format: *Unigue Prompt Name:

None =l [EIH
Length: "

Decimals:
“Edit Type: Prompt Tahle:
Mo Table Edit hd Q.
0K Cancel
Done

Zi v B - L gm - Page - Safety - Took~ @ 7

B Newwindow 7 Help [ Customize Page B hitp

neER

@istart| | @ || % query Manager - win..

]

[ [ 6 meeme:

[“5 - [®1o0w -

[&

Step Action

22. Click the OK button.
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/2 Query Manager - Windows Internet Explorer

- [=]]
N R 4o [[D -
Y9 ™ 8] hitps: fintstwveh. co.cobumbia edu: 1 8443/pspi ot na2 EMPLOVEE ERPIc/QUERY_MAnacER QUERY_Man (B @ || #4 | X0 Live Search L
Fle Edt View Favortes Tooks  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallry »

(& Query Manager

ARC

Favnvr\les H MainvMeﬂu > Reporting Tools > Query > Query Manager [G

Records Query

[_E’Newwindnw 7 Help E»,)Cuatum\ze Page ,hnp
Expressions Fields Criteria Having Wiew SOL Run
Query Hame: CU_AF_vOUCHER_COUNT_TRAINING Description: Count of Vouthers [ Feed
Add Prompt

Prompt Edit Delete
1 = ENTERED_DT - Entered Date From Edit =
2=ENTERED_DT - Entered Date To Edit =
Save Save As [lew Query P Eroperties  Publish as Feed Mew Unian Return To Search
| | |
pore [T [ mteme [Fa - "o -
mstart| | & || & query Manager - win...
Step Action
23. Click the Criteria tab.
Criteria
/2 Query Manager - Windows Internet Explorer HmEE
'3 ® [B] hitps: fintstweh, co.columbia edu: 1 B443/pspi s anaz EMPLOYEE ERFc/QUERY_MANAGER, QUERY_Man (=] ) \5\ \z\ [ Live Search Pl
Fle Edt View Favorites Took Help
i Favortes |4 @] Suagested Sites = @] Web Sice Gallry »
(& Query Manager

ARC

Favnvr\les i Mall‘\vMEﬂLl > Reporting Tools > Query > Query Manager [B

Records Query

[_E’Newwindnw 7 Help E»,)Cuatum\zePage ,hnp
Expressions Prompts Fields it Having Wiewy SOL Run
Query Name: CU_AP_YOUCHER_GOUNT_TRAINING

Description: Count ofWouchers

[0 Feed
I Add Criteria Group Criteria

Expression1

Condition Type Expression 2 Edit Delete
AENTRY_STATUS - Entry Status not equal ta H Edit El
Save

Save As Llew Query P Properties  Publish as Feed

Dlew Unian Retum To Search

kil

Done

@istant| | &

| |
Tal [ [ [ [@mem
J /& Query Manager - Win...

|75 - [ w0 -

Page 112




m Training Guide

Advanced ARC Reporting

Step Action

24, Click the Add_ Criteria button.

Add Criteria _

2 Query Manager - Windows Internet Explorer |- 1=]x]
6@ = |g https:/ffrtstweb. ce.columbia.edu: 18443 pspifral gnaz/EMPLOVEE /ERP/c/QUERY_MANAGER. QuERv,MANj 5 \‘l\ \i\ |,»’3 Live Search \P '|

Fle Edi WView Favorites Tools  Help

i Favorkes |45 @] suagested Sites = @] web Sice Gallery »

(& Query Manager

ARC

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

v B - ) mm - Page - safety - Took @

FNewWindow 7 Help  [& Custamize Page B it

[z

Edit Criteria Properties
CovseExpression 1 W Esprossiont
e Choose Record and Field

* Field Record Alias.Fieldname:
" Expression Q

*Condition Type: |equalto -

choosoExprossion2  Wbressinz
e Define Constant

Constant: \ Q

© Field

™ Expression
& Constant
 prompt

' Subguery

QK Cancel

pone [T [ mteme [Fa = [®ow «
Qstart| | & || & query Manager - win... @

Step Action

25. Click the Select Record and Field button.

=

Page 113




Training Guide
Advanced ARC Reporting

Manager - Windows Internet Explarer [_[=]x]
G‘;g E |E https:fffntstwah‘c(.m\umb\a‘edu:13443fpsptfn91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANj g \‘l\ \i\ |,Q Live Search \P '|

Fle Edit WVew Favarites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallery »

My v B - () mm - Page - safety - Took @ T

(& Query Manager

Home

AN CURRENCY CD-Ti 1 Currenc ;I
ART TYPE - Rate Type

ARATE MULT - Rate Multiplier

ARATE DIV - Rate Divisor

ABASE CURRENCY- Base Currency

ADSCHNT AMT - Discount Amount

ADSCNT AMT BSE- Base Discount Amount
ADECNT PRORATE FLG - Prorate Discount

ATAX EXEMPT - Tax Exernnt Flag

ALJSETAS AMT - Armount

ALSETAX AMT BSE - Use Tax AmiBage Curr
AUSETAY PRORATE FLG - Prorate Use Tax
ASALETA AMT - Sales Tax Amaunt

ASALETA AMT BSE- Base Sales Tax Amount
ASALETH PRORATE FLG - Prorate Sales Tax
AMAT MY AMT - YAT Invoice Armount

AMAT NV AMT BSE - VAT Inwoice Amt Base Curr
AMAT NOMIMNY AMT - YAT Mon-Invoice Amaunt
AMAT MORINY AMT BSE - WAT Mon-Inwaice Amt Base Curr
AFREIGHT AMT - Freight Amount

AFREIGHT AMT BSE - Base Freight Amount
AMISC AMT - Misc Charge Armount

AMISC AMT BSE - Base Misc. Amaunt

AFRGHT PRORATE FLG - Prarate Freight Charies

Cancel

&'start| | & || & query Manager - win...

R |

[T T [ [ meemet |5+ [ w00 -

Step Action

26. Click the scrollbar.

uery Manager - Windows Internet Explorer - [=]x]
e 1T
G‘x? E |E https:fffntstwah‘c(.m\umb\a‘edu:13443fpsptfn91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANj 5 \‘l\ \i\ |,u Live Search \P '|

Fle Edi WView Favorites Tools  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

8 Query Manager £ - © [ g= v Page v Safety -+ Tooks+ @ 7

ARC

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

Sign ot

[_E’Newwindnw 7 Help E,}Custnm\zePage mm =]

[z

Select afield
Select a record to show fields for Find First E1 4 of1 L Last
Alias Record Record Description Show Fields
A VOUCHER AP Voucher Header Tahle | Show Fields |

Select afield 15007252 O
ABUSINESS UNIT - Busingss Unit
AVOUCHER STYLE - Youcher Style

AINYOICE 1D - Inwaice Mumber

AERES MY SEQ - ERS Invoice Sequence

AINVOICE DT - Invoice Date

AVENDOR SETID - Vendor Setil

AVENDOR |D - Wendaor 1D

AVNDR LOC - Wendor Lacation

AADDRESS SEG NUM- Address Sequence Number

AGRP AP 1D - Control Group 10

A.ORIGIN - Qrigin

AOPRID - User ID

AVCHR TTL LINES - Lines Entered

ACLOSE STATUS - Close Slatus Indicator

AEMTRY STATUS - Eniry Status

AACCOUNTING DT - Accounting Date

APOST WOUCHER - Post Vaucher Now LI

[T [ [ meemet o - [ w0 -
@istant| | @ || & query Manager - wi
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Step

Action

27.

Click the Show next row (Alt+.) button.

/2 Query Manager - Windows Internet Explorer

g-\g % [&] https:/ffntstvich.cr.columbia. edu: 18443/ pspifng 1 anaz /EMPLOVEE JERPYe/QUERY_ManaceR QUERY_Man | G [[#4)[ % [ Live Search

Fle Edi WView Favorites Tools  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

ARC

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

[_E’Newwindnw 7 Help E/,Custnm\zePage ,mm

Select afield
Select a record to show fields for Cu First K14 of1 (oot
Alias Record Record Description Show Fields
A VOUCHER AP Voucher Header Tahle | Show Fields |

Select a field

ADUE DT- Due Date

ADSCNT DUE DT- Discount Due Date
APYMNT CRT MAX- Max navment count
APTMNT CNT TOTAL - Total Payment Count
APYMNT TERMS CD - PaymentTerms 1D
AENTERED DT- Entered on

ALAST UPDATE DT- LastUpdated

ATIME EDIT - Cumnulative Edit Time

ANCHR TEMPLATE 10 - Template IO

AMCHR TMPLTE DESCRE - D 1

AWTHD ADJUST FLG - Withhodling Adjustments
AWTHD FISCAL YR - Withhalding Year

APQOET STATUS WTHD - Withholding Post Status
AERROR FLAG - Error Flag

ANAT BASIS AMT - AT Basis Amt

AMAT BASIS AMT BSE - YAT Basis Amtin Base Curr
AWAT CALC AMT- VAT Calculated Amaunt

[l A T

wstart| | & || & query Manager - win...

|5 - | #1000

LN

Step

Action

28.

Click the AAENTERED_DT - Entered on link.

E.ENTEHED DT - Entered on
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indows Internet Explorer

b4 https: fftsteh. cc columbia,edu: | 8443 pspifnd 1 na2 /s VPLOVEE JERPJc/QUERY_ManaGER QUERY i ]| & |[%#) (% | [ tive search
AN b ad

File  Edit

- [=]]

[2[]

View Favarites Tooks  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallry »

(& Query Manager

Xy v B - () mm - Page - safety - Took - @ T

Hame:
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

[z

[_E’Newwindnw 7 Help E-,)Cuatum\zePage

hitp
Edit Criteria Properties

Choose Expression 1
Type

 Field
' Expression

Choose Record and Field

Record Alias Fieldname:

@, AEMTERED_DT- Entered on

*Condition Type: |equalto -
CroosoEwprosson? — WBmressonz ]

1o
© Field
™ Expression ‘Date: B
@ Constant
€ Prompt
 Subguery
| ok || cancel |
Done [T [ mteme [Fa - (w10 -
mstartlj =] || & query Manager - win...

&

Step

Action

29.

Click the Condition Type list.
quualtn

uery Manager

indows Internet Explorer

% w [&] https:/ffntstwieh cr.columbia. edu: 18443/ pspifnd1 anaz /EMPLOVEE JERPYcQUERY_ManaceR QUERY Man | 8 |44 []2 Live Search
Edit

(5]

28

File View Favarites Tooks  Help

i Favorkes |4 @] suamested Sites = @] web Sice Gallery »

(& Query Manager

v B - () mm - Page - safety - Took @v

Home:

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

[z

[_E’Newwindnw 7 Help E,}Custnm\zePage hitp

Edit Criteria Properties

Choose Expression 1

e Choose Record and Field
* Field Record Alias.Fieldname:

 Expression @, AEMTERED_DT- Entered on

*Condition Type:

equal to

between
Idnes rof exist

exists

greater than H
in list

intree

is not null

is null

less than

like

not between
not egual to

not greater than
notin list
notintree
notless than
not like

Choose Expression 2
Type
© Field
™ Expression
& Constant
 prompt
' Subguery
| |

oK Cancel |

Done

T (@
@start| | &

|75 - [ w0 -

J /€ Query Manager - Win...

&
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Step

Action

30.

Click the between list item.
[hetween |

[

uery Manager - Windows Internet Explorer

6@ =[] hetps:ijirtszineb, oo cohumbis sdu: pspifng ana2/EMPLOVEEER/c/QUERY_ManAGER, QUERY_Man | &b || 49| | [ 2 Live search

Fle Edit Wiew Favorites Tools  Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

ARC™

Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

Hame

Edit Criteria Properties

Chooss Exprossion1  WEressiont
e Choose Record and Field
& Field Record Alias.Fieldname:

© Expression @, AEMNTERED_DT- Entered on

*Condition Type:

Choose Expression2
Lwe Define Constant
 Canst - Const

" Const - Field ‘Date: &

© const - Expr

 Field . Const
' Field - Field *Date 2: [

' Field - Expr

" Expr - Const

© Expr - Field

© Expr - Expr

0K Cancel

ED rew Window 2 Help E{‘Custum\zePage hnp =

neER

Done [T T T [ meeme

@istart| | & || % query Manager - win...

[“5 - [% 100 -

ﬁ§‘|

Step

Action

31.

Click the Expr - Expr option.

" Expr - Expr
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indows Internet Explorer

ARC™

Type

Type

Choose Expression 1

 Field
' Expression

Choose Expression 2

€ Const - Const

=
% - |E https:fffntstweh‘c(.m\umb\a‘edu:13443]psp#n91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANjl&[ \5\ \z\ |,Q Live Search \EB
Fille Edit Wview Favorites Tools Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »
8 Query Manager v B - () mm - Page - safety - Took - @ 7

Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

Edit Criteria Properties

Record Alias Fieldname:

*Condition Type: | between -

Choose Record and Field

@, AEMTERED_DT- Entered on

Define Expression

Home

[_E’Newwindnw 7 Help E-,)Cuatum\zePage hnp =]

[z

€ Const - Field Expression:
' Const - Expr
€ Field - Const Add Prampt Add Field
 Fek- il
© Field - EXpr
© Expr - Const Expression 2:
" Expr - Field
& Expr - Expr Add Prompt Add Field
| oKk || cancel | ||
=l
pore [T [ mteme [Fa - [®oew -
mstartl | & || & query Manager - win... [
Step Action
32. Click the Add Prompt link.
Add P'rorm
uery Manager - Windows Internet Explorer HE
6@ =[] hetps:ijirtszineb oo cohambis sdu: pspifnal na2/EMPLOYEE ERF/c/QUERY_MANAGER. QUERY_Man =] S \E z\ [ Live search 2]+

Fle Edit Wiew Favorites Tools  Help

7 Favorkes ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

ARC™

Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

Select a Prompt

Select a Prompt

11 =ENTERED DT- Entered Date Fram

| Cancel |

Done

2= ENTERED DT- Entered Date To

M- - [ = - Page- Safsty - Took - @

Home |

B Newwindow 7 Help [ Customize Page B hitp

neER

#istart| | &

|| % query Manager - win..

[T T T @ meeme 5~ [Fwom -
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Step Action

33. Click the :1 = ENTERED_DT - Entered Date From link.
[1=EMNTERED DT- Entered Date Frarm|

/2 Query Manager - Windows Internet Explorer =R
6@ @ [l heepsfrestueb cc columbia edu: pspif1 qnaZ/EMPLOVEEJERP/c/QUERY_ManaceR QUERY_Man (]| G |42 [[.2 Live search 2]+

Fle Edit Wiew Favorites Tools  Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =
& Query Manager % - B - L mm - Page - Safety - Took~ @~

ARC™

Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

Home |

ED rew Window 2 Help E{‘Custum\zePage hnp =

neER

Edit Criteria Properties

Chooss Exprossion1  WEressiont
Type

Choose Record and Field
& Field Record Alias.Fieldname:

© Expression @, AEMNTERED_DT- Entered on

*Condition Type: |between hd

Choose Expression2
Type

Define Expression
" Const - Const

 Const - Field Expression: |1

© const - Expr

" Field - Const Add Prompt Add Field

" Field - Field Define Expression 2

' Field - Expr

" Expr . Const Expression 2:

© Expr - Field

@ Expr - Expr Add Prarmt Add Field

Ok Cancel -

Done [T [@mteme 5~ [fwom -

@start| | & || % query Manager - win..

Step Action

34. Click the Add Prompt link.
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ager - Windows Internet Explorer

- [=]]
6’“ J&] hitps: intsteveh. co.cobumbia edus 1 8443/pspifrot nazlErpLOVEE JERPIc/qUERY_ManaceR, QUERY_man 5| &) |[#4 [ [0 e search R
Fle Edt View Favortes Tooks  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

8 Query Manager £ - - ()@= v Page v Safety -+ Tooks+ @ 7
ARC o
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

F New window 7 Help  [& Custamnize Page B hitp

[z

Selecta Prompt

Select a Prompt

ENTERED DT- Entered Date From
NTERED DT - Entered Date To

| Cancel |

Done

mstartl | & || & query Manager - win...

[T [ mteme [a - [®10w -

Step Action

35. Click the :2=ENTERED_DT - Entered Date To link.
|. EMTERED DT - Entered Diate To

Query Manager - Windows Internet Explorer [_ =] x|

6’?\ [iE] tetps: ffntstneb.ce.columbla.ecus 16443 pepfr anaz/EMPLOVEEERR e/ QUERY_manaceR, quERy_taan (o] 4 |42/ [ Live search ol

Fle Edit Wiew Favorites Tools  Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =
(& Query Manager

ARC™

Home | st | Addio
Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

M- - [ = - Page - Safsty - Took - @

ED rew Window 2 Help E{‘Custum\zePage hnp =

neER

Edit Criteria Properties

Choosorpression 1 Wewressont ]
e Choose Record and Field
& Field Record Alias.Fieldname:

© Expression @, AEMNTERED_DT- Entered on

*Condition Type: |between hd
Choose Expressian?

Tvpe Define Expression
" Const - Const

€ const - Field Expression: |1

© const - Expr

" Field - Const Add Prompt Add Field

© Field - Feld Define Expression 2

© Field - Expr

" Expr - Const Expression z: [ 2

€ Expr - Field

@ Expr - Expr Add Promt Add Field
| Ok | |Cancel|

Done

@start| | & || % query Manager - win..

N[

[T T T [ meeme 75~ [fom -
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36.

Click the OI_( button.

Step

/2 Query Manager - Windows Internet Explorer

Fle Edi WView Favorites Tools  Help

6@ w [E] https:/ffntstwieh cr.columbia. edu: 18443/ pspifnd1 anaz /EMPLOVEE JERPYcQUERY_ManaceR QUERY_Man | 8 |44 [ 2 Live Search

i Favorkes |4 @] suagested Sites = @] web Sice Gallry v

(& Query Manager

ARC

Records Query Expressions Prompts

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

[_E’Newwindnw 7 Help E,/Custnm\zePage ,mm
Having Wiew SOL Run

Fields

| Add Criteria

Logical Expression1

>| AENTRY_STATUS - Entry Status
AND ~| AENTERED_DT-Entered on

Save Save As Llew Query P

Query Name: CU_AP_YOUCHER_COUNT_TRAINING

Group Criteria I Rearder Criteria

Description: Count of Vouchers ) Feed

Condition Type

Expression 2
not equal ta H Edit El
between 1 AND 2 Edit | [=]

Properties  Publish as Feed

kil

Done

Dlew Unian | Relun Ta Search

wstart| | & || & query Manager - win...

T T T [ @

|5 - [ w100 -

Bl =

Action

37.

Click the Run tab.
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Query Manager - Windows Internet Explorer

- [=]]
6@ % [&] https:/ffntstvich.cr.columbia. edu: 18443/ pspifng 1 ana2 /EMPLOVEE JERP/CQUERY_ManacER QUERY Man ]| S \‘l\ \i\ |5 Live Search Rl

Fle Edit WVew Favarites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

Xy v B - ) mm - Page - safety - Took - @ T

Hame:
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [

A newwindow 7 Help B nip

neER

CU_AP_VOUCHER_COUNT_TRAINING

Entered Date From: |
Entered Date To: [

OK | Cancel

pore [T [ mteme [Fa - "o -
&start| | & || & query Manager - win...

Step Action

38. Click the Choose a date (Alt+5) button.

Query Manager - Windows Internet Explorer [_ =] x|

5@ =[] hetpsiijirtszineb cc.cohumbis sdu: pspifng ana2/EMPLOVEEER/c/QUERY_ManAGER, QUERY_Man | &b || 49| | [ 2 Live search 2]
Fle Edi Vew Favartes Taoks Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

ARC™

Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

M- - ] g - Page- Safsty - Took - @

Hame

Erewwindow  ? Help B nitp

[z

CU_AP_VOUCHER_COUNT_TRAINING

Entered Date From: [H
tnteredpateta: |

0k Cancel July =201z =]
S M T W T F §
R R

101 12 13 14
15 16 17 18 19 20 2
22 23 24 25 B 2 2%
28 30 H

(A curentpate [¥)

Done [T T T 6 meeme 5~ [fomm -
Aistart| | & || query Manager - win..
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Step Action

39. Click the list.

July 4

/2 Query Manager - Windows Internet Explorer

- [=5]]
@TC_;" J&] hitps: intsteveh. co.cobumbia edus 1 8443 pspifrot naz/ErpLOVEE JERPIc/qUERY_ManaceR QUERY_man 5| &) |[#4 [ %[0 Lie search L~
File Edi View Favortes Tools  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

ARC

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [o

Ko B) - [ - Page s Safety v Tooks+ @v

Erewwindow P Help B ntip

CU_AP_VOUCHER_COUNT_TRAINING

Entered Date From:
Entored Date To:

oK cancel July x|2012 7|
January
San‘hn.uary' [
1|March E 8 7
April
g 2 13 14
Il
1 s 20 2
2y 6 27 35
29August
Septermnber
QOctober
Mowember  gte [P
—|December

Done

wstart| | & || & query Manager - win...

[T [ e meemet [Fa - [®iow -
&

Step Action

40. Click the June list item.
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Query
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- [=]]
N R 4ol [[D -
Yl ™ 8] hitps: fintstwveh. co.columbia edu: 1 8443/pspi ot naz EMPLOVEE ERPIc/QUERY_MAnacER QUERY_Man (B @ || #4 | X0 Live Search L
Fle Edt View Favortes Tooks  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallry »

(& Query Manager

My v B - () mm - Page - safety - Took~ @ T

Home |
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [

A newwindow 7 Help B nip

neER

CU_AP_VOUCHER_COUNT_TRAINING

Entered Date From:
EntercdDateTo: | [
OK | Cancel j ZEIWZj

T ow F s

s M T

12

3 4 5 8 7 8
10 11 12 13 14 15 16
17 18 18 20 M 22 23
24 25 26 27 2% 29 30

] cCurrentDate [B)

Done

&'start| | & || & query Manager - win...

[T [ e meemet R

Step Action

41, Click the 1 link.

uery Manager

indows Internet Explorer

5]
5@ =[] hetps:ijirtszineb. cc.cohumbis sdu: pspifng ana2/EMPLOVEEER/c/QUERY_ManAGER, QUERY_Man | &b || 49| | [ 2 Live search 2]+
Fle Edt View Favares Tooks  Help
7 Favorites \ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

% - B - L mm - Page - Safety - Took~ @~

Home:
Favuvr\tes MalnvMeﬂu 3 Reuurtulg Tools > query » Query Manager @

Erewwindow P Help B nitp

[z

CU_AP_VOUCHER_COUNT_TRAINING

Entered Date From: [06/01/2012 |
Entered Date To:

0K Caneel

Done

Aistart| | & || & query Manager - win...

[T T T [ meeme 5~ [fomm -
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Step Action

42, Click in the Entered Date To field.

{2 Query Manager - Windows Internet Explorer

[_[5]x]
@T\—_;-v [&] hetps:itntstiveb. cc.colmbia edur  8443(pspitral anaz EMPLOYEE ERF </qUERY_MAnaGER, QUERY_Man (| B |42 | %2 Live search £
Fle Edit View Favorites Tooks  Help

<7 Favorites \ 95 &] Sungested Sites = @ | Web Sice Gallery -

(& Query Manager

ARC™

Favarites | Main Menu > Reporting Tools > Query » Query Manager [o]

CU_AP_VOUCHER_COUNT_TRAINING

& -

E -

) g - Page - Safety - Took v @

Enewiindow 7 Help B hitp

Entered Date From: [06/01/2012 (]
Entered Date To:  |{ [5)

oK || cancel

Done

]

Mystart| | & || query Manager - win...

@ mmtemet

[“5 - [%1o0w -

7
&

Step Action

43.

Enter the desired information into the Entered Date To field. Enter "t".
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Manager - Windows Internet Explarer [_[=]x]
G‘xg E |E https:fffntstwah‘c(.m\umb\a‘edu:13443fpsptfn91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANj 5 \‘l\ \i\ |,Q Live Search \P '|

Fle Edit WVew Favarites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallery »

8 Query Manager Xy v B - ) mm - Page - safety - Took - @ T

Hame:
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [

A newwindow 7 Help B nip

neER

CU_AP_VOUCHER_COUNT_TRAINING

Entered Date From: 06/01/2012
Entered Date To:  |{ [

OK | Cancel

pore [T [ mteme [Fa - [®ew -
@stant| | & || & query Manager - win...

Step Action

44, Click the O_K button.

Manager

indows Internet Explorer HE

6@ ® [E] hrtps:/ffntstwieh cr.columbia. edu: 18443/ pspifn1 anaz /EMPLOYEE JERP/CQUERY_ManaceR QUERY Man ]| S \5\ \Z\ |5 Live search R

Fle Edi WView Favorites Tools  Help

i Favorkes |4 @] suagested Sites = @] web Sice Gallry »

(@ Query Manager £ - - [ @= v Page v Safety - Tooks+ @ 7

ARC

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

Home |

[_E’Newwindnw 7 Help E,}Custnm\zePage mm =]

=]
Records Query Expressions Prompts Fields Criteria Having Wiew SOL

Entered Date From = 2012-06-01,Entered Date To=2012-07 03

wiew Al | Rerun Guery | Download to Excel | Download 0 XML First 1] 1-30 of 30 7] Last
Entered Date Entry Status Count Voucher

1 07/03/2012 Fostahle 1

2 07/02/2012 Pastable il

3 07/01/2012 Postable 1

4 06/29/2012 Postahle 56

5 0G/28/2012 Postable 63

B OB/27/2012 Postahle 1

7 OB/26/2012 Postahle 38

8 0G/25/2012 Postable 47 —

El OB/24/2012 Postahle 1

10 06/22/2012 Postahle ]

" 06/21/2012 Postable 5

12 OB/20/2012 Postahle 3

13 06/19/2012 Pastable 5

14 0G19/2012 Recycle iz}

14 OB/ 3/2012 Fostahle 69

16 061 8/2012 Recyele 1

17 061 5/2012 Postable 18 =
4] | »
pone [T [ [ mteme [Fa = [®wow «

Qstart| | & || & query Manager - win...
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Step Action

45, Click the Expressions tab.

| Expressions

/2 Query Manager - Windows Internet Explorer

(=]}
@?;v |E https:fffntstweh‘c(.m\umb\a‘edu:1s443fpspifn91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANjl&[ 2| % |)/ Live Search Feats
Flle Edit Yiew Favorites Tools Help
i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

i v B) - ) o= - Page - Safety~ Took~ @

Favnvr\les i Mall‘\vMEﬂLl > Reporting Tools > Query » Query Manager [5

Records Query

[_E’Newwindnw 7 Help QCuStum\zePage ,hnp
Having Wiewy SOL Run

Prompts Fields Criteria

Query Hame: CU_aP_vOUCHER_COUNT_TRAINING Description: Count ofVauchers Feed
I Add Expression J

Mo expressions have been defined yet

Save Save As Mlews Query  Pr Properies  Publish as Feed Mew Union Return To Search
| | |
pone [T [ mteme [Fa = [®ow «
wstart| | & || & query Manager - win... [}

Step Action

46. Click the Add Expression button.
Add Expression _
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Query Manager - Windows Internet Explorer

=
6@ - |E https:/ frtstweb, cc.columbia.edus 18443/pspifra1 qnaz/EMPLOVEE [ERP/c/QUERY_MANAGER QUERY_Man ]| B \‘l\ \i\ |,Q Live Search R
Fille Edit Wview Favorites Tools Help
i Favortes | @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

Xy v B - () mm - Page - safety - Took~ @ T

Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

Home

[_E’Newwindnw 7 Help E»,)Cuatum\zePage ,hnp

Edit Expression Properties

‘Expression Type:

Length: 1
™ Aggregate Function Decimals: [
Expression Text:
Add Prampt Add Field
oK Cancel
pore [T [ mteme [Fa - " -
mstart| | & || & query Manager - win...

Step Action

47.

Click in the Expression Text field.

/2 Query Manager - Windows Internet Explorer [_T51%]
6@ - |E https:/ frtstweb, cc.columbia.edus 18443/pspifr1 qnaz/EMPLOVEE [ERP/c/QUERY_MANAGER QUERY_Man ]| B \‘l\ \i\ |,Q Live Search R
Fle Edt View Favorites Tooks Help
i Favortes |4 @] Suaoested Sites = @] Web Sice Gallry »
8 Query Manager Xy v B - () mm - Page - safety - Took~ @ T
Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l
[_E’Newwindnw 7 Help E,}Custnm\ze Page , hitp
Edit Expression Properties
*Expression Type:
| Character j Length: 1
I Aggregate Function Decimals:
Expression Text:
[
Add Prampt Add Field
oK Cancel
Done [T [ mteme [Fa - w10 -
Qstart| | & || & query Manager - win...

Page 128




M Training Guide

Advanced ARC Reporting

Step Action

48. Enter the desired information into the Expression Text field. Enter "case when".

{2 Query Manager - Windows Internet Explorer

[_[=5]]
6@ = [&] hetpsfristuiet cc.calmbia.edu: pspifnal na2/EMPLOYEE JERF/c/QUERY_MANAGER. QUERY_Man =] S \EHZ\ [ Live search B

Fle Edit Wiew Favorites Tools  Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

Zi v B - L gm - Page - Safety - Took~ @ 7

B Newwindow 7 Help [ Customize Page B hitp

neER

Edit Expression Properties

*Expression Type:

Character = Length: 1
I™ Aggregate Function Decimals:
Expression Text:

casewhen |

Add Prormpt Add Field

0K cancel |

Done [T T [ @ meeme 5~ [fom -
#istart| | & || % query Manager - win.. &

Step Action

49. Click the Add Field link.
Add Field
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Query Manager

indows Internet Explorer

- [=]]

g-\g % [&] hrtps:ffntstvich.cr.columbia. edu: 18443/ pspifng 1 anaz /EMPLOVEE JERP/EQUERY_ManacER QUERY Man ]| S \E\ \z\ |5 Live Search Rl

Fle Edit WVew Favarites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallry »

(& Query Manager

Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [

AGROSS AMT BSE - Base Gross Amount
ATHM CURRENCY CD-Ti inn Currenc
ART TYPE - Rate Type

ARATE MULT - Rate Multinlier

ARATE DIV - Rate Divisar

ABASE CURRENCY - Hase Currenc
ADSCNT AMT - Discount Amount

ADSCNT AMT BSE- Base Discount Amount
ADSCNT PRORATE FLG - Prorate Discount
ATAY EXEMPT - Tax Exernpt Flag

ALJSETA AMT - Armount

AUSETAY AMT BSE - Use Tax AmiBase Curr
AUSETAX PRORATE FLG - Prorate Use Tax
ASALETA AMT - Gales Tax Amaunt

ASALETA AMT BSE - Base Sales TaxAmount
54U ET PRORATELONIDESCrption] . o o
AMAT NV AMT - VAT Invoice Amount

AMAT [NV AMT BSE - VAT Inwoice Amt Base Curr
AMAT MORINY AMT - VAT Mon-Invoice Amaunt
AMAT MNONINY AMT BSE - WAT Mon-lhwoice Amt Base Curt
AFREIGHT AMT - Freight Amount

AFREIGHT AMT BSE - Base Freight Amount
AMISC AMT - Misc Charge Amaunt

AMISC AMT BSE - Base Misc Amaunt

Cancel

Xy v B - ) mm - Page - safety - Took~ @ T

Home

Done

@istant| | &

J /€ Query Manager - Win...

[

R |

| € mtemet

|5+ [ w00 -

Step

Action

50.

Click the scrollbar.

uery Manager - Windows Internet Explorer

- [=]]

g-\g % [&] https:ffntstvich.cr.columbia. edu: 18443/ pspifng 1 anaz /EMPLOVEE JERP/EQUERY_ManscER QUERY Man ]| B \E\ \z\ |5 Live Search R

Fle Edi WView Favorites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0

ADUP INVOIGE STATUS - Dunlicate Invoice Status
AVOUCHER D RELATED - Related Youcher
AGROSS AMT - Gross Invoice Amount
AGROSE AMT BSE - Base Grass Amount
ATAN CURRENCY CD-T) ion Currenct
ART TYPE - Rate Type

ARATE MULT - Rats Mullinlier

ARATE DIV - Rate Divisar

ABASE CURRENCY- Base Currenc

ADESCNT AMT - Discount Amount

ADSCNT AMT BSE- Base Discount Amount
ADSCNT PRORATE FLG - Prorate Discount
ATAX EXEMPT - Tax Exernpt Flag

ALUSETAR AMT - Arnount

AUSETAX AMT BSE - Use Tax At Base Curt
ALSETAY PRORATE FLG - Prorate Use Tax
ASALETH AMT - Sales Tax Arnount

ASALETA AMT BSE - Base Sales Tax Amount
ASALETA PRORATE FLG - Prorate Sales Tax
AVAT [NV AMT - VAT Invoice Amount

AMAT MY AMT BSE - VAT Inwoice At Base Curr
AMAT NORINY AMT - VAT Mon-Invoice Armount
AMAT NOMIMNY AMT BSE - WAT Non-Invoice Amt Base Curr
AFREIGHT AMT - Freight Amount

AFREIGHT AMT BSE - Base Freight Amaount
AMISC AMT - Misc Charge Amount

[t

- [ g= v Page v Safety -+ Tooks+ @ 7

Sign ot

J /€ Query Manager -

iavascript:hAction_wind(document. wind, QRYCRITZ_WR_QRYDESCR200§25, 0, 0, ', GROSS_AMT - Grass Inveice dmaun| 11 ||

@istant| | @

| trternet |75 - | #1000

=
* 4
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Step Action

51. Click the A.GROSS_AMT - Gross Invoice Amount link.
[LGROSS AMT - Gross Invoice Amound

/2 Query Manager - Windows Internet Explorer

- [=5]]
@TC_;" J&] hitps: intsteveh. co.cobumbia edus 1 8445 pspifrot naz/ErpLOVEE JERPIc/qUERY_ManaceR QUERY_man 5| &) |[#4 [ %[0 Lie search P~
File Edi View Favortes Tools  Help

i Favortes |4 @] Suaoested Sites = @] Web Sice Gallry »

(& Query Manager

ARC

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

Ko B) - [ - Pager Safety v Tooks+ @v

FNew window 7 Help [ Custamize Page B it

[z

Edit Expression Properties

*Expression Type:

|Chara:ter j Length: 1

I Aggregate Function Decimals:

Expression Text:

case when B GROSS_AMT

Add Prampt Add Field

oK Cancel |

Done

wstart| | & || & query Manager - win...

[T [ @ neemet [Fa - w10 -
&

Step Action

52. Click in the Expression Text field.
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/£ Query Manager - Windows Internet Explorer

ARC™

- [=]]

g-\g % [&] https:/ffntstvich.cr.columbia. edu: 18443/ pspifng 1 anaz /EMPLOVEE JERPYeQUERY_ManaceR QUERY_Man | 8 [[#4)[ % [ Live Search
Fle  Edt  view

[2[]

Favortes  Tools  Help

i Favortes |5 @] Suaoested Sites = @] Web Sice Gallry »

(& Query Manager

Xy v B - () mm - Page - safety - Took~ @ T

Hame:
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

F Newwindow 7 Help [ Custornize Page B hitp

[z

Edit Expression Properties

‘Expression Type:
[Character =l

-

Length:

™ Aggregate Function Decimals:

Expression Text:
case when & GROSS_ANT|

Add Prampt Add Field
oK Cancel

pore [T [ mteme [Fa - " -
[ﬂstart| | & || & query Manager - win... @

Step

Action

53.

'<= 500" else "> 500" end".

Query Manager - Windows Internet Explorer [_ =] x|

5@ - |E htkps: {Fritstwet ‘EE'

File Edit View

lumbia,edu:

piFid1 gnaz/EMPLOYEE/ERF/c/QUERY_MANAGER. QUERY_MAN jl&[ \E\ \z\ [ Live search

Favorites  Tooks  Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

ARC™

Favorites

% - B - ) mm - Page - Safety - Took~ @~

Hame

MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @
B Newwindow 7 Help [ Customize Page B hitp

neER

Edit Expression Properties

*Expression Type:
Character =

-
—

Length:

I™ Aggregate Function Decimals:

Expression Text:
case when AGROSS_AMT == 500 then '== 500" else = 500"

end|
Add Prormpt Add Field
0K Cancel

pone I o

@ tntemet 5~ [fom -

#istart| | &

|| % query Manager - win.. &
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54. Click in the Length field.

[

uery Manager - Windows Internet Explorer

Yiew  Favorites

- [=5] ]

Taols  Help

6\_\-_; - |g hitps: fFrtstwieb cc columba, edus 18443/pspiFrid | anaz EMPLOVEEERP e/ QUERY_Manacer, uEry_man =] 4 |42 ] x| |}3 Live Search
File  Edic

o[

<7 Favorites \ 95 @] Sungested Sites = | Web Sice Gallery -

(& Query Manager

ARC™

Favarites

WMain Menu > Reporting Tools > Query » Query Manager (5]

Edit Expression Properties

*Expression Type:
Character - Length: 1|
™ Aggregate Function Decimals:
Expression Text:
case when AGROZE_AMT <= 500 then ‘<= 500'else > 500"
end

Add Prormpt Add Field

QK Cancel

Done

Mﬁ'start| | &

Enewwindow 7 Help [ customize Page B np

i - B - L mm - Page- Safety- Tosk~ @ 7

Hame

neER

|| query Manager - win...

@ mntemet

7 - [®1o0w -

Step Action

&

55. Press [Backspace].
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ARC™

Query Manager - Windows Internet Explorer

- [=]]
g-\g % [&] https:/ffntstvich.cr.columbia. edu: 18443/ pspifng 1 anaz /EMPLOVEE JERPYeQUERY_ManaceR QUERY_Man | 8 [[#4)[ % [ Live Search

Fle Edi WView Favarites  Tools

i Favortes |5 @] Suaoested Sites = @] Web Sice Gallry »

(& Query Manager

Xy v B - () mm - Page - safety - Took~ @ T

Hame:
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

[_E’Newwindnw 7 Help E»,)Cuatum\zePage ,hnp

Edit Expression Properties

‘Expression Type:

[Character = Length: I

™ Aggregate Function Decimals:

Expression Text:

case when A GROSS_AMT == 500 then '== 500" else '= 500"
end

Add Prampt Add Field

oK Cancel

Done

[T [ mteme [Fa - [®aew -
mstart| | & || & query Manager - win...

Step
56.

Action

Enter the desired information into the Length field. Enter "6".

/2 Query Manager - Windows Internet Explorer [_T51%]
-/

e 1T
69 - |E https:/ frtstweb, cc.columbia.edus 18443/pspifr1 qnaz/EMPLOVEE [ERP/c/QUERY_MANAGER QUERY_Man ]| B \‘l\ \i\ |,u Live Search R
Flle Edit Yiew Favorites Tools Help
i Favortes |4 @] Suaoested Sites = @] Web Sice Gallry »

(& Query Manager

Xy v B - () mm - Page - safety - Took~ @ T

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

Home:

[_E’Newwindnw 7 Help E,}Custnm\zePage

nizs Pt
Edit Expression Properties

*Expression Type:

|Chara:ter j

Length: B

I Aggregate Function Decimals:

Expression Text:

case when A GROSS_AMT == 500 then '== 500" else '= 500"
end

Add Prampt Add Field

Ok Cancel
Dore [T [ mteme [Fa - [®aoen -
Qstart| | & || & query Manager - win...
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Step Action
57. Click the OK button.

2 Query Manager - Windows Internet Explorer

(=]}
6@ w [ie] https:ifntstieb. cc.columbia.edu: 18443]pspiFra 1 qna2/EMPLOVEE JERP e /QUERY_MANAGER QUERY_MAN jl&[ \E\ \z\ [ Live search \ED
Fle Edt View Favortes Took Help
7 Favortes \ 9% @] Suggested Sites = @ Web Slice Gallery =
(& Query Manager
ARC™

Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools » query » Query Manager @

Records Query

Prampts Fields

0 Mew Window 7 Help

E{‘Custum\ze Page hita
Criteria Hawing View SQL Run

netn

Query Hame: clJ_AP_VOUCHER_COUNT_TRAINING

Description: Count of Vouchers
f Add Expression ]

) Feed

Expressions List

Expres xt

Use a d Criteria Delete
case when AGROSS_AMT == 500 then 's= 500" else = 500" end Use asField B Edit =
Save Save As hlews Query P Properies  Publish as Feed Mew Union Return To Search
Bl | |
Done [T [ [Gmteme 5~ [Hwoms -
Aistart]| | & || & query Manager - win... [

Step Action
58.

Click the Use as Field link.
llse as Field
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/2 Query Manager - Windows Internet Explorer HmEE
[ |E https:fffntstwah‘c(.m\umb\a‘edu:13443fpsptfn91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANj [ \‘l\ \i\ |,Q Live Search \P '|

Fle Edit WVew Favarites Tools  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »
8 Query Manager £ - - [ g= v Page v Safety -+ Tooks+ @ 7

ARC

Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

Home

F New window 7 Help [ Custornize Page B hitp

[z

Records Query Expressions Prompts Criteria Having Wiew SOL Run

Query Name: CIJ_AF_VOUCHER_COUNT_TRAINING Description: Caunt ofvauchers [ Feed

View fleld praperties, or use fleld as criteria in guery staterment Reorder/ Sort

Col RecordFieldname Format Ord Add Criteria Edit Delete
1 AENTERED_DT - Entered on Date 10 Entered Date ? L Edit | El
2 AENTRY_STATUS - Entry Status Charl 2 L Entry Status A | Edit | =
3 AVDUCHER_ID - Youcher ID CharB Count Count ¥oucher ? Edit El
- [ . case when . .
4 uase‘whenlA GROSS_AMT == 500 then '== 500° Chars AGROSS_AMT <= =1 Edit =
else = 500" end b g
500t
Save Save As Mew Query Preferences Properdies  Publish as Feed Llew Union Return To Search

kil

I |

pore [T [ mteme [Fa - [®aew -

mstart| | & || & query Manager - win...

Step

Action

59.

Click the Edit button.

Manager - Windows Internet Explorer HE

6@ ® [E] hrtps:/ffntstwieh cr.columbia. edu: 18443/ pspifn1 anaz /EMPLOVEE JERP/CQUERY_ManaceR QUERY Man ]| S \5\ \Z\ |5 Live search R

Fle Edi WView Favorites Tools  Help

i Favorkes |4 @] suagested Sites = @] web Sice Gallery »

(@ Query Manager £ - - [ @= v Page v Safety Tooks~+ @ 7

Home:

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l
FNewWindow 7 Help  [& Custamize Page B it

[z

Edit Field Properties

Field Name: case when A.GROSS_AMT == 500 then *== 500" else = 500" end

[Headng = W aggrogate

I
© NoHeading O RFT Short None
 Sum
@ Text CRFT Long © Count
Heading Text: € Min
! € Max
*Unigue Field Name: © average
EXPR4_4
QK Cancel
Done 1] Internet aov R0 v
a | 4

Qstart| | & || & query Manager - win...
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Step

Action

60.

Enter the desired information into the Heading Text field. Enter "500 Threshold".

/2 Query Manager - Windows Internet Explorer

ARC

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

Edit Field Properties

Field Name: case when A.GROSS_AMT == 500 then == 500" else = 500" end

[Headng = W aggrogate

- [5]x]
@_C_.’:' |g https:fffntstweh‘c(.m\umb\a‘edu:13443]psp#n91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANjl&[ *2|| X |y Live Search Feats
Fle Edit “iew Favorites Tools  Help
i Favortes |4 @] Suaoested Sites = @] Web Sice Gallery »
@ Query Manager Xy v B - ) mm - Page - safety - Took - @ T

Home | Workiist

FNewWindow 7 Help  [& Custamize Page B it

[z

wstart| | & || & auery Manager - win...

®
 NoHeading " RFT Short i :""E
um
@ Text CRFT Long © Count
Heading Text: € Min
500 Threshaold] © Max
*Unigue Field Name: © average
EXPR4_4
Ok Cancel
Done 1] Internet g R0 -
0 I A~ Fa - [® 4

&=

Step

Action

61.

Click the OK button.
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/2 Query Manager - Windows Internet Explorer

- [=]]
G“g % [&] https:ffntstvich. cr.columbia. edu: 18443/ pspifnd1 ana2 /EMPLOVEE JERP/EQUERY_ManacER QUERY Man ]| B \‘l\ \i\ |5 Live Search R

Fle Edit WVew Favarites Tools  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

ARC

Favnvr\les H MainvMeﬂu > Reporting Tools > Query > Query Manager [G

[_E’Newwindnw 7 Help E»,)Cuatum\zePage ,hnp
Records Query Expressions Prompts Criteria Having Wiew SOL Run

Query Name: CIJ_AF_VOUCHER_COUNT_TRAINING Description: Count ofvouchers () Fead

View fleld praperties, or use fleld as criteria in guery staterment Reorder/ Sort

1 AENTERED_DT - Entered on Date 10 Entered Date ? L Edit | El
2 AENTRY_STATUS - Entry Status Charl 2 L Entry Status A | Edit | =
3 AVDUCHER_ID - Youcher ID CharB Count Count ¥oucher ? Edit El
case when AGROSS_AMT == 400 then ‘== 500°
Sl Ba0 and Chars 500 Threshald A Edit | [=]
Save Save As Mew Query Preferences  Properdies  Publish as Feed Llews Lnion Return To Search
| | |
Done [T [ mteme [Fa - (%10 -
mstart| | & || & query Manager - win...
/2 Query Manager - Windows Internet Explorer HmEE
5@ - |E https:/ ftstweb, cc.columbia.edus 18443/pspifr1 qnaz /EMPLOVEE [ERF/c/QUERY_MANAGER QUERY_Man ]| 4 \5\ \z\ |,C Live Search Rl
File Edit Miew Favotites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

Favnvr\les i Mall‘\vMEﬂLl > Reporting Tools > Query > Query Manager [5

A newwindow 7 Help B nip

neER

CU_AP_VOUCHER_COUNT_TRAINING

Entered Date From: |
Entered Date To: [

Ok | Cancel

pone [T [ [ mteme [Fa = [®ow «
&'start| | & || & query Manager - win...
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Step
63.

Action

Click the Choose a date (Alt+5) button.

{2 Query Manager - Windows Internet Explorer

[_[5]x]
6@- [&] hetps: ffrestivet. cc.cobmbia edu: ppif1 qnaZ/EMPLOVEEJERP/c/QUERY_ManaceR QUERY_Man (]| G |42 [[.2 Live search L
Fle Edit Wiew Favorites Tools  Help
5y Favorkss |5 @] sugnested Sites = @) Web Sice Gallery =
& Query Manager % - B - ) mm - Page - Safety - Took~ @~
ARC —
Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @
0 Mew Window  ? Help , hitp
CU_AP_VOUCHER_COUNT_TRAINING
Entered Date From: [H
" ]
Entered Date To: (Chouse a date (Ak+5)
0k Cancel July =l |2012 =]
S M T w T F S
(A curentpate [¥)
ivascript:DatePrompt_win0bind_bind1',bind_bind1$prompt’, 450, False); [T T T 6 meeme 5~ [fomm -
Aistart| | & || query Manager - win.. =

Step Action

64. Click the list.

July

[
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ARC™

Query Manager - Windows Internet Explarer [_[=]x]
6@ E |E https:fffntstwah‘c(.m\umb\a‘edu:13443fpsptfn91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANj g \‘l\ \i\ |,Q Live Search \P '|

Fle Edit WVew Favarites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallry »

@ Query Manager Xy v B - ) mm - Page - safety - Took - @ 7

Home |
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [

A newwindow 7 Help B nip

neER

CU_AP_VOUCHER_COUNT_TRAINING

Entered Date From:
Entered Date To: [E—T

OK | Cancel July j ZEIWZj
January
San‘hn.uary' [
1|March E 8 7
Al
& 2 13 14
Ma
Aluly G 27 28
29August
Septernber
QOctober
Mowember  gte [P
—|December
Done [T [ mteme [Fa - [®iow -

[{;’start| | & || & query Manager - win...

Step Action

65.

Click the Jun list item.

........................ i

Query Manager - Windows Internet Explorer [_ =] x|
5@ =[] hetps:ijirtszineb, cc.cohumbis sdu: pspifng ana2/EMPLOVEEER/c/QUERY_ManAGER, QUERY_Man | &b || 42| | [ 2 Live search 2]

Fle Edit Wiew Favorites Tools  Help

5y Favorkes |5 @] sugnested Sites = ) Web Sice Gallery =
{8 Query Manager % - B - ) mm - Page - Safety - Took~ @~

ARC™

Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

Home | st | Addio

Erewwindow  ? Help B nitp

[z

CU_AP_VOUCHER_COUNT_TRAINING

Entered Date From: [#
tnteredpateta: |

0K Caneel Liune — RAYFIIFIE|

S M T w T F S

102
3 4 5 6 7 8 8
10 11 12 13 14 15 16
A7 18 19 20 M 22 23
24 25 26 27 2B 29 30

(@ curentpate [

Done [T T 6 meeme 5~ [fomm -
Aistart| | & || % query Manager - win...
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Step

Action

66.

Click the 1 link.

/2 Query Manager - Windows Internet Explorer

|- [51x]
@TC_\.’/"' J&] hitps: intsteveh. co.cobumbia edus 1 8443 pspifrot naz/ErpLOVEE JERPIc/qUERY_ManaceR, QUERY_man 5| &) |[#4 [ %[0 Lie search L~
Fle Edi Vew Favortes Took Help

i Favortes | @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

ARC

Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [

CU_AP_VOUCHER_COUNT_TRAINING

Ky B) - [ - Pager Safety v Tooks+ @v

Home

Entered Date From: 06/01/2012
Entered Date To: [

OK | Cancel

Done

| wvarklist

Enewwindow 7 Help B ntp

wstart| | & || & query Manager - win...

]

| trternet

[a - [ w0 -

&

Step
67.

Action

Click in the Entered Date To field.

Page 141




Training Guide

Advanced ARC Reporting

ARC™

/2 Query Manager - Windows Internet Explorer

- [=]]
N R 4o [[D -
V) ™ 8] hitps: fintstwveh. co.cobumbia edu: 18443/pspi ot naz EMPLOVEE ERPIc/QUERY_MAnacER QUERY_Man (B G || #4 | X0 Live Search L
Fle Edt View Favortes Tooks  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

Xy v B - ) mm - Page - safety - Took - @ T

Hame:
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [

A newwindow 7 Help B nip

neER

CU_AP_VOUCHER_COUNT_TRAINING

Entered Date From: 06/01/2012
Entered Date To:  |{ [

OK | Cancel

Done

[T [ mteme [Fa - [®aew -
&start| | & || & query Manager - win...

&

Step

Action

68.

Enter the desired information into the Entered Date To field. Enter "t".

Done

/2 Query Manager - Windows Internet Explorer [_T51%]

63 = |E https:{/frtstweh, cc.columbia,edu: 15445/ pspyfne 1 qnaz /EMPLOVEE [ERP/c/ QUERY_MANAGER QUERY MANj [ \ZH;\ |,Q Live: Search \P '|
) e B S )

Fle Edit “iew Favorites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

Xy v B - ) mm - Page - safety - Took - @ T

Haome:
Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0

A Newwindow P Help B hiip

neER

CU_AP_VOUCHER_COUNT_TRAINING

Entered Date From: 06/01/2012

Entered Date To:  |f [H
[ 0K Caneel

CEC T T T @

Qstart| | & || & query Manager - win...

R

&
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Step

Action

69.

Click the OK button.

Query Manager

indows Internet Explorer

[_[51x]

6@ w [i2] https:/fntstweb. cc.columbia.sdu: 18443 ]pspifn9 1 qna2/EMPLOVEE /ERPc/QUERY_MANAGER QUERY_Man (]| S || 42| X | [ Live Search

28

File  Edit

View Favorltes Took  Help

& Query

Manager

ARC™

Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

Records Query

7 Favortes \ 9% @] Suggested Sites = @ Web Slice Gallery =

Expressions Prampts Fields Criteria Hawing

View SAL -

M- - [ = - Page- Safsty - Took~ @

Hame

B0 Mews Window 7 Help E«{Custum\zePage ,hnp =

Entered Date From = 2012-06-01,Entered Date To=2012-07 03

wiew &l | Rerun Query | Download to Excel | Download to XML

First E 1-50 of 50 m Last

Entered Date Entry Status Count Voucher 500 Threshold

1 07/03¢2012 Fostable 1/==400

2 07022012 Postahle 21 |== 400

3 07¢0142012 Fostable 1|==400

4 06/28¢2012 Fostable 43| == 400 e

g 08/29¢2012 Fostable 3= 500

[} 06/28i2012 Fostable 64 |==4600

7 06/28/2012 Fostable 4= a00

g 06/27/2012 Fostahle 1|==400

El 06262012 Fostable 36| == 400

1n 0B/26/2012 Fostable 3= a00

11 08/25/2012 Fostahle 41| <= 400

12 06/26/2012 Fostable G| = &00

13 06/24¢2012 Fostable 1]==400

14 068/2212012 Fostahle 4|<=400

15 06/22¢2012 Fostable 4 =400

16 062172012 Postahle 1|==400

17 0B/21§2012 Fostable 4|= 500 =
4] | »
Done [T T T [ meeme 5~ [fwom -
wstart| | & Jlm

Step

Action

70.

Click the Having tab.
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% Query

ager - Windows Internet Explorer

- [=]]
N R 4o [[D -
Yl ™ 8] hitps: fintstwveh. co.columbia edu: 1 8443/pspi it naz EMPLOVEE ERPIc/QUERY_MAnacER QUERY_Man (B @ || #4 | X0 Live Search L
Fle Edt View Favortes Tooks  Help

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

ARC

Xy v B - () mm - Page - safety - Took @ T

Home |
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query » Query Manager [G
[_E’Newwindnw 7 Help E»,)Cuatum\zePage ,hnp
Records Query Expressions Prompts Fields Criteria Wiew SOL Run
Query Name: CU_AP_YOUCHER_COUNT_TRAINING Description: Count ofouchers [ Feed

Add Having Criteria Mo hawing criteria have been added yet

Save Save As Mew Query  Preferences  Properlies  Publish as Feed

Llewr Union Return To Search

kil

I Bl
[T [ mteme [Fa - [®aew -
mstart| | & || & query Manager - win...

Step Action

71. Click the Add Having_Criteria button.
| Add Having Criteria

uery Manager

indows Internet Explorer

(5]
6@ w [E] https:/ffntstwieh cr.columbia. edu: 18443/ pspifnd1 anaz /EMPLOVEE JERPYcQUERY_ManaceR QUERY Man | 8 |44 []2 Live Search R
File Edi View Favortes Tools  Help

i Favorkes |45 @] suagested Sites = @] web Sice Gallery »

(& Query Manager

v B - ) mm - Page - safety - Took @

Home |
Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

FNewWindow 7 Help  [& Custamize Page B it

[z

Edit Having Criteria Properties

Crovseexpresson 1 W Epressont
Type

Choose Record and Field
* Field Record Alias.Fieldname:
" Expression Q

*Condition Type: |equalto -

CroosoEwprosson? — WBmressonz ]
e Define Constant
© Field
™ Expression Constant: | Q
& Constant
 prompt
' Subguery
QK Cancel
Done

[T [ mteme [“5 ~ %100 -
Qstart| | & || & query Manager - win...
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Step Action

72. Click the Expression option.

/2 Query Manager - Windows Internet Explorer

- [=]]
N R 4l [[D -
Vel ™ 8] hitps: fintstwveh. co.cobumbia edu: 1 8443/pspi ot naz EMPLOVEE ERPIc/QUERY_MAnacER QUERY_Man (B @ || #4 | X0 Live Search L
Fle Edt View Favortes Tooks  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

ARC

Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

Xy v B - ) mm - Page - safety - Took~ @ T

F New window 7 Help  [& Custamnize Page B hitp

[z

Edit Having Criteria Properties

Covse Expression 1 W Esprossiont
Type

Define Expression

© Field -
Expression:
@ Expression
Q Hew Edit the Exprassion
*Condition Type: |equalto hd

Choose Expression2
Type

Define Constant
 Field

' Expression Constant: | Q
& Constant

© Prompt

 Subguery

0K Cancel

Done

mstart| | & || & query Manager - win...

TEC T T @

e - [ w0 -

&

Step Action

73. Click the Select Expression button.

=
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/2 Query Manager - Windows Internet Explorer

%- J&] hitps: intsteveh. co.cobumbia edus 1 8443/pspifrot naz/ErpLOVEE JERPIc/qUERY_ManaceR, QUERY_man &) &) |[#4 [ %[0 e search R
Fle Edt View Favortes Tooks  Help

- [=]]

i Favortes |5 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

Hame:
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

Select an expression

Select an expression

case when AGROSS AMT == 500 then ‘<=

Xy v B - () mm - Page - safety - Took~ @ 7

F New window 7 Help  [& Custarnize Page B hitp

[z

Done

Cancel

&) start|

[T [ [ neemet o - [ w0 -
|& [ ey rrmmmee v |

Step

Action

74.

Click the case when A.GROSS_AMT <= 500 then '<= 500" else "> 500" end link.

% % [&] https:/ffntstvich.cr.columbia. edu: 18443/ pspifng 1 anaz /EMPLOVEE JERPYeQUERY_ManaceR QUERY_Man | 8 [[#4)[ % [ Live Search
File  Edi

¥ Manager - Windows Internet Explarer

28
View Favarites Tooks  Help

Done

i Favortes |4 @] Suaoested Sites = @] Web Sice Gallery »

(& Query Manager

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

Edit Having Criteria Properties

Crooseexpresson 1 W Eressiont
Type

© Field
' Expression

e
 Field
' Expression Constant: | Q
& Constant
€ Prompt
© Subquery
| ok || cancel |

FNewWindow 7 Help  [& Custamize Page B it

[z

Define Expression

Expression: case when AGROSS_AMT == 500 then <=
500" else = 500" end

Q Mew Edlitthe Expression

*Condition Type: |equalto hd

mstart| | & || & query Manager - win...

[T [ [ meemet e - [ w0 -
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Step Action
75. Click the Field option.

2 Query Manager - Windows Internet Explorer

(=]}
6(:_;" [ https: 11fntstuveb. cc.coumbia. edu: 1 443/pspifng 1anaz /EMPLOVEE ERP/e/QUERY_ManiAGER. QUERY_Man [Z]| & || 49| | [ 2 Live search sl
Fle Edi Vew Favarites Taoks Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

ARC™

Favarites :

i - B - L mm - Page - Safety - Took~ @ 7

Home:
Maln_Menu 3 Reuurtlnvg Tools > query » Query Manager @

B Newwindow 7 Help  [E Customize Page ,hnp

Edit Having Criteria Properties

Choose Exprossion . Wbpression1
e Choose Record and Field
& Field Record Alias.Fieldname:
© Expression %
*Condition Type: |egualto hd

Choose Expression2
Type

Define Constant
 Field

" Expression Constant: ‘ Q
& Constant

 Prompt

" Subguery

oK Cancel

Done

mstart| | & || query Manager - win...

[T [T T [ meeme

[Fa - [wio0w -

&

Step Action

76. Click the Select Record and Field button.

=
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ARC™

ager - Windows Internet Explorer

- [=]]
6’“ J&] hitps: intsteveh. co.cobumbia edus 18443 pspifrot naz/ErpLOVEE JERPIc/qUERY_ManaceR, QUERY_man &) &) |[#4 [ % [0 e search R
Fle Edt View Favortes Tooks  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallry »

(& Query Manager

ARC

Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

My v B) - () mm - Page - safety - Took~ @ 7

Home |

F New window 7 Help  [5 Custarnize Page B hitp

[z

Select afield

Select a record to show fields for

First Kl 4 or1 O L ast

Alias Record Record Description Show Fields
A VOUCHER AP Voucher Header Table . Show Fislds
Select afield First Kl of 1 D Lot
AVOUCHER D - Voucher ID
| cancel | [Long Description]
Done

[T [ mteme [4a - [%10w -

mstartl | & || & query Manager - win...

Step Action

Click the A VOUCHER _ID - Voucher ID link.
BAYOUCHER 1D - Yaucher ID]

Query Manager - Windows Internet Explorer [_ =] x|

G’?\ piFid1 gnaz/EMPLOYEE/ERF/c/QUERY_MANAGER. QUERY_MAN jl&[ \E\ \z\ [ Live search \EB

Fle Edit Wiew Favorites Tools  Help

[&] hetps: ffrestivet. cc.cobmbia.edu:

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

ARC™

Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

M- - [ = - Page- Safsty - Took - @

Home | st | Addio

B Newwindow 7 Help [ Customize Page B hitp

neER

Edit Having Criteria Properties

Choosorpression 1 Wewressont ]
e Choose Record and Field

& Field Record Alias.Fieldname:

© Expression @, AVOUCHER_ID - Voucher 1D

*Condition Type: |egualto hd

Choose Expression2

Type Define Constant
€ Field

" Expression Constant: ‘ Q
& constant

 Prompt

" Subguery

| Ok | |-Cancel|

Done

@istart| | @ || % query Manager - win..

[T T T [ meeme 5~ [fwom -
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Step Action

78. Click the Condition Type list.

|equa|tn j|

/2 Query Manager - Windows Internet Explorer

6@ w [E] https:/ffntstwieh cr.cobumbia. edu: 18443/ pspifnd 1 anaz /EMPLOVEE JERPYeQUERY_ManaceR QUERY Man | G |44 []2 Live Search

Fle Edi WView Favorites Tools  Help

i Favorkes |4 @] suagested Sites = @] web Sice Gallery v

(& Query Manager

ARC

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

Edit Having Criteria Properties

Choose Expression 1

 Expression @, AMOUCHER_ID - Youcher ID

e Choose Record and Field
* Field Record Alias.Fieldname:

FNew Window 7 Help [ Custamize Page B it

[z

*Condition Type: |equalto -
n between
It M
Type
" Field exists
. greater than Q

€ Expression n et

& Constant intree

© Prompt is not null
is null

 Subguery less than
like

0K Cancel not between
not egual to
not greater than
notin list
notintree
notless than
not like
Done [T [ mteme [%a - [®R10ee -
mstart| | & || & query Manager - win... @

Step Action

79. Click the greater than list item.

[|greater than |
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indows Internet Explorer [_ =] x|
% E |E https:fffntstwah‘c(.m\umb\a‘edu:13443fpsptfn91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANj 5 \5\ \z\ |,Q Live Search \P '|

Fle Edit WVew Favarites Tools  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

8 Query Manager £ - - [ g= v Page v Safety v Tooks+ @ 7

Hame:
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [G

F Newwindow 7 Help  [& Custornize Page B hitp

[z

Edit Having Criteria Properties

Choose Expression 1

e Choose Record and Field
 Field Record Alias Fieldname:
" Expression @ ANOUCHER_ID - YaucherID

*Condition Type: | areater than j
between
Choose Expression 2 Idnes ot exist
Type equal to
" Field exisgts
€ Expression it
€ Constant intree
© Prompt is not null
is null
© Subuuery lezs than
— ————— like
[ ok || Ganeel | |notbetwesn
not egual o
not greater than
notin list
notin tree
naotless than
not like

[T [ [ meemet e - [ w0 -
mstart| | & || & query Manager - win... @

Step Action

80. Click the Constant option.

uery Manager - Windows Internet Explorer [_[5]

6@ =[] hetps:ijirtszineb cc.cohumbis sdu: R .qr\a2fEMPLOVEE/ERPICIQUERV_MANAGER‘QUERV_MANjl&"E‘ \z\ [ Live search \EB

File Edit “iew Favorites Tools  Help

7 Favories \ 9% @] Suggested Sites = @ Web Slice Gallery =

& Cuiery Mansgsr & - - [ = - Page- Safsty - Took - @

ARC™

Favuvr\tes MalnvMeﬂu 3 Reuurtulg Tools > query » Query Manager @

Hame

 New window 7 Help [ Customize Page B hitp

netn

Edit Having Criteria Properties

Choose Expression 1

e Choose Record and Field
& Field Record Alias.Fieldname:
o Expression @, AMOUCHER_ID - Voucher ID

*Condition Type: |greater than hd
Choose Expressian?

-
 Field
 Expression Constant: | Q
& Constant
 Prompt
' Subguery
| Ok | |Cancel|

[T T T [ meeme [F5 = [®w -
Aistart| | & || & query Manager - win... &
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Step Action

81. Click in the Constant field.

/2 Query Manager - Windows Internet Explorer

(=]}
% =[] hetps:1ifntstuch ce.cohumbla,edu: 16443/pspifa 1 na2/EMPLOYEE JERP/c/QUERY_MANAGER. QUERY_MAN ]| &4 | \E\ \z\ [ Live search \EB
Fle Edt Vew Favorites Tooks Help
<7 Favorites \ 95 @] Sungested Sites = @ | Web Sice Gallery -
(& Query Manager

iy - B - L e - Page- Safety - Took- @ 7

Favarites

Hame:
| MainMenu > Reporting Todls > Query » Query Manager 5]

Enewwindow 7 Help [ customize Page B nmp

neER

Edit Having Criteria Properties

Choose Expression 1
Type

Choose Record and Field

@ Field Record Alias.Fieldname:
€ Expression @, AVOUCHER_ID - Voucher 1D
*Condition Type: |areater than hd

Chouse Expression2
e Define Constant

 Field

" Expression Constant; [10] Q

& Constant

€ Prompt

© Subquery

0K Cancel

[T [T T [ meeme R

Aistart| | & || query Manager - win... @

Step Action

82. Enter the desired information into the Constant field. Enter "10".
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Query Manager - Windows Internet Explorer

- [=]]
%- J&] hitps: intsteveh, co.cobumbia edus 1 8443 pspifrot nazlErpLOVEE JERPIc/qUERY_ManaceR, QUERY_man 5| &) |[#4 [ %[0 Lie search R
Fle Edt View Favortes Tooks  Help

i Favortes |4 @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

Favnvr\les H MainvMeﬂu > Reporting Tools > Query > Query Manager [G

F New window 7 Help  [& Custamnize Page B hitp

[z

Edit Having Criteria Properties

Choose Expression 1
Type

Choose Record and Field
* Field Record Alias.Fieldname:

 Expression @, AMOUCHER_ID - Youcher ID

*Condition Type: | areater than

Choose Expression 2

Type

Define Constant
© Field

™ Expression Constant: [11] Q
& Constant

 prompt

© Subauery

| ok || cancel |

[T [ mteme [a - [%1w -

mstartl | & || & query Manager - win...

Step

Action

83.

Click the OK button.

2 Query Manager - Windows Internet Explorer

- [5]x]
(A J&] hitps: fintstweb. co.cobumbia.edu: 18443 pspifrat naz/EmpLOVEE ERPjc/qUERY_ManaceR, QUERY_man 5| 4 |[#4 [ 3¢ [[2 e search Rl
File Edi View Favortes Tools  Help

i Favorkes |4 @] suagested Sites = @] web Sice Gallry v

(& Query Manager

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

F New Window 7 Help [ Custamize Page B it

=]
Records | Query | Expressions || Prompts | Fields View S0L | Run

Criteria

Condition Type Expression 2 Edit Delete
- | A¥OUCHER_ID - Voucher ID greater than 10 | Edit | =
[ save | sawas Mew Query Preferences Properfies Publish as Feed Llew Union | Return To Search
4| | |
Done

Query Name: CLU_AP_YOUCHER_COUNT_TRAINING Description: Count ofvouchers [ Feed

| Add Having Criteria | | Group Having Criteria |

Expression1

#start| | & || & query Manager - wi

[

€ mntemet |75 - [ w0 -
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Step Action
84. Click the Run tab.

/2 Query Manager - Windows Internet Explorer

|- [51x]

@@v J&] hitps: intstweh. co.cobumbia edu: 1 B443/pspifrst naz EMPLOVEE ERFc/qUERY_anaceR, QUERY_Man (=) @) | [ [{ %[22 Lie Search L~

File Edit View Favorites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallery »

@ Query Manager i v B) - ) o= - Page - Safety~ Took~ @

Favnvr\les i Mall‘\vMEﬂLl > Reporting Tools > Query > Query Manager [5

Enewwindow 7 Help B ntp

CU_AP_VOUCHER_COUNT_TRAINING

Entered Date From: |

Entered Date To: [

Ok | Cancel

Done [T [ [ mteme [Fa - [Hioew -
wstartH @& || & query Manager - win... @

Step Action
85.

Click the Choose a date (Alt+5) button.
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Query

ager - Windows Internet Explorer

- [=]]
6@ % [&] hrtps:ffntstvich.cr.columbia. edu: 18443/ pspifng 1 anaz /EMPLOVEE JERP/EQUERY_ManacER QUERY Man ]| S \‘l\ \i\ |5 Live Search R

Fle Edit WVew Favarites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallry »

(& Query Manager

Xy v B - ) mm - Page - safety - Took - @ 7

Home |
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [

A newwindow 7 Help B nip

neER

CU_AP_VOUCHER_COUNT_TRAINING

Entered Date From:
Entered Date To: [E—T

OK | Cancel July =l |12+

January
San‘hn.uary' [
6 7
13 14
s 20 2
7 %

November gte [B)
Decernber

pore [T [ mteme [Fa - [®ew -
[{;’start| | & || & query Manager - win...

Step Action

86. Click the June list item.

June

Query Manager - Windows Internet Explorer [_ =] x|

5@ =[] hetps:ijirtszineb, cc.cohumbis sdu: pspifng ana2/EMPLOVEEER/c/QUERY_ManAGER, QUERY_Man | &b || 42| | [ 2 Live search 2]
Fle Edi Vew Favartes Taoks Help

7 Favorites ‘ 9% @] Suggested Sites = @ Web Slice Gallery =

(& Query Manager

ARC™

Favuvﬂtes MalnvMenu 3 Reuurtlnvg Tools > query » Query Manager @

M- - ] g - Page- Safsty - Took - @

Home | st | Addio

Erewwindow  ? Help B nitp

[z

CU_AP_VOUCHER_COUNT_TRAINING

Entered Date From: [#
tnteredpateta: |

0K Caneel Liune — RAYFIIFIE|

S M T w T F S

102

3 4 5 6 7 8 8
10 11 12 13 14 15 16
A7 18 19 20 M 22 23
24 25 26 27 2B 29 30

(@ curentpate [

Done [T T 6 meeme 5~ [fomm -
Aistart| | & || % query Manager - win...
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Step Action
87. Click the 1 link.

/2 Query Manager - Windows Internet Explorer

(=]}
@_C_.’:' |g https:fffntstweh‘c(.m\umb\a‘edu:13443]psp#n91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANjl&[ *2|| X |y Live Search £
Fille Edit Wview Favorites Tools Help
i Favortes | @] Suagested Sites = @] Web Sice Gallery »

(& Query Manager

ARC

Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [

Ky B) - [ - Pager Safety v Tooks+ @v

Enewwindow 7 Help B ntp

CU_AP_VOUCHER_COUNT_TRAINING

Entered Date From: 06/01/2012
Entered Date To: [

OK | Cancel

Jiarvascript:DatePrompt_wind{ bind_bind2', bind_bind2prampt’, 450, fakse);

wstart| | & || & query Manager - win...

S B B T

[a - [ w0 -

&

Step Action

88.

Enter the desired information into the Entered Date To field. Enter "t".
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Manager - Windows Internet Explarer [_[=]x]
G‘xg E |E https:fffntstwah‘c(.m\umb\a‘edu:13443fpsptfn91qnaszMPLOVEEfERPf(fQuERv,MANAGER‘QuERv,MANj 5 \‘l\ \i\ |,Q Live Search \P '|

Fle Edit WVew Favarites Tools  Help

i Favortes | @] Suagested Sites = @] Web Sice Gallery »

8 Query Manager Xy v B - ) mm - Page - safety - Took - @ T

Hame:
Favnvr\les ! MainvMeﬂu > Reporting Tools > Query > Query Manager [

A newwindow 7 Help B nip

neER

CU_AP_VOUCHER_COUNT_TRAINING

Entered Date From: 06/01/2012
Entered Date To:  |{ [

OK | Cancel

[T [ [ e meemet [a - [ w0 -

&'start| | & || & query Manager - win...

Step Action

89. Click the O_K button.

Manager - Windows Internet Explorer HE
6@ = |g https:/ffrtstweb. ce.columbia.edu: 18443 pspifral gnaz/EMPLOVEE /ERP/c/QUERY_MANAGER. QuERv,MANj 5 \‘l\ \i\ |,»’3 Live Search \P '|

Fle Edi WView Favorites Tools  Help

i Favorkes |4 @] suagested Sites = @] web Sice Gallry »

(@ Query Manager £ - - [ @= v Page v Safety - Tooks+ @ 7

ARC

Favnvmtas i MainvMenu > Reporting Tools > Query > Query Manager [0l

Home:

[_E’Newwindnw 7 Help E,}Custnm\zePage mm =]

=]
Records Query Expressions Prompts Fields Criteria Having Wiew SOL

Entered Date From = 2012-06-01,Entered Date To=2012-07 03

wiew Al | Rerun Guery | Download to Excel | Download 0 XML First |I|1.17 of 17 7] Last
Entered Date Entry Status Count Voucher 500 Threshold

1 07022012 Fostahle 21|== 400

2 06/28/2012 Fostable 43| == a00

3 06/28/2012 Fostable G4 == 400

4 068/26/2012 Fostahle 36| «= 400

5 06/25¢2012 Fostable 41 == 400

B 061972012 Recycle a7 |== 400

7 0Bf19i2012 Recycle 12|= 500

8 06/18/2012 Fostable A3 == 400

El 08152012 Fostable 15| == 400

10 06f15i2012 Fostahle 13|~ 500

" 06i13¢2012 Recycle 110 == 500

12 061372012 Recycle 11| 500

13 061212012 Fostable T1|==4600

14 06/08/2012 Recycle 112|== 4500

14 08082012 Recycle 127400 o

16 06/0742012 Fostable 108 |== 500

17 08/07¢2012 Fostable 16| = a00 =
4] | »
pone [T [ [ mteme [Fa = [®wow «

Qstart| | & || & query Manager - win...
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Step

Action

90.

You have successfully created an advanced query using expressions, prompts, and
having criteria.

End of Procedure.
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Knowledge Assessment

If you are taking this course to obtain security access to one of Columbia University’s Financial
Systems, please ensure you have completed the following:

1. Security Application Request: All security roles must be requested by the user through
the Columbia University Financial Systems Security Application which can be found in
the Service Catalog of ServiceNow (https://columbia.service-now.com/
(https://columbia.service-now.com/)). Note: All security roles must be approved by both
the user’s manager and Department Security Administrator (DSA) for the School/Admin
Unit to which access is being requested.

2. Training Requirements: Security access will only be granted once all training
requirements have been fulfilled. After a user has reviewed all of the applicable training
material for a particular role, users must complete the Knowledge Assessment associated
with that training course with a score of 90% or higher. The Knowledge Assessments
can be found in New CourseWorks by clicking here
(https://newcourseworks.columbia.edu/samigo-app/serviet/L ogin?id=4c76aeef-f828-
4d54-a825-594f946816261341498243885). If you have any questions about the training
required for any security role, click here (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_R
ole to_Course_Directory.pdf)for the Role to Course Directory job aid.

If you are taking this course for information purposes only, i.e., you are not requesting a security
role, no Knowledge Assessment is required.
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Course References
Please find links to all of the Job Aids, Policies, and Procedures that were referenced throughout
this course:

Job Aid: Getting Started With the Web-Based Training Tool
Advanced ARC Reporting Training Guide
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