SOAR 8.9

Kun~on13 Qucry

Navigation (c}ependent ON BCCESS) reeeeeeereseeesrerieseesieeeeeeeeeresenns
Run an existing QUETY terteiiieie e,
f:incl the QUETY tettntiiist s
Kun to HTML .........................................................................
Run to MS Excel .....................................................................

Na vigation (c c/cpcndcnt on access)

Home > Reporting Tools > Query > Query Manager
OR
Home > Reporting Tools > Query > Query Viewer

Kun an existing query

Find the query

1. Type in the name of the query into the Begins with hox.

2. Click on the _5earth | hutton.

Query Manager

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

Find an Existing Cluery | Create Mew Query

“Search By: | Query Name v|  begins with TRAIM
Search_{ﬂ,) Advanced Search
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Runto HTML

1. Click on the HTML link associated with the query you want to run.

Search Results

Folder View: |—AII Folders — M

CheckAll | Uncheck Al | *Action: | Choose [v] o |

Customize | Eind | Vi

Runto Runto

Select Query Name Descr Owner Folder Edit HTML  Excel Schedule
] TRAINING_SCHEDULE Training Schedule query Fublic Edit HTML Excel Schedule
F] TRAIN_CLASS_ROSTER Training Roster Fublic Edit HTML Excel Schedule
] TRAIN_CLASS_ROSTER_EID TRAIMING CLASS ROSTER Public Edit HTM Excel Schedule
F] TRAIN_LEC_COUNT Count of ppl trained per class FPublic Edit HTML Excel Schedule

2. Enter the information for which you are prompted.

3. Click on the View Results |button.

TRAIN_CLASS_ROSTER_EID - TRAINING CLASS ROSTER

From Date: | 10/15/2007 [
Thru Date: |10/15/2007 (%]
Instructor: | 302538

View Results |

4. View the results.

Download results in . Excel SpreadSheet CSV TextFile (1 kb)

GLCombo
Downey,Sally - Wiew Fonder- Leah.Fonder-

L Farlog Budag, LB BLLE L L SolanoLeah |solano@usm.edu
MOR, DD

GLCombao
- Wiew
Budag,
MDR, DD

=y

(=]

Downey,3ally| o ~~ug
L

0031 |09.00.00.000000|2.0 Fickering LIovd 0,4 pickering@usm.edu
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Kun to MS E_xcel

1. Click on the Excel link associated with the query you want to run.

Search Results

‘Folder View: |—.AII Folders — [VI
CheckAl | UncheckAl | *Action: | — Choose — [v] o]
Customize | Find | View All | B First [*] 1.4 ora [*] Last
Runto Runto
Select Query Name Descr Owner Folder Edit HTML  Excel Schedule
] TRAINING_SCHEDULE Training Schedule query Fublic Edit HTML Excel Schedule
] TRAIN_CLASS_ROSTER Training Roster Public Edit HTML Excel Schedule
1 TRAIN_CLASS_ROSTER_EID TRAINING CLASS ROSTER Public Edit HTML % Schedule
] TRAIN_LEC_COUNT Count of ppl trained per class Public Edit HTML Excel Schedule

2. Enter the information for which you are prompted.

3. Click on the  "ewResults |1 tton.

TRAIN_CLASS_ROSTER_EID - TRAINING CLASS ROSTER

From Date: | 10/15/2007 |[=
Thru Date: |10/15/2007 |

Instructor: |302588

View Results
4. Click on the button.

File Download

Do you want to open or save this file?

@ j Mame: g.xls
1HL Type: Microsaft Excel Worksheet, 6.00KE

From: satstd9.otr,usm.edu

[ DDEM [ Save ] [ Cancel

Alwayz azk befare apening this tepe of file

harm wour computer, [ pou do not bast the source, do not open or

lél "While files from the Intermet can be useful, some files can potentially
-~ zawe thiz file. 'w/hat's the risk?

5. If you get the “Security Alert” box, click on the box.
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Security Alert
Information you exchange with this site cannat be viewed or
:J..

changed by others, Howewer, there iz a problem with the site's
zecunty certificate.

v The zecuity cedificate wag izzued by 3 company vou have
not chozen bo tust. View the certificate to determing whether
pou wank bo brust the cedifying authority,

@4 The security certificate date is valid,

3 The zecurnty certificate has a walid name matching the name
— of the page pou are tying to view,

Do pou veant to proceed?

[ ez QJ [ &[] l [\-"iew Certificate

6. View the results.

& https: /satstB9.otr.usm.edu/pscisatstd9_5/EMPLOYEE/HRMS/q/?1COryName-TRAIN_CLASS_ROSTER ... [~ O]
@ = T |#] https:fsatstE3.otr, usm. edufpsc/satstas v | It Certificate Error || ¥4 A 2
File Edit Wiew Insert Format Tools Data GoTo  Favorites  Help

S snaat B

Gox ngl: Gl adl GO 4k (:IjJ E]’ - ﬁ Bookmarksw @280 blocked A& Check = |{_}_| Settingsw
TE G | 8 hitps: fsakstaa,otr.usm. edufpscisatstag. . i Home = =0 Print  + |:zrPage ~ (0 Toals

Al - A TRAIMING CLASS ROSTER
A B | ™

1 RAINING CLASS ROSTER 2 [
2 |Trainer Name Course ||Descr

3 [Doweney, Sally L GLCOMB GLComhbo - Wiew Bui

4 [Downey, Sally L GLCOMB GLCombo - Wiew Bu

v i}

NOTE: The results are still in an internet-version of a spreadsheet.

7. To transfer to MS Excel, RIGHT-click on the box between the “A” and
“1” cells.

& 2
TRAINING CLASS ROSTER
Trainer Name

Downey, Sally L
Downey, Sally L

M| F= | 0O | 0| —

8. Choose “Copy” from the list.
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Cuk
Copy
Paste "

Paste Special,..

Insert
Delete

Clear Contents

Insert Comment

Format Cells. ..
Pick From Drop-dawn List. ..
Create List,,,

Hypetlink. ..

Look Up...

9. Open up MS Excel on your computer.

Run-only Query

10. RIGHT- click on the same upper-left hand box between “A” and “1” cells.

11. Choose the “Paste” option from list.

ookt —

A,

E

1
2

=] Book1

Cuk

Copy

Paste P

L b

o S

Paste Spécial. ..

Insert
Delete

Clear Conkents

Insert Cormment

Eormat Cells, ..
Pick From Drop-down Lisk, ..
Create List...

Hyperlink. ..

Look Up...

12. You will ALWAYS get a computer message. Click on the button.
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Microsoft Excel

OKhl [ Cancel J

1 ': Daka on the Clipboard is not the same size and shape as the selected area. Do you wank to paste the daka anyway?

13. View the report.

|@ Microsoft Excel - Book1

P__‘l_] File Edit Yiew Insett Format Tools Data Window Help

AR IR ) |

HENEA" NERENNE NN R W A

) (5] | | ﬁ Q Favarites ~ ‘ Go~ | % | Bookl -]
i & Snaglt [ | window M
C20 - A
A | C D
1 [TRAINING CLASS ROSTER 2
2 [Trainer Name Course ||Descr ”Session # |
| 3 |[Downey Sally L GLCOMB GLCombo - iew Budg, MDR, DD 0031
| 4 |Downey Sally L GLCOMB GLCombo - iew Budg, MDR, DD o
HELPFUL HINT: To adjust the width of the columns to fit the data:
1. Hover your mouse over the end of the cell that you want to adjust. You will see
E \4_, |
2
Course
GLCOME GLCombo - Yiew Budg, MOR, DD
GLCOMBE GLCombo - Yiew Budyg, MOR, DD
2. Double-click and the column will automatically adjust the width.
B C |
2
Course ||Des-::r
GLCOME GLCombo - Wiew Budg, MDR, DD
GLCOMB GLCombo - Wiew Budg, MDR, DD
6
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