HUMAN RESOURCES

lllinois State University

How to Run Self-Service Reports and Queries Using Query Viewer

This tutorial will be helpful for those wanting to run self-service reports and queries for their own departmental
use.

To navigate to your list of reports in Query Viewer, click on the TILE “Query Viewer” from your Employee page:
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This is an example of what your initial Query Viewer screen will look like:

Query Viewer

Enter any mformaton you have and ckok Search Leave fiekds blank for a ¥st of &l values

*Search By  Query Name ~ begns with |
Search Advanced Search

* My Favorite Queries

Guery Mame Description Ownet  Foldes o pun 0 Meel? Schedule  Rumove
DD_ALL_HRLY_JOBS MCMBNT DEPTS Pubhc HTML  Excel XML  Sehsaue =
DDO_HRLY_JOBS_INCMBNT_N_A_DEPT Publc HTML Excel XML Scheode (=
DD_JOBS_INCUMBENT_IN_A_DEPT Public HTML Excel XML Scheasle  i=
DD_MAP Pubc HTML  Excel XML  Schetule -]
FUTURE_DATED APPTS Find Future Appts Publc HTML Excel XML  Schedule i=l
1SU_DEPARTMENT_LIST Department Descrptons Publc  DLPREEENT  MTML  Excel XML Schedde =)
1SU_HR_ADDLPY_ WF_STATUS PROMPT Add Pays in WF Stat UID Prompt Pubic HTML  Excel XML Schedie (=)
15U_HR_EXTRA_HELF_ACCUM_UD Shows total howrs for & UID Publc HIML Excel XML  Schedule =
15U_HR_JOBCODES_GRD Non-Stdt Jobcodes and Sal Grds Pubbc. DEPARTMENT ML Excel MWL  Schedie (=)
18U_HR_JOBCODE_LISTING_QUERY  Refums membess of a job code Puble HTML  Excel XML Schedde =

Clear Favontes List

To search for query to run, enter key word(s) in the search box. Use the % symbol before and after the
key word(s) to help with your search:

Query Viewer

Enter any information you have and chick Search Leave fields blank for a kst of all values

*Search By Query Name - begins wih %JOBS%
:sm_'__m 7 Advanced Search

to search for a query, enter key
word(s) and then add the %
Search Results symbol (before and after)

*Folder View Al Folders - -

Runto Runto Runto Add w0

Query Namo Description Ownor  Folder NIML  Excol XA Schedule Favothes
CS_JOBS_MNCUMBENT_IN_A_DEPT Stdt_CS_AP_Exdielp_Prompt_Dept Publc HIML Excei XML  Schedule Favotte
DOD_ALL_HRLY_JOBS_INCMBNT _DEPTS Public HIML Excel XML Schedue Favorte
DD_HRLY_JOBS_INCMBNT_IN_A_DEPT Pubbc HTML Exced XML Schedule Favarte
DOD_JOBS_INCUMBENT_IN_A DEPT Publc HTML Exced XML Schedule Favorte
ISU_ALL_JOBS PROMPT_UID Pubbc HIML Excel XML Schedule Favortte
ISU_DEPT_STOT_GRD_JOBS Stdt and GA Jobs with Comp Pk Domee 1 WTML Excel XML Schedde  Favorte
ISU_HR_MULTPLE_JOBS_STATUS Pubsc HIML Excel XML Schedue Favarte
ISU_HR_MULTIPLE_JOBS_STATUS 1 Pubbc HIML Excel XML Schedue Favorte
ISU_HR_STOT_GRD_JOBS Stdt and GA Jobs with Comp FAQ  Publc HTML Exted Schedute Favorte
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To limit the results further, select a folder from the Folder View (if available):

Query Viewer

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

*Search BY  query Name . begins wih %JOBS%
Search Advanced Search

to refine the search further,
select a folder from the

Selvoh fosts Folder View (if availabie)

“Folder View | DEPARTMENT QUERES =~

Personahze | Find | View All | u | E Fust o 1of1 ° ast

CGuaty Name Description Owner Folder ::;amo ::l::e‘l‘, 2;:: oo Schedule ‘A.:x:""
ISU_DEPT_STDT_GRD_JOBS Stdt and GA Jobs with Comp Piblc DorRee V! HIML Excel XML Schedde  Favode

To run the query, click on the HTML link associated with the query:

Query Viewer

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

*Search BY  query Name - begins with %JOBS%
Search Advanced Search
to run the query, click on
Search Results the HTML link here

*Folder View DEPARTMENT QUERIES -

First o 1011 o ast

Add 1o

Runto Runito

CGuaty Name Desceiption Owner Folder Y Excol XML Schadule Favorites
ISU_DEPT_STDT_GRD_JOBS Stdt and GA Jobs with Comp Pibic: DEPNUVENT Excel XML Schedde  Favorte

You may be prompted for more information, such as a date or date range. You may enter the date(s)
or use the calendar icons to select the date(s). Click View Results to continue:

Time Period Begin: | @

Time Period End: 3
View Results |

The results of the query will now appear:
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To download your results to Excel, click on the Excel SpreadSheet link. You may be prompted to
open the file after it is downloaded (the type of browser you are using dictates how it is downloaded):

ISU_DEPT_S5TDT_GRD_JOSS. S1at and GA Jobs wmn Comp

Dowrsoad resuts it : 17095 to download the results, dick

on the Excal SpreadSheet Hink

To exit back to your initial Query Viewer screen, you should be able to just close the browser tab of
your query results.

To save the query as a favorite on your initial Query Viewer screen, click on the Favorite link
associated with the query:

Query Viewer

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

*Search BY query Name .
Search Advanced Searcl

begns with %JOBS%

to save query as a favorite, click

Search Results on the Favorite link here

*Folder View DEPARTMENT QUERIES v

Query Personahze | Find | View Al | i | 2
Guety Name Description Owner Folder RSN/ REk o RER . - Seliado e
ISU_DEPT_STDT_GRD._JOBS Stdt and GA Jobs with Comp Publc OLERAUMENT HIML Excel XML  Schedue

You will now see the query listed with any other favorites you may have on your initial Query Viewer
screen. This will give you quick access to the queries you run most often.

Other things to note when using Query Viewer:

v If having difficulty running a query (nothing happens when clicking the link), please be sure that your
browser’s pop-up blocker is disabled

You will only see the results of queries for the departments and employees for which you have access
To sort and do other analysis of the results, you will need to download into Excel

If your query seems to be running long, DO NOT attempt to stop the query until it has run to completion or
given you a “timed out” message

SSRNEN

Contact information:

v" For more information regarding running queries in iPeople, please contact Human Resources at
438-8311

v If you are having access issues, please contact 438-4357
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