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Running Public Query’s
Directions to navigate to your Faculty Center:
http://www.csusm.edu/cms/teams/stu_info/NavToPeopleSoftHRAccessLink.doc 

Many of the reports that departments will utilize for business processes will exist in the Query reporting tool. You need to navigate through PeopleSoft to get to the Query Reporting tool:

		Main Menu > Reporting Tools >


	

	


From this point you will select query manager in order to access an existing query report that is available to the public.
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By selecting query manager you will be taken to the query search page
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Enter the full or partial name of the query you are searching for in the search box.
Please select [image: image8.png]


 after the query name has been entered.
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Select the query that you would like to open if more than one option exists. Then select what format you would like the query delivered in (HTML or Excel). Some queries may have fields that require data prior to producing the desired report. If so they would appear similar to the example below. Enter the required data and if not known select the magnifying glass to search for the appropriate data. If no data is required the report will immediately process.
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After data is entered, select “view results” if you selected excel as your report format, the following will pop up
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Select “Open”

The file will open in excel on your desktop. If you selected HTML as your format it will appear similar to the example below.
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