Queries 8.9

ﬂ.’{-’ |-i— Business Process Guide
. Ly
CMS
FULLERTON

é To view online tutorial, visit: http://www.fullerton.edu/cms/Training/docs/index.html

Step 1:
Navigate to the correct CMS page:

Menu > CSUF HR >
Inquire > My Queries

Note: You may navigate to the
appropriate link using the menu
list on the left or the link in the
body of the page.
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Step 2:

Select the hyperlink for the query
you wish to run.

My Queries

Selectthe hyperlink to run a query. Some queries may take up to 3 minutes to return data.

Sty Active & Terminated Students {includes 1870, 1871, 18
(§tudent Alpha - All Students All Students sorted by Status {includes 1870, 1871, 187
v

Step 3:

A new window will open to display
your query results. (See “Pop Up
Blockers” section below for help
enabling pop ups.)

The results of the query are based
on your security access in CMS.

FHQ_SW_STDT_ALPHA_1- Student Alpha - All Students

Download results in . Excel SpreadSheet CSv TextFile (924 kb)

Wie All 1-100 of 2627 )] Last

Position |DeptiD

1 800441933 0 09/01/2008 AbbottDianika G 00025690 100487 1870 8.500000 REH O1/09/2007 Active 541 NA

2 8004419331 0970142006 Abbott Dianika G 00026876 10067 1871 8.000000 HIR  OS/26/2006 Active 541 NA

3 BO0000D9SZ O 01/03/z008 CRTEI: . 00025438 10229 1871 7.660000 HIR 121172006 Active 485 NA
Zadeh,Sohail

4 BY995508688 1 08/1B/2005 AcostaDesideriolL 00025485 10253 1870 7110000 HIR 08152005 Active 511 NA

Step 4:

Select View All to see all records
from the query.

If there are many records
returned, use the arrows to scroll
through multiple pages.

FHQ_SW_STDT_ALPHA_1- Student Alpha - All Students

Diownload results in - Excel SpreadShest CSv TextFile (924 kb)

< 1-100 of 2627 [] Last :>
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Pop up Blockers — Allow Pop-Up from this Site

If you have pop-up blockers File Edit ‘Wiew Faworites Tools  Help

turned on, you will receive a B N
! Back -~ | - |
pop-up blocker message. @ 7 \_LI \ELI A

— ]
) Search “= " Favorites
r Ll

Diﬁerem .intemet browsers Address |&] https:{jcmsdev calstate. edu: 421 7/servietsfichentservistiharul
display different messages but

they all say pop-up blocker. Pop-up blocked, To see this pop-up or additional options cl'xk here. ..
Step 1:

Click “click here...”

ELSILNS LSS VISLE I L —50aa) L,

M
Select g ick: e i dllow Poneine

Always Allowe Pop-ups from This Site. ..

Always Allow Pop-ups From This Site. .
Settings L3

After selecting this option you
will not see pop-up messages
from CMS unless you clear

Information Bar Help

your cache.
Cuery Manager
Step 3: Allow pop-ups from this site? ll
. Yz
Click _
YWhiould you like ta allow pop-ups framm
‘crzdey 3. calstate. edu'?
Tez Mo
Step 4. My Queries
You will be taken back to My Select the hyperlink to run a query. Some gueries may take up to 3 minutes to return data.
Queries. See Step 2.
Customize | Eind | Wiew 21 |
Student Alpha (enter & or Th Active & Terminated Students {includes 1870, 1871, 18
Student Alpha - All Students All Students sorted by Status {includes 1870, 1871, 187
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Run Query Results to Excel

The results of the query you prompted to run are displayed in a new browser window. The default display
will always be 100 rows.

Once you run the query, you have the option to download the results to Microsoft Excel. The query
results display in an Excel-based web format.

Step 5:

Select Excel Spreadsheet to FHQ_SW_STDT_ALPHA_1- Student Alpha - All Students
download results to Excel.

Download results in . Excel SpreadShest  CSY Text File (924 ki)

Excel = Formatted. Depending
on number of fields in report, you
may have to scroll to view
additional fields.

CSV = Comma Separated Value.
This is a flat text file where the
comma separates each value.
Most commonly used with other

interfaces.

Step 6: File Download 1I
Do you want to open or save thiz file?

Click ﬂ to open the . p

report

@ j Mamme: q.xls
[Hl Type: Microsoft Excel Worksheet, 282 KB

Click ﬂ‘to save it to From: cmsdewv3.calstate,edu
your computer.
(s X 5o
/| /|

v flways azk before opening this twpe of file

harm vour computer, If you do not trugt the zource, do not open or

@ While files from the Intermet can be uzeful, zome files can potentially
zave thiz file. What's the rizk’?

Congratulations! You have successfully run and exported a query.

CSUF Date Last Revised: 01/31/07 Page 3 of 3




