Business Process Guide

nation Ie Running Queries
Processing Steps Screen Shots
Step 1: Fa\rc;r'rtes Mainvl\-'lenu
Navigate to the correct CMS page: Personalize S€arch Menu:
Main Menu > CSUF HR > M ® . =]
Inquire > My Queries. e L TN S ’
e (3 CSUFHR -
[y Favori - Custom Setup L4
® Egggfaé E ;L;l::::,ifj Customizatio o T s
. CMS CWID Search
You may navigate to the bFuleron (1 Carmpus Communty | oot HOeE % Staff and Mgt Job Roster
appropriate link using the menu list Egz':niig" 3 Curriculum Management | — [ Faculty Job Roster
on the left or the navigation menu at | ||b Curieuw =S¢t Up HRIS £ Position Wizard -] student Worker Job Roster
[ Set Up HI [ Set Up SACR
the top of the page. [ SetUp S [ Reporting Tools ’
EEEWF? 1 PeopleTools 4
_ Cigﬁ eei D Change My Password
— Wty Persal D My Personalizations
— v Syster [E] My System Profile
= My Dictior [5] My Dictionary

Step 2: -
Select the hyperlink for the query My Queries
you wish to run.

Select the hyperink 1o run a query. Some queries may take up 0 3 minutes to return data

Active & Terminated Students (ncludes 1870, 1871, 18
(Etudent Alpha - All Students Al Students somed by Status (neludes 1870, 1871, 18]

"‘h.._____________.,.ﬂ""

Step 3:
A new window will open to display

your query results. (See “Pop Up Dowiond asiRS N ol SeseEtes G Tatfiy 1924 k)
Blockers” section below for help View Al 1800 of 2637 [5] Last

enabling pop ups.) -

FHO_SW_STDT_ALPHA_1- Student Alpha - All Studerts

1 BO0441833 0 a1 G006 Abbolt Dianka O DDDFEEG0 10057 1870 8500000 REH ORMGTI0T Acbve 5S40 H.l.
2 BOD441933 1 D G008 Abol Dvanie O DDDIEATE 10057 1871 BODDOGD HE  OSI60006 Arbw 540 A
3

Al plory
BOO0DDRST 0 DNDAC06 Zsosh Bebail DDDIS4I8 10779 1871 TEEOO00 HE 1110008 At 4BS NA

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

4 BO955ERS3 1 S A0 Acosts Desidend L 0003483 103253 1570 T 110000 HEE DS A000d Actve 511 A
Step 4:
Select View All to see all records FHO_SW_STOT_ALPHA_T- Studant Alpha - Al Seudents

from the query.

. prjloddd FeeSUIS iR Excel Soreadimest CHV TedFue (324 kb —ml

If there are many records returned,
use the arrows to scroll through
multiple pages.
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Step 4a:

If you have pop-up blockers turned
on, you will receive a pop-up
blocker message. Different internet
browsers display different
messages but they all say pop-up
blocker.

Click “click here...”

Help

@Back = .\‘_) - \ﬂ @ _:] | f__j Search {:{ Fawarites

Address I@ htkps: ficmsdey. calstate, edu: 4217 servlets/icientserylethafull

File  Edit Wiew Faworites  Tools

Pop-up blocked, To see this pop-up or additional options *n.:k: here. ..

Step 4b:
Select ALWAYS ALLOW POP-

UPS FROM THIS SITE...

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

T L e [ e ey L e [ P Y [ e T T

pte Tempararily Allaw Pop-ups
Always Allow Pop-ups From This Site. .

Setkings k

Information Bar Help

Cuery Manager

Step 4c:
Click Yes Allow pop-ups from this site? ll
YWwhould pou like to allow pop-upsz from
‘crngdey3.calztate. edu'?
Tes Mo
‘\uh__.__,.pl"
Step 4d:

You will be taken back to My
Queries.

Select the hyperlink for the query
you wish to run.

My Queries

|Student Alnha (enter & or T)
Student Alpha - All Students

Select the hyperlink o run a query. Some queries may take up (o 3 minutes to return data

Cuslomize | Find | View &l |

Active & Terminated Students (ncludes 1870, 1871, 18

All Students sorted by Status (ncludes 1870, 1871, 187
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Step 5:

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.

Select Excel Spreadsheet to
download results to Excel.

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

e CSV = Comma Separated Value.

This is a flat text file where the
comma separates each value.
Most commonly used with other
interfaces.

FHO_SW_STDT_ALPHA_1- Student Alpha - All Students

Download results in . Exgel SpreadShest CSY TexiFile (924 kb)

Step 6:
Click Open to open the report

Click Save to save it to your
computer.

File Download

Do you want to open or save this file?

@ j MHame: q.xls
[Hl Type: Microsaft Excel Warksheet, 282 KB
From: cmsdew3. calstate.edu

(’_ DperY Savm | Cancel I

Uu

IV Always ask before opening thiz type of file

While files fram the Intemet can be uzeful, zome filez can potentially
harm vour computer. IF you do not bugt the zource, do not open or
gave thiz file. What's the rigk’?

v
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