How to Make Changes to an Existing Query
Change the Output

Add/Remove a Field - On the Query tab, simply check the box next to the fields that you want to display in the query output.  Uncheck the box to remove them.  Note:  You do not have to display a field in the output to use it as criteria.
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Re-order and Sort the Fields – On the Fields tab, use the Column Order and Sort Order buttons in the upper right hand corner of the page to designate the order in which the data fields should appear and how the values should be sorted in the query output.
[image: image2.png](B — . | .

=]y

Query Name: FIN_QUERY_EXERCISE_1

View field properties, or uss field as criteria in query statement

Col Ord XLAT Agq Heading Text Add Criteria  Edit Delete
1 BDEPTID - Depariment oo 1 Deptd @ e |2

2 AIOURNAL_ID- Journal D Crarto 3 soumal D EAEl

<
3 AJRNL_HDR_STATUS - Journal Header Satus  Charl 2§ Status ] et |
<

ABUDGET_HDR_STATUS - Budget Checking Header ., o PR [




Once on the Column Order page, simply type the desired order number in the boxes to the right of the fields.  Click OK.

[image: image3.png]Edit Field Column Order

Change column order by entering column numbers on the right, Columns Ief blank or assigned a zero

will be autornatically assigned a number.

Exit Fiold Column Order

RecordFieldname
B.DEFTID - Department

AJOURNAL_ID - Joumal D
AJRNL_HDR_STATUS - Journal Header Satus
ABUDGET_HDR_STATUS - Budget Checking Header Status
AJRNL_EDIT_ERR_STAT- Joumal Edi Eror Stalus
BACCOUNT- Accaunt

B.JOURNAL_LINE - GL Journal Line Number
AJOURNAL_DATE - Joumnal Date

BFUND_CODE- Fund Code

B.PROGRAM_CODE - Program Code

BBUDGET_REF - Budget Reference

BPROJECT_ID- Projest

BMONETARY_AMOUNT - Monetary Amount
BLIRNL_LINE_STATUS - Journal L Stalus

BBUDGET_LINE_STATUS - Budget Checking Line Status

Column Order

111

L




Once on the Sort Order page, simply type the desired order number in the boxes to the right of the fields and select the direction, ascending or descending, using the drop-down boxes.  Click OK.
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Change the Descriptions – If a field chosen for the query output has a value of N in the XLAT column on the Fields tab, you have the option of displaying a short or long description in place of a code. (i.e. E is displayed as Errors)
Click on the Edit button for the field you want to modify.
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In the Translate Value box, select either the Short or Long radio button.  Click OK.
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Change the Criteria and Add Prompts
In order to change the Condition Type or the Expression 2, click on the Edit button to the right of the row you wish to change. Condition Type equal to is the default and limits the criteria to a single value.
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Use the Condition Type drop-down box in the center of the page to select the desired condition.
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Like – The criteria condition Like enables the query runner to use wildcards (%s) when running the query.  Using the Like criteria makes the query more flexible. For example, if the desired result is all account values that start with 5, the user would enter 5%.
In List – The In List criteria condition allows the query runner to designate a fixed number of values that the query should search for when retrieving the data.  Select the In List condition type and the List Members box appears.  Click on the magnifying glass in the List Members box.

[image: image9.png]AR AU

Finance
3

Edit Criteria Properties
(Choose Expression 1 Type

(Choose Record and Field

©Field
Record Alias.Fieldname:

OExpression

@ ABUSINESS_UNIT- Business Uni

*Conition Type:

(Choose Expression 2 Type

@nList

O Subguery

List Members:






Type the values in the Value box and click the Add Value button to add them to the List Members.  Click OK.
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The List Members are defined as criteria.
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Between – The Between criteria condition allows the query runner to designate a range of values that the query should search for when retrieving the data.   When the Between Condition Type is selected, two boxes appear for designating the range.
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Enter two values that represent the desired range. Click OK.  The criteria will display on the Criteria tab as follows:
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Add a Prompt – The criteria expression Add a Prompt directs the query to prompt the query runner to supply a value at the time the query is run.  Click the Edit button for the data field for which you want a prompt.  Select the Prompt radio button and the Prompt box appears to the right.  Select New Prompt. 
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Use the Edit Type drop-down box to select No Table Edit.  Click OK.
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The new prompt will be given the next available number.
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And will appear on the Criteria tab as follows:
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