ADDY TIP

ATTENTION:

This Addy Tip is a procedural resource for the UCF Financials
Reference Database, which only contains data prior to July 1, 2022.

How to Make Changes to a Private Query

Follow these steps to make changes to the field options embedded within a private query.
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Step | Action

1. | Navigate to Reporting Tools > Query > Query Manager.

L\Sﬁ UCF Financials Advanced Search
Menu =
Search:

% Query Manager
My Favorites
Supplier Contracts
Departmental Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Query | Create New Query

Customers *Search By begins viln
Customer Contracis i

Order Management Search Advanced Search

ltems

Suppliers

Purchasing

eProcurement
Services Procurement
Grants

Project Costing
Proposal Management
Billing

Accounts Receivable
Accounts Payable
Asset Management
Commitment Control
General Ledger

Set Up Financials/Supply
Chain

Enterprise Components
Worklist

ger

Reporting Tools
Query

‘/ Query Manager

\ Query Viewer
\Sflwedu\e Query
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2. | In the Search By drop-down field select Query Name if it has not defaulted to that

option, and enter the query to be updated in the begins with field. Click Search.
Query Manager

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

Find an Existing Query | Create New Query
® h By [Query Name V|[ begins with ]
Search ﬂ:vanced Search
3. | After your query appears in the Query table, click Edit in the Personalize column of

the row of your query.
Query Manager

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

Find an Existing Query | Create New Query
*Search By begins with FXPC_CC_TRANS_LINE_EX
Search { Advanced Search
Search Results
*Folder View
Check All Uncheck All *Action Go

Query Personalize | Find | View All | 2] [ First ‘4 10f1 ‘¥ Last

Select Query Name Descr Owmer Folder L Definitional R

O FXPO_CC_TRANS_LINE_EX PCard Statement Table Txns Private Edit H[ML Excel XML Schedule Lookup References
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Action

Select the Query tab.

Records Expressions || Prompts || Fields || Criteria | Having | View SQL || Run
Query Name FXPO_CC_TRANS_LINE_EX Description PCard Statement Table Txns Feed
View field properties, or use field as criteria in query statement
Fields Personalize | Find | View All | ] | Q First ‘4’ 1-00f9
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit
1 AEMPLID - Empl ID Char11 D kA Edit
2 ACRDMEM_ACCT_NBR - Cardmember Number Chard4 Card No. b1 Edit
3 ATRANS_DT - Transaction Date Date Trans Date T Edit
4 APOST_DT - Posted Date Date Posted b1 Edit
5 AMERCHANT - Merchant Char40 Merchant F Edit
6 ATXN_AMOUNT - Transaction Amount SNm25.3 1 Tran Amt b1 Edit
T A.DESCRE0 - Description Char60 Descript ? Edit
8 ACC_STATUS - Statement Status Char1 N Status b Edit
9 AVOUCHER_ID - Voucher ID Charg Voucher ? Edit
Save Save As New Query Preferences Properties Publish as Feed Publish as Pivot Grid
Return To Search

New Window [ Personalize Page [ &

b/ Last

EEEEEEEEE%

In the Chosen Records table click the Expand Folder icon ( ).

Records Query Expressions Prompts Fields Criteria Having View SQL Run L)
Query Name FXPO_CC_TRANS_LINE_EX Description PCard Statement Table Txns Feed
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add ¢
-additional records by clicking the records tab. When finished click the fields tab.
Chesen Records
Alias Record
A FX_PO_CC_TRS_WW Hierarchy Join E|
Save Save As New Query Preferences Properties Publish as Feed Publish as Pivot Grid
Return To Search
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6. | Select the box beside the CRDMEM_ACCT_MSK field.
B : B " j ~
Records Query Expressions Prompts Fialds Criteria Having View SQL Run
Query Name FXPO_CC_TRANS_LINE_EX Description PCard Statement Table Txns Feed
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add B
additional records by clicking the records tab. When finished click the fields tab.
Chosen Records
Alias Record
= A FX_PO_CC_TRS_VW Hierarchy Join =
Check All Uncheck All
Fields Find | View All First ‘4’ 1-5D0f99 '*' Last
M = EMPLID-Empl ID 2
] B CREDIT_CARD_VENDOR - Card Issuer 4
W B~ CRDMEM_ACCT_NER - Cardmember Number %
¥ CRDMEM_ACCT_MSK - Cargmember Number ) %
[0 ©= TRANS_NER - Transaction Number 4
[0 © SEQUENCENO - Sequence Number k4
M ®= TRANS_DT - Transaction Date k4
— =1
.
7. | Select the Fields tab.
New Window | Personalize Page [ £
Records || Query | Expressions | Prompts Criteria || Having || ViewSQL | Run
Query Name FXPO_CC TRANS_LINE_EX Description PCard Statement Table Txns Feed
Click folder next to record to show fields. Check fields to add to query. Uncheck fields o remove from query. Add ]
additional records by clicking the records tab. When finished click the fields tab.
Chosen Records
Alias Record
= A FX_PO_CC_TRS_VW Hierarchy Join =
Check All Uncheck All
Fields Find | View Al First ‘4’ 1-500f99 '»' Last
M  ® EMPLID-EmplID %
O B= CREDIT_CARD_VENDOR - Card Issuer T
M  ® CRDMEM_ACCT_NBR - Cardmember Number k4
ﬁ CRDMEM_ACCT_MSK - Cardmember Number T
[0 &= TRANS_NBR - Transaction Number @
[0 B SEQUENCENO - Sequence Number k4
M B+ TRANS_DT - Transaction Dale 4
— L=
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8. | Click the Reorder/Sort button.
Records Query Expressions Prompts Fields Criteria Having View SQL Run
Query Name FXPO_CC_TRANS_LINE_EX Description PCard Statement Table Txns Eeed
View field properties, or use field as criteria in query statement. Reorder / Sort i
Fields Personalize | Find | View All | 2| E First ‘4’ 1-1Dof10 ‘*' Last
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete
1 AEMPLID - Empl ID Cchar11 D % Edit =]
2 ACRDMEM_ACCT_NBR - Cardmember Number Char44 Card No h 4 Edit =
3 ATRANS_DT - Transaction Date Date Trans Dale @ Edit =
4 APOST_DT - Posted Date Date Posted ? Edit EI
5 AMERCHANT - Merchant Chard0 Merchant A Edit =
6 A TXN_AMOUNT - Transaction Amount SNm25.3 1 Tran Amt h A Edit =
7 A.DESCREO - Description Char60 Descript T Edit =
8 A.CC_STATUS - Statement Status Chart N Status h A Edit =
9 AWOUCHER_ID - Voucher ID Charg Voucher cﬁ Edit E|
10 ACRDMEM_ACCT_MSK - Cardmember Mumber Char20 Account cfi Edit El
Save Save As New Query Preferences Properties Publish as Feed Publish as Pivot Grid
Return To Search
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Under New Column enter the column number where the CRDMEM_ACCT_MSK
field should be displayed, which in this example is position 2 because the field will
replace the current field in position 2 in the next step. Click OK.

View field properties, or use fi

Fields
Col Record.Fieldname

1 AEMPLID - Empl ID

2 ACRDMEM_ACCT_NBER
3 ATRANS_DT - Transactio
4 APOST_DT - Posted Datg
5 AMERCHANT - Merchant
6 ATXN_AMOUNT - Trans3
7 A.DESCREO - Description
8 ACC_STATUS - Siatemes
% AVOUCHER_ID - Vouche

10 ACRDMEM_ACCT_MSK

Save Save As

Return To Search

Query Name FXPO_CC_TRANS_LINE_EX

Records Query Expressions Prompis Fields Criteria Having View SQL Run

Description PCard Statement Table Txns ) Feed

d as critefia in queny Reorder / Sort

Edit Field Ordering

Reorder columns by entering column numbers on the left. Columns left blank or assigned a 0 will be automatically assigned
anumber. Change the order by number by entering numbers on the right. To remove an order by number, leave the field
blank or enter a 0.

Edit Field Ordering Personalize | Find | View Al | & | First ‘4" 1-1D0f 10 '} Last

Order

New Column  Column Record.Fieldname By

Descending New Order By
1 AEEMPLID - Empl ID

2 A CRDMEM_ACCT_NMBR - Cardmember Number

3 ATRANS_DT - Transaction Date

4 APOST_DT - Posted Dale

5 AMERCHANT - Merchant

6 A TXN_AMOUNT - Transaction Amount 1
7 ADESCRBD - Description

8 A CC_STATUS - Statement Status

9 AVOUCHER_ID -Voucher ID

10 A.CRDMEM_ACCT_MSK - Cardmember Number

OK Cancel

Ooooooooooao
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Click the Delete icon (EI ) next to CRDMEM_ACCT _NBR to delete the field.

Records Query Expressions Prompts Fields Criteria Having View SQL Run
Query Name FXPC_CC_TRANS_LINE_EX Description PCard Statement Table Txns Feed
View field properties, or use field as criteria in query statement. Reorder/Sort  :

Fields Personalize | Find | View All | €] =] First (4’ 1-100f10 ‘*/ Last
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete
1 AEMPLID - Empl ID Chart1 D % Edit =
2 ACRDMEM_ACCT_MSK - Cardmember Number Char20 Account 2 Edit =]

3 ACRDMEM_ACCT_NBR - Cardmember Number Chard4 Card No. F Edit
4 ATRANS_DT - Transaction Date Date Trans Date % Edit (=]
5 APOST_DT - Fosted Date Date Posted % Edit =
6 AMERCHANT - Merchant Char40 Merchant % Edit =
7 ATXN_AMOUNT - Transaction Amount SNm253 1 Tran Amt f{i Edit E|
8 ADESCRS0 - Description Char60 Descript k@ Edit =
9 ACC_STATUS - Statement Status Char1 N Status ? Edit EI
10 AVOUCHER_ID - Voucher ID Chard ‘Voucher R Edit =

Save Save As New Query Preferences Properties Publish as Feed Publish as Pivot Grid
Return To Search

11.

Click Save.

Records Query Expressions Prompts Fields Criteria Having View SQL Run
Query Name FXPO_CC_TRANS LINE_EX Description PCard Statement Table Txns Feed
View field properties, or use field as criteria in query statement Reorder / Sort
Fields Personalize | Find | View All | 2| [ First '/ 1-90f9 b/ Last
Col Record.Fieidname Format Ord XLAT Agg Heading Text Add Criteria  Edit Delete
1 AEMPLID - Empl ID Chart1 D 2 Edit &=l
2 ACRDMEM_ACCT_MSK - Cardmember Number Char20 Account L Edit =
3 ATRANS_DT - Transaclion Date Date Trans Date L4 Edit =
4 APOST_DT - Posted Date Date Posted <?+ Edit El
5 A MERCHANT - Merchant Chard0 Merchant 4 Edit =
6 ATXN_AMOUNT - Transaction Amount SNm25.3 1 Tran Amt ? Edit El
7 A.DESCRE0 - Description Char60 Descript b4 Edit &=l
8 A.CC_STATUS - Statement Status Char1 N Status ? Edit =]
9 AVOUCHER_ID - Voucher ID Charg Voucher h4 Edit =
Save As New Query Preferences Properties Publish as Feed Publish as Pivot Grid
Return To Search
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