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How to Make Changes to a Private Query 

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

Step Action 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.  Navigate to Reporting Tools > Query > Query Manager.  
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Step Action 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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. 

3.  After your query appears in the Query table, click Edit in the Personalize column of 
the row of your query. 
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Step Action 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.  Select the Query tab.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

6.  Select the box beside the CRDMEM_ACCT_MSK field.  
 
 
 
 
 
 
 
 
 
 
  

7.  Select the Fields tab.  
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Step Action 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8.  Click the Reorder/Sort button. 
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Step Action 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9.  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. 
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Step Action 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10.  
Click the Delete icon ( ) next to CRDMEM_ACCT_NBR to delete the field. 
 
 
 
 
 
 
 
 
 
 
 
 
 

11.  Click Save.  
 
 
 
 
 
 
 
 
 
 
 
 

 


