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Running Queries 

 
 Users can access the Query Viewer to run pre-defined queries.  The results of these 

queries will aid and assist in statistical analysis and decision making. This job aid 
explains the procedure in running a pre-defined query. 

 
Step 1. Log on to the e*mpac Finance Application with your FIN Username and Password. 
 

 
Report Center  Finance (or Grants)  Query Viewer  

-or- 

Reporting Tools  Query  Query Viewer 
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Step 2. Enter the Query Name (if known) or part of the Query Name (First letter or two).  

Otherwise leave all the fields blank and proceed to the next step. 
 

 
Note:  Most queries begin with the module initials. For example, if the query is for Grants 
the module initials are “GM”. Typing in a portion of the Query Name will reduce the number 
of query names that will be returned and make selecting the correct query more 
manageable. As time goes on the list of query names could grow quite large. 

 
Step 3. 

Click . 
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Step 4. Click the  link next to the desired query. 
 
  

 
 

3



 

University of Massachusetts 
Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester  

 

Running Queries 

 
Tip: Each query is unique and yields different results. Because of this, the user is 
prompted to supply additional information before the query searches for the data. If this is 
true follow steps 5 & 6.  Not all queries require this additional information so when the user 
clicks the HTML link the results of the query will display like the screenshot after step 6. 

 
Step 5. Enter the data in the appropriate fields. 
 
Step 6. 

Click . 
 
  

 
 
Step 7. Review data that displays. 
 
Step 8. Click the Excel Spreadsheet link to download the results to a Windows 98, Windows 

2000 or Office 2000 version of Excel. 
 

 
Tip: Viewing the Query results via HTML has minimal printing capabilities.  The most 
effective way to print query results is to download to Excel and then print. 

 
Step 9. Click the CSV Text File link to download the results as a CSV file, if needed. 
 
Step 10. 

As the results opened into a new window, click  in the upper right hand corner to 
close the window for the results of the query. 
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Step 11. Continue to run queries by returning to step 2 and following this procedure again. 
 
  End Procedure 
 
 
 

Saving Favorites 
 

 
 A new feature in e*mpac Financials version 8.9 for Queries is the ability to save 

favorite queries for those queries you run most often.  Process the following steps to 
save a query as a Favorite. 

 
Step 1. Log on to the e*mpac Finance Application with your FIN Username and Password. 
 

 
Report Center  Finance (or Grants)  Query Viewer  

-or- 

Reporting Tools  Query  Query Viewer 
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Step 2. Enter the Query Name (if known) or part of the Query Name (First letter or two).  

Otherwise leave all the fields blank and proceed to the next step. 
 
Step 3. 

Click . 
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Step 4. Click the Favorite  link next to the desired query. 
 

 
Note:  Upon re-entering the Query Viewer and before searching for any queries, your 
Favorites will be listed on the opening page of Query Viewer. 
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  End Procedure 
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