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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) 2 Query Viewer

_Or_

Reporting Tools = Query = Query Viewer
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Mew Window | Help | Customize Page | B 4

Lowell Financial Reports

Define Scope Query Viewer Batch Reports (RO} Report Manager Process Monitor

Departmental Reporting Package

Mon-Spansored Project/Grant Activity Report UMGLTO47 nYision

Revenue & Expense w! Appropriation Budgets Report LIMGLT045 nYision 0
Revenue & Expense w/ Organization Budgets Report UMGLT045 nvigion (7]
Open Encumbrance Report UMGL7O079 S0R e
Revenue & Expense Detail Transaction Repor UMGLTOEZ SAR (7]

Balance Sheet Reports

Balance Sheet Report UMGLTO46 nYision
Balance Sheet Transaction Detail Report UmMGLT0A3 S0R

Fund Balance Reports

Fund Balance Detail Report UMGL7037 n¥ision @
Fund Balance with Met Assets Report UnGLT036 niisian e
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Query Viewer

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

“Search By: | Query Name w | hegins with

Search I Advanced Search

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.

h 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 4593”“ .
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Query Viewer

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
‘Search By: | Query Mame v| begins with EF'O_ALL
Search Advanced Search

Search Results

'Folder View:

Query Name Description Owner Folder LI‘:I:_O ﬁ Schedule %‘( B
PO_ALL_0_WCHR_MOT_FIMALIZED list of vouchers that are §0 Fublic HTML Excel Schedule Favorite
PO_ALL_APPR_WKLET_OPRID WORKLIST DETAIL BY OPRID Fublic HTML Excel Schedule Faworite
PO_ALL_AUDIT_ASSET_MANAGEMENT PO Description Information FPuhlic HTML Excel Schedule Favorite
PO_ALL_AUDIT_EMPL_VENDORS Inapprop purch by univ ernpl Fublic HTML Excel Schedule Favorite
PO ALL_BLAME_BCM_LIMNE_STATLIS PO'S with blank budget status FPuhlic HTML Excel Schedule Favorite
FO_ALL_BUDGET_ERRORS Budget Check Failure Fuhlic HTML Excel Schedule Favorite
PO_ALL_CC_PYMMNT_AMT Amit due Bank for Bill Cycle Public HTML Excel Schedule Favorite
PO_ALL_CC_PYMNT_AMT_JPMC Amt due Bank for Bill Cycle Fuhlic HTML Eucel Schedule Favorite
PO_ALL_CNTRCT_BY_VNDR Vhdrs Assoc with Contracts Public HTML Excel Schedule Favorite
PO_ALL_CHWTRCT_USAGE Contract Usage Fuhlic HTML Excel Schedule Favorite
FO_ALL_CURRYR_VCHR_PRIORYR_PO  Curt Yt Yehr against Py PO Fublic HTML Excel Schedule Favorite
PO_ALL_DEMIED_POS Pi;s that have heen denied Fuhlic HTML Excel Schedule Favorite
P oall niep PN Fay ST4AT IS Faow Statnie nf Pr'c Nichatrhod Puhlir HThil Fwral | Srhariila E:\\mrg:\:

Step 4. Click the B™L |ink next to the desired query.

PO_ALL_PO_BAL_BY_DISTRIBUTION - PO Balances by Chrtfld Prompt

Unit: Q

Fund {Use % For All): l:l

Dept (Use % For All): |:|

Class (Use % For Al | |

Project Use % Foram:| |
Wiew Results

PO Bi PO  |Vouchered| PO
[0 et ot e o e come g o v e 5 e nc
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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.

5. Enter the data in the appropriate fields.

6. i
Click Wieww Results

PO_ALL_PO_BAL_BY_DISTRIBUTION - PO Balances by Chrtfld Prompt

Unit: umLow| G
Fund {Use % For All): %
Dept (Use % For All): %
Class (Use % For Alli: | %
Project {Use % For All): | %

Wiew Results

Diownload resuUlts in . Excel SpreadSheet CEW TextFile (15 ki)

UMLOWY 0100000001 082972008 Dispatched STANDARD UM10005927 783100
2 |UnLOWY 0100000002 08/28/2008 | Dispatched | STAMNDARD UM10008827 763200

3 | UnLOW 0100000003 08/2872008 Dispatched STAMDARD UM10008827 734200

4 UMLOWY 0100000005 | 08/28/2006 | Dispatched | STANDARD UM10005927 734200

5 | UnLOWY 0100000006 08/29r2008 Dispatched STAMDARD U10005927 781330
B |UMLOWY 0100000008 09/0572006 | Dispatched | STANDARD UMS99995846 740880
7 UMLOWY 0100000009 08/06/2006 | Dispatched | STANDARD UM10005927 763100
2 UMLOWY 0100000010 081 272006 | Dispatched | STANDARD UM10008927 763100
]

UMLOW | 0100000011 081 272006 | Dispatched STANDARD UM10008927 763100
<
[k

L100600000 51161
L200100000 51188

L100700000 &1178

L400200000|51403

L100200000 51180
L400200000 51403
L100600000 51161
LEEO200000| 53181
L740800000 /51161

BOO

BOO

Boo

BOO
BOO
Boo
Boo
BOO

FOOO171032

FOOO171034
>

7. Review data that displays.

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.

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

10.

close the window for the results of the query.

As the results opened into a new window, click @ in the upper right hand corner to
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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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Lowell Financial Reports

Define Scope Ty Viewer Batch Reports (RO} Report Manager Process Monitor

Departmental Reporting Package

Mon-Spansored Project/Grant Activity Report UMGLTO47 nYision

Revenue & Expense w! Appropriation Budgets Report LIMGLT045 nYision 0
Revenue & Expense w/ Organization Budgets Report UMGLT045 nvigion (7]
Open Encumbrance Report UMGL7O079 S0R @
Revenue & Expense Detail Transaction Repor UMGLTOEZ SAR (7]

Balance Sheet Reports

Balance Sheet Report UMGLTO46 nYision
Balance Sheet Transaction Detail Report UmMGLT0A3 S0R

Fund Balance Reports

Fund Balance Detail Report UMGL7037 n¥ision @
Fund Balance with Met Assets Report UnGLT036 niisian e
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Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.
“Search By: begins with
Search I Advanced Search

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 4595'”“ .
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FU_ALL GG O VL LIS HE UL I UL AL rumiL Cume  SaELel Suieuue
FO_ALL_CNTRCT_USAGE Contract Usage Fuhlic HTML Excel Schedule
PO_ALL_CURRYR_WCHR_PRIDRYR_PO Curr Yt veht against PY PO Pubilic HIML Excel Schedule
PO_ALL_DEMIED_FPOS P0;= that have heen denied Fuhlic HTML Excel Schedule
PO_ALL_DISP_PO_FAY_STATLIS Fax Status of PO's Dispatched Puhlic HTML Excel Schedule
PO_ALL_DUEDT_GT_CURRDT PO dusdate gt curr date Fublic HTML Excel Schedule
PO_ALL_FINALIZE_ISSUE Finalization Flag Issue Fuhlic HTML Excel Schedule Favor
PO_ALL_FULLY_LIQUIDATED Liguidated but not closed FPuhlic HTML Esxcel Schedule Favor
PO_ALL_FUTURE_YR_VCHRS_ON Viouchers done oh next FY POs Fubilic HTML Excel Schedule Favar
PO_ALL_GFPF_LIG_FLG_Y_M Ps with & Liguidation flg V&N Fuhlic HTML Excel Schedule Favor
PO_ALL MATCHED_MOT_RECOM PO All Matched Mot Recon Fublic HTML Excel Schedule Favor
PO_ALL_NC_DISTRIBS PO's with 0 distribution Fublic HTML Excel Schedule Favor
PO_ALL_MNEG_LINES Pz with Negative Distrib Puhlic HTML Excel Schedule Favor
PO_ALL_OPM_EMC_LAST YR_MOT_ROL POs wienc-prioryr-did not ral Fublic HTML Excel Schedule Favor
FPO_ALL_OPK_EMC_LAST YR_STATE Ste wienc-prior yr-did not ral Fuhlic HTML Excel Schedule Favor
PO_ALL_PARTIAL DUP _VCHR_DELETE PO partial - dup vehr deleted FPuhlic HTML Excel Schedule Favor
PO_ALL_PCD_BY_EMPLID Procard transactions by Ermpl | Fubilic HTML Excel Schedule Favar

:Eﬁ ALL_PO_EIAL_BY_DISTRIEIUTIED P Balances by Chrifld Prompt Fuhlic HTML Excel Sched Favar — >
PO_ALL_PO_BAL_BY_DISTRIB_SUM PO Bal By Chrifld - Surnrnary Pubilic HTML Excel Schedule Favor
PO_ALL_PO_BAL_BY OPERATOR P Balance By Operator Prompt Fuhlic HTML Excel Schedule Favor A

< | 3

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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Query Viewer

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

Mew Window | Help | Custornize Page | B

‘Ssarch By:
Search | Advanced Search

hegins with |

~ My Favorite Queries

Query Name

PO_ALL_PO_BAL_BY_DISTRIBUTION PO Balances by Ghrifld Prompt Public

First

Run to

HTML
HTML

A4 gpq K
Run to

Excel Schedule

Excel

=

Schedule

Clear Favorites List |

End Procedure
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