QUERY INSTRUCTIONS

There are several helpful public queries which you can use to compile donor giving within certain parameters.  Below are step-by-step instructions to run a query as well as a list of the most frequently used reports with a description of each.  

STEPS

1. In Access.smu, navigate to: Home > PeopleTools > QueryManager > Use > Query Manager 

2. Fill in the search fields as shown in Figure 1 below, then click the yellow Search button.  NOTE:  you will have to change the 3rd field to correspond to the name of your desired query. 
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Figure 1

3. Once you have a list of the queries, scroll down to your desired query, and click the Run hyperlink at the far right as shown below in Figure 2.  
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Figure 2

4. A second window will open asking you for more specific search criteria as shown in Figure 3 below.  NOTE:  the fields will vary, depending upon which query you are running.  After filling them in, click the yellow View Results button.  It may take a few minutes to get your results back.
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Figure 3

5. When that is complete, click Excel Spreadsheet as shown in Figure 4 below.
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Figure 4

6. Go to File and drop down to Save As…
7. Change the Save as type dropdown box to Microsoft Excel Workbook.

8. Enter a file name, and save the file to the folder of your choosing as shown in Figure 5.
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Figure 5

PUBLIC QUERIES TO VIEW GIVING

U_AV_GEN_DONORS_BY_DESIGNATION

Donors by Designation

U_AV_GP_GIFT_INFORMATION_ENTRY

Hard Credit Gifts By Designation/Entry Date

U_AV_GEN_OUTSTAND_PL_BY_FUND

Unpaid Pledges by Designation

U_AV_TRANS_REGISTER_ORGS

Transaction Register for Organizations

U_AV_TRANS_REGISTER_PEOPLE

Transaction Register for People
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