Running Queries in Access.SMU

Step 1: Navigate
Home > PeopleTools > Query Manager > Use > Query Manager

Step 2: Search
Search for the query that you want to run.

Home = PeopleTools = Query Manader = Use = Query Manager
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After entering the information that you would like to search by, click on the Search button.
Step 3: Run your query.

After you click on search, you will get a list of queries. Scroll through the list to find the query that you would like to run.
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Results: Once you receive your results, you can then choose to download the information into an Excel Spreadsheet. (Best if you
choose a CSV Text File.)

Prompts: If there is information required before results can be generated, you will be prompted to enter that information.
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NOTE: Once your information is in a spreadsheet, remember to verify that the information is the same as what is on your query
results screen. Once results downloaded, you can modify them like you would any Excel Spreadsheet.
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