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Running a Query 
 
The estimated run time for this query is approximately 5 minutes.  This query is available in HTML 
and Excel format. 

 

1. Navigate to EPM Reporting Tools > Query > Query Viewer. 

2. Enter the query’s name in the begins with field and click . 

 

 

 

 

 

 

3. You will see the query displayed in the Search Results list.  Click the  or  link to run 
the query. 

 

 

 

 

 

4. Enter the required report parameters and click . 

 

Example of Results page  
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Finding a Query – Using the “begins with” Criteria 

It is recommended you use this procedure to find a query when you know the entire query name or 
the beginning of the query name. 
 

1. Navigate to EPM Reporting Tools > Query > Query Viewer. 
 

2. Enter the query name in the begins with field and click . 
 
  
 

 

 

 
 
3. You will see the query displayed in the Search Results list.  Click the  or  link to run 

the query. 
 

 

  
  
  

 

4. Enter the required report parameters and click . 
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Finding a Query – Using the “Contains” Criteria 

It is recommended you use this procedure to find a query when you know part of the query name. 
 

1. Navigate to  EPM Reporting Tools > Query > Query Viewer. 
 

2. Click the  link. 
 

 

 

 

 

3. Enter part of the query name and Click . 
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4. Click the drop-down arrow in the Query Name field and select contains.   

 

5. You will see the query displayed in the Search Results list.  Click the  or  link to run 
the query. 
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Finding a Query – Using the Wildcard (%) Symbol 

It is recommended you use this procedure when you know part of the query name. 
 
1. Navigate to EPM Reporting Tools > Query > Query Viewer. 

2. Click the  link. 
 

 

 

 

 

3. Click the drop-down arrow in the Query Name field and select contains. 
 
 

 

4. Enter any part of the query name using the % wildcards and click  .  
 
 
To find a query with any number of characters preceding and following the query name you 
entered, you must enter the wildcard before and after the query name. 
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5. You will see the query displayed in the Search Results list.  Click the  or  link to run 
the query. 
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Adding Queries to Your Favorites 

Adding queries to your Favorites eliminates the need to search for the query.  Your Favorite queries 
will display on the main Query Viewer page. 

1. Navigate to  EPM Reporting Tools > Query > Query Viewer. 

2. Enter the query name in the begins with field and click . 

 

 

 

 

 

3. You will see the query displayed in the Search Results list.  Click the  link located 
under the Add to Favorites column. 
 
  

 

  

 

4. The query will appear in your Favorites. 
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Scheduling a New Query 

1. Navigate to EPM Reporting Tools > Query > Schedule Query.   

2. Click the Add a New Value tab. 

3. Enter a unique name for the Run Control ID and Click  .   
 
Do not use spaces in the Run Control ID.  Underscores are permissible. 
  

 

 

 

 

 

 

 The Schedule Query page appears. 

4. Enter the query description in the Description: field.  This is a required field.   
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5. Type the query name in the Query Name: field or click  to obtain a list of all 
available queries. 

 The Scheduled Query Search Page appears. 

6. Type the query name or part of the query name and click . 

7. Click on the query name link. 

 

 

 

 

 

 

 

 

 

 

8. Enter the required report parameter(s) requested and click .   
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The updated parameters will appear under Value on the Schedule Query page. 

9. Click . 
       
  
  
  
  
  
  
  
  
  
  
  
  
  
  
 

  
  

10. If desired, modify the *Format of the results,  i. e., XLS for Excel.  
 
Server Name should remain blank.  This will allow the system to access the next available 
server. 

11. Click the Recurrence drop-down arrow and select the desired recurrence. 
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12. Click  to return to the Schedule Query page. 

A Process Instance number has been assigned to your request. If desired, make note of this 
number. 

13. Click  . 

 

 

 

 

 

 

 

  

 

 

 The Scheduled Query will appear in the Process List with the recurrence symbol. 

  

  
  
  
  
 
 

14. Click   until the Run Status displays Success and the Distribution Status displays 
Posted.   

15. Click the  link. 
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16. Click the link. 
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17. Click the appropriate link to access your report (either .csv or .xls). 
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18. When prompted to Open or Save the report, click Open. 

 

 

 

 

 

 

 

 

 
 
The results will be displayed as follows. 
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Scheduling an Existing Query 

1. Navigate to EPM Reporting Tools > Query > Schedule Query.   

2. Click   to view your scheduled queries. 

3. Click the query name link. 

 

 

 

The Schedule Query page appears. 
 

4. To modify the existing report parameter(s) click the  link. 

 

 

  

5. Enter the required report parameter(s) requested and click  to return to the 
Schedule Query page. 

6. Click . 
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7. If desired, modify the *Format of the results,  i. e., XLS for Excel.  
 
Server Name should remain blank.  This will allow the system to access the next available 
server. 
 

8. Click the Recurrence drop-down arrow and select the desired recurrence. 
 
 
  
  
  
  
  
  
  
  
  
  
  
  
  

9. Click . 

A Process Instance number has been assigned to your request. If desired, make note of this 
number. 

10. Click  . 
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11. Click   until the Run Status displays Success and the Distribution Status displays 
Posted.   
 

12. Click the  link. 

 

 
 

 

 

 

 

 

13. Click the link. 
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14. Click the appropriate link to access your report (either .csv or .xls). 
 

 

 

 

  

 

 

 

 

 

15. When prompted to Open or Save the report, click Open. 

 

 

 

 

 

 

 

  
 

The results will be displayed as follows. 
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Downloading Query Results to Excel 

After running the query, you will be prompted to Open or Save the report. 

1. Click Save to save the report as an excel file in the location of your choice. 

 

 

 

 

 

 

 

 

 

Clicking Open will not save the report as an Excel file.  It will open the file in HTML format 
and you will then need to save it as an Excel file. 

2. After the download is complete, click Open to view the file in Excel. 

 

 

 

 

 

 

  
  
  
  
 
Example of Results page  
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