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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 Search .

Query Viewer

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

“Search By: | Query MName w | heding with DOTPC_001_PROJ_BOA_SUMMARY
Search | Advanced Search
3. You will see the query displayed in the Search Results list. Click the HTML or Exzel |ink to run

the query.

‘Folder View:

Search Results

-- All Folders -

Query Name

b

Description

DOTRC_001_PROJ_BDM_SUMMARY DOT Project Budget Summary

icustamize | Find | Wiew All | #
Runto Runto

Owner Folder

Fublic DOT_PROJECTS HTML

First El 1of 1 |E Last

Addto

Schedule

HTML Excel

Excel BSchedule Faworite

Favorites

4. Enter the required report parameters and click

Example of Results page

YWiew Results

T R L L R R R R R

DOTO1702690CN
DOTO1702690CH
DOTO1702630CM
DOTO1702690CH
DOTO1702630CM
DOTO1702690CH

= S T e

LOCALBRG. INSP CHARGES
LOCALBRG. INSP CHARGES
LOCALBRG. INSP CHARGES
LOCALBRG. INSP CHARGES
LOCALBRG. INSP CHARGES
LOCALBRG. INSP CHARGES

INOO0D
INOOOD
INOO0D
SFO000
SFO000
SFO000

12001
12062
12062
12001
12062
12062

Transportation
Transportatn Gr & Restret Acct
Transportatn Gr & Restret Acct
Transportation
Transportatn Gr & Restret Acct
Transportatn Gr & Restret Acct

12293
21118
2108
12243
21118
2108

Highway & Bridge Renewal-2004
Advance Constructn-FHWA HWYAC
Huy, Flanning & Construction
Highway & Bridoe Renewal-2004
Advance Constructn-FHYWA HWYAC
Huwy. Planning & Construction

1989.140
5333333
2623.207
241460.880
474666 667
488302.753




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 m

Query Viewer

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

“Search By: | Query Mame w | heding with DOTPC_001_PROJ_BOY_SUMMARY

Search | Advanced Search

3. You will see the query displayed in the Search Results list. Click the HTML or Excel [ink to run
the query.

Search Results

‘Folder View: | -- All Folders - w

Custarriize | Find | View Al 88 First (g or 1 0 Last
Runto Runto Add to

Query Name Description Owner Folder HTML Excel Schedule Favorites
DOTPC_001_PROJ_BD1_SUMMARY DOT Project Budaet Summary Puhblic DOT_PROJECTS HTML Excel Schedule Favarite

4. Enter the required report parameters and click  ¥1#¥ Results



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 Advanced Search [ink.

Query Viewer

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

“Search By: | Query Name w | begins with

Search | Advanced Search

3. Enter part of the query name and Click __Search |

Query Viewer

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

Guery Name: contains s || BODT_SUMBMARY

=

Description:

==
UIses Record Name:

==

Uses Field Name:

hegins with

Access Group Name: [Retween | Q
‘contains |

Folder Hame: in
not=

‘Query Type: - User 4

Owner: - i

When using the IM or BETWEER operators, enter comma separated values without quotes. i.e. JOB EMPLOYEE JEML_LM.

Search Clear Basic Search




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

You will see the query displayed in the Search Results list. Click the HTML or Excel [ink to run

the query.

Search Results

‘Folder View: | -- All Folders - w
First E 1of 1 E| Last

o Runto Runto Addto

Description Owner Folder HTML Excel Schedule Favorites

Puhblic DOT_PROJECTS HTML Excel Schedule Favarite

Customize | Find | View All | i

Query Name
DOTPC_001_PROJ_BO1_SUMMARY DOT Project Budget Summary




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 Advanced Search [ink.

Query Viewer

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

“Search By: | Query Mame w | heging with

Search | Advanced Search

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 _ Search |

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.

Query Viewer

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

Query Name: contains w| |®BD1%

=
Description:

==
Uses Record Name:

==

Uses Fielid Name:

hegins with

Access Group Name: bEtWEEﬂ | aQ
‘contains

Folder Name: in
not=

‘Query Type: _ User w

Cwiner: — e

When using the IN or BETWEEM operators, enter comma separated values without quotes. i.e. JOB EMPLOYEE JEML_LMN.

Search Clear Basic Search




5. You will see the query displayed in the Search Results list. Click the HTML or Excel [ink to run

the query.

Search Results

Cuery HName

DOT_PC_BD1_SUMMARY

‘Folder View: |-- All Folders --

Description

DOT Budget Summary

Customize | Find | “iew: All | i First E 10of 1 |I| Last

Funtoe Runto Addto
HTML Excel Schedule Favorites

FPublic DOT_PROJECTS HTML Excel Schedule Favorite

Owner Folder




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 m

Query Viewer

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

“Search By: | Query Name w | hegins with DOTPC_001_PROJ_BD1_SUMMARY

Search | Advanced Search

3. You will see the query displayed in the Search Results list. Click the E2¥0rie |ink Jocated
under the Add to Favorites column.

Search Results

'Folder View: |-- All Falders - v

Custamize | Find | view Al B8 First [ g or 1 0 Last

o Runto Runto Add to
Query Name Description Owner Folder H_TML E_xcel Schedule F_tworites

DOTPC_001_PROJ_BD1_SUMMARY DOT Project Budaet Summary Public DOT_PROJECTS HTML Excel Schedule Favarite

4. The query will appear in your Favorites.

¥ My Favorite Queries Customize | Find | # st [ g o7 Y Last

L Runto Runto
CQuery Name Description Owner  Folder HTML  Excel Schedule Remaove
PC_PROJECT MAMAGER Private HTML Excel Schedule [=]
CT_CCC_HR_HR_POS_EE EE, Position, Chartfield Data Fublic HTWL Excel Schedule E
DOTRC_001_PROJ_BD1_SUMMARY DOT Project Budget Summary Fuhlic  DOT_PROJECTS HTML Excel Schedule [=]




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 w :

Do not use spaces in the Run Control ID. Underscores are permissible.

Schedule Query

{ Eind an Existing Yalue | Add a New Value

Run Control ID: |SCHEDULE_QUERY

Add

Find an Existing Yalue | Add a Mew Value

The Schedule Query page appears.

4. Enter the query description in the Description: field. This is a required field.

Schedule Query

Run Comtrol Il SCHEDULE_GQUERY Repart Manager

Cluery Name:

‘Description: | B0 SUMMARY

10



8.

Type the query name in the Query Name: field or click _Seach |46 optain a list of all
available queries.

The Scheduled Query Search Page appears.

Type the query name or part of the query name and click __ & _|,

Click on the query name link.

Scheduled Query Search Page

"‘Query Type: | Queries i |

Query: \DOTPC_001_PROJ_BD1_SUMMARY | Search |

Customize | Find | Wiew A First 1of 1 II' Last
COTRC 001 PROJ BO1 SUMMARY | DOT Project Budget Summary Fuhlic

Return

Enter the required report parameter(s) requested and click Ok

Project: | DOTD1702690CH |2

Ok | Cancel |

11



The updated parameters will appear under Value on the Schedule Query page.

9. Click __Fun

Schedule Query

Run Comtrol Il SCHEDULE_QUERY Feport Manager Process Manitar Run

O“ew Name: DOTPC_DD1 _PHO\J_ED1 _SUMM.’E\RY

'Descril}tion: DoT PrDjEm BUdgEt Summarf

Update Pararmeters

Prompt Hame Value
FPROJECT_ID DOTO1702690CM

F save Er 2cd | & UpdateDisplay

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.

Process Scheduler Request

User ID: JonesWan Run Control ID: SCHEDULE_QUERY
Server Name: PELINK * | Run Date: 0441852008 El
Recurrence: * | Run Time: 1:09:37FPM Resetto Current DatelTime

Time Zone:

Dail\,r Purge

Process List Daily-aprm

Select Description |Daily-Moon Process Name Process Type ‘Type ‘Format Distribution
W-F at Spm

PSQUERY Mnnthl\,r-a st PSQUERY Application Engine  Weh HLS w | Distribution

tdanthly-End(28th)
tanthly-End(30th)
Manthl-End{31 st
Pertdon Reaper Rel
Weekly-Friday
Weeakh-Monday
Weekly-Saturday
Weakh-Thursday
Weekly-Tuesday
Weekh-Wednesda

8154 Cancel

12



12.  Click UK | 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 EBrocess Monitor

Schedule Query

Run Control I SCHEDULE_QUERY Report Manager  Process Monitor Eh

Process Instance: 214473
Query Name: |DOTPC_001_PROJ_BD1_SUMMARY search

‘Description: DOT Project Budget Summary

Update Pararmeters

Prompt Hame Value
PROJECT_ID DOTOT1702E90CH
& save [Es 2 | F UpdateiDisplay |

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

Process List Customize | Find | % 3
Process T Distribwtion :
Select Instance Seq. Process Type Name User Run Date Time Run Status Status Details
214478 Application Engine PEGLE onesivan 04M 872008 900:00PMEDT  Gueued i) Cietails
214473 Application Engine PEQALERY Jones\Wan 0401872008 12:45:30PM EDT  Success Posted Cietails
214436 Application Engine PEQALERY JonesWan 0411872008 11:02:95AM EDT  Success Posted Cietails

14. Click Refresh

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

15. Click the Letails |ink.

13



[ Process List {_ SemerList

User ID: (loneswan [, Type: * |Last: 3| [Days v | Refresh
Server: * | Name: Q. Instance: to
Run + | Distribution v [“] Save On Refresh
Status: Status
Process List
Select Instance Seq. Process Type m% User Run Date Time Run Status Details
214473 Application Engine PSQUERY Jones\Wan 04/18/2008 12:45:30FM ED Cetails
214436 Application Engine PEQIUERY JonesWan 04/ 8i2008 11:02:954M EDT  Success Fosted Cetails
16. Click the view LowTrace link.
Process Detail
Instance: 214473 Type: Application Engine
Name: PEQLIERY Description: PSQUERY
Fun Status: Success Distrilnrtion Status: FPosted
Run Control ID: SCHEDULE_QUERY Hold Redquest
Location: Server Queue Request
Cancel Request
Server: PELIME I
O Delete Request
Recurrence: Restart Request
Request Created On: 04/118/2008 12:47:44PM ECT Parameters Transfer
Fun Anytime After: 0471852008 12:4530PM EDT Messade Log  Miew Locks
Began Process At:  04/18/2008 12:47:56PM EDT Batch Timings
Ended Process At:  04/18/2008 12:43:07PM ECT Wiew Log/Trace
0]4 Cancel

14



17.

Click the appropriate link to access your report (either .csv or .xIs).

View LogiTrace
ReportlD: 248937 Process Instance: 214473 Messade Log
Name: PEQIERY Process Type: Application Engine

Run Status: Success

DOT Project Budget Summary

Distribwtion Node: PRODRPTFTP Expiration Date:

File List

MName File Size {bytes) Datetime Created
AE_PSQUERY 214473l0g 153 0411 872008 12:45:07 000000FM EOT
DOTPC 001 PROJ BD1 SUMMARY- 10,752 041812008 12:45:07.000000PM EDT
21447335
Distribute To
Distribution ID Type ‘Distribution ID
Lser Janeswan
Return

15



18.

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

File Download e

Do you want to open or save this file?

@ Mame: DOT_PC_EST_SUMMARY-204332.xls
[l Type: Microsoft Excel Warksheet, 86 bytes

From: corect.ct.gow

Open ] [ Save ] [ Cancel

Alwayz azk before opening this type of file

zave thiz file. What's the risky

Ww'hile files from the Intemet can be useful, zome files can potentially
harm your computer. | pau do nat trust the zource, do nat open or

The results will be displayed as follows.

A 5] | ¢ [ b ] E | F | G | H

1 |DOT Project Budget Su| &

2 |Project = DOTO1702630C

3 [Project [Project Descr [[Activity [Fund [Fund Descr [SID_]SID Descr [Amount |
4 |DOTO1702690CN LOCAL BRG. INSP CHARGES IMOOD0 112001 [Transportation 12293 [Highway & Bridge Renewal-2004 1989.140
| 5 |DOTO1702690CN LOCAL BRG. INSP CHARGES |INODOD 12062 Transportatn Gr & Restret Acct 21118 Advance Constroctn-FHYWE HWYAC 5333.333
6 [DOTO1702690CN LOCAL BRG. INSP CHARGES |INODOD 112062 Transportatn Gr & Restrct Acct 22108 Hwy. Planning & Construction 2623.207
7 |DOTO1702690CN LOCAL BRG. INSP CHARGES |SFO000 112001 Transporation 12293 Highway & Bridge Renewal-2004 241460.880
| 8 [DOTD1702690CN LOCAL BRG. INSP CHARGES |SFO000 12062 Transportatn Gr & Restrct Acct 21118 Advance Constructn-FHYWA HWYAC | 47 4666.667
| 9 |DOTD1702690CH LOCAL BRG. INSP CHARGES |SFO000 12062 Transporatn Gr & Restrct Acct 22108 |Hwy. Planning & Construction 488302.753

16




Scheduling an Existing Query

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

2. Click _ 583rth {9 view your scheduled queries.

3. Click the query name link.

Search Results
1-26 of 26

Description Querv Name
SCHEDULE QLUERY DOT Project Budget Summary DOTPC_001_PROJ_BDM _SUMMARY

The Schedule Query page appears.

4, To modify the existing report parameter(s) click the [Uodate Parameters |jnk.
Schedule Query
Fun Control I SCHEDULE_GQUERY Eeport Manager Process Monitar Run
Query Name: |DOTPC_001_PROJ_BD1_SUMMARY Search
'Descril}ﬁo“: DoT PrDjECt Eudget Summal‘g.-'
pdate Parameters
Prompt Name Value
PROJECT_ID DOTO1702690CN
E save | L Return to Search | 45| Previous in List ‘ +[E| Mext in List | [Es 2cd |
5. Enter the required report parameter(s) requested and click Ok | to return to the

Schedule Query page.

6. Click __Pun

17



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.

Process Scheduler Request

User ID: JonesWan Run Control ID: SCHEDULE_QUERY

Server Name: PSRN *| Run Date: 0471802008 [

Resetto Current DatefTime

Recurrence: ~ | Run Time: 1:09:37FM

Time Zone:
Process List

Dail\,r Purge
Ciaily-apm

Select Description |Daily-Moon Process Name Process Type ‘Type ‘Format Distribution
W-F at Spm
PSQUERY Mnnthl\,r-a st PSQUERY Application Engine  Weh HLS w | Distribution

tdanthly-End(28th)
tanthly-End(30th)
Manthl-End{31 st
Pertdon Reaper Rel
Weekly-Friday
Weeakh-Monday
Weekly-Saturday
Weakh-Thursday
Weekly-Tuesday
Weekh-Wednesda

8154 Cancel

o. click ok |

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

10. Click EBrocess Monitor

Schedule Query

Run Conmtrol ID:  SCHEDULE_QUERY Report Manager Process Manitor ol

Query Name: |DOT_PC_EST_SUMMARY Search

IDESC[“}“O": DioT Estimate Summar\,f

Frocess Instance: 204332

Update Parameters

Prompt Name Value
PROJECT_ID DOTO1700555PE

Bl save S Add UpclateDisplary

18




11. Click Fefesh | yntil the Run Status displays Success and the Distribution Status displays
Posted.

12. Click the Letails link.

[ ProcessList | SewerList |

User ID: !JDnesWan L Type: + | Last: 3| |Days  w| Refresh
Server: * | Name: Q. Instance: to
Run + | Distribution - Save On Refresh

Status: Status

Process List Custormize | Find | view All| B8 First [0 1.2 02 [M] Last

Process Distribution

Select nstance Sedq. Process Type Name User Run Date Time Fun Status Details

214473 Application Engine FSQUERY JonesWan 04/18/2008 12:45:30PM EDT (Success Posted Details

214436 Application Engine PSQUERY JonesWan 04/18/2008 11:02:55AM EDT  Success Posted Details

13. Click the view LooTrace link.

Process Detail

Instance: 214479 Type: Application Engine
Name: PSQUERY Description: PSOUERY
Run Status: Gueued Distribution Status:  Mia
Run Control ID: SCHEDULE_QUERY ) Hold Request
Location: Server Oueue Request
Ca | R st

Server: S ) cancel Reque

) Delete Request
Recurrence:  Dailyv-5pm Restart Request
Request Created On: 0411 3/2008 1:19:16PM EDT Parameters Transfer
Run Anytime After:  04/18/2008 5:00:00FPM EDT Message Log  Wiew Locks
Began Process At: Batch Timings
Ended Process At: Wiew LoarTrace

0154 Cancel

19



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

View Logl/Trace

Report 1D: 248937 Process Instance: 214473 Messzage Log
Name: PEQLUERY Process Type: Application Engine

Run Status: Success

DOT Praoject Budget Summary

Distribution Node: PRODRPTFTF Expiration Date:

Return

File List

Name File Size {bytes) Datetime Created

AE PSQUERY 214473 10g 163 0471852008 12:48:07 . 000000FPM EDT
DOTPC D01 PROJ BO1 SUMMARY- 10,752 04/12i2002 12:48:07.000000PM EDT
2144735

Distribute To

Distribution ID Type *‘Distribution I

Lser Jdanes\wan

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

File Download BJ
Do you want to open or save this file?

@ j Mame: DOT_PC_EST_SUMMARY-204332,xls
[Hl Type: Microsoft Excel Worksheet, 36 bytes

From: corect.ck.goy

Open ] [ Save ] [ Cancel

Always ask befare opening this type of file

harrn vour computer. | pow da nat trust the source, do not open ar

@ Wwhile filez from the Intermet can be uzeful, zome filez can potentially
zave thiz file. What's the risk?

The results will be displayed as follows.

| A | B | ¢ [ D | E [ F | | H

1 IDOT Project Budget Sul| &

2 |Project = DOTO1702690CH

3 [Project [Project Descr Activity [Fund |[Fund Descr [SID__][SID Deser [Amount
| 4 |DOTO1702690CH LOCAL BRG. INSP CHARGES [IMO0O0 12001 |Transportation 12293 Highway & Bridge Renewal-2004 1989.140
| 5 |DOTO1702620CN LOCAL BRG. INSP CHARGES |INOOOD 12062 | Transportatn Gr & Restrct Acct 21118 | Advance Constructn-FHYWA HW YA 5333.333
| B |DOTOM702650CH LOCAL BRG. INSP CHARGES INOOOO 12062 | Transportatn Gr & Restrct Acct 22108 |Hwy. Planning & Construction 2623.207
| 7 |DOTO1702690CN LOCAL BRG. INSP CHARGES |SFO000 (12001 | Transportation 12293 Highway & Bridge Renewal-2004 241460.880
| 8 |DOTO1702690CH LOCAL BRG. INSP CHARGES |SFO000 12062 Transportatn Gr & Restrct Acct 21118 | Advance Constructn-FHYWA HWYAC | 474666 GE7
| 9 |DOTOM7026850CH LOCAL BRG. INSP CHARGES |SFO000 12062 | Transportatn Gr & Restrct Acct 22108 |Hwy. Planning & Construction 455302.753




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.

File Download [X]

Do you want to open or save this file?

@ Mame: DOTPC_001_PROI_BD1_SUMMARY-Z14484,xls
[Hl Type: Microsaoft Excel Warksheet, 10.5 KB

From: corect.ct.gow

Open ] [ Save ] [ Cancel

Always azk before opening this tepe of file

harm pour computer. IF you do not trust the source, do not open or

@ YWhile files from the [ntermet can be uzeful, zome files can patentially
zave thiz file. What's the rigk?

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.

Download complete

o
= Download Complete

Saved:

q.xls From careck, ck.goy

(FE SN NN NN NN RN RN NN NN NN RRRRR R RN NNEEE 3
Diownloaded: 6.00 KB in 1 sec

Download kot d:\Documents and SettingsiP. .. lkest, xls

Transfer rate: /.00 KEfSec

[ ] Cloze thiz dialog box when download completes

[ Open ] [ Open Faolder ] [ Cloze

Example of Results page

|[DOT Budget Summary

r
1
Project Project Descr Activity |[Fund [Fund Descr ||SID |SID Descr Amount
DOTO1700555PE

STATEWIDE; DEPT CADD PROGRAM  PEOOOD 12001 Transportation 12293 |Highway & Bridge Renewal-2004 | 372747 720
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