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Reporting Tools—Running Query Viewer

Query Viewer is the Campus Solutions tool for running established queries and generating reports. (Query Manager is
the tool used to build queries. See the Query Manager job aid for more information). Reports can be output to HTML,
Excel, and CSV- or XML-formatted documents. Queries can be saved as Favorites for easy future access.

Privacy Disclosure

Disclosure of information from student records is governed by the Federal Family Educational Rights and Privacy Act (FERPA) and in
part by the State of California Education Code. UCB maintains a campus policy governing disclosure of information from student
records. This policy provides reasonable interpretations of those laws and protects the student’s right of privacy as guaranteed by
the State of California’s constitution. For more information, the policy can be found at: http;/registrar.berkeley.edu/ferpa.html

Do not release any private student information to any person or organization without the student’s written consent, and use UCB
information only for work-related purposes, according to the Minimum Security Standards for Electronic Information (MSSEI).

Private student information is considered Level 1 and includes, but is not limited to, academic records, information in personnel files,
student conduct issues, SID, certain personal contact information, as well as other sensitive information encountered while on the
job. Level 2 information, which if exposed to unauthorized persons, causes extreme impact. It includes but is not limited to Social
Security Numbers, and credit card Numbers.
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3. Click the Query link.

4. Click Query Viewer,
which opens a Query
Viewer window.

SEARCHING FOR A QUERY

3 student Financials - » |

B2 Academic Advisement [—_Composite Query ’
B2 Contributor Relations | Query \""’J ’
{3  sSAIntegration Pack &3 Connected Query 4
{2  SetUp HRMS 0O Psmvision »
3 setUpSACR 3 Bl Publisher »
C3  Enterprise Components & Pivot Grid ’
3 worklist J Reporting Console

(3 Application Diagnostics B Report Manager

8 Tree Manager

3 Reporting Tools »

0  student Financials » | I
B3 Academic Advisement | —  Composite Query _ » |
£  Contributor Relations | —  Query 5] Query Manager
3  sAlIntegration Pack (3 Connected Query ‘J ELENETES
{3 SetUp HRMS 0O Ps/mVision |=]  schedule Query
03 setUpSACR 3 BIPublisher »

3 Enterprise Components| & Pivot Grid ’

£33 Worklist [Z]  Reporting Console

3  Application Diagnostics 5] Report Manager

0O Tree Manager

3  Reporting Tools »

A list of Financial Aid reports can found at http://sisproject.berkeley.edu/reporting

There are two kinds of searches you can perform in Query Viewer: Basic Search or Advanced Search.

5. ForaBasic Search (with
default of Query Name),
you could type “UCCS_F” in
the begins with text box. All
Financial Aid queries begin
with “UCCS_F”.

You can also Search By:
Access Group Name, Description,
Folder Name, Owner, Type, Uses
Field Name, & Uses Record Name.

Many queries begin with
UCCS-F. Include additional
information for faster searches.
You can also use wildcard
characters

Running Query Viewer

Favorites ¥ Main Menu ¥ > Reporting Tools ¥ > Query ¥ > Query Viewer

Berkeley

New Window | Help

Query Viewer

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

*Search By [Query Name begins with fuccs_F |

Search Advanced Search
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To search a broader range
of criteria, click the
Advanced Search link.

You can use a combination
of fields and search
parameters. In this
example, we will look for a
query whose name begins
with “UCCS_F” and that
uses the Field Name of
“ISIR”.

Once you have
configured your search
criteria, click the Search
button.

Query Viewer

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

*Search By [Query Name ™  begins vith |

contains

not =

Query Viewer

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

Query Name begins with . UCCS_F
Description
Uses Record Name
Uses Field Name ISIR
Access Group Name .
Folder Name

“Query Type =

contains

Oser
I ™

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

St

Search Results

Owner =

Basic Search

*Folder View |- All Folders —
Query Personalize | Find | View 100 | & | L:" First ‘4" 1-30 of 104 Last
Query Name Description Owner Folder 5?'&'[’ Eré‘e‘f E;"Lw Schedule  Definitional References  poc o
UCCS_FA_QBU_SSN_UPDATE_MCP  Selects SMRules 30,40 Public HTML Excel XML Schedule  Lookup References  Favorite
UCCS_F_CALISIR_CORR_EMPL %’”S'R Corr record by EMPL  p, e HTML Excel XML Schedule  Lookup References  Favorite
UCCS_F_CALISIR_L1_LOWNEED CAL ISIR AutoLoad - 1st Level Public HTML Excel XML Schedule  Lookup References  Favorite
UCCS_F_CALISIR_L2_EFC_CHG_OK E:/Le:S‘R Autoload-2nd g G HTML Excel XML Schedule  Lookup References  Favorite

In this example, we will run a query to pull all students with a particular first name. Click Basic Search, to
return to the simple search page and use the search criteria of Query Name begins with
“UCCS_F_LW_TRAINING_SAMPLE” to see the available choices.

8.

Enter
UCCS_F_LW_TRAIN
and click Search.

In this example, there is
only one result, but
often there may be
several queries.

Select an output format
(HTML, Excel, or XML).

For this example, we will

Running Query Viewer

Query Viewer

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

*Search By IQuery Name ™ begins with
Advanced Search

UCCS_F_LW_TRAIN

Query Viewer

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

*Search By [Query Name ¥  begins with

Search

UCCS_F_LW_TRAIN

Advanced Search

Search Results

*Folder View |~ All Folders — |

Query Personalize | Find | View All | & &l First ‘4 10of1 &) Last
Query Name Description Owner Folder Rumio Runto R0 schedule Definitional References  £9910
UCCS_F_LW_TRAINING_SAMPLE sample query Public HTmL XML  Schedule Lookup References Favorite
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select Excel.
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Pop-Up Blocker

10. Depending on browser

secu rlty co nﬂgu I’atIOﬂS; I Internet Explorer blocked a pop-up from *.is.berkeley.edu. Allow once | I Options for this site ¥ I I
you may see a pop-up
blocker message. If so, Internet Explorer

click Internet Explorer’s
Options for this site
button or Firefox’s
Options button.

€)@ n

7@ Firefox prevented this site from opening 2 pop-up window.

Favorites ¥ Main Menu + Reporting Tools ¥ > Query ¥ Query Viewer & Home | Sign out

Berkeley —r B

Firefox

11. |E: Under Options for

this Site, click “Always Always allow
a" OW” More settings

Internet Explorer
Firefox: Under Options,
click “Allow pop-ups

for;; (Campus SO/utlonS AIIowop»ups for bes-web-trn-01.is.berkeley.edu

Edit Pop-up Blocker Options...
/Ink .is.bef'ke/ey.edu) Don't show this message when pop-ups are blocked
Show 'https://bcs-web-trn-01.is.berkeley.edu:8443/psc/bestrn_newwin/EMPLOYEE...

Firefox
12. Click the Close icon, to
Pop-ups are temporarily allowed for *.is.berkeley.edu. Options for this site ¥
close the message box. ——
Internet Explorer
=N
Firefox
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Modifying Parameters

13. Some reports may need
more information
before they can be run.
If the query is set to
allow prompts, the
configuration window
opens, asking you to
define the parameters
of the query.

For this example, we will
enter an Aid Year and
First Name.

14. Click the View Results
button.

15. If you have chosen to
see the results in Excel,
you may see another
pop-up message. Click
the Open button in the
pop-up bar.

16. The report appears in
an Excel spreadsheet.

You may need to click
“Enable Editing” to edit.
You can save, print,
format, or simply view
the output from within
Excel. When you are
done, close Excel. The
Query Viewer Search
Results window will still
be open in your
browser.

Running Query Viewer

UCCS_F_LW_TRAINING_SAMPLE - sample query

First Name: |

View Results

ID Institution Aid Yr Trans Nbr Verif Track Filg SAR C Flag Chng In Family In College

UCCS_F_LW_TRAINING_SAMPLE - sample query

Aid Yr 2017 | Q
| \
First Name} Mary

View Results

ID Institution AidYr Trans Nbr Verif Track Fig SAR C Flag Chng In Family  In College

UCCS_F_LW_TRAINING_SAMPLE - sample query

Aid Yr 2017 |Q

First Name: |Mary

ID Institution Aid Yr Trans Nbr Verif Track Fig SAR C Flag Chng In Family In College

Do you want to open or save UCCS_F_LW_TRAINING_SAMPLE_476....xls (10.5 KB) from bcs-web-trn-01.is.berkeley.edu?

Save | v | Cancel

H ©- UCCS_F_LW_TRAINING_SAMPLE_476707713xls [Read-Only] [Compatibility Mode] - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
-y o N - &
D % Arial Unicode <10 ~| A A === $- =3 Text [fZ Conditional Formatting ~ &
By ~ $ - % » [FFormatasTable~ &
Past . - M. s === e & —
e v BIIU-H- O-A- ===4&ss < 02 (2 Cell Styles ~ ]
Clipboard & Font 1 Alignment % Number @& Styles
Al M f\ sample query
A B c D E F G H
1 quel’ 26
2 [ID Institution|Aid Yr| Trans Nbij Verif Track Fig|SAR C Flag Chng[in Family|in College]
3 30 150 UCBOT 2017 5
4 lewmomm UCBOT 2017 1 0 1
5 26@miwd UCBO1 2017 1 01 "
6 300 UCBO1 2017 2
7 [30 i ucBO1 2017 1 01 "
g Malwanw  UCBOT 2017 1 01 "
9 MBorcmie ucBol 2017 2 01 "
10 (308 WAT i UCBOT 2017 2 01 "
11 30 21 UucBO1 2017 1
12 [30 » UCBOT 2017 1 ( "
1

ucBol 2017
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Exporting a Query to HTML

17. From the Query
Viewer window,
search for a query.

18. From the Search
Results, locate the
desired query, and
click on the HTML
link. A second
browser window will
open.

19. If your report has
prompts, fill in the
appropriate values to
configure the
parameters.

20. Click the View
Results button.

21. The results will
display below. From
the HTML report,
you can output the
report’s contents to
Excel spreadsheet,
CSV Text File, or
XML File.

Running Query Viewer

Main Menu ¥ Reporting Tools ¥ Query ¥ Query Viewer

Menu ~ | Search

Berkeley

Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
*Search By begnswith | CCS.E T |
Search Advanced Search
Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
Query Name ¥ begins with UCCS_F_LW_TRAIN
dvanced Search
Search Results
*Folder View |- All Folders —
Query Personalize | Find | View Al | 20| B First ‘&' 10f1 */ Last
Query Name Description Owner Folder Rumi> Runto Bunto schedule Definitional References  foc o
UCCS_F_LW_TRAINING_SAMPLE sample query Public HTML §Excel XML Schedule Lookup References Favorite

UCCS_F_LW_TRAINING_SAMPLE - sample query

Aid Yr: 2017 |Q

First Name:} Miguel x|
View Results

ID Institution Aid Yr Trans Nbr Verif Track Fig

SAR C Flag Chng In Family In College

UCCS_F_LW_TRAINING_SAMPLE - sample query

Aid Yr: 2017 |Q
First Name: |Migue
View Results

Download resuits in: | Sxgel SoreadSheel e CSY Te K Xl Clo D |

View All First 1-150f 15 Last
1D Institution Aid Yr Trans Nbr  Verif TrackFlg  SARC FlagChng  In Family In College

1 26 ucBoO1 2017 1

2 26 ucBoO1 2017 1

3 30 ucBO1 2017 2vi

4 30 ucBo1 2017 2

5 26 ucBO1 2017 1

6 26 uCBO1 2017 1

7 24 ucBo1 2017 1

8 24 ucCBO1 2017 1

9 28 ucBO1 2017 1 01

10 3C ucBo1 2017 2

11 30 ucBO1 2017 V1

12 30 uCBO1 2017 1

13 30 ucBo1 2017 1

14 30 ucCBO1 2017 1

15 30 ucBO1 2017 vt 01
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— _ -
) | @ https://bcs-web-trn-01.5s.berkeley.edu: O j 5| ¥3 (2 Query Viewer 2 bcs-web-trn-0
22. rve that th CIONE = =
Obse e t at t e UCCS_F_LW_TRAINING_SAMPLE - sample query

Query Viewer is still JU—
open in itS Own First Name: |Miguel

View Resuits
Download results in :  Excel SpreadSheet CSV TextFile XML File (1 kb)
browser tab, and the Fist 115115 Las

HTM L e} ut p ut |s | na D Institution Aid Yr Trans Nbr Verif Track Fig SAR C Flag Chng In Family In College
separate browser S

&F )= [@ https://ocs-web-tin-01. s berkekey.edu: O »] & | 45/| & query Viewer

tab. This enables you Fonrn " | Vo™~ g Tos > Gua " > iV
to close the results Berkeley :

£03

New w | Help | Personalize Page | &
tab and return to run uery Viewer
. Enter any information you have and click Search. Leave fieids blank for a lst of all values
a d|ffere nt query *Search By [Query Name T vegins vith UCCS_F_LW_TRAIN
Search Advanced Search
Search Results
“Folder View [~ All Folders — ™
Query Personalize | Find | View Al | @] B First © 1011 @ Last
Query Name Description Owner  Folder Runio Runto RUATO chedule  Definitional References  A0010,
UCCS_F_LW_TRAINING_SAMPLE sample query Public HTML Excel XML Schedue  LookupReferences  Favorite
. .
Making a Query a Favorite
YOU Can mal’k a uer a UCCS_F_ISIR_MR4_SHARED_SSN Shared SSNs Public HTML Excel XML Schedule Lookup References Favorite
23‘ q _y UCCS_F_| _MR5_DEP_CHG DepStatchg fromDeptoInd  Public HTML Excel XML Schedule Lookup References Favorite
Favorite SO you don)t UCCS_F_ISIR_MR6_HOUSHOLD_CHG Household Info Changed Public HTML Excel XML Schedule Lookup References
> C Change No
UCCS_F_ISIR_MR7_EFC_CH_NOT_ok 57 C Ohange Notin Public HTML Excel XML Schedule  LookupReferences  Favorite
have to Search for |t UCCS_F_ISIR_MR8_CORRECTIONS Outstanding Corrections Public HTML Excel XML Schedule Lookup References Favorite
UCCS_F_ISIR_MR9_EFC_NE_ENR_MO EFC and Enrolled Months NE Public HTML Excel XML Schedule Lookup References Favorite
UCCS_F_ISIR_POST_QAVERIF QAVERIF to 4 if status is P Public HTML Excel XML Schedule Lookup References Favorite
e UCCS_F_ISIR_POST_REVSTAT RevStat C if pkg'diverified Public HTML Excel XML Schedule Lookup References Favorite
From the Inltlal Query UCCS_F_ISIR_POST_SELECTED Finds newly verif-selected stu Public HTML Excel XML Schedule Lookup References Favorite
V. h d . UCCS_F_ISIR_QA_DEPCKL ISIR QA Std Depend & CKL  Public HTML Excel XML Schedule Lookup References Favorite
lewer search and in UCCS_F_ISIR_QA_SUSP_CCODE Egsdie”ded‘s'm"””’c' Public HTML Excel XML Schedule  Lookup References  Favorite
SIR QA S e
the SearCh Results, UCCS_F_ISIR_QA_SUSP_OTHER ‘r;;z:n’;““s‘w”“"” Public HTML Excel XML Schedule  Lookup References  Favorite
fnd the er and C||Ck UCCS_F_ISIR_QA_SUSR2 ISIR QA Suspend Reason 2 Public HTML Excel XML Schedule Lookup References Favorite
q y My Favorite Queries Personalize | Find | & | & First & 10of1 &) Last
.
on Favorlte ery Name Description Owner  Folder Runio Runto RUN1O schedule Definitional References Remove
ICCS_F_ISIR_MR6_HOUSHOLD_CHG Household Info Changed Public HTML Excel XML Schedule Lookup References =

Clear Favorites List
Once you have a Favorite, My Favorite Queries will appear at the bottom of the Search Results.
Favorites ¥ Main Menu ¥ eporting Tools ¥ uery v uery Viewer
24. When you return to  —
Query Viewer, My
Favorite Queries Wl” Query Viewer
appear beneath the Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By [Query Name v

Search section and will Search | Agvanced Search

display any queries o OB @ vy Wi
i 1 Query Name Description Owner  Folder Runto Runto RUNto gopoqyie  pefinitional References Remove
esignated as Favorite. HTML  Excel XML

UCCS_F_ISIR_MR6_HOUSHOLD_CHG Household Info Changed Public HTML Excel XML Schedule Lookup References =

Berkeley Advanced Search B Last Search Results

begins with

Clear Favorites List

If you are done running queries, use the menu to navigate to a new page or click Sign Out. When you are finished, make sure to
exit the browser as well. Do not leave open browser windows unattended.
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