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1.  Log into PeopleSoft  (https://heprd.scu.edu) 

2. Click on Reporting Tools 

 

 

 

 

 

 

 

 

 

 
 
 
 

3. Click on HERPT Query Manager 
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4.  To locate public queries type in “YR” in the “begins with” field or your first initial if you have some 
private queries.  Then click on “Search”.  Results will show a list of queries. 
 

 

 

 

 

 

If you enter a folder  
name in the “Folder View” 
field it will bring up those  
queries specified for 
that folder. 

Note: Below shows a  
folder called “ADMINS”.  
Ken created this folder and 
YR queries that are used  
a lot by AA’s. 
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5.  To run a query, click on the “Excel” link located next to the name of the query that you desire. 

 

 

 

 

 

 

 

 

 

 

6.  Enter the needed detail, and then click on the “View Results” button. 

 

 

 

 

 

 

 

Example of results (advisor, student ID and student name blanked out to protect confidentiality). 

 

 


