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Using HEPRT Query Manager

Query Manager Search

Use the HEPRT Query Manager Search page to locate and manage queries. This illustration shows the usages of this page:

Query Manager Search Uses

Run queries.

Rename queries,

Export queries.

Copy queries to users.

Organize gueries in folders.

Delete queries.

godoooooogogao
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Using HEPRT Query Manager

How do | Search and Manage Queries?

ew Window | Helo | Personailze Page

Guery Manager

Enfier any Information you Fove and click Sea

sing Query | Cre

Find =0 Exk

*Search By 45 e Rz

rik for a fist of alhalkes

TS Leae
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Search | Adenced Ssarch

Search Results
“Fosger visw | — All Toicers —

Coeckall | Lincheck All

Too many ftems met your ssarch criteria. Ony the first 300 tems dsplayed.
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L ACTIVE IN_TERM CENSUS  O0L2013 Price oTHER Edf  HTML Ewel ML Schedul

Features of Query manager Search Page

Feature

Usage

Search by:

Perform a quick search using any field in the drop-down list box.

Advanced Search

Select this link to narrow a query search using eight search categories and other
conditional criteria.

Folder View Displays queries by folder name.
Action Organize, copy, delete, and rename queries.
Select Select this check box to flag a query for an action.

Check All and Uncheck All

Click these buttons to select or deselect all queries that are in the search list.

HTML

Select this link to run a query to HTML format.

Excel

Select this link to run to Excel

Schedule

Select this link to access the Process Scheduler Request page and set the particular
date and time to run the query.

Note: If the HERPT Query Manager link does not appear under the Reporting Tools, the security administrator must grant access to the

HERPT Query Manager component a

nd pages. Please contact Office of the Registrar to gain access.

Office of the Registrar
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Usin% HEPRT Query Manager

Organizing Queries
Once you locate the desired queries, you use the Actions options to help you organize the selected queries.

The process to perform any action on queries is shown in this diagram

Action

Query Manager

Search Select I —
Enter any infarmation you have and click Search. Leave fields blank for a list of all values. Step 1
_—Search

Find an Existing Query

Search

| Advanced Search

| Create Mew Query
v *eginswith |

“Search By: | Query Name

Search Results

*Folder View: | — Al Folders — v

Check Al |

Uncheck All |

Step 2

O
O

Options in the Action Field — Step 3 from the Action dropdown list box:

Select Query Name
;‘T—'—/‘SHE&
T01___ADMISSIONS_ACTIOMNS_TBL

ADYV02___TEST_TABLES
ADY03___RECRUIT_CATEGORY_TBL

ADVTNA oCcccooal aoal loms 7Ol

Step
Action

Too many items met your search criteria. Only the first 300 items displayed.

Step 4
Go

*Action;

Firs

- Choose -
— Choose —
Add to Favorites
Copyto User

+

Descr Owner Folder Schedule
Delete Selected

AD701—Admissions Actions Tbl Publif Move to Folder Schedule
Rename Selected

ADT02—Test Tables Publit Eit Schedule

ADT03—Recruit Category Thi Public Edit HTML Excel Schedule

ACVTNA Drfarral Canirrn Thi Cuklis CAit LITERAI Cwrnl S rkhadnla

Action

Purpose

Add to Favorites

Adds queries to the My Favorite Queries list.

Copy to User

Copies private queries to other users.

Note: The user that you copy to must have access to the records with which the query is associated

Delete Selected

Deletes the selected queries from the database.

Move to Folder

Moves queries to folders.

Rename Selected

Changes the name of the selected queries.

Office of the Registrar


lzhao
Typewritten Text

lzhao
Typewritten Text

lzhao
Typewritten Text

lzhao
Typewritten Text

lzhao
Typewritten Text

lzhao
Typewritten Text

lzhao
Typewritten Text

lzhao
Typewritten Text

lzhao
Typewritten Text

lzhao
Typewritten Text
Office of the Registrar

lzhao
Typewritten Text

lzhao
Typewritten Text
Using HEPRT Query Manager

lzhao
Typewritten Text


Using HEPRT Query Manager
L i

My Favorite Queries

You can quickly access a frequently used query from the HERPT Query Manager search page by designating
the query as a favorite. After you create a favorite, the favorites appear on the search page automatically.

Click the triangular arrow next to the I\yavorite Queries label to expand and collapse the list.

e

=m\:1r_".= -] "-':nJ Reporting Tods:  ;  HE Cpumry Manager

New Window | Help | Persongilze Page

Giueery Manager

Enger ary infanmation you have and click Ssdncn. Leaye fieids bilank for 3 list of allh alues
Find an Edsting Query | /Creste New Query
*Search By | Sxpfame ]  oegrmwm

'=’|'='nl-5ﬂ5-n L

_EEEEEEQ

L2 B0 MJR_CRS COMPLETE g?ir;rﬁusmﬁﬁmw;m Priae Edf HTML Ewsl gL Scheduk  [=)
L MAJDR_GRA_ W ADVR ;?I;;?““'ap”_’gﬁ"” Prizz ADVISEMENT Edn HTML Eucel XML Soecue [=
LC REC ERROR MSE it e iz Edi HTML Ewel XML Schedds [
L2 LKER0 CORE NOT MET URDATED 10:03 promet for class a81 | Priai COURSEENRL Edf HTML Eiosl XML  Sowdie [=
L2 YR_CLS OFRD BY_TEAMS ?ﬁgﬂ MEOTET  praae CLAS5ES EN HTML Ewsl )M Soedue =

Clear Favornes List |

Note:

Queries in the My Favorite Queries list are linked to the user ID.

Adding Queries to the My Favorite Queries List

To add queries to the My Favorite Queries List:

PN~

Search for queries to add to the My Favorite Queries List.
Select the query by selecting the Select check box.

Select Add to favorites from the Actions dropdown list box.
Click the Go button.

Removing Queries from the My Favorite Queries List

To remove queries from the My Favorite Queries List:

1.
2.

Click the Remove button (the minus button) to remove one query from the list.
Click the Clear Favorites List button to remove all queries from the list.
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Using HEPRT Query Manager

Copying a nonpublic query to another user's List of queries
The Query Manager enables you to copy a query from your list of queries to another user's list of queries.
To copy a query to another user's list of queries:

1. Select Reporting Tools, select HERPT Query Manager, then click Search button.

2. On the Query Manager search results page, select the query or queries that you want to copy.
3. Select the Copy to User option from the Action drop-down list box.

4. Click the Go button.
5
6
7

. The Enter User ID page appear.

Enter the user ID (all upper case) of the user to whom you want to copy the query.
Click the OK button.

Note: You can copy only nonpublic queries to another user's list of queries.

*** |f the target user does not have permission to access all of the records in a copied query, that query does not appear in
the target user's list of queries. When permission has been granted, the query appears in the list.

*** You can only select queries to copy when you are on the generic query list, not your favorite query list. To get to the
generic query list, Click Search button.
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