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Human Capital Management (HCM): Step-by-Step Guide

Running Queries

This guide describes how to access and run queries from the HCM User WorkCenter.

1. From the HCM Community Users dashboard, click the HCM WorkCenter tile. The CU HCM User

WorkCenter page appears:
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Welcome CU HCM User

PeopleSoft WorkCenters provide a one stop page for users to
perform different business transactions. Take action on alerts, view
reports and analytics or access related components and pages. The
WorkCenter delivers data to you instead of you searching through
the HCM system for information.

PeopleSoft WorkCenter page allows you to access all the related
pages, query results, and links etc. from one central location. It
divides the browser window into two frames, an adjustable pagelet
area on the left and the target content area on the right.

This is a new experience we think you are going to like. Welcome to
the CU HCM User WorkCenter

2. Click the Resources tab.

CU HCM User WorkCenter

WorkCenter Resources

HCM Navigation
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At the top of the Resources listing, you will see HCM Queries with the top 15 most run queries listed:

CUHCM User WorkCenter @ <

WorkCenter Resources
HCM Queries T o

Query Manager
o JOBList
« Payroll Register
» Funding Distribution
« Paycheck Distribution
« Time Entry
« Employee Compensation
« Personnel Roster
« Vacant Position Listing
» Leave Accruals
« Funding Suspense
« 1raining Report
« Departmental Organization
« Employee Paygroup Search
« Personnel Actions History
« Dept Personnel & Org Roster

Top 15 Listed above. Click here for ALL

From this listing you can:

Run a query by clicking the query name:

CUHCM User WorkCenter @ €

WorkCenter Resources
HCM Queries o 46w
Query Manager

o JObList
| Register

. fee ¢ .0 Se
« Pe.oonnel Acus History
« Dept Personnel & Org Roster

Top 15 Listed above. Click here for ALL
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» Funding Distribution
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Display a list of queries available to all HCM users by clicking Click here for ALL. You may need to
drag the border (circled below) between the HCM Queries section and the Reports/Processes section

to see this link.

CU HCM User WorkCenter 0 «

WorkCenter Resources
HCM Queries

Query Manager

« Employee Compensation

» Funding Distribution

» Job List

« Payroll Reqister Acct Detail
» Time Ent

« Vacant Positions

» Personnel Roster

« Payroll Register
= Dept Personnel & Org Roster

= Training Report
= | eave Accruals

» Paycheck Distribution

» | eave Balances

» Personnel Actions History

» Funding Suspense Current Row

Top 15 Listed above. Click here for ALL:
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A list of all HCM user queries appears to the right of the WorkCenter that includes a description of each

guery. You can click a query name to select it.

Search for queries by clicking Query Manager.

CU HCM User WorkCenter o «

WorkCenter | Resources :
HCM Queries - o

%uei MEnager
i

From Query Manager, you can search for queries using a variety of criteria. The default search is by
guery name, and you can enter all or part of the name to find the query you want. You can also use the

3 | HCM Step-by-Step Guide | hcm_sbs-Running-Queries.docx
Revised: November 12, 2023 | Prepared by: Employee Services



HCM Step-by-Step Guide
begins with field to specify a search term followed by any string of characters. You can use a wild card
(%) before the search term, and the system will search for the term anywhere in a query name:

Mew Window | Help | Personalize Page

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Query | Create New Query

*Search By Query Name - begins with [PsHCH |
Search Advanced Search

Search Results

*Folder View — All Folders — -
Check All Uncheck All *Action — Choose — - Go
Query Personalize | Find | View All | @I Q First ‘4 1-30 of 5
Select Query Name Descr Ohwhner Folder Edit E‘L;:'I:_D ?::etlo i:qnl_to Schedule g:::,—i;i,:;
I} CUES_HCM_ACTION_REASOM_CODES  Action Reason Codes Public CU_HCM Edit HTML Excel XML  Schedule LookupR
|} CUES_HCM_ACTIVE_POSITION_HIST Active Position History Report Public CU_HCM Edit HTML Excel XML  Schedule LookupR

Note: About query names — for publicly available queries, the query name will start with CUES. If you find a
guery that does not begin with CUES, we advise against using it, because it is not current and may not
produce correct results.

After you locate the query, you can:
e Click HTML to run the query and display results in a new tab.
e Click Excel, to run the query and display results in an Excel file.
e Add the query to your favorites so it appears in Query Manager without having to search:
1. From the Select column, click the check box next to the query name.
2. From the Action dropdown, select Add to Favorites.

3. Click Go.

Search Results

*Folder View — All Folders — -

Check All Uncheck All eﬁnCtiUnE—Chnose— BI Go Ie

— Choose — ] '
e Add to Favories e | Find | view Al | 2| &
Select Query Hame Copy to Us Edit Runto Runto Runto

Descr

Delete Selected HTML Excel XML

CUES_HCM_ACTION_REASON_CODES  Action Reason Codes | Move to Folder Edit HTML Excel XML
Rename Selected

CUES_HCM_ACTIVE_POSITION_HIST  Active Position History Report Public CU_HCM  Edit HTML Excel XML

CUES_HCM_ACT_INACT_POSITION Activellnactive Positions Public CU_HCM  Edit HTML Excel XML

Note: For a query that takes a long time to run, or when results contain more data than Query Manager can
return, consider using the Process Scheduler to run the query in the background rather than running it
directly through Query Manager. Refer to Scheduling Queries Step-by-Step Guide for more information.
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Query Manager displays your favorite queries below the Query list:

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Query | Create New Cuery

*Search By Query Name - begins with PeHCM_ACT
Search Advanced Search

Search Results

*Folder View — A/l Folders — -
Check Al Uncheck All *Action Add to Favorites - Go
Query Personalize | Find | view All | 2 | = First ‘4" 1-30f3 '» Last
. Runto Runto Runto Definitional
Select Query Name Descr Owner Folder Edit HTML Excel XML Schedule References
[} CUES_HCM_ACTION_REASOMN_CODES Action Reason Codes Public CU_HCM Edit HTML Excel XML Schedule Lookup References
Fl  CUES_HCM_ACTIVE_POSITION_HIST gfg‘gnposm"” it Ry Public CU HCM  Edit HTML Excel XML  Schedule  Lookup References
[} CUES_HCM_ACT_IMACT_POSITION Activellnactive Positions Public CU_HCM Edit HTML Excel XML Schedule Lookup References
My Favorite Queries Personalize | Find | £ | =S First ‘4’ 10of1 '»' Last
.. Runto Runto Runto Definitional
Query Nal Descr Owner Folder Edit HTML Excel XML Schedule e p— Remove
CUES_HCM_ACTION_REASON_CODES Action Reason Codes Public CU_HCHM Edit HTML Excel XML  Schedule Lookup References =]

Clear Favorites List

Narrowing Results Using Query Prompts

Many queries have prompts you can use to narrow your results:

CUES_HCM_JOB_LIST - Job List

Employee D (Optional)
Last 4 of S5N (Optional)
Last Name (Optional)
A=Active, Blank=All
View Results

Optional prompts may be left blank, which will return all results you are authorized to see based on your
row-level security. After you enter any prompt values, click View Results to run the query.

After a query has run, you can download the results in a variety of formats, including an Excel spreadsheet:

CUES_HCM_ACTION_REASON_CODES- Action Reason Codes

Download results in ;. Excel SpreadSheet CSV Text File XML File (18 kb)

View All

Action Code Action Description Reason Code Reason Description

1 ADL Additional Job ADL Additional Job

2 ADL Additional Job EMA Emeritue Appointment

3 ADL Additional Job SMR Summer Teaching

4 ADP Additional Pay OTP One Time Payment

5 ADP Additional Pay RCP Recurring Payment
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Modifying and Creating Queries

In Query Manager, you have the options to Edit an existing query, or Create a New Query:

Query Manager

Enter any information you have and click Sgarch 1 eave fields blank for a list of all values.
Find an Existing Que Create New Query

*Search By [Query Name [+] begins with
Search Advanced Search

* My Favorite Queries

Query Name Descr Orameer Folder Edit ﬁ
Leave Balance Termed . @
CUES_HCM_LEAVE_BAL TERMED _EE Employees Private SRS |

These options are available to all users, but require some knowledge of PS Query and CU’s data table
structure. When editing a public query, you must save it as a private query with a different name, so as not to
overwrite the version available to all users. For more information about creating and editing queries, refer to
Creating and Modifying Queries Step-by-Step Guide.
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