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Staff members who use the Enrolment Control component may run a query which
produces a summary report of the ‘allow’ actions that have been performed, by subject
or by course.

Navigation: Reporting Tools>Query>Query Manager

1. Enter UCRG as the Query Name
2. Click on Search

PeopleSoft.
Menu B

Search: Mew Window | Help | Custornize Page |
[ Wy Favarites Query Manager

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

[> Belf Service )

> Workforce Administration Find an Existing Quary |

[: Campus Community

> Student Admissions “Search By: |Query Name -I begins with  |UCRG

[» Records and Enroliment
Search
[ Curriculum Management /v—l il B

[> Student Financials
[> Acadermic Advisin
[> Set Lip HRM:
I;“S'Ve;rllzl‘:]ﬂ Find an Existing Query |
[ Tree Manager
= Reporting Tools
= Query

— Query Manager

~ My Favorite Queries customize [Find | 8 Fiest {120z M Last

_ ferever Query Name nescr Owner |Foider it [FUETe [ |schedute |Remave
— Renort Manager ; ;
Renortlianagar UCAD_ALL_BY_ACTION_DATE All Applicants by Action Date Public Edit HTML Excel Schedule [=]
- PeapleTools
[~ Chande My Password UCRY_MAXI_TERM_GPA Maxi-Term GPA Report Public Edit HTML Excel Schedule [=]

- My Personalizations

Clear Favorites List I

3. Select (check) the UCRG_ALLOW_BYCRSE (Query Student Allows) query

4. Select the ‘run to’ format (HTML, Excel, Schedule) for the report (Excel is
recommended as it can be saved and manipulated to suit)
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PeopleSoft.
ey 8

Search: Mew Window | Heln | Customnize Page |

®

[> My Favorites Query Manager

[ eMerge Enter any information you have and click Search. Leave fields hlank for a list of all values.
[- Belf Service . o

[ Warkforce Administration Find an Existing Guery |

[ Campus Community

[ Student Admissions ‘Search By: |Quety Mame -l heginswith  UCRG

[> Records and Enrollment
> Curriculurm Management
[- Btudent Financials
> Academic Advising
b Set Up HRMS Search Results

[ SetUp SACR
[> Wiorklist “Folder View: I All Folders - -

[> Tree Manager
< Reporting Toals Check Al Uncheck All I *Action: I - Choose -- - Go

Query Customize | 412 | Las

Search | Advanced Search

— Schedule Query

— Report Manager Iz UCRG_ALLOW _BYCREE  Guery Student Allows Fublic Edit HTML  Excel k"
[> PeopleTools LY .
— Change My Password - UCRG_EDEA_STDMNT_GP  B.ED Stdntfar Enroll Appointm Public Edit HTML Excel

= My Persaonalizatio . e
Find an Existing Query |

~ My Favorite Queries

UCAD_ALL_BY_ACTION_DATE All Applicants by Action Date Public Edit HTML Excel Schedule [=]

LICRY_MAXI_TERM_GPA Maxi-Term GPA Report Public Edit HTML Excel Schedule [=]

Clear Favatites List

5. Click on the magnifying glass to choose:

the Institution (required field)

the Subject (required field)

the Catalog Number (optional)

the Term
If the required information is known, it can be typed it in, rather than using the
magnifying glass
If a Catalog Number is not entered, the resulting report will list all ‘allow’ actions
performed for the Subject chosen. For example, choosing ‘GEOG’ as the Subject,
without stipulating a Catalog Number, will return a report summarizing the ‘allow’ actions
for ALL Geography courses in the term specified.

6. Click on View Results

UCRG_ALLOW_BYCRSE - Query Student Allows

Institution: lm (&}
Subject: IW Q
Catalog Number: |2517
Term: [zo71] @

View Results |

Student Major | Academic o Catalog |[Term | Term1 Sections Date/Time
#

Hame (Program |Degree
Number - o

Primary Load Specified Stamp
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The amount of time it takes to run the query will depend on the number of students
involved. Please be patient.

7. A report is produced in the format specified (i.e., Excel), in read-only format, and
in the layout displayed below

8. The report can be saved as an Excel file and manipulated to suit

A B [ B [ o [ E [ F [ G [ H [ |

1 [Maxi-Term GPA Report | 152

NOTES:

Query results will display information relative to the time when the query is run.
Therefore the program information listed for each student is for the program which was
in effect at the time the Allow Action was recorded for the student. If a student is not
“active” for the term specified at the time the query is run, the program and plan
information for the student will be blank in the query result.

Always refer to the appropriate parts of the system for accurate Program/Plan
information and the related effective dates.

If the Query is run in HTML, it can be saved into Excel format. Staff should be aware
that in HTML, depending on the size of the file, the information may be displayed on
multiple pages. In this instance, the View All link must be used to display the full list of
‘allow’ actions.

2 |ip Last Name [First Name [academic Level [Acad Prog [Degree Plan [Primary Plan  [Joint Program Ind [Maxi-Term GPA |
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Queries may be saved as a Favorite, which saves time by eliminating the need to search
for the query:

1. Select the Query to add as a Favorite

2. Under the Action drop-down list, choose Add to Favorites, click on Go

PeopleSoft.
[

Search: Mew window | Help | Customize Page | /&,
[ hly Favorites Ouew Manager

1> eMerge Enitet any infarmation you have and click Search. Leave ields blank for a list of all values.

[- Self Service . .

[ Warkforce Administration Find an Existing Guery |

> Campus Cammunity

[ Student Admissions *Search By: |Query Name -I begins with  |UCRG

[ Records and Enroliment
Search
> Curriculum Management —I Advanced Bearch

[> Student Financials
> Academic Advising

I Set Up HRMS Search Results

[> SetUp SACR "

[ Warklist Folder View: |-- All Folders -- -

[> Tree Manager

I~ Reporting Tools Check All Uncheck All I ‘Action:

= Query

— Query Managar First 2
~ Guery Viewer Select |Query Hame Deser Qwner |Folder Bt e
— Schedule Query
— Report Manager ~ UCRG_ALLOW _BYCRSE  Query Student Allowrs Fublic Edit HTML  Excel Schedu\e
[ PeapleTools
- Cha:gg Iy Password (] UCRG_EDEA_STDNT_GP  B.ED Stdnt for Enrall Appaintrm Fublic Edit HTML Excel Schedule

— My Personalizations

Find an Existing Query |

~ My Favorite Queries

UCAD_ALL_BY_ACTION_DATE All Applicants by Action Date Public Edit HTML Excel Schedule [=]

LICRY_MAXI_TERM_GPA Masi-Term GPA Report Fublic Edit HTML Excel Schedule E|

Clear Favorites List

3. The selected Query now appears under My Favorite Queries
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PeopleSoft.
Meru &

Search:

I ®

[ My Favorites

[ eMerge

[> Belf Service

I Warkforee Administration
[» Campus Caommunity

[> Student Admissions

[ Recards and Enrolliment

Mew Window | Help | Custormize Page | B |

Query Manager
Enter any infarmation you have and click Search. Leave fields blank for 2 list of all values.
Find an Existing Query |

“Search By: |GQuenyMama 'I begins with UCRG

Search | Advanced Search

[> Curriculum Management
[> Student Financials
[> Acadermic Advising
[> Set Up HRMS
[> Set Lp SACR
[ Waorklist
[ Tree Manager
= Reporting Toals
= Query

Gluery Wiewer
— Schedule Queny
— Report Manager
[» PeopleTools
— Change My Passward

— My Personalizations

UCRG_ALLOW_BYCRSE
/ UCRY_MAX_TERM_GPA

Search Results

“Folder View: |- All Folders - 'I

checkal | | Uncheckal | ‘Action: [Addto Favorites =] | 6o |

[ Find | “ie | First L° 2 L
~ LICRG_ALLOWY_BYCRSE  Query Student Allows Public Edit HTML  Excel Schedule
r UCRG_EDEA_STDMNT_GF  B.ED Stdnt far Enroll Appaintrm Public Edit HTML  Excel Schedule

Find an Existing Query |

+ My Favorite Queries | Find | it E -

Query Name

UCAD_ALL_BY_ACTION_DATE All Applicants by Action Date Public Edit HTML Excel Schedule E|
Query Student Allowes Public Edit HTML Excel Crystal Schedule E|
Maxi-Term GPA Report Fublic Edit HTML Excel Schedule [=]
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