	Running HR Queries in PeopleSoft 
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Frequency: As Needed

	Process At A Glance:

· Navigate to the Custom Queries Menu.  

· Select the query you’d like to run.
· Enter prompted information, as needed.
· Review, print, or download to Excel, as needed.



Running Queries
	Step 1: 

Select the query you’d like to run.


	Navigate to the correct page: 

For Example:
Menu > POM Custom Menu > Pomona HR Queries > Absence Mgmt > Employee Job > Leave Eligible Employees


	Step 2:
Enter Prompted information

	Enter the appropriate prompted information:
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An appropriate entry in the DeptID field above is required before the query will run.
In this example,  if unsure of the value to enter, select the lookup icon [image: image2.bmp] to select available values.
[image: image3.png]Look Up DeptiD
Search by: [ Department [v|begins wih
_Lookup | _Cancel | agvances Looup

Search Results

lbepariment Deseription
44600 Cal Poly Fomona Depariment






	Step 3: 

Select View Results
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	Results are returned. 
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Download results in:  Excel Spreagsheet CSvTexFie (2 kb)

15  Banks Sandy 0071598280 021202009 1.000000 Actve 1035 RO7 N 0 0 44600
25 Beach Virginia 007550959 0 0212012009 0.750000 Active 1038 RO X 0 0 44600
35 Cade Bany 0000325000 0212012009 1.000000 Actve 0400 RO X 0 0 44600
45  Coe Chis 0000391560 021202000 1.000000 Actve 0410 RO X O 0 44600
55  Dwyer Barh 000032981 0 02120/2009 1.000000 Actve 1038 RO9 N 0 0 44600
65 Green Kelly 0064282010 021202009 1.000000 Actve 3306 M8 X 0 0 44600
785 Soares Dinah 000042263 0 02(20/2009 1.000000 Actve 1038 RO8 N 0 0 44600
85  Tumer Paige 007930466 0 021202009 1.000000 Actve 1035 RO7 N 0 0 44600
95 Woods Trina 007180828 0 02(20/2009 1.000000 Actve 1038 RO X 0 0 44600






	Step 4:

Review Results on screen.

	You can review results on the screen.
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Pages can also be printed, just as any other Browser Window.


	Review Results by downloading to a spreadsheet
	Select the Download to Excel hyperlink:
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	Your browser will open a window similar to this:
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Select ‘Save’


	
	Save to a location, appropriate as per department computing practices:
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	Open the Spreadsheet:
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	Navigate Back to the Query Window (browser), and select any other menu item…  (You’ll continue to see ‘Processing’ until this is done)
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	One Time Setup – Trust Site for downloading to Excel.

	Depending on your Browser, you may need to add the Cal Poly PeopleSoft Production site  to your trusted sites.

	If using Internet Exporer:
Select this menu:

Tools > Internet Options > Security Tab
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	Enter https://cms.cms.csupomona.edu (if it isn’t already entered),  and select Add.
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Select Close


Time & Attendance Related Queries
	Folder
	Query Name
	Description

	Adjustments
	Adjustments - All
	Time that is entered after the pay period closes is entered as an adjustment, and doesn’t show up in the proper pay period.  

These queries identify what pay period each adjustment applies to.

	
	Adjustments – Prompt on EmplID
	

	
	Adjustments – Prompt on Dept ID
	

	Balances
	Current ADO Balances
	Shows employees who have a positive ADO balance.

	
	Excess Hours Balances - ALL
	Shows employees with Excess Hours balances.

	
	Excess Hours Balances - Minus
	

	
	Excess Hours Balances - Plus
	

	Employee Job
	Leave Eligible Employees
	Displays job data for employees who are eligible for Absence Management.

	Funding
	Task Profile Combo Codes
	Shows the Task Profile IDs associated with HR Combo Codes.  

Task Profiles are required on the new overtime document, instead of the full HR combo code.

	Reconciling
	Negative Balances
	Shows employees who have negative balances during the processing period. 

Employee will need to have revised time submitted.

	Reported Time
	Reported Time – Prompt Pay Run ID
	Shows time that was reported on the Timesheet.

	
	Retired Annuitants – FY Hours
	Total hours reported for Retired Annuitants by Fiscal Year.

	Schedules
	Alternate Schedules - All
	Displays the Schedule IDs for employees on Alternate Work Schedules.

	
	Alternate Schedules – Prompt EmplID
	

	
	Alternate Schedules – Prompt Dept ID
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