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1 INTRODUCTION 

Welcome to SIS – The new Student Information Systems.  You will learn the basic 
functions of Query and how to create a simple query: selecting a record and specific 
fields. Once you know the basics, you will learn how to retrieve information based on 
criteria condition types such as equal to, greater than, in list, between, and like. Next you 
will explore how to create a query based on multiple records. 

1.1 Objectives 

In this document, you will learn how to:  
 • Find an existing query  
 • Set up a basic query  
 • Set criteria for a query  
 • Join Records in a query  

1.2 Navigation 

To create, edit and run queries: Query Management  
Student Information Systems > Monitoring Tools & Reports > Query Manager  
 
To run existing queries: Query Viewer  
Student Information Systems > Monitoring Tools & Reports > Query Viewer  

1.3 Reminder 

“The Basics” course should have been completed before starting on any additional 
training. If you have not completed the basics, you may have difficulty following the steps 
listed as they do not include basic information such as how to search, how to add a row, 
etc. 
 
The screen shots in this document are only examples of what you will see on your 
workstation when using SIS. What you actually see may vary due to your access or slight 
modifications to screen design. 

1.4 Terminology 

All new terms are defined within each section and additionally in the SIS Glossary located 
online at http://www.fis.ncsu.edu/sis/training/resources.htm  
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2  Find an Existing Value 

You can access public and your private queries through Query Manager to make edits 
and run them or through Query Viewer to run only. In Query Manager, users may edit 
their Private Queries and Public Queries they have created. Not all users are allowed to 
create Public Queries.  
 
Navigation 
Navigation to Viewer: Student Information Systems > Monitoring Tools & Reports > 
Query Viewer  
 
Enter the first few letters of the query into the search box to find a specific query. Leave 
the field blank to see all of your private queries and any public queries  
 

 
 
Note: Remember that by default SIS only shows 300 results at a time.  
 
You can choose to:  
• Run the query in HTML, which will open the results in another window.  
• Run the query to Excel, which will open the query results as an excel file.  
• At this time there is no provision for users to utilize the schedule queries feature.  
• A query can also be marked as Favorite, these will show up first when you open 

query.  
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Examples:  

HTML  - Results appear in a new window  
From here you can:  
 
Download results to an Excel Spreadsheet or Download results to a  
CSV Text File  
 

 
 
Excel 
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3 Create New Query 
 

Return to the Query Manager page and click Create New Query  
 

 
 

3.1 Select a
 
Record  

To create a query, you must first select a record. The record you select typically 
establishes the primary focus of your query. On the records tab, you may click search to 
view all of the available records. If you know the specific record name (or portion of the 
name) you will be using you can enter it in the search box.  
 

 
 

Definition  
A record is a “file” or table that contains different pieces of information (fields) avaialbe to 
include in your query.  
 

Notes  
You can use the tabs at the top of the query page to navigate through the query  
If you only know a portion of the record name use the wildcard symbol %; ex. %audit%  
 
Select a record to include in your query  
 
To pick a record click on Add Record, if you are not sure what fields are in the record you 
may click Show Fields for a list.  
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When you add a record to your query SIS automatically creates a criteria row based on 
effective date. This criteria insures that only current information is returned in your 
results. Click OK to continue. If you want your query to include historical information you 
must remove this criteria later.  
 

 
 
 
Effective Date  
Effective-dated records are those records that contain the fields Effdt. The 
effective date field is used throughout the SIS application to give data an 
historical perspective and allows for the viewing of data changes over time. Effdt 
enables rows or data to be classified in one of three categories:  

History  
Rows of data where the effective date is less than the effective 
date of the current row.  

Current  The row of data with the highest effective date/sequence number 
less than or equal to today’s date (system date on the Server). 
There can only be one current row per high-level key.  

Future  Rows of data where the effective date is greater than today’s date 
(system date on the Server).  
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3.2 Choose Fields  
 
Definition  

A field is a piece of information that you will include in your query such as a student’s 
name or EMPLID.  
 
- Add fields to the query with the checkboxes next to each line or click Check All 

Fields.  
 

 
 
On the Query tab you can select and unselect fields and set criteria (discussed later.)  
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3.3 Run Query  

 
 

 
Notes  

If you do not have criteria set your query may have too many results to run properly.  
By default only 100 record show on screen at a time. Click Veiw All to see all results or 
toggle between pages.  
 
Can download to Excel  
 
To edit query results click on the tabs at the top of the page.  
 

3.4 Save the Query  
To save the query click on Save As. You will find the Save As link at the bottom of all the 
tabs except Run.  
 

 
 
It is a good practice to come up with a departmental naming convention, this will facilitate 
finding your queries later.  
 

Ex.  DE_SPRING_ADMITS  
RR_NDS_ADMITS  
 

XXXX
XXXX
XXXX 
XXXX 
XXXX 
XXXX 
XXXX 
XXXX 
XXXX 
XXXX 
XXXX 
XXXX 
XXXX 
XXXX 
XXXX
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*Query Name - Upper case and can be up to 30 characters. You cannot have spaces or 
any special characters (other than an underscore).  
 
Description - You can add a description for your query up to 30 characters, mixed case 
with special characters.  
 
*Type – User  
 
*Owner – Private, only the operator ID that created the query will have access. Public, 
anyone with query access will be able to view the query.  
 
Query Definition: Allows you to describe the query in detail.  
 
* Required information for saving a query  
 

Notes  
You cannot have two queries with the same name, even if one is private and the other is 
public.  
 
If you modify a public query created by another user and wish to retain the query; use 
Save As and rename the query. This will maintain the original and save your new query.  
 

4 Criteria 
 

In most cases, you don’t want to retrieve every row of data from the record you are 
accessin, just the rows that meet certain conditions. By defining criteria expressions, you 
can selectively retrieve the required information, and limit the returned rows.  
 
Ex. You can filter a query to pull only information on Spring 2008 applications received 
through the portal  
 

4.1 Add Criteria  
You can add criteria from several different tabs.  
 
The Criteria tab allows you to view, add, delete or edit criteria in your query.  
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From the Query and Fields tabs you can click the funnel icon  associated with the 
field you wish to add criteria to.  
 

 
 

 

4.2 Add Expressions  
Once you choose to add criteria to a field you will be taken to the Edit Criteria Properties 
page. Here you will choose how you will filter your information for that particular field.  
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Condition Type allows you to select the condition you need.  
Condition Type  Expression  Valid Types  

equal to  The value in the selected record field exactly matches 
the comparison value.  

Constant  

greater than  The value in the record field is greater than the 
comparison value.  

Expression  

less than  The value in the record field is less than the 
comparison value.  

Prompt  

in list  The value in the selected record field matches one of 
the comparison values in a list.  

List  

between  The value in the selected record field falls between 
two comparison values. The range is inclusive.  

Const-const  

exists  This operator is different from the others, in that it 
doesn't compare a record field to the comparison 
value. The comparison value is a subquery. If the 
subquery returns any data, PeopleSoft Query returns 
the corresponding row.  
You don't select a record component or field for this 
operator 

Subquery  

like  The value in the selected field matches a specified 
string pattern. The comparison value may be a string 
that contains wildcard characters. The wildcard 
characters that Query recognizes are:  
% Matches any string of 0 or more characters. For 
example  
'C%' matches any string starting with C, including C 
alone  
_ Matches any single character. For example, '_ones'  
matches any five-character string ending with "ones," 
such  
as Jones or Cones.  
NOTE: To use one of the wildcard characters as a 
literal character (for example, to include a % in your 
string), precede the character with a \. For example, 
'percent\%\', returns percent %.  

Constant (with wild 
cards)  

is null The selected record field doesn't have a value in it. 
You don't specify a comparison value for this 
operator.  
Note that key fields, required fields, Character fields, 
and Numeric fields do not allow null values. 

 

in tree  The value in the selected record field appears as a 
node in a tree created with the Tree Manager. The 
comparison value for this operator is a tree or branch 
of a tree that you want Query to search.  

Tree option  
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Examples  
We want to pull only applicants that applied through the NC State Portal. We will choose 
to set criteria for the field Application Method. From either the Fields tab or the Query tab 
click the funnel icon in the application method row. SIS Query Viewer & Management –  
 

 
 
This will bring you to the Edit Criteria page.  

 

 
 
In Edit Criteria Properties select the condition type: equal to. In the Expression 2 box, you 
will have to define a constant. To find the valid values for the field click the lookup icon 
and select the constant you need.  
 
From here you can click on Select Constant. Since we are looking for applications taken 
through the web select NCW.  
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Once you have finished your Properties page will look like this:  
 

 
 
You can click OK on the Properties page, which will return you to your query.  
 
Click on the Criteria tab and you will see your new criteria in the list.  
 

 
 

Version 1   



NC State University 
 

Effective 2/11/2008  Page 15 

5 Joining Records 
 

Sometimes all of the information you need is not located on one record. You can join two 
records for more complete results. Working with multiple tables is almost as easy as 
working with one table.  
 
A join enables you to retrieve data from two or more records or specify criteria from more 
than one record. Whenever you perform a join, the records involved are linked based on 
common fields.  
 

In Query, predefined joins can be generated as a hierarchical join or a related record join. 
Since these types of joins are predefined, you do not have to add any criteria to manually 
link the records.  

Record Hierarchy  
A hierarchical join uses records that are parents or children of 
each other. For example, Accomplishments is the child record and 
Personal Data is the parent record.  

Related Record  Related record joins use records from non-hierarchical records 
that are related by common fields. For example, to get the 
Country field description, you must go to the Country table  

 
 

5.1 Choose a 2nd Record 
 
Once you have chosen your first record, fields and criteria; return to the Records tab to 
choose a second record. Find the record that contains the fields you need and click Join 
Record  
 

 
 

5.2 Select the Join Type  
Once you select your 2

nd 
record you will be prompted to choose a currently used record 

to join.  
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Click on the record link you wish to join  
 

 
Notes  

Standard Join –allows you to choose fields and set criteria and new record can be joined 
with any other record. This type of join will only return rows where there are matches 
between the two joined records.  
 
Left outer join – only allows you to select fields and must be joined with the last record in 
the query. This type of join returns all the records (limited by any criteria) in the first 
record and information from the second record where there are any matches.  
 

5.3 Auto Join Criteria  
Next you will be prompted to select what fields will be used to join the two records. SIS 
will automatically find fields that the two records have in common.  
 

 
 

 
Notes  

If there are no fields in common between the two records the query may not work or 
come up with too many results to be useful. Unless you are an advanced user of SQL, do 
not join records that do not have common fields.  
 
Effective Date  
When joining records, SIS automatically inserts criteria to match effective dates for the 
two records.  
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5.4 Select Fields & Criteria  
Now you can select fields and add criteria for this record the same as the 1

st 
record.  

 

5.5 Save 
Be sure to save any changes you make to your query.  
 

6 Reorder/ Sort Fields 
 

Fields are placed in the query in the order you choose them. You can reorder the fields 
(columns in your query) and you can also choose how to sort your data (by last name, 
date, etc.)  
 
From the Fields tab click the Reorder/ Sort button.  
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To reorder the columns; in the new column boxes enter the new order. In the example 
below the last name and first name will be moved before EMPLID.  
 
To Sort the data you would enter the sort order in the New Order By boxes. In the 
example below the data will be sorted by last name in ascending order A-Z.  
 

 
 
You can choose a number of different sort options, to sort the data by date then by name 
you would put a 1 in the Action Data New Order By box and a 2 in the Last Name box. If 
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you wanted to sort the fields in descending order (ex. Newest dates first) you would 
check the Order By Descending check box.  

 
 
Click OK once you are finished, this will return to the Fields tab. Here you can see that 
your fields have been reordered and the sort is indicated.  
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