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SOUTHERN Faculty and Staff: Run Queries
MM MISSISSIPPI SOAR 9.0

Navigation: Home > Reporting Tools > Query > Query Viewer

Step | Action

1. | Enter the title (or partial title) of the query.

2. | Click on the "Search" button.

Query Viewer 1

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

Search By: | Query Name ~ begins with

Advanced Search

ACACRDO

3. | Click on the Excel link to download to Microsoft Excel.

Search Results

*Folder View: | — All Folders — L4

Custornize | Find | View All | 8% First [1] 4 o1 [ Last
Add to

Query Name Description Owner Folder HTML MExcel SCnedule o e
ACAQO01_ATHLETES BY_DEPT Athletes By Department FPublic HTML chedule  Favarite

4. | NOTE: A new window will appear, so disable all pop-up blockers!!

Enter the appropriate info for the prompts.

6. | Click the View Results button.

ACAQO01_ATHLETES_BY_DEPT - Athletes By Department

Term: | Q
6 | Academic Institution: Q, — s
x Academic Organization )

CViewResuts D
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Step | Action

7. | Click the Open button.

File Download &
Do you want to open or zave this file?

=] j Mame: ACAQON1_ATHLETES_BY_DEPT_22571.s
[Hl Tupe: Microsoft Cffice Excel 97-2003 wWorksheet, 15,566

From: sacir89.otr.usm.edu

7 _} Open [ Save ] I Cancel

harrn yaur computer. IF yau do nat trust the zource, da not open ar

i g | WWhile filez fram the Internet can be useful, some files can patentially
b
= zave thiz file. "what's the rigk’?

8. | Your query will appear!! You may modify the info in Microsoft Excel.
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