Running Queries from the Reporting Database
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	1. Double-click on the PeopleSoft Production Launcher.

2. Select UH-Central and Reporting.  (Do not create vouchers in Reporting.  Vouchers should be created in Production.)

3. Click OK.
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	4. Enter Operator ID and Password.

5. Click OK.

	
	6. Navigation:

Go

PeopleTools

Query

File

Open
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	7. Type the beginning of the query name in the Name box.

8. Click on arrow next to the Name box.
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	9. Double-click on selected query.
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	10. Run the query by selecting the appropriate icon:

A. Run to window

B. Run to Excel
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