PeopleSoft Data Dictionary EPM: Simple Filter
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EPM Query Instructions — Simple Filter

Simple Filter:

When it comes to setting and selecting a filter for your Query, there are two types: Simple Filter, and
Advanced Filter. This document will highlight the key points of utilizing the Simple Filter tool. (For information
on the Advanced Filter, see the “Advanced Filter” document.) To filter a field, you must first select it in the
Data Pane (or field listing). Once you’ve selected a field to filter, there are four ways to launch the filter tool.

Launch the Filter Tool (Four options):

A. Click and drag the field to the Filter Pane.
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B. Right-click on the field and select Filter.
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C. Select the field, then click the Filter icon in the Control Panel near the top of the screen.
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Or

D. Ifyour field is in the Query Design Pane, select it, right-click and choose Filter Values.
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Setting up a Simple Filter:

After you’ve selected a field to filter and launched the Filter tool, there are two additional filter components to
consider: the Operand, and the Value(s). The values specify what to be filtered for, and the operand will
determine how the values will be filtered. The default operand is “Equal to”, which can be seen in the drop-
down box of the filter tool. Values can be inserted in the box next to the word “Add:”.

( The field selected ]

¥ Filter fo@/ L ) O x
. @Cancel |_ 3 values~ EPrompt’ |

N £
The default operand
.
Add: J

[ Where values can be added ]

NOTE: It is important to select your operand before adding values, because when the operand
is changed, the values will disappear and need to be re-entered.

Choosing an Operand:
There are numerous operands to choose from in the drop-down box. Simply click the down arrow to open the
box and select an operand.

TlFilter for Term 136

\r f ) Reset @Cancel |_ Eh‘alues‘ EPrompt’ |

Not equal to

Greater than

Less than

Greater than or equal to
Less than or equal to
In literal list

Mat in literal list

Missing

Mot missing

From -To

Mot From -To

Indudes literal list
Exdudes literal list
Contains characters
Omits characters

Like character mask
Mot like character mask

NOTE: Equal to is a commonly used operand. Others that are common include: From —To, and Contains
Characters, both of which will be illustrated on pg. 5.
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Adding Values:

After an operand has been selected, it is important to include values so the filter can know what data to either
include or exclude. Values need to be specific to the field that you have chosen to filter. For instance, with
this example, “Term” has been chosen as the field so appropriate values would be term codes such as 1111,
1115, 1118, etc. Refer to the following illustrations for instructions on how to add a value or values:

T Filter for Term
J % Reset

Equal to

Add:

Vs

@Canoel I 3 values™ EPrompt‘ |

Your value will not be recognized until

1111

/

Enter your value into the box next to

“Add:” and click the Add F
icon with the plus sign.

ilter Value

T Filter for Term

Q’OK ) Reset @Canoel I ;'«'alues' EPrompt’ |

Equal to
Add: 1118

Selection Values:

1111
1115

To remove a value, select it and click
on the red “X” icon. To move a value
up or down in the order, select it and
click either the up or down arrow.

Add:

Selection Values:

1111
1115
1118

| | !Values" EPrompt’|

you click the Add Filter Value icon.
\

To filter for more than one value, simply
continue to enter values into the “Add:” box
and click the Add Filter Value icon each time.

-
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Example Filters:

A common filter that does not use Equal to may instead include the operand From — To. For this filter, Term is
used as the selected field, and this example will use values “1111” and “1118” to illustrate a filter intended to
include data From: the Spring term of 2011 To: the Fall term of 2011.

The field selected ]

¥ Filter fo )
&DK & Reset | 8) Cancel | 3 values~ }"] P |

The operand
(om-1) -

From: 1111 _:}r T 3118 H-r

Notice that the Add Filter Value icons
are grayed out. This means that with
this operand, you are unable to select
more than one value for each area.

Another common filter might use the operand Contains Characters. This operand will include all data that
contains the characters that are indicated as values for this filter. In this case, LastName might be a good field
to select, and this example will use the name value “Smith” to illustrate a filter intended to include only data
associated with the name Smith, retrieving last names such as ‘Smith-Jones’ or ‘Anderson-Smith’.

/[ The field selected ]
Gt -

J &) Rese ol Cancel I ;'u'alues' EPrumpt’ |

The operand
-
Add: @ ﬂ?

The value ready to be

. : , -
SEEERRITE added to the filter K|~
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Filter Tool Functions:

In addition to the icons used for adding %r , removing « , and ordering . * | ¥ |values, the filter tool also
contains other helpful functions to assist in setting a simple filter:
T Filter for Term O x
::r (4 *’iil Reset | €8 Cancel | ;% E Frompt™
4 N
OK saves Reset Cancel Don’t use Prompt
the filter : reverts closes Values. lets the i
settings to the filter user set
Ad  the last tool up a ~h'-r
time saved, without value
od orif never saving. prompt K - -
saved, \__/ for
1 blanks out running
values and reports.
returns to
default
settings.
N
Prompt:

While some of the other filter tool functions are relatively straight-forward, the Prompt function may require
some additional explanation. The Prompt function allows you to set the filter to prompt you or anyone
running your query any time values are required to run the query. The dashboard user must indicate the
values they wish to filter every time, thus allowing you to keep the query and filter mostly static in InfoAssist.
As a default setting, the Prompt function is set to “No Value Prompt”. In order to set the filter to prompt a
value, there are three options:

e Prompt using Data Values (Dynamic)

e  Prompt using Selection (Static)

e  Prompt using Text Input (Simple)

To change the prompt settings, click on the Prompt icon and select the Prompt setting you desire.

? Filter for Term O x
‘! 4 Reset @ Cancel |_ ; Values™ E Prompt™ |

: 3

Equal to Prompt using Daka Yalues (Dynanic) -
Prompk using Selection {Skatic)
Add: Prampt using Text Input {Simple) 4
Selection Values: K|l a|w
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Prompt using Data Values (Dynamic):
Due to the fact that this setting draws from the data base to pull all of the available values, it can take a
significant amount of time to utilize, therefore it is not the suggested setting and will not be discussed in detail.

Prompt using Selection (Static):

This feature allows you to specify and limit the values in the prompt to those that you identify when setting up
the prompt. Essentially, you can establish your own list of possible values for the dashboard user to select
from when running this query with this filter. To set up your list of values, do the following:

1. Select ‘Prompt using Selection (Static)’ from the Prompt menu.

¥ Filter for Term O x
\r ] W Feset @Cancel | E Yalues~ E Frompt™ | 1
® Mo value Prompt
Equal to Prompt using Data Yalues (Dynamiy []
Add: Prompt using Text Input (Simple) b

2. Set or confirm your operand.
3. Note that “Variable” is the field name of the field you have chosen for your filter.
4. Type in the message you want the user to see when prompted.

"r.Filter for Term - O x
v\r 7 ) Reset @'Cancel | 3 values~ E PromptT |

Equal to @ -

Variable: STRM Prompt:
E Allow Multiple Yalues for Prompt
Add: ‘I?
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5. Add values one at a time (as seen on pg.4).

T_Filter for Term . 0O x
3DK % Reset | 68 cancel | 3 values~ EPrcmpt" |

Equal to []

Variable: =TRM Prompt: Enter term code: 5

13 Allow Multiple Values for Prompt

Add: 11118 m
Selection Values: o - L 4
1111
1115

6. To allow the user to select multiple values for their report, click the “Allow Multiple Values for Prompt”
button.
7. When all the values are entered, click the OK icon to save.

T_Filter for Term . 0O x
3DK % Reset | 68 cancel | 3 values~ EPrcmpt" |

Equal to []

Variable: STRM g Enter term code:

| 13 Allow Multiple Values for Prompt

Add: [ _Hr
Selection Values: K| - -
1111
1115
1118

After saving this filter prompt, your Filter Pane will be populated with something like the following:

¥ Fiter

J Term Equal to &STRM.{OR.(<1111>,<1115>,<1118=)).Enter term code:.
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If you click 'g Run from the Quick Access Toolbar at the top of your InfoAssist browser, you will see a preview
of what the dashboard user will see before running a query with this example Simple Filter.

& Report1[0] - O
The message you typed
I to prompt the user.

| Enter term code:

I~

The value choices you inserted. ]

1111
1115
1118

|Rur1| | Reset | | et | [] Run in a new window

By selecting to “Allow Multiple Values for h s - J

Prompt”, the user has the option to select
all, or other combinations of values.

Prompt using Text Input (Simple):
This feature allows you to prompt a dashboard user to type in a value each time before running this query with
this filter. To set up your Prompt using Text Input (Simple), do the following:

1. Select ‘Prompt using Text Input (Simple)’ from the Prompt menu.

¥ Filter for Term . _—
.. \? v ieset | ) Cancel J ¥ Values™ | ) Prompt |

Mo Yalue Prompk

Equal to Prompt using Data Yalues (Dyvnarmic)
Prompt using Selection {3katic)
Add: Bramnt Lsinn Tesk Tr - y:
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2. Set or confirm your operand.
3. Note that “Variable” is the field name of the field you have chosen for your filter.
4. Type in the message you want the user to see when prompted.

T Filter for Term Bl

Q’DK ) Reset @'Cancel |_ 3+ y=luesT EPrcmpt’ |

Equal to @ -

Variable: STRM Prompt:

[ Note there is no “Allow Multiple Values to Prompt”, or “Add:”. ]

5. When the prompt message is entered, click the OK icon to save.

"! Filter for Term . O x
& Reset | €8 cancel | = M E Prompt™ |

Equal to -

Variable: STEM Prompt: Enter term code:

After saving this filter prompt, your Filter Pane will be populated with something like the following:

¥ Fiter

J Term Equal to 85TRM.Enter term code:.
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If you click 'QR“” from the Quick Access Toolbar at the top of your InfoAssist browser, you will see a preview
of what the dashboard user will see before running a query with this example Simple Filter.

& iReport1[0]

The message you typed

Parameters to prompt the user.

a

Enter term codé&;

d

The box where a user can
type in the value they want.

lRunl [ Rezet l [ Clear Qutput l

[] Runin a new window

Filter Option List:

After a filter has been set up and saved, it can be: Opened (as a Simple Filter or an Advanced Filter), Deleted,
or Excluded/Included. In order to reach these options, right-click on the filter in your Filter Pane.

¥ Fitter

:’ Term Equal to &STRM.Enter term code:.

x Delete

"r Simple Filker
P
}? Advanced Filker

If you scroll over Open, these
two choices will appear.

A double-click will also open

.\f Exclude

1

this as a Simple Filter.

J
¥ Filter ]
3 Term Equal to ZSTRM.Enter term code; Selecting Delete will remove
Open the filter from the Filter Pane.
% Exclude

¥ Filter

Q’ Term Equal to &5TRM.Enter term code;

Selecting Exclude will not remove the
filter from the Filter Pane; instead it

Cpen 4

}{ Delete
k4

will just not be included in the query.

¥ Fitter

Y Term Equal to &STRM.Enter term code:

If a filter has been excluded and you

Open b want to include it again, simply right-
¥ Delete click on the filter and select “Include”.

X
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