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Getting Started

Basic Setup

Step Action

1. You must perform the following steps before running Queries.

2.
Turn Off Popup Blockers

= http://wwwsmu.edu/ DR Bing p -

File Edit View Favorites Tools Help

Jur Favorites | 5 = Sitecore =~ Training - OIT - SMU = PIA URL's for SMU Administrative Systems Tr...

~ Southern Methodist University - SMU f v B - ) @ v Pager Safetyv Took~ @~

Academics¥  Quick Links'¥'

PROSPECTIVE STUDENTS CURRENT STUDENTS FACULTY & STAFF ALUMNI PARENTS COMMUNITY NEWS MEDIA

SMU Capturing SMU's Spirit
sy 1 A new book features more

n

S than 200 new SMU
photozraphs and selected
‘historic images that
capture SMUSs beauty and
spirit.
Student Video Contest
Students are urged to
produce a"Green Minute”

video that encourages
sustainability.

SMU In The News
Clean Energy Resources

Degolysr to houss Komen for the Cure’ archives
Dallas News: Libya's toughest task begins
SMU dean named to national education board
WFAA: GOP debate gets physical
Help Adam Still win Lowe's CLASS Award
More news »

Rss ] Facebook ] Twiter [0}

Rare discovery of ancient ceramic fragment at Etruscan site in Italy may be earliest
representation of childbirth in mart. Learn more —

THE‘MELBRH DEN{E’ EEF SH
G GE W. BU
PRESIDENTIAL LIBRARY HOMECOMING RESEARCH

Step Action

3. From Internet Exploreglick theTools button.

Tools =

4, Move the mouse to tHeop-up Blocker item and click th&urn Off Pop-up
Blocker menu.

Turn Off Pop-up Blocker
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 http:/ v smu.edu/ ~| 4| % Bing L~

¢ Favorites H - Sitecore e~ Training - OIT - SMU =~ PIA URL's for SMU Administrative Systems Tr...

= Southem Methodist University - SMU i v B ~ ) @ v Pagew Safety~ Tools+

PROSPECTIVE STUDENTS CURRENT STUDENTS FACULTY & STAFF ALUMNI PARENTS COMMUNITY NEWS MEDIA

SMU Capturing SMU's Spirit
WS A new book features more
S0 than 200 new SMU

photographs and selected
‘historic images that
capture SMUs beauty

spirit.

Student Video Contest

Students are urged to p L
produce a "Green Min!

video that encourazes

sustainability.

m

SMU In The News
® Clean Energy Resources

* Degolyer to house 'Komen for the Cure’ art

* Dallas News: Libya's toughest task begins

SMU dean named to national education board
WFAA: GOP debate gets physical &
Help Adam Stil win Lowe's CLASS Award

Hore news »
Rss B Facebook )  Twiter [}

Rare discovery of ancient ceramic fragment at Etruscan si
representation of childbirth in rn art. Learn more —

SMU: HOME O
HE G

F
GEORGE W. BUSH
PRESIDENTIAL LIBRARY HOMECOMING RESEARCH

Step Action

5. Click theYesbutton.
Yes

Add Access.smu.edu as a Trusted Site.
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Action

Click theTools button.

Tools =

Click thelnternet Options item from the dropdown menu.
Internet Options
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| Internet Options
I |4 | % Bing P~
General | security | Privacy | Content | connections | Programs | Advanced
Home page
l/? To create home page tabs, type each address on its own line. o Administrative Systems Tr...
1 B v B - [ @ v Pagev Safety~ Tooksv @v
[ usearent | [ usedefaut || Useblank | Academics¥  Quick Links¥
Browsing history

7, Delete temporary fies, history, cookies, saved passwords,
") and web form information.

ALUMNI PARENTS

COMMUNITY NEWS MEDIA

i A S Ry

[ Delete brawsing history an exit S i A
. =

Search
p Change search defauits.

Tabs

Change how webpages are displayed in
tabs.

Appearance

oors | | languages | [ Fonts | | Accessibiity |

® Help Adam Stil win Lowe's CLASS Award

More news
RsS B Facebook ] Twiter [

Rare discovery ncient ceramic fragment at Etruscan site in ltaly may be earliest
representation of childbirth in Western art. Learn more —

TH Esgiuﬁan%N{Ef cE;Fus H
PRESIDENTIAL LIBRARY HOMECOMING RESEARCH

—————————————
8] Untitled - Notepad < EH 432PM

Step Action

9. Click the Security tab.

10. Click theTrusted siteslist item.
4
v
Trusted sites

11. Click theSitesbutton.
[ Sites |

12. Enterhttps://access.smu.edinto theAdd this website to the zonefield.

13. Click the Add button.
| add |

14. Click theClosebutton.
[ Close ]

15.
Setup Automatic File Download

16. From theSecurity tab, click theCustom level...button.
[ Custom level... ]

17. Scroll to theDownloadssection. Under thAutomatic Prompting for File
Downloads click theEnable option.
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Step Action

18. Click theOK button.
Lo |

19. Click theYesbutton to change settings for this zone.
[ Yes ]

20. Click the Advancedtab.

21. Under theSecurity section, uncheck theo not save encrypted pages to
disk option.

22. Click theOK button.
o< ]

23. You have completed this tutorial.
End of Procedure.
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Running Queries

Running Queries using Query Viewer
Query Viewer allows a user to run a predefined query and review or download the results.

TRAIN25 On HETRN Home Add to Favorites Sign out
Favorites © Main Menu

Wed, Aug 17,2011 4:38 PM

Amnouncemenis
Search: Elect or Waive Required Health Insurance coverage

(% | |Fall 2011 Waive/Elect period is from April 4, 2011 - August 25, Wmmmmmmm

12011 Students must complete this process each semester after .

PlrEEans LIEmRE e res they have enrolled for their Fall classes. Learn how to
[ Access SMU Help \WANE/ELECT
I- Key External Links e Employee Self-Service ]
[+ Access.SMU Training
I Self Service Access.SMU Upgraded 9 Mustang Corral Registration
I» Campus Community IAccess.SMU has been upgraded. You will notice some changes. =l To participate in Mustang Corral register here.
I Student Recruiting iAccess. SMU pages have a new look and feel, although most of
[> Student Admissions the navigations have not changed. For students using the Student
I Records and Enrollment Center, look for My Academics which is an interactive Degree Access.SMU Training
[> Curriculum Management Progress Report (DPR). You can also search for classes via My
[> Financial Aid iAcademics and add to your Shopping Cart for later enrollment. For
[ Student Financials faculty using the Faculty Center, look for My Schedule which is Class Offerings - Chasses
|- Academic Advisement the entry point into the Faculty Center. Advisor Center is where nstructor Tutorial

[- Contributor Relations

> SAIntegration Pack

[> Set Up HRMS

[> Set Up SACR

[ Tree Manager

- Reporting Tools

- PeopleTools

[ SMU Student Authorized Access
[- SMU Custom Programs

— SMU Set Account Password
— My Personalizations

— My System Profile

faculty can view advisee academic and general detail. For
academic staff, look for Self-Service, Advisor Center. View Other
Student Data which is where you can view academic and general
detail on non-assigned advisees. Please feel free to review the
tutorials to familiarize yourself with the new enhancements. Self-
Senice Tutorials

Right to Knovs 1ation and other legal statements.
@ Southern Mathodist University, Dallas TX 75205, 214-768-2000

Powered iy G N[ T T

Step Action

1. Click theReporting Toolslink.
[i- Reporting Tools|

2. Click theQuery link.
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Favnvntes MalnvMenu > Repnrtwlg Tools

TRAIN25 On HETRN Home
Main Menu

Add to Favorites

Sign out
> Reporting Tools >

ﬁ Query

Query Manager

= Query Viewer = Schedule Query
Creale or update queries and query specifications. Review existing queries.

Run the schedule query process.

Step Action

Click theQuery Viewer link.

You may use théddvanced Searchoption to search with a descriptive text.
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Fa\'nvntes MalnvMenu > Repnrtwlg Tools > querv > Query Viewer

Query Viewer

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

“Search By: Query Name ~  Dbegins with

Search |advanced Search

TRAINZ25 On HETRN Home Add to Favorites Sign out

New Window | Help | &,

Step Action

5. Type the name of the desired query intolthgins withfield.
For example, most queries begin with "U_X" (X representing the academic are
schools, or dean's offices). You will need to check with your department for the
name of the query you should run.
Enter the desired information into thegins withfield.

6. Click the Searchbutton.

Search

7. You can view the query resultsHTML , Excel, or XML format.
Click thedesired format

8. Some queries may require additional information for viewing the results. If
prompted, provide the requested information.

9. Click theView Resultsbutton.

View Results
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Step Action

10. To view the results in other formatxcel, CSV, or XML ), click the appropriate
links and follow the prompts as instructed.

11.

End of Procedure.
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