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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 

 

 
 

Step Action 

3. From Internet Explorer, click the Tools button. 

 

4. Move the mouse to the Pop-up Blocker item and click the Turn Off Pop-up 

Blocker menu. 
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Step Action 

5. Click the Yes button. 

 

6. 

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

7. Click the Tools button. 

 

8. Click the Internet Options item from the dropdown menu. 
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Step Action 

9. Click the Security tab. 

 

10. Click the Trusted sites list item. 

 

11. Click the Sites button. 

 

12. Enter https://access.smu.edu into the Add this website to the zone: field. 

13. Click the Add button. 

 

14. Click the Close button. 

 

15. 

Setup Automatic File Download 

16. From the Security tab, click the Custom level... button. 

 

17. Scroll to the Downloads section. Under the Automatic Prompting for File 

Downloads, click the Enable option. 
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Step Action 

18. Click the OK  button. 

 

19. Click the Yes button to change settings for this zone. 

 

20. Click the Advanced tab. 

 

21. Under the Security section, uncheck the Do not save encrypted pages to 

disk option. 

 

22. Click the OK  button. 

 

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. 

 
 

Step Action 

1. Click the Reporting Tools link. 

 

2. Click the Query link. 
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Step Action 

3. Click the Query Viewer link. 

 

4. You may use the Advanced Search option to search with a descriptive text. 
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Step Action 

5. Type the name of the desired query into the begins with field.  

For example, most queries begin with "U_X" (X representing the academic areas, 

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 the begins with field.  

6. Click the Search button. 

 

7. You can view the query results in HTML , Excel, or XML  format.  

Click the desired format. 

8. Some queries may require additional information for viewing the results. If 

prompted, provide the requested information. 

9. Click the View Results button. 
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Step Action 

10. To view the results in other formats (Excel, CSV, or XML ), click the appropriate 

links and follow the prompts as instructed.  

 

11.  

End of Procedure. 

 






















































































