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ACCESSING AND SEARCHING FOR QUERIES



Query Viewer 
To access queries, use the navigation: 

 Main Menu > Reporting Tools > Query > Query Viewer

Why Use Query Viewer?

• Locate existing PeopleSoft 

queries 

• Run queries in HTML or 

Excel 

• Save frequently used 

queries as Favorites 

• Access real-time financial 

data



Searching for Queries by Name

When you know the 

query name:

1. Enter the query 

name in the Query 

Name field.

2. Leave the search 

option as Begins 

With.

3. Click the Search 

button. 



Searching for Queries by Folder

If you don't know the exact 

query name, use the Folder 

Name search criteria. 

1. Change the search 

operator from Begins 

With to Contains, Equal 

To, or other search 

options as needed 

2. Enter all or part of the 

folder name. 

3. Click the Search 

button. 



Viewing Search Results

HTML
View results 

on-screen

Excel
Export directly 

to Excel

Favorite
Save query 

for future use

Description

Understand 

what the 

query does
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CARD PROGRAMS AND TREASURY QUERIES



Accounts Payable Queries

If you need to . . . 

Review expense report totals

Review detailed expense report lines

Identify department approvers

Identify project approvers

Find expense reports that were sent back

Check an expense report’s workflow location

Search vouchers by accounting date and account

Use this query! 

SC_EX_RPT_USER_INQUIRY_TOTALS

SC_EX_RPT_USER_INQUIRY_PMPTS

SC_SECURITY_DEPT_APPROVER_ROLE

SC_SECURITY_PROJ_APPROVER

SC_EX_ER_SENT_BACK

SC_EX_ER_PENDING_QUEUE

SC_AP_VCHR_ACCTG_DATE



SC_EX_RPT_USER_INQUIRY_TOTALS

Key Tip: Start here for a high-level review, then use the detail query if needed.

When would I use it?

• Review expense report totals. 

• Identify reports without 

reviewing every expense line. 

• Search reports by employee 

or business purpose.

Key Search Criteria:

• Department 

• Employee 

• Business Purpose

Displays expense report information summarized by expense report.

What does it do?



SC_EX_RPT_USER_INQUIRY_PMPTS

Key Tip: Use this query when you need detail for each individual expense line.

When would I use it?

• Review travel expense 

report activity. 

• Research a specific 

expense line or transaction. 

• Review expense reports by 

department, employee, or 

business purpose.

Key Search Criteria:

• Department 

• Employee 

• Expense Report Number

Displays expense report details at the individual expense-line level.

What does it do?



SC_SECURITY_DEPT_APPROVER_ROLE

Key Tip: Enter the Department number to return its assigned approvers. Use the Department 

Approval Query Quick Reference for additional guidance.

When would I use it?

• Confirm department 

approvers. 

• Identify the 

appropriate approval 

level. 

• Review approvers 

after staffing changes.

Key Search Criteria:

• Department

Identifies the Level 1 and Level 2 approvers for a department.

What does it do?

https://sc.edu/about/offices_and_divisions/controller/documents/department_approvers_query_quick_reference.pdf?utm_source=chatgpt.com
https://sc.edu/about/offices_and_divisions/controller/documents/department_approvers_query_quick_reference.pdf?utm_source=chatgpt.com


SC_SECURITY_PROJ_APPROVER

Key Tip: Search by Project to review its assigned approvers and Project Manager.

When would I use it?

• Confirm the appropriate 

project approver. 

• Identify the Project 

Manager for a project. 

• Review project team roles 

and approval assignments.

Key Search Criteria:

• Project 

• Operating Unit 

• Department 

• User or Team Member

Identifies project approvers and project managers.

What does it do?



SC_EX_ER_SENT_BACK

Key Tip: Download the query results to excel to filter for further details. 

When would I use it?

• Identify expense reports requiring 

correction. 

• Monitor reports returned to 

employees or initiators. 

• Follow up on reports that may 

delay reimbursement or payment.

Key Search Criteria:

• From Date 

• To Date 

• Operating Unit

Shows expense reports sent back within a selected date range by operating unit.

What does it do?



SC_EX_ER_PENDING_QUEUE

Key Tip: Download the query results to excel to filter for further details.

When would I use it?

• Determine where an 

expense report is in 

workflow. 

• Identify the next person 

or step needed for 

approval. 

• Follow up on delayed 

expense reports.

Key Search Criteria:

• Expense Report Number

Shows the current workflow location of an expense report.

What does it do?



SC_PO_MATCHING_SEARCH

Key Tip: Use any available document number to trace the full PO-to-payment process.

When would I use it?

• Find the voucher 

associated with a 

purchase order. 

• Confirm a receipt matched 

to a purchase order. 

• Research the relationship 

between a PO, receipt, 

and voucher.

Key Search Criteria:

• Purchase Order Number 

• Receipt Number 

• Voucher Number 

Displays matched purchase order, receipt, and voucher information.

What does it do?



SC_AP_VCHR_ACCTG_DATE

Key Tip: Use both an accounting-date range and account number to narrow results.

When would I use it?

• Research vouchers 

posted during a specific 

period. 

• Review voucher activity 

for an account. 

• Support reconciliation or 

transaction research.

Key Search Criteria:
• Accounting Date 

• Account 

• Business Unit 

• Department

Displays voucher information by accounting date and account.

What does it do?



Inquiry Pages

INQUIRY PAGES



USC Payment Request Inquiry
Navigation: Main Menu > Accounts Payable > Review Accounts Payable Info > USC Payment 

Request Inquiry 

Displays payment request information and status.

What does it do?

When would I use it?

• Review payment requests 

submitted by an area. 

• Check payment request status. 

• Research payment requests by 

date, department, supplier, or 

project.

Key Search Criteria:

• Operating Unit 

• Request Status 

• Supplier ID 

• Department 

Key Tip: Enter an Operating Unit and date range first to keep results manageable.



Voucher Inquiry
Navigation: Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher

Displays voucher details, including invoice and supplier information.

What does it do?

When would I use it?

• Find a voucher using an invoice 

number. 

• Research a supplier invoice. 

• Review voucher details and payment 

information.

Key Search Criteria:

• From/To Invoice Number 

• From/To Supplier ID 

• Voucher ID 

• Accounting Date

Key Tip: Enter the invoice number and Supplier ID in both the From and To fields when searching for one 

invoice.



Payment Inquiry
Navigation: Main Menu > Accounts Payable > Review Accounts Payable Info > Payments > Payment

Shows payment details, including payment 

status and whether a check has cleared the 

bank.

What does it do?

When would I use it?

• Find the check number associated with a 

voucher. 

• Check whether a payment has cleared 

the bank. 

• See which vouchers a payment covered.

Key Search Criteria:

• From/To Ref ID (check number) 

• Payment Date 

• Payment Status

Key Tip: From the voucher’s Payment tab, find the check number in the Scheduled Payments section. 

Enter that number in From Ref ID; select the blue check link in results to view the related vouchers.



Resources and 
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RESOURCES AND COMMUNICATIONS



Where to Find 

the Resources

For more resources, 

visit the Accounts 

Payable page found 

in the General 

Accounting section.

https://sc.edu/about/offices_and_divisions/controller/general_accounting/accounts_payable/index.php
https://sc.edu/about/offices_and_divisions/controller/general_accounting/accounts_payable/index.php


Where to Find 

the Resources 

For more training 

resources, visit 

our Business 

Manager page.

https://sc.edu/about/offices_and_divisions/controller/toolbox/business_manager/index.php
https://sc.edu/about/offices_and_divisions/controller/toolbox/business_manager/index.php


Query Viewer

To request access to Query 

Viewer in PeopleSoft 

Finance, use the 

PeopleSoft Finance Access 

Form to request for 

Finance Intranet Only 

under Inquire Only and 

Operational Reporting 

Access. 

https://sc.edu/about/offices_and_divisions/controller/documents/finance_ps_access_form.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/finance_ps_access_form.pdf


Contact Us

For specific 
questions, please 
visit our website to 
find the appropriate 

contact.

https://sc.edu/about/offices_and_divisions/controller/index.php


Questions



THANK YOU!
Office of the Controller

 

Alone, we can do so little; together, 

we can do so much.



END
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