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1.0  Process 
 
Here are steps to be followed in order to make private queries public and to make any permanent 
changes to an existing query.  Our goal in centralizing this process is to limit the amount of 
duplicate queries and to help produce more efficient queries.   
 
If you have a query that is already in existence and you need to make changes fill out a Public 
Query request form and submit to Velma Tiberti.  Indicate the changes that need to be made on 
the form and she will contact you with any questions and inform you when the query is revised.   
 
If you want to create a new public query, you should first create it as a private query.  You will 
then need to fill out a Public Query request form and submit it to Denise Fritz.  She will then 
contact you with any questions and then contact you when the query is ready to be made public. 
 
Before submitting the form you will need to have the form signed by an authorized person: 
 
The following people are authorized to sign your query request form: 
Scott Cooke (SEC), Brett Holman (BDH), Nancy Reynolds (NJR), Marc Benadiba, Lorlie 
Leetham (LHL), Judy Holloway (JMH), Kathy Anderson (KEA), Debbie Brothwell (DLB), 
Laurie Borello (LLB) and Velma Tiberti (VT). 
 
 
These people are also available to help with any questions you may have regarding your queries. 
 
The description of the query should be detailed enough to give a good understanding of the 
queries purpose.  In addition – start all query short and long descriptions with the initials of the 
authorized person.   
 
Some things to remember when making a public query are: 
 

1. Use the naming convention detailed below. 
2. Run the query to make sure that it works  
3. When you have determined that the query is “good” fill out the Public Query Request 

form. 
4. This form then will need to be signed by an authorized person.  
5. Submit the request form to the CMS office. 
6. Problems with queries should be directed to Kathy Anderson (via an authorized person) 
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2.0 Naming Convention 
NEW NAMING CONVENTION FOR PUBLIC QUERY 
 
SLO_XXX_NAME_X 
 
       

Indicates Office/Function                                     Use P or T to    
GL-General Ledge indicate whether the  r 
AP-Accounts Payable query requires a 
PO-Pur chasing prompt to be run or 
AR-A ccounts Receivable 
BD-Budget is driven by a  
GEN-General template. 
SA-Student Accou nts 
CSH-Cashiering  
CMS  YE-Year End 
REC-Receiving   

 
 
 
Sample: 
 
When you create a query go you will need to go to the properties hyperlink to give it a description 
and an appropriate name. 
 



                                                                               
 

FIS 8.4 Public Query 
Page 5 of 6                                                                                                        3/4/2005 

 
 
 
 

 
 
 
 



                                                                               
 

FIS 8.4 Public Query 
Page 6 of 6                                                                                                        3/4/2005 

 
 
Below is a link to the public query request form: 
 
 

    
Public Query 

Request Form  
 
 
  
 
 
 
 
 
 


