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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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Capital Asset Queries

If you need to . . . 

Find inventory asset information

View all asset information, including land and buildings

Review lease asset information

Research capital asset journal activity

Find the account code or asset profile for a requisition

Find a location code or address

Review physical inventory status

Find inventory users and approvers

Use this query! 

SC_AM_INV_AM_TABLES

SC_AM_INV_AM_TABLES_FULL

SC_LA_ASSET_INFO

SC_LEDGER_ACTUAL_JOURNALS

SC_PO_CATEGORY_LIST

SC_SYSTEM_LOCATION_SEARCH

SC_AM_INV_PHYSICAL_INVENTORY

SC_AM_INV_USERS



SC_AM_INV_AM_TABLES

Key Tip: Leave Department blank to return all inventory assets.

When would I use it?

• Identify an asset’s 

custodian or location. 

• Review asset 

purchase and funding 

details. 

• View inventory assets 

for a department or 

across the University.

Key Search Criteria:

• Department

Displays detailed inventory asset information, including location, custodian, and cost.

What does it do?



SC_AM_INV_AM_TABLES_FULL

Key Tip: Use the Full query when the asset may not be inventoriable, such as a mechanical 

systems.

When would I use it?

• Research capital assets that 

are not part of inventory. 

• Review building, land, or 

other non-inventoriable asset 

records. 

• Pull a complete asset listing.

Key Search Criteria:

• Department 

Displays all asset information, including non-inventoriable assets such as land and buildings.

What does it do?



SC_LA_ASSET_INFO

Key Tip: Download to excel to search using filters by Lease ID when researching a specific lease.

When would I use it?

• Look up a lease asset. 

• Review lease status and 

key dates. 

• Find related lease details.

Key Search Criteria:

• This Query is Autorun

Displays lease-related asset information.

What does it do?



SC_LEDGER_ACTUAL_JOURNALS

Key Tip: Use capital asset account codes, starting with 562XX, to narrow results.

When would I use it?

• Research capital asset 

purchases or adjustments. 

• Review transactions posted to 

capital asset account codes. 

• Locate a transaction using a 

specific amount.

Key Search Criteria:
• Journal Status 

• Department 

• Fiscal Year 

• Account Code 

• Journal Line Amount

Provides detailed General Ledger journal-entry activity.

What does it do?



SC_PO_CATEGORY_LIST

Key Tip: Review the linked account code before submitting a requisition.

When would I use it?

• Select a Purchasing 

category for a requisition. 

• Confirm the account code 

linked to a category. 

• Identify the asset profile 

associated with a category.

Key Search Criteria:

• Account 

• Description 

• Category Code – Asset Categories end in A 

• Category Description

Links Purchasing categories to the appropriate account codes and asset profiles.

What does it do?



SC_SYSTEM_LOCATION_SEARCH

Key Tip: Search using part of the building name or street address.

When would I use it?

• Find the correct asset 

location code. 

• Verify a building or 

address. 

• Search locations by 

keyword.

Key Search Criteria:

• Keyword Search

Finds PeopleSoft location codes and related address information.

What does it do?



SC_AM_INV_PHYSICAL_INVENTORY

Key Tip: Use timestamps and user IDs to confirm completion of inventory actions.

When would I use it?

• Review physical-

inventory status. 

• Confirm who verified or 

approved an asset. 

• Check verification and 

approval timestamps.

Key Search Criteria:

• This Query is Autorun

Displays physical-inventory records since 2023, including verification and approval details.

What does it do?



SC_AM_INV_USERS

Key Tip: Review this query when departmental inventory responsibilities change.

When would I use it?

• Identify the inventory contact 

for a department. 

• Confirm an approver or 

business manager assignment. 

• Review user assignments 

before updating access or 

responsibilities.

Key Search Criteria:

• This Query is Autorun

Displays assigned inventory users, approvers, and business managers by department.

What does it do?



DEMO 3

Demonstration
View and access Queries in PeopleSoft Finance
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Where to Find 

the Resources

For more resources, 

visit the Capital 

Assets section on 

our General 

Accounting page.

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


Where to Find the 

Resources 

For transaction 

correction training 

resources, visit our 

Business Manager page.

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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