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Business Process Overview 
This document provides instructions on how to Creating Hyperlinked Query Drills. Hyperlinked drills 
allow the user to quickly reference other information in SFS or in external websites. The information 
provided here is at an intermediate to advanced query level. 

 

Process Frequency This process is performed on an as needed or ad-hoc basis. 

Dependencies An intermediate level of knowledge with PS Query and the correlating tables 
in SFS is recommended as a prerequisite. 

Assumptions Users have read and understand the basic and intermediate query process 
documents. 

Responsible Parties Users of SFS and PS Query. 

Alternate Scenarios N/A 

 

Process Detail 
I. Query Drill Functionality - Usage 

 
The Query Drill functionality allows a user to run a query and then drill from that 
query to: 

• An existing page in SFS 
• Another query 
• An external link/website 

 
Navigation: Main Menu > Reporting Tools > Query > Query Manager 

 
1. Select a query that has been updated to include the new functionality. To find queries that 
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have this new functionality, see the new Query Inventory list that includes information on 
which public queries have hyperlinked drills! For this example, the 
SFS_GM_BILLING_ACTIVITY drills to a page in SFS. 

2.    the query as you would normally. 
 
 

3. Click the hyperlinked field to drill. 
 



University of Wisconsin System 
SFS Business Process 

RPT.1.02.05- Advanced PeopleSoft Query: 
Creating Hyperlinked Query Drills 

SFS_RPT.1.02.05_Adv_PS_Query_Hyperlinking_Query_Drills.docx Page 3 of 36 

 

 

 
 

4. The hyperlink will take you to the resulting drill page, query or external website. 
 
 

II. New Query Drill Functionality – Creating Drills to SFS Pages 
 

Create a drill from a PS Query to a page in SFS. 
 

Navigation: Main Menu > Reporting Tools > Query > Query Manager 
 

1. After identifying the query you would like to update, click the Edit hyperlink. 
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2. Click 
 

3. Click 

 
 

4. You will be taken to the Edit Expression Properties page. 
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5. In the Expression Type field, choose ‘Drilling URL’ from the drop down menu. 
6. Next, click the Component URL hyperlink. 
7. You will be taken to the Select a Component page: 

 
 

8. Click the Add Content Reference Link to navigate to the component (page) you wish to drill 
to, if you do not already know the actual menu and component name. You will be taken to 
a folder hierarchy icon navigation page: 
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9. Click the sign to the left of the ‘EMPLOYEE’ folder to expand. 
10. Navigate through the menu until you find the component or page you need. 

 
 

11. Click on the hyperlink to the right of the page. You will be taken back to the Select 
a Component page and the required information will be added automatically. 
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12. On the Select a Component page, Click . The URL Keys 
section will appear. 

13. In the Key Value field, either type in the table alias.field name or search using the 
Field Lookup. 

14. On the Select a Component page, click . The Map URL 
to Query Columns section will appear. 
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15. Click the Selection Flag checkbox for the appropriate column on which you wish to 
place your drill. 

16. Click . You will be taken back to the Edit Expression Properties page. You 
should now see the built expression in the Expression Text box. 
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17. Click 

18. Click 

19. Test  the query to make sure the drill works correctly. 

 
III. New Query Drill Functionality – Creating Drills to Other Queries in SFS 

 
Create a drill from a PS Query to another PS Query. 

 
Navigation: Main Menu > Reporting Tools > Query > Query Manager 

 
1. It is important to note that you should plan your queries for the query-query link carefully 

before adding the drill functionality. In many cases, the first query will be a summary 
query and the second query will be a detail query. Both queries must contain any fields in 
which the parameter data is being passed from the first query to the next in the result set 
of each query. Either build or define the queries for the drill, then make sure they each 
contain the fields to be ‘passed’. 
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2. After identifying the queries you would like to join, click the Edit hyperlink on the 
first (summary) query. 

 

 
 

3. Click 
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4. Click . You will be taken to the Edit Expression Properties page. 

 
 

5. In the Expression Type field, choose ‘Drilling URL’ from the drop down menu. 
6. Next, click the Query URL hyperlink. You will be taken to the Select a Query page: 
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7. Search for or type in the name of the query to which you wish to drill in the Query Name 
field. 

8. Select ‘HTM’ from the drop down menu in the Format field. 

9. Click   . The URL Keys section will appear. 
10. In the Key Value field, either type in the table alias.field name or search using the 

Field Lookup. 
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11. If you receive the “Query does not contain any prompt keys” error message, you may have 
to click the lookup and select your query name, even though you have typed the 
query name in the box. 

12. On the Select a Query page, click . 
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13. The Map URL to Query Columns section will appear. Check the box next to the column 
on which you would like to place your drill. 

14. Click . You will be taken back to the Edit Expression Properties page. You 
should be able to see your new expression in the Expression Text box. 
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15. Click 

16. Click 

17. Test  the query to make sure the drill works correctly. Your query hyperlink should 
take you to the next query. 

 
 

 
 

IV. New Query Drill Functionality – Creating Drills to External Websites 
 

Create a drill from a query to an external website. 
 

Navigation: Main Menu > Reporting Tools > Query > Query Manager 
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1. After you have identified the query to which you would like to add a drill, click the Edit 
hyperlink in Query Manager. 

 
 

2. Click  

3. Click . You will be taken to the Edit Expression Properties page. 
4. In the Expression Type dropdown menu, choose ‘Drilling URL’. 

 
 

5. Click the Free Form URL hyperlink. You will be taken to the Define a Free Form URL page. 
6. In a new browser window, navigate to the external website. 
7. If you are linking to WISDM, as in this example, find an example of the data to which you 

are drilling in your query. (i.e. PO Search for Purchase Orders, Project Search for 
Projects, etc.) 
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8. Once you have searched, click on the detail link. 
 

 
9. On the detail page, select and copy the URL from the browser’s address bar. 
10. Paste the URL address into the URL box on the Define a Free Form Drilling URL page. 
11. Edit the text to replace the values after the “=” to be the values from your query you wish 

to pass. Use the table alias.field name method as mentioned in this training document. 
Surround the name with % symbols. (i.e. %A.PO_ID%) 
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12. Click  
13. Check the box next to the query column in which you wish to place your drill. 

 
 

14. Click . You will be taken back to the Edit Expression Properties page, and 
you should see your newly created expression in the Expression Text box. 
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15. Click . You will be taken back to , where you should see your 
new expression. 

16. Click 

17. Test  the query to make sure the drill works correctly. Your query hyperlink should 
take you to the external webpage. 

 
 

V. How to Create an Expression to use as a Drill Field 
Sometimes you may want to create a hyperlink from a query to another query, PeopleSoft page, 
or external website, but you don’t have a natural column to place the hyperlink. An example of 
this might be hyperlinking to WISDM. There is a way using PS Query to create a new column 
using an expression, name that column, and add your Query Drill to that newly created column. 
In this example, the drill is to an external website. 

 
Navigation: Main Menu > Reporting Tools > Query > Query Manager 

 
1. After searching for the query you would like to update, click the Edit hyperlink. 
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2. Click . 
3. Click . You will be taken to the Edit Expression Properties page:  

 

 
4. The Expression Type dropdown value should default to ‘Character’. Type your expression 

text in the Expression Text box, surrounded by single quotes. Set the Length to the 
correct value to include all the characters for the expression text you entered. Include 
quotes as characters. (‘Some’= 6; ‘Characters’ = 12) 
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5. Click . You will be taken back to . You should see your new text 
in the Expressions List section. 

 
 

6. Click the Use as Field hyperlink. You will be taken to and you will see your 
expression added as a field. 
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7. Go back to . 

8. Click . You will be taken to the Edit Expression Properties page: 
 

 
 

9. In the Expression Type field, choose ‘Drilling URL’ from the drop down menu. 
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10. Next, click the Free Form URL hyperlink. You will be taken to the Define a Free 
Form Drilling URL page: 
 

 
 

11. Open a new internet browser window. 
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12. Navigate to the external website. (In this example, WISDM.) 
13. Log in, if required. 

 

 
 

14. Search for a value that matches the information you wish to pass through the query. (In 
this example, we want to pass Business Unit and Voucher ID#. So, for this example, we 
navigate to the “Voucher Search” page in WISDM. Search for any Voucher ID#.) 

15. When you find a value that returns results, click the hyperlink to the detail page. 
 
 

 
16. Once you are on the detail page, copy the URL from the address bar. 
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17. Return to the browser that contains your query. 

18. Paste website URL into the URL textbox. 

 
 

19. Edit the text to replace the values after the “=” to be the values from your query you wish 
to pass. Use the table alias.field name method as mentioned in this training document. 
Surround the name with % symbols. (i.e. %A.VOUCHER_ID%) 

 

 
 

20. Once you have finished, click . 
21. In this example, we want to pass the Business Unit and Voucher ID. If you do not 
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know them, the values can be found on . Make sure those fields are 
checked 

 
 

22. Click . The Map URL to Query Columns section will appear. 
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23. Click the Selection Flag checkbox for the appropriate column on which you wish to 

place your drill. You should see your newly created expression represented as 
“Expr#_#”. 

24. Click . You will be taken back to the Edit Expression Properties page. 
You should now see the built expression in the Expression Text box. 
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25. Click . You will be taken back to . 

26. Click 

27. Test  the query to make sure the drill works correctly. 

 
VI. Troubleshooting Tips 

Here are a few tips and things to consider when having difficulty creating queries with new drill 
functionality. 

 
1. Use the ‘Save As’ function to save your query as a different name until you perfect 

the techniques described here. Don’t forget to delete the old one when you get it all 
done! 

2. Save often. 
3. Plan your query carefully. Know what fields you are passing in the drills. 
4. Know to what tables the fields belong that you are attempting to pass to another 

query, PeopleSoft page or external website. 
5. Table Alias.Field Name- Know the table aliases ahead of time. Table alias information 

can be found on the   of your query. It is the letter of the alphabet that is shown 
just before the table name. 

a. PS Query assigns each table added to a query an alias. If you have 4 tables in 
a query, then you will probably have aliases A, B, C and D. 

 
 

b. Many input fields in PS Query hyperlinking drills will look for the table 
alias.fieldname. For example, the table alias.field name for the field VOUCHER_ID 
on the VOUCHER table shown below would be ‘A.VOUCHER_ID’. 

 
NOTE: In order for the query to pass the values correctly, all fields listed in the URL 
Keys section MUST be included (box checked) on , like below: 
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6. Any fields you are trying to pass in the drill MUST be included as fields (box checked) in the 
original query. If you don’t see the fields returned in the original query, you can add them on 

. 
7. Feel free to contact support for assistance. Email uwsaproblemsolvers@maillist.uwsa.edu. 
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