
 

How to Run a Query 
 

Before you get started:  

 We recommend that you turn off the pop-up blocker on your browser  

 

Step Action and Print Screen 

A Log into CaneLink 

B 
Follow the breadcrumb: 

Main Menu → Reporting Tools → Query → Query Viewer                                                                               
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C 

In the field beside “begins with”  

 Enter the query name 
             ex: UM_OCM_CLASS_SCHOOL_DEPARTMENT  
 
Then click Search 

 

 

 

D 

 
When the search results come up click on EXCEL under the Run to Excel 
heading 
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E 

A new web browser tab will open showing the query name and prompts. 

Using the example query UM_OCM_CLASS_SCHOOL_DEPARTMENT you 

would see the following fields and enter the following: 

 Term: 2141 
 Institution: MIAMI 
 Acad Group: AS 
 Subject: AAS 

 
Then click View Results 
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When running the query for the first time, after clicking on the View Results, 
the system will show term data in the below showing format.  
 
If you would like to export the information to Excel click on the Excel 
SpreadSheet link 
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When prompted chose Open, Save, or Save As as needed 
 

 
 

H 
 

 
Congratulations, you have run a query.  
 
End of Procedure. 
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