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EPM Query Maintenance 
 

 

Skills:  Add to favorites, Copy to User, Delete Selected, Move to Folder, Rename Selected 

 

Navigation:  Core-CT EPM > Reporting Tools > Query > Query Manager  
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To add a query to My Favorite Queries 
 

1. Select the box to the left of the query name 
 

2. Select the action button drop down menu located near the middle of the top of the 
page and choose Add to Favorites.   

 

3. Select Go.   
 

4. The selected query will go directly to the on-screen list of favorite queries. To remove, 
just select the minus (-) button on the right of the query name. 
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To copy a private query to another user 
 

1. Select the box(es) to the left of the private query name(s) 
 

2. Select the action button drop down menu located near the middle of the top of the 
page and choose Copy to User.   

 

3. Select Go.   
 

 
 

4. Enter the person’s CORE UserID and select OK. Upon successful copy, the sender 
will receive a message indicating that the query had been successfully copied to 
another user. The sender will then need to notify the recipient. 
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Note: The recipient of the query must have the appropriate security access to be able to view and 

run the query.   

 

 

 

To delete a private query 
 

1. Select the box(es) to the left of the private query name(s) 
 

2. Select the action button drop down menu located near the middle of the top of the 
page and choose Delete Selected.   

 

3. Select Go.   
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4. A warning/confirmation screen will appear verifying the deletion of the selected query. 
Select yes, only when validated deletion is the action you wish to perform.   
 

 
 

 
 

 

To move a query to a designated folder 
 

1. Select the box(es) to the left of the private query name(s) 
 

2. Select the action button drop down menu located near the middle of the top of the 
page and choose Move to Folder.   

 

3. Select Go.   
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4. Select an existing folder option by selecting the drop down menu to see a list of 
available folders.  Or enter a folder name of your choice. Select OK. Query has been 
moved to a folder for ease of search. 

 
 

 

To rename a private query 
 

1. Select the box to the left of the private query name 
 

2. Select the action button drop down menu located near the middle of the top of the 
page and choose Rename Selected.   

 

3. Select Go.   
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4. Enter the new query name in the box and select OK.  The query has been renamed.   

 

 
 

Note: Renaming a query does not create a copy but rather actually changes the name of the 

existing query. 

 

 


