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EDISON QUERY INSTRUCTIONS

1. If you want to run the Query, it is called TN_PU_DGS_CNTRCT_EXPIRATION. To run it, go to FSCM Reporting Tools, then FSCM Query Viewer.
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2. Type the Query name (TN_PU_DGS_CNTRCT_EXPIRATION) into the blank field next to "Begins With", then press the Search button. 
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3. This will bring up the Query in the Search Results section. 
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Query Name Description
TN_PU_DGS_CNTRCT_EXPIRATION By exp date range minus 1




4. It will have four blue links next to it. From left to right, they are: 

HTML Excel Schedule Favorite
*Before you do anything else, click on "Favorite" to add this Query to your Favorites list. From there, whenever you go back into Query Viewer, it will be near the top. 
5. If you want to use the Query to pull up a list of contracts expiring within a date range, click on the HTML or Excel links. Both of these will open up a new window in your browser. (HTML opens in a new window with an option to download to Excel. Excel opens in a new window, then immediately downloads to Excel.)
6. In the new browser window, type in the date range and click the View Results button. 
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7. This will display a list of contracts with Expiration Dates that fall within the date range selected.
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1 |000000000000000000000 1359 EMERGENCY GENERATOR SERVICE: |cymmins crosspoint LLC 0000000349 marys0908001 08/01/2005|02110/2010 ACM (32101 4032309 | 16257330 A
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8. *If you used the HTML link, you can use the "Download Results in Excel Spreadsheet" link at this point to pull it out into Excel. [image: image6.png]Download results in . Excel SpreadSheet



 If you used the Excel

9. You may need to hold down the Ctrl key if the new window asking to Open or Save does not pop up.
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