
Query Migration Pre-Submission Checklist 

Verify Attachments 
• Confirm the Query Migration Request Form (QMRF) file is attached to the migration ticket. 
• Modifications require attached authorization or modification request included in the Detail Request. 

Check Query Properties 
• Verify the Query Name, Description and Folder meet standards, it is Public, has been tested and runs in less 

than a minute. 
• Review Query Definition: 

o Add the boilerplate if it is missing. Include all appropriate information. Do not include optional 
sections that do not apply (optional sections are in blue).
***Special Instruction Section***<BR> 
Edit: <BR> 
Run: <BR> 
********************************<BR> 
Created By: XXX: developer@email.edu Developer Name<BR> 
Creation Date & Ticket #: MM/DD/YYYY #123456<BR> 
********************************<BR> 
Use with process:<BR> 
********************************<BR> 
Description:<BR> 
********************************<BR> 
Construction Notes:<BR> 
********************************<BR> 
****Modification Log****<BR> 
---<BR> 

 

 Sort Modification Logs in descending order. 
 Add <BR> tags where needed. 
 Remove any spaces before the start of sentence/section. 
 Separate with the correct number of stars or dashes as appropriate. 

Query Structure Review 
Review the structure of the query to ensure that all standards have been met. 

Required Records 
Personally identifiable information (PII) in the CS and HCM pillars require the use of specific records. 
CS Pillar 

• Use the correct Bio-Demo Records: If PII is present, confirm the correct required record is used. 
o (CS) VCS_BIO_PRIORTY OR VCS_BIO PRIMARY is used to add the FERPA_BLOCK field 

directly after student name. 
HCM Pillar 

• Use the correct Bio-Demo Records: If PII is present, confirm the correct required record is used. 
o (HCM) VHC_PERSON_DATA is used to add CTC_DATA_PROTECT directly after employee 

name for non-payroll queries. 

Recommended Records 
Use recommended records when available. 

• Commonly Used Tables - Campus Solutions (CS) 
• Commonly Used Tables - Finance (FIN) 
• Commonly Used Tables - Human Capital Management (HCM) 

https://sbctcedu-my.sharepoint.com/personal/pmcdaniel_sbctc_edu/Documents/Training/PS%20Query%20Training/QDLC/ctcLink%20PS%20QDLC%20Training%20Master%20Document.docx#NamingConvention
https://sbctcedu-my.sharepoint.com/personal/pmcdaniel_sbctc_edu/Documents/Training/PS%20Query%20Training/QDLC/ctcLink%20PS%20QDLC%20Training%20Master%20Document.docx#Description
https://sbctcedu-my.sharepoint.com/personal/pmcdaniel_sbctc_edu/Documents/Training/PS%20Query%20Training/QDLC/ctcLink%20PS%20QDLC%20Training%20Master%20Document.docx#Folders
https://sbctcedu-my.sharepoint.com/personal/pmcdaniel_sbctc_edu/Documents/Training/PS%20Query%20Training/QDLC/ctcLink%20PS%20QDLC%20Training%20Master%20Document.docx#public
https://sbctcedu-my.sharepoint.com/personal/pmcdaniel_sbctc_edu/Documents/Training/PS%20Query%20Training/QDLC/ctcLink%20PS%20QDLC%20Training%20Master%20Document.docx#Test
https://sbctcedu-my.sharepoint.com/personal/pmcdaniel_sbctc_edu/Documents/Training/PS%20Query%20Training/QDLC/ctcLink%20PS%20QDLC%20Training%20Master%20Document.docx#OneMinute
https://sbctcedu-my.sharepoint.com/personal/pmcdaniel_sbctc_edu/Documents/Training/PS%20Query%20Training/QDLC/ctcLink%20PS%20QDLC%20Training%20Master%20Document.docx#OneMinute
https://www.sbctc.edu/resources/documents/colleges-staff/data-services/peoplesoft-ctclink/cs-common-tables-for-reporting.xlsx
https://www.sbctc.edu/resources/documents/colleges-staff/data-services/peoplesoft-ctclink/fin-common-tables-for-reporting.xlsx
https://www.sbctc.edu/resources/documents/colleges-staff/data-services/peoplesoft-ctclink/hcm-common-tables-for-reporting.xlsx


Prompts 
Validate the following: 

• Secure Prompts 
o A secure college-identifying prompt must be included in the query, or a secure record 

inner join must be used—unless the Query Governance Committee has approved an 
exception. 

o Secure prompts must use the correct secure record, Prompt Table edit type and cannot 
be optional nor defaulted without using another method to secure the query. 

• All Other Prompts 
o Edit type – where possible use Prompt Table edit type. 
o Prompt records – use required/recommended records when available. 
o Optional and Defaulted prompts must be labeled.  
o Prompt name is clear and easy to understand.  

Expressions 
• LISTAGG expressions must use ON OVERFLOW TRUNCATE and WITH COUNT or WITHOUT 

COUNT clauses and have a Length of 4000 characters. 
o Exceptions to this standard may be allowed with cause.  

Evaluate Performance-Impacting Elements  
• Left Outer Joins: Ensure that all left outer joins are necessary. 

o Include justification for left outer joins in the QMRF. 
o Do not left outer join the VCS_BIO records. 

• Subqueries/Unions: When possible, use standard criteria over subqueries/unions:  
o Include justification for subquery/union in the QMRF. 

Campus Solutions Specific Evaluation Items 
• Population Select: 

o Folder = POPULATION SELECT (FA has some exceptions) 
o Prompts are not optional. 
o All BIND record key fields are used. 

• Student Groups: 
o The query must use VCS_STDNTGRP_VW as the non-optional/non-defaulted prompt 

table or a secure Student Group record as the base table. 
o If the above records are not used or if the prompt is optional or defaulted, then a secure 

join of VCS_STDNT_GROUP is required. 
• FTIM Labels: Check for FA queries. 

o There is a custom field found in two custom views that does not contain FTIM in its 
name that also contains FTI data and has the same requirements as the FTIM fields:   
 Field - CTC_SNG_INCOME   

• Custom View - CTC_SNG_ELG_TBL   
• Custom View - CTC_SNG_ELG_VW  

o FTIM fields will be grouped and proceeded by SFA_STD_FTIM_FTI - FTI label start and 
followed by the SFA_OTH_FTIM_FTI  - FTI label end. 

• When using Location in a query, always include the Location Description (DESCR) field from the 
LOCATION_TBL record. 

o Make sure that the SETID field in the LOCATION_TBL record is manually joined on the 
INSTITUTION field if the SETID field doesn’t exist in the record being joined to. 

https://www.sbctc.edu/resources/documents/colleges-staff/data-services/peoplesoft-ctclink/secure-tables-to-use.pdf
https://www.sbctc.edu/resources/documents/colleges-staff/data-services/peoplesoft-ctclink/prompt-tables-to-use.docx
https://www.sbctc.edu/resources/documents/colleges-staff/data-services/peoplesoft-ctclink/secure-tables-to-use.pdf


Query Migration Post-Submission Checklist 

Query Properties  
Add the ticket # to the boiler plate template in the “Creation Date” section: 
 
Created By: XXX: developer@email.edu Developer Name<BR> 
Creation Date & Ticket #: MM/DD/YYYY #123456<BR> 
********************************<BR> 
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