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ECMS Data in the Ad Hoc Query Tool 
 
Class Description: In this half-day class learn how the ECMS contract information can be 

viewed and used to create a report in the Ad Hoc Query tool. This class 
will: 

1. Provide an overview of the ECMS data and the Ad Hoc Query tool. 
2. Present the ECMS contract universe. The universe is how the contract data 

is represented to the user. 
3. Review some common functions and how the functions are used in formulas. 
4. Walk through the Ad Hoc tool screens, understanding the screen’s purpose 

and the functionality available with each screen. 
5. Look at the query filter operators. 
6. Logon and build reports using detailed instructions. Experience creating 

queries, creating reports, creating formulas, and saving reports. 
 
Target Group: ECMS Data in the Ad Hoc Query Tool is for users who have experience 
requesting contract information in ECMS. Users of the Ad Hoc Tool will need an understanding 
of the ECMS contract information and of their agency’s contract business reporting needs. 
  
Prerequisites: Participants will be most successful if they have taken the following class:  
 Enterprise Reporting - Introduction to the Ad Hoc Tool 

 
Experience with advanced Excel functions, Access, and/or SQL is helpful.  

 
Class Objectives: At the conclusion of class participants should understand the contract 
management universe, understand the Ad Hoc Query tool’s functionality, and be able to use the 
contract data and Ad Hoc Query tool to create a report. 


