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Note: This Desk Aid was written to the specifications 
of CAPPS Central agency modules and may not reflect 
the unique process variations implemented by 
individual or non-Central agencies. 
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Copying a Query to Another User 

Navigation 
NavBar Menu: Navigator; Financials Reporting; Reporting Tools; Query, Query Manager 

From the Query Manager: 

1. Select Query Name from the drop-down menu in the SEARCH BY field.

2. Enter search criteria in the BEGINS WITH field (for example, enter REC to search queries for receipts).

3. Select the checkbox next to the Query Name to copy.

4. Select Copy to User from the ACTION dropdown list.

5. Select Go.

6. Enter the USER ID (CAPPS ID) of the user that will receive the copy of this query.

7. Select OK.
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