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Glossary: A database is a collection of information organized so that a computer program can quickly select
desired pieces of data.

A query is a way for you to search the database for records that meet certain conditions. There are many uses for
gueries. You can create a query to find a specific record and open the record directly from your search results.
You can save a query for use in other areas of the program, such as a mailing or report. You can also select a
query to filter records on search screens such as those found in Records.

To create a query, you define the search criteria, the information to appear when the query is run, and the order
the information is sorted. After you run queries, you can save and reuse them later, or you can quickly create a
new query using an existing query as a template. An advanced query option merges all or part of the results from
two queries to create a third query.

You can add shortcuts to your Home page to quickly open query records you use often. Using Favorites you can
create a list of your favorite query fields to reuse in new queries. With user options, you can establish preferences
that automatically add criteria and sort fields to the query’s output. These features simplify the querying process
and help you save time. For more information about adding shortcuts, favorites, and user options, see the
Program Basics Guide.

You can also use queries to create pivot reports, which are custom views of the information collected in the
guery. With these interactive tables, you can analyze data and create summaries and reports. For more
information about pivot reports, see the Pivot Reports Guide.

Note: For the latest documentation and information, visit our Web site at www.blackbaud.com.

You can edit or delete queries at any time — just remember that a deleted query cannot be recovered.

Query Records

You can create queries from the Query page in each program. To access the Query page, on the navigation bar,
click Query.

i The Financial Edge
File Edit View Go Favaorites Tools Help
4 Back & Forywarcl ] Community Services Inc, * General Ledger ~
Shorbcuts 'g Query
Mew Open Delete Bun Print Export Find... |
Tppe:|<,!.\|| Typess j Format: |<A\I Forrnats» j
Marme Description Format Created Created by Recoids L
Dynarnic: 02 Amanda
Income Statement Accounts  Account Dynamic  01/27/2002 Supervisor 16850
-.I-Eu Expart Monthly Tranzactions Transa. Dynamic 02/13/2002 Supervisor 1296 00
o Project Balances Account Dynamic  06/04/2002 Supervisor oo
2
iniskration
Figuration
hboard
Monthly Reports il_l LI
wWeb Links I Only shaw my queries
‘welcome to General Ledger
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Consider the Query page the central location for query functions. From the Query page, you can open, delete,
run, print, export, and find queries.

On query records you can define criteria used to select records, specify the fields to view in the results, and
designate the order to sort results. Using other query features, you can designate default query types and
formats to help you add new queries quickly. On the Results tab, you can view, print, and save query results for
later use.

Finding and Opening Query Records

Note: A field is a data entry box in which you add and store information on records in your database. In Query,
fields from records appear in a tree view.

Query records contain search criteria, lists of output and sort field information, and query results. Once you
create queries, you can edit, print, and delete from the query record. To open query records, from the Query
page select the query you want to open and click Open. You can also access queries using Find.

» Finding and opening a query record

Note: You can view a multi-dimensional custom display of your accounting data using pivot reports. For more
information about pivot reports, see the Pivot Reports Guide.

1. On the navigation bar, click Query. The Query page appears.
2. From the Query page, click Find. The Find screen appears.

Find |
Field: IName j

Find what; I.&ccount

Match: I.t’-'m_l,l part of figld "l [ Match case
Find Firgt | [ Eind Newt | s |

3. In the Field field, select a search category such as “Name” or “Type”.

In the Find what field, enter specific field information you want to find. For example, if you select “Name”
in the Field field, you can enter the first three letters of the name to narrow the search.

5. In the Match field, select the part of the field to search.

6. To find only records with identical upper and lower case characters, mark Match case.

7. Once you enter the search criteria, click Find First or Find Next. The program selects the first or next
record matching your criteria.



4 CHAPTER

8. Once you locate the query to use, click Close on the Find screen. You return to the Query page.

he Financial Edge
File Edit Wiew Go Favorites Tools Help

4 Back ® Forvward ] Comrnunity Services Inc. = + General Ledger ~

MNew Open Delete Run Print Export Find |

T_l,lpe'|<A\| Types> j Faormat |<A\I Formats> ﬂ

| MName | Type | Description Format Created Created by | Records

Fund 02 Balances Account Dynamic  02/18/2002 pan 114

Ity e Diynamic

Monthly Transactions Transaction Dynamic  02/13/2002 Supervisor 2250
Praject Listing Praoject Dwynamic  02/13/2002 Supervisor 10

[~ Only show my queries

|Welcome to General Ledger ‘ A

9. To open the query, click Open. The selected query record appears.

42 Income Statement Accounts - The Financial Edge

File Edit “iew Format Fecords Fawortes Tools Help

CIEIE T &

2:0utput | FSort | A4:Rezultz |

Available fields: Apply filters to these helds:

| <> =l

< Query Fields
Favorites

Categorny equals Revenue
0OF Category equals Expetise

Account Attibutes
Project

Budget

Account Properties
Summary

Remove Change..

% Hack | Mest > | Cancel | Bun

10. On the query record, you can view information or make changes.
11. To save the query record, click Save.
12. To return to the Query page, from the menu bar, select File, Close.
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Query Tabs

A query record has a Criteria, Output, Sort, and Results tab. Each tab helps you select information in an easy and
logical manner. You move among the tabs by clicking Back or Next at the bottom of the screen or by selecting the
tab itself.

Glossary: A criteria field is a filter you use to determine which records appear in query results.

Criteria Tab. On the Criteria tab, you designate the objective of the query. You can select criteria fields and
criteria operators that determine which records appear in the query results. For example, if you are creating
a query of expense accounts, you can select “Category equals Expense” to group all individual account
records with this value in the Category field.

@ Invoices > 500 QTD

File Edit Wiew Format Fecords  Faworikes  Tools  Help
S8 W2

1:Criteria |2:Dutput| 3:50rt| E:Hesultsl

Available fields: Apply filterz to these fields:

|<.-’-‘n.ll> j s |y 0ICE @mount greater than $500.00
o AMD Payment date equals Quarter bo date

- Query Figldz =
-Favarites
lrwvoice
-Femit to
lnwoice account distribution
-Bank, information
lrveoice Adjustment
rwvoice Attributes
-Mates
-1099 Digtribution
lrvenice Surmmary
- Credit Memo
=l

[ Pepp—— Y

!!-Iil Find...

< Back | Hemt » | Cancel | Bun

Note: The order of the selected output fields determines the order of the columns in the query results.
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Output Tab. On the Output tab you select the fields to appear in the query results. These fields appear as
column headings on the Results tab. Although output fields are optional, they facilitate the viewing and
interpretation of your query results. For example, if you create a query for the total budgets of all accounts,
you probably want to view account descriptions and account categories in the results. Remember, the more
output fields you select, the longer the query may take to run. If you do not select any output fields, a Total
Records column appears on the Results tab, displaying the total number of records that meet your criteria.

@ Invoices > 500 QTD

File Edit Wiew Format Fecords  Faworikes  Tools  Help

CIEIE B =Tl

1:Criteria 20 utput |§:Surt| E:Hesultsl

Available fields: Dizplay these fields in the results gnid:
|<.-’-‘n.ll> j - \endor name

Inwoice date
Inwoice number
Dezcription
Inwoice amont
Inwoice status
- Payment date

-Query Fields =
-Favarites
lrwvoice
-Femit to
lnwoice account distribution
-Bank, information
lrveoice Adjustment
rwvoice Attributes
-Mates
-1099 Digtribution
lrvenice Surmmary
- Credit Memo
=l

[ Pepp—— Y

i1 [Find CElen emove Change...

< Back | Hemt » | Cancel | Bun
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Sort Tab. On the Sort tab, you select sort fields and the order by which to sort the data. You can sort in
ascending or descending order. For example, if you are creating a query of total budgets of all expense
accounts, you can select an ascending sorting order using the account number. Sort selections are optional.

2 Invoices = $500 QTD
File Edit Wiew Forpat Records  Favorites  Tools  Help

FEIE RIS

1:Criteria | 20utput 3 Sart |ﬂ:F|esuIts |

Avwailable fields: Sort query resultz by these fields:
|<.-’-‘«II> j e Wendar name [hac)

~Query Fieldz -
- Faworites
- Inwoice
~Remit ta
~Imvoice account distribution
- Bank. information
- rwoice Adjustment
- Inwaoice Attributes
~Motes
-~ 1038 Distribution
~|Fvoice Summary
- Credit Mema
=

[ T TP

i1 | Find...

< Back | Mest » | Cancel | Run

Results Tab. The Results tab displays the data generated by your query. Columns that appear reflect the fields
you selected on the Output tab and are sorted according to your Sort tab settings.

42 Invoices > $500 - The Financial Edge
File Edit Wiew Fommat Records Fawortes Tools Help
FIELE IR |
1:Eritelia| g:Dutputl 3501t 4:Results |
&0 Open H i-i Find.. E3d Export ta Excel
Yendor na...I Inwoice datel Invoice nu...I Description I Invoice a... I Irvwoice st.. ﬂ
ADS Securi.. 01/10/2000 | 473832789 Installment ... $675.00 Paid
ADS Securi.. 01/01/2002 $4.120.00 Deleted
ADS Securi.. 011042002 $2.120.00 Deleted
AlphaGrap.. 01/10/2002 224 Placerment ... $1,302.00) Paid
AlphaGrap.. 01/02/2002 5385 Extra Copies $1.100.00) Paid
AlphaGrap.. 01/10/2002 1300 Printing ser... $2.100.00 Paid
AlphaGrap... 101072001 45343 Printing Ser...  $1.465.00 Paid
AlphaGrap... 11/08/2001 8323 Office Sup... $638.20 Deleted
AlphaGrap... 01/05/2001 87878 Design Ser... $622.00 Paid
AlphaGrap... 02/05/2001 38973 tarketing ... $1,250.00/ Paid
AlphaGrap... 04/05/2001 3472897 Conzulting .. $1.,150.00/ Paid
AlphaGrap... 08/05/2000 345211 Placement ... $335.00 Paid
AlphaGrap... 09/05/2001 4534 tarketing ... $545.75 Paid
AlphaGrap... 10/05/2001 432422 Printing De... $668.00 Pad
AlphaGrap... 03/05/2002 541490 tarketing ... $552.50 Paid ;I
< Back | HERt> | Cancel
|2E reconds i
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Query Types

The first step in the query process is to select a record type to query. Each query can include only one query type,
and the fields and records included in the query are only those related to that record type. For example, if you
select to create an Account query, only information found on account records are available for filtering, output,
and sorting in the query. You select the query type on the New Query screen.

42 New Query B I

Ok I Cancel |

Note: Purchase Order, Receipt, and Requisition queries are available only if you have the optional module
Purchase Orders.

Accounts Payable. In Accounts Payable, you can create queries for banks, bank adjustments, credit memos,
invoices, payments, products, purchase orders, receipts, recurring invoices, requisitions, and vendors.

Accounts Receivable. In Accounts Receivable, you can create queries for charges, clients, credits, deposits,
invoices, payments, product and billing items, recurring invoices, and returns.

Cash Receipts. In Cash Receipts, you can create queries for deposits and payments.

Fixed Assets. In Fixed Assets, you can create queries for assets, actions, and transactions.

Note: Project queries are available only if you have the optional module Projects and Grants.

General Ledger. In General Ledger, you can create queries for accounts, projects, transactions, and recurring
batches.

Payroll. In Payroll, you can create queries for employees, employee attendance plans, employee attendance
records, employee benefits, employee deductions, employee events, employee pay types, flex plan
disbursements, historic entries, pay types, payments, and time and attendance.

Student Billing. In Student Billing, you can create queries for advance deposits, billing schedules, charges,
credits, deposits, financial aid, payments, products and billing items, records, and refunds.
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Query Formats

The query format determines the records included when you run the query. When you designate a query format,
you define whether the query is static or dynamic.

& New Query I

Luery tppe: I.-’-'-.u:u:ount j

Cuemy format; |

Ok I Cancel |

Static Query

Glossary: A static query is a query that provides a record of query output that existed at the time you
established the query. If you run a report later using the same query, the program restricts the new output to
only the records from the original query. Data entered after the original query is disregarded.

A static query is a “snapshot” of your database when the query is first run. When you create and run a static
query, it searches through the database and generates a list of records that match the specified criteria. This list is
then stored with the static query. If you run a report later using the same query, the program uses the list of
records stored in the original query to produce the report. Any records added to your database or updated after
you created the static query are not included in the query list and do not appear on any report generated by that
query.

You can refresh static queries to update query results so they include any data added or deleted since the query
was created.

» Refreshing a static query
1. From the Query page, select the static query to refresh and click Run on the toolbar.
2. The query record opens to the Results tab and runs. The results appear in the grid.
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3. Click Refresh on the toolbar.

& Transactions >or = $500 - The Financial Edge

Eile Edit “iew Fomat Records Favontes Tool: Help

FIEE G TIEIRS
l:l:litelial g:DutputI 250t 4:Results |
Dehit/Credit
: J d Diehit
011110500 Local Bank D $5,000.00  Asset Urrestricted k Posted Dehit 0E/23/20C
01-11110-00  Operating Che $433,000.00 Aszset Unrestricted k Posted Dehit 06/29/200 ]
01-11190-00 Srnith Trugt  $3,400.00  Asset Unrestricted b Posted Drebit 0E/29/20C
011119200 Pledges Rece $2,800.00  Asset Urrestricted F Posted Drebit 0E/29,/20C
M-11200-00 Bookstore-lrns $23,000.00  Asset Unrestricted b Posted Drebit 0B/23/20C
M-11300-00  Athletic Equip $33.400.00  Asset Unrestricted b Posted Drehit 06/29/20C
01-11320-00 Prepaid Insur: $5,000.00  Asset Unrestricted F Posted Drebit 0E/29:/20C
01-11340-00 Funds Held in $3.400.00  Asset Urrestricted k Posted Dehit 0E/23/20C
M-11450-00 Land $325.000.00 Azzet Unrestricted b Posted Drebit 0E/23/20C
01-11600-00  Buildings $95,000.00  Asset Unrestricted b Posted Drebit 0E/29/20C
01-13300-00 Computer Sof $8,800.00  Asset Urnrestricted  Posted Debit 0E/29./20C
[1-14000-00 Computer Har $36,000.00  Asset Unrestricted k Posted Dehbit 0E/29/200
< Back | et | Cancel Bun

4. To save the new query results, click Save.
5. To close the query screen and return to the Query page, select File, Close.

Dynamic Query

Glossary: A dynamic query is a query that refreshes and updates results automatically each time the query is
run, providing the most current results.

A dynamic query reflects the current database information. A dynamic query is automatically refreshed each time
you run it so the output includes only records and data that currently meet the search criteria. In Options, you
can set a user option to run a query automatically when you open it. This is helpful if you routinely open dynamic
queries in order to run them and view the latest results.
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Criteria Operators

When you define a query, you establish a set of criteria each record must meet in order to be included in the
query results. When you select a field to include on the Criteria tab, you must use an operator to define the value
the field must meet for the record to be included. This process filters out unwanted information. For example, if
you select Total budget as a field, you can select greater than as a criteria operator and enter $5,000 as the value.
The query lists only records that have accounts with total budgets of at least $5,000.01.

Edit Field Criteria |
Total budget
Operator: [ greater than -]
Halue: |$5.000.00

Cancel |

You can select from numerous criteria operators; however, not all are appropriate or available for every field. You
can also combine operators and use wildcard characters. For more information, see “Combining Operators” on
page 12 and “Wildcard Characters” on page 14.

This section contains brief descriptions of each criteria operator.

Note: The operators available vary depending on the filter criteria you select.

Equals. The “equals” operator selects only data that exactly matches your criteria.
Does Not Equal. The “does not equal” operator selects only data that does not match your criteria.
Greater Than. The “greater than” operator selects only data with values greater than your criteria.

Greater Than or Equal To. The “greater than or equal to” operator selects only data with values greater than
or equal to your criteria.

Less Than. The “less than” operator selects only data with values less than your criteria.

Less Than or Equal To. The “less than or equal to” operator selects data either equal to or less than your
criteria.

One Of. The “one of” operator selects data containing any of your criteria.

Not One Of. The “not one of” operator selects data that does not contain any of your criteria.
Between. With the “between” operator, the query includes only data within a specified range.
Not Between. With the “not between” operator, the query excludes data within a specified range.
Begins With. The “begins with” operator selects data that begins with your criteria.

Does Not Begin With. The “does not begin with” operator selects data beginning with any value except your
criteria.

Contains. The “contains” operator selects data that contains your criteria anywhere in the field.
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Does Not Contain. The “does not contain” operator selects data that does not contain your criteria anywhere
in the field.

Like. The “like” operator selects data similar to your criteria. For example, if you select “like” as the operator and
enter *ability* as the value, query results include all records containing “ability,” such as “long-term lease
liability” or “disability insurance.” You must use a wildcard character with this operator.

Not Like. The “not like” operator selects data that is not similar to your criteria. You must use a wildcard
character with this operator.

Note: The “blank” operator is helpful in maintaining consistency in data entry or finding which records have
empty fields.

Blank. The “blank” operator selects only data containing a specific blank field. For example, if you select the
criteria Cash Flow and operator “blank,” the query selects only records with empty Cash Flow fields.

Not Blank. The “not blank” operator selects data containing any entry in a specific field.

Note: The “sounds like” operator is available only for text fields.

Sounds Like. The “sounds like” operator selects data for which you do not know the exact spelling. For
example, if you enter “Name” as the criteria, “sounds like” as the operator, and “Smith” as the value, the
guery selects records containing “Smith”, “Smithe”, “Smyth”, or other similar entries.

<Ask>. With the “<ask>" operator, you can select a criteria operator for the field value at runtime. For more
information, see “Using the Ask at Runtime Wizard” on page 21.

Combining Operators

Note: To change a query operator, on the Criteria tab, select the filter statement containing the operator you
want to change. Then, click And, Or, or the parentheses buttons.
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You can add multiple criteria to a query and use combining operators “And”, “Or”, and parentheses “( )" to
specify how the query processes the criteria. As you add criteria, the “And” combining operator is added by
default. This means for each criteria field you select from the Available fields box, data must meet the first
criteria added and this condition to be included in the query. You can change combining operators by clicking the
operator buttons at the bottom of the screen.

4 Invoice - The Financial Edge

File Edt “iew Fomat Hecods Favontes  Tools

A EEE -

Help

=IE=1E

g:DutputI Q:Snrtl ﬂ:HesuItsI

Available fields: Apply filters to theze fields:

| <>

e | FvOICE date
- PO number
- Description

- Date due

- Hold payment

<o [picE number

o [woice amaount

- Digoount percent
- Digcount amaunt
- Digcount expires on
o |hvoice statuz

3 M-t .]

< Hianh | Mewt » |

il

Cancel |

= [Ivoice amount greater than or equal to $30.00

Change. .

Remove

e BHD Wendar name equals AlphaGraphics|
@I ate due equalz Last month

And. Use And to indicate that data must meet the initial criteria and this condition to be included in the query.

Or. Use Or between fields to indicate that data can meet either the initial criteria or this condition to be included

in the query.

Parentheses. Use parentheses () to group multiple criteria for more complex queries. Parentheses determine
the priority in which criteria fields are queried and effect the query outcome only if the operators are

different.

This math analogy illustrates how this works:

e (5+2)+3=10~ 5+(2+3)=10
e 5+(2*3)=11 <> (5+2)*3=21

In the first example, the placement of the parentheses does not change the outcome of the equations
because they are addition problems. However, the placement of the parentheses in the second
example produces different outcomes for the equations because they contain both addition and

multiplication.

This example demonstrates how parentheses work in Query:

In Accounts Payable, you can query to find invoices from AlphaGraphics for $30 or more or any
invoice due last month. The criteria are:

(Invoice amount greater than or equal to $30.00

AND Vendor name equals AlphaGraphics)

OR Due date equals Last month.
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You can move the parentheses and criteria to produce completely different query results. To find all invoices for
Alphagraphics that are greater than or equal to $30.00 or due last month, the criteria are:

(Invoice amount greater than or equal to $30.00
OR Due date equals Last month)
AND Vendor name equals AlphaGraphics.

Wildcard Characters

Note: You can use wildcard characters with the operators: “begins with,” “does not begin with,” “contains,”
“does not contain,” and “sounds like.” You must use wildcard characters with the “like” and “not like”
operators.

In a Value field requiring text entry, you can use a wildcard character operator instead of a specific character or
series of characters. Wildcards are useful when you are not sure of the spelling of a name or you suspect
something is spelled incorrectly.

Question Mark. Use the question mark to replace a single character. The query finds every possible spelling of
the word, substituting one letter wherever you have placed a question mark. For example, to locate records
with a description such as Smith or Smyth Trust, but cannot remember the correct spelling, you can use the
criteria Description like Sm?th Trust.

Note: You can use more than one question mark in a wildcard search, and you can combine wildcard
characters in a search. For example, you can use Description like Sm?th* to find records that include Smith or
Smyth followed by a series of characters.

Asterisk. Use the asterisk to replace a series of characters. For example, you can enter the criteria Description
like Smith* to locate all records that are like Smith followed by a string of characters, such as Trust.

Brackets. Use brackets to find a range of values or several specific values. For example, you can use the criteria
Description begins with [s-z] to locate all records with descriptions beginning with any letter in the range S
through Z. When you place commas between values within the brackets, the query finds only data with the
specific values listed. For example, if you select the criteria Description begins with [A,C,F], the query finds
only records with descriptions beginning with an A, C, or F.

Creating Queries

With a query, you can group records based on criteria you define. When creating queries, you can use summary
fields and the Ask at Runtime wizard to create more complex queries. For more information, see “Using Summary
Fields in Queries” on page 19 and “Using the Ask at Runtime Wizard” on page 21.

» Once you create a query, you can edit, delete, and print the results. You can also export a query or send the
results as email.Creating a query

Warning: You can edit or delete a query at any time. Just remember that a deleted query cannot be recovered.
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1. From the Query page, click New. The New Query screen appears.

2 New Query

Luerny tope:

Gluieny Farmat; IDynamic 'I

& coolnt

ok I Cancel |

In the Query type field, select the type of query to create.

In the Query format, field, select “Dynamic” or “Static” as a format. For more information about query
formats, see “Query Formats” on page 9.

Note: Using query options, you can designate the tab that appears first when you add or open query records.
For more information about user options, see the Options chapter of the Program Basics Guide.

4. Click OK. The New <Record type> Query screen appears displaying the Criteria tab.

42, New Account Query - The Financial Edge

File Edit “iew Format Fecords Fawortes Tools Help
IR RalE =l

il :Dutputl §:Sort| E:Hesultsl

Available fields: Apply filters to these helds:

| <> =l

- (Juery Fields

- Favorites

e Booount

o Mobes

- Account attibutes
- Trangaction

- Budget

- Default Transaction Attributes
e Boount Properties
- Summary

- Projects

B

oy e OO e DO e O O O e O O s O

A Famovz O

% Hack | Mest > | Cancel | Bun

| | | /

On the Criteria tab, you select criteria fields and criteria operators that determine which records appear
in the query results.

5. In the Available fields box, a tree view lists all the criteria groups available for the query type you are
creating. Click the plus sign next to a criteria group to view all the query fields available for that group.

6. To add fields to the query, select a field from the tree view and click Select. The Edit Field Criteria screen
appears.

7. Inthe Operator field, select a criteria operator. For more information about operators, see “Criteria
Operators” on page 11.
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Note: If you select a summary field, the Filter tab appears on the Edit Field Criteria screen. Select this tab to
define how to calculate the summary total. For more information about defining summary fields for queries,
see “Using Summary Fields in Queries” on page 19.

8. If you select an operator other than “blank”, “not blank”, or “<ask>”, in the Value field, enter a value.

Edit Field Critena
Total budget
Operater: | greater than |

W alue: |$5,unu.nn

] Cancel |

9. Click OK. You return to the New <Record type> Query screen and the selected field appears in the Apply
filters to these fields box.

& New Account Query - The Financial Edge M=l E
Eile Edit “iew Fomat Hecoids Favontes Tool: Help

CIER e =l |

1:Criteria |2:Dutput| Q:Sortl ﬂ:Hesultsl

Available fields: Apply filters to these fields:
|<AII> ﬂ w Tokal budget greater than or equal to $5,000.00

Budget project description d
Budget account nurber

Budget account description
Budget categary

tal budget:
Period

- Budget date

10. Continue until you have added all the criteria fields you need.
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11. Click Next or select the Output tab. The Output tab appears.

42, New Account Query - The Financial Edge

File Edit “iew Format Fecords Fawortes Tool: Help

(=pp=y EN e

1:Criteria Dutpl FSort | A4:Rezultz |
Available fields: Display these fields in the results gnd:
| <> =|[ -~ Total budget
- Fizcal pear
<o Seghatio 1D =] Y
- Project ID
- |rpart 10

- Budget project description
- Budget account number

- Budget categom
- T akal budget

- Budget account description

Note: You can set an option to automatically add all fields selected on the Criteria tab as output fields on
query results. For more information about user options, see the Options chapter of the Program Basics Guide.

12.

On the Output tab, you select the information that appears in the query results. Output fields, which are
optional, appear as column headings on the Results tab, but they do not affect which records are
included in the query. If you do not select any output fields, a Total Records column appears on the
Results tab, displaying the total number of records that meet your criteria.

In the Available fields box, select the output fields to appear in the query results. To view additional
fields, click the plus sign. The selected output fields appear in the Display these fields in the results grid
box.

Note: You must have the appropriate security rights to output credit card, bank account, and Social Security
numbers. If you do not have rights, these numbers are masked in the query results. For more information, see

the Security chapter of the Administration Guide for The Financial Edge.

13. Continue until you have added all the output fields you need.

& Mew Account Query - The Financial Edge

File Edit Wiew Fomat Hecords Favontes Tools Help

H 2 10 &wW e 2

1:.Criteria~ 2:Dutput |§:Sort| ﬂ:HesuIt&l
Available fields:

Display these fields in the results grid:

| <all:

Quer_l,l Fields

E-------Account

Account

Account dezcription
L category

-Bccount clazs

-Working capital

- Cazh flow

| 1«

- Total budget

- Fizcal pear

- oot

e Account description
L Ao caunt categorny

14. Click Next or select the Sort tab. The Sort tab appears.

On the Sort tab, you determine the order in which records appear in query results. You can sort in
ascending or descending order.
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Note: You can set an option to automatically add all fields selected on the Sort tab as output fields on query
results. For more information about user options, see the Options chapter of the Program Basics Guide.

15. In the Available fields box, select the criteria to use for sorting. To view additional fields, click the plus
sign. The selected sort fields appear in the Display these fields in the results grid box.

16. To rearrange the order of the sort fields, select the field to move and click the up or down arrow.

4@ New Account Query - The Financial Edge =] E3

File Edit “iew Format Fecords Fawortes Tool: Help

CIEE leie =l el |
1:Critelia| 20utput  ISort |5:F|esults|

Available fields: Sort query results by these fields:

|<.f-\ll> j e Aooount [Asc)

[ Gueny Fields

Account description
Account category
Account class

P

Note: If the Results tab is empty after you run the query, no records met the criteria you selected.

17. Click Next or select the Results tab. The Results tab displays the results of your query.

42, New Account Query - The Financial Edge _ (O] =]

File Edit “iew Format FRecords Favortes Tool: Help

CIEIE IeR =l ks |
1:Critelia| g:Dutputl 350t 4Resuls |
& Open p it Find.. E3| Export to
Total budget | Fizcal pear | Account | Account description Account categaory =
$133,455.00 2002 01-5100-01 Salanes-Administration Expense —
$139,455.00 2002 01-5100-01 S alaries-Administration Expenze
$132,482 25 2002 01-5100-01 S alanes-Adminiztration Expense
$146,427 75 2002 1-5100-01 Salaries-Administration Expense
$293.,508.00 2002 01-5100-02 Salaries-Development Expense
$293,508.00 2002 01-5100-02 Salanies-Development Expense
$278,832.60 2002 01-5100-02  Salaries-Development Expenze
$308,183.40 2002 01-5100-02 Salanes-Development Expense
$207.009.00 2002 1-5100-03  Salaries-Program Services | Expenze

- P a o -

If you selected the “<ask>" operator on the Criteria tab, instead of the Results tab, the Ask at Runtime
Wizard appears. Using the wizard, select criteria operators and click Run Query. The program processes
the query and then the Results tab appears, displaying the results of the query. For more information
about the runtime wizard, see “Using the Ask at Runtime Wizard” on page 21.
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18. To save the query, click Save. The Save Query As screen appears.

Save Query As I
Query name: | bl Save |
Description: ﬂ Cancel |
[

Cluery format; IDynamic 7 |

¥ Others can run this query
¥ Others can modify this query

Note: We recommend entering descriptions to make queries easier to identify.

19. In the Query name field, enter a name for the query and enter a description in the Description field.
20. The Query format field displays the query format you selected on the New Query screen.

21. To allow other users to run or change the query, mark Others can run this query or Others can modify
this query.

Tip: Using a saved query as a template, you can create a new query without having to re-enter the filters.

22. Click Save. The new query name appears in the title bar.
23. Toclose the query screen and return to the Query page, select File, Close.

Using Summary Fields in Queries

For some query types, you can select summary fields on the Criteria tab. A summary field is calculated data rather
than field information available directly from the database. On the Edit Field Criteria screen, you can select a
criteria operator and define filters for the data included in the calculation.

For example, using the Total payment amount summary field, you can create a vendor query that includes the
total sum of payments made to each vendor with payments over $10, made between January 1 and December

31, 2003.

» Using summary fields in queries
1. On the Criteria tab of an open query, select a summary field. The Edit Criteria screen appears.

2. In the Operator field, select an operator for the criteria. For more information about operators, see
“Criteria Operators” on page 11.
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3. Inthe Value field, enter a value.

Edit Field Criteria

Criteria | Filker |

Total payment amount_1

Operator: Igleater than j

Walue: |$1n.nu

akK I Cancel

Select the Filter tab.

5. Inthe Available fields box, select the fields by which to filter the calculation. When you select a field, the
Edit Field Criteria screen appears do you can define criteria for the filter.

6. Click OK. The selected criteria appears in the Filters box.

Edit Field Criteria =l
Criteria ~ Filter |

Available fields: Filters:

- Cleared on date ;I - Payment date between 01/01 /2003 AMD 12/01/2003
- Woided?

- Yoided on date

- Reconciled?

- Reconciled date
- Woid annotation
- Source system

- Transaction notes
- Print later?

- Contact name

=& Fayment date:

!!'Ii. Find

Ok I Cancel
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7. Click OK. You return to the Criteria tab and the selected summary fields appear in the Apply filters to
these fields box.

42 Hew Yendor Query - The Financial Edge == B3 I
File Edit “iew Fomat Fecods Favortes Tool: Help

B2 1R = 2- |
1:Criteria I;:Dutputl Q:Sortl il:FlesuItsI

Available fields: Apply filters to theze fields:

|<AII> j “Wendor name not blank

- AND Address block not blank
[ AMD Total payment amount_1 greater than $10.00

Discount baken amaount
--------- Digcount lost amount
Credit memo count
Credit memo amount
--------- Purchaze order count
--------- Purchase order amout
Tatal line itern count
Tatal line item amount
--------- Total receipt count
--------- Total receipt amaount

Credit mema application amaount J
--------- Credit memo unapplication amaount
[#-Yendor account distibution
Bank information LI

< Back | Next > | Cancel | Bun

8. Add additional fields on the Criteria tab or select the Output tab to continue creating the export.

Using the Ask at Runtime Wizard

You can use the “<ask>" operator for field values to delay selecting criteria operators until the time you actually
run the query. Using this feature, you can create a single query for multiple purposes. For example, you can
create a query containing basic information about an invoice, such as the invoice number, amount, date due,
invoice status, and vendor. If you assign the “<ask>" operator to the Invoice Number criteria field, you can
choose a different invoice number on the Ask at Runtime Wizard each time you run the query. That way you can
easily reuse the query later for different invoices.
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» Using the Ask at Runtime Wizard

1. After you select fields on the Criteria, Output, and Sort tabs, select the Results tab. If you assigned the
“<ask>" operator to a field, the Ask at Runtime Wizard Step 1 screen appears.

Aszk at Buntime Wizard Step 1 of 2 I

The criteria for the following fields must be entered before you can mwin thiz query.

Invoice number

Operator: [

< Bank | Nest » | Heviewgriterial ﬂunlluer_l,ll Cancel |

2. In the Operator field, select an operator and a value, if the Value field appears.

Note: You must enter Ask at Runtime Wizard information for each field you assigned the “<ask>" operator on
the Criteria tab.

3. Click Next. If you assigned the “<ask>" operator to more than one field, an Ask at Runtime Wizard screen
appears for each of the fields. Continue until you have defined an operator for all fields and reach the last
screen on the wizard.

On this screen you can view all criteria before running the query or view only the Ask at Runtime criteria.

Ask at Runtime Wizard Step 2 of 2 I

Show: Al criteria 6 #4sk at Buntime" criteria anl

Invoice number is <any values: ‘I

" o

< Back | Tl Ewh | Rieview Criteria | Bun Query I Cancel
4. Click Run Query. The Results tab appears, displaying the results of your query.
Merging Queries

Merging queries combines two queries to make a third query. You can merge queries of different formats (static
and dynamic), but both queries must be the same type (for example, account, vendor, or student).
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The merge operator you select determines how the program combines information in the queries. For more
information about merge operators, see “Understanding Merge Operators” on page 23. Although you cannot
modify the criteria to include more filters, you can add more output and sorting fields.

The query merge process creates a static query so results do not update automatically to reflect new or deleted
records. You can refresh a merged query to update the results. For more information, see “Refreshing a merged
query” on page 27.

Understanding Merge Operators

Glossary: A merge operator is a restrictive element you use to define the output results of a merged query.

By merging queries, you can create a new query from two previously created. You determine the combination of
data included in the final query by selecting one of four merge operator statements.

To illustrate query results, imagine each circle in these drawings represents a query. The darkened areas depict
the records included in the resulting merged query.

Select records included only in both queries. When you select this merge operator, the final query
contains only data common to both queries.

Select all records from Query 1 and all records from Query 2. With this merge operator, two queries
combine to make one query. The merged query finds records that appear in either query or in both. Data
appearing in both queries appears only once in the merged query.

Select all records included in Query 1 or Query 2, but not both. With this merge operator, query
results contain only data unique to either query but not in both. If a record exists in both, it is not included.
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Select records included in Query 1, but exclude records included in both queries. With this merge
operator, the order of the queries is important because the output query contains only data unique to the
first query. All data found in the second query or contained in both queries are excluded.

» Merging queries

1. From the Query page, on the menu bar, select File, Merge. The Merge Queries screen appears.

T |
Query 1: I ﬂ
Query 2: I ﬂ

7 Select all records from Query 1 and all records from Query 2.

" Only zelect records included in both queries.

" Select records included in Query 1 ar Queny 2, but not both,

" Select records included in Query 1, but exclude records
included in both queries.

erge NDWI Cancel

Note: In the Query 1 and Query 2 fields, you can enter the name of a query or use the binoculars to find
existing queries.

2. Inthe Query 1 and Query 2 fields, enter the names of the queries to use to create the merged query.
3. Mark the merge operator to use.

¢ Mark Select records included only in both queries to create a merge which contains only data
common to both queries.

¢ Mark Select all records from Query 1 and all records from Query to create a merge that contains
records that appear in either query or in both. Data appearing in both queries appears only once in the
merged query.

¢ Mark Select all records included in Query 1 or Query 2, but not both to create a merge whose results
contain only data unique to either query but not in both. If a record exists in both, it is not included.

¢ Mark Select records included in Query 1, but exclude records included in both queries to create a
merge for which all data found in the second query or contained in both queries are excluded. For
more information about selecting a merge operators, see “Understanding Merge Operators” on
page 23.

Note: If the queries you select for merging have any filter fields with the “<ask>" operator selected, the Ask at
Runtime Wizard appears.
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4. Click Merge Now. A new record query screen appears.

42, New Invoice Query - The Financial Edge

File Edit “iew Format Fecords Fawortes Tools Help

IR RalE =l
i 3:80[t| ﬂ:HesuItsl

Available fields: Dizplay these fields in the results gnd:
| <> =l

- [Juery Figlds =

- Favorites

- [rvoice

- Fremit to

- nvoice account distibution
- Bank, infarmation
- |rwvoice Adjustment
- [rvoice Attibutes
o Mobes
- 1093 Digtribution
o | Pyoice Summary
- Credit Memo
|

[ Py

b R g R O g O v O e O O - O e O O e O |
L Xy B2 o T 2 B R B2 R R B R KT ]

i-1 | Find... A Flamoyz O

% Hack | Mest > | Cancel | Bun

| | | /

5. In the Available fields box, select the fields to appear in the query results. To view additional fields, click
the plus sign.

Click Select. The selected output field appears in the Display these fields in the results grid box.
7. Continue until you have added all the output fields you need.

Note: To rearrange the order of the sort fields, select the field to move and click the up or down arrow below
the Sort query results by these fields box.
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8. Click Next or select the Sort tab.

42, New Invoice Query - The Financial Edge

File Edit “iew Format Fecords Fawortes Tools Help
IR RalE =l

Z0utput : : ﬂ:HesuItsl

Available fields: Sort query rezults by theze fields:

| <> =l

=
=
[
e
o
T
[
wr
|»

rwoice account distibution
Bank, infarmation
rvoice Adjustment
rrvoice Attibutes
Motes
093 Distribution
rwoice Summary
Credit Memo
|

[ Py

i-1 | Find... Salact - A e

< Back | Mest > | Cancel | Bun

9. In the Available fields box, select the criteria to use for sorting. To view additional fields, click the plus
sign.

10. Click Select. The selected sort field appears in the Sort query results by these fields box.
11. Continue until you have added all the sort fields you need.
Warning: You must save a merged query before you can run the results.

12. You must save a merged query before you can run the results. Click Save. The Save Query As screen

appears.
Huem name:| n Save |
Description; ;’lsetrlg:e af 2001 Inwoices' OR Invoices » ;I Cancl |

&
Cluery format; IStatic "I

¥ Dthers can run this querny
¥ Others can modify this query

13. In the Query name field, enter a name or use the one defined by the program.

14. In the Description field, enter a description.

15. To allow other users to access the query, mark Others can run this query.

16. To allow other users to make changes to the query, mark Others can modify this query.
17. Click Save. A message appears telling you that the merge produces a static query.

18. Click OK. The query processes and a status screen appears displaying the number of records that met the
assigned criteria. Click OK.
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19. Select the Results tab. The new query results appear.

=1r=15

Records

B = e

42 Invoice Merge - The Financial Edge
File Edit “iew Format

Favaorites Tools Help

2:0utput | FSort

& Open !!"i, Find.. [EJ Exportto
Ihvoice nu...l Invoice date | PO number | Ihvoice a... | Date dus | Post status | Post date | Payrrﬂ
34324-013 01052001 $300,00 01/20/2001 | Posted 01/05/2001  Check
34324-014 02052001 $300,00 02/20/2001 | Posted 02/05/2001  Check
34324-015 03052001 $30000 03/20/2001 | Posted 03/05/2001  Check
34324-016  04/05./2001 $30.00 04/20/2001 | Posted 04/05/2001  Check
34324-017 05052001 $30.00 05/20/2001 | Posted 05/05/2001  Check
34324-018 06052001 $30.00 06/20/2001 | Posted 0E/05/2001  Check
34324-013 07052001 $30.00 07/20/2001 | Posted 07/05/2001  Check
34324-020 08052001 $30.00 08/20/2001 | Posted 08/05/2001  Check
34324-021 09052001 $30.00 09/20/2001 | Posted 03/05/2001  Check
34324-022 104052001 $30.00 10/20/2001 | Posted 10/05/2001  Check
34324-023 11052001 $30000 11/20/2001 | Posted 11/05/2001  Check
34324-024  12/05/2001 $30,00 12/20/2001 | Posted 12/05/2001  Check
45343 10/410/2001 $1,466.00 10/25/2001 |Posted 10/25/2001  Check
g328 11/05/2001 23423 $638.20 11/20/2001 | Posted 11/20/2001  Check ™
4 3

< Back | et | Cancel Bun

| 44 records

20. To return to the Query page, select File, Close.

» Refreshing a merged query

Note: If the original primary and secondary queries are static, refresh them before refreshing the merged

query.
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1. From an open merged query, select the Results tab or click Run. The query lists the static version of
results in the grid.

42 Merged Assets and Bevenues - The Financial Edge
Ele Edit “iew Fomat HRecords Favortes Tool: Help
CIETE BoRETEl- i
2:0utput | 5ot 4Results I
- il Un ;
01-1050-00° Petty Cash Aszzet Urirestricted Met Azzets Supervizor  Supervisor
01-1910-00: Securities Azzet Uriresticted Met Aszets Supervisor  Supervisor L
01-1300-00 : Grants Receivable Aszet Urirestricted Met Aszets Supervisor - Supervisor
01-1400-00  Allowance for Doubtiul Account Asset Urrestricted Met Aszets Supervisor  Supervisor
01-1450-00 Interest Receivable Azzet Urrestricted Met Azzets Supervisor  Supervisor
01-1500-00° Advances Aszzet Urirestricted Met Azzets Supervizor  Supervisor
01-1550-00 ° Pledges Receivable Azzet Urirestricted Met Aszets Supervisor  Supervisor
01-1800-00 : Land & Improsvements Aszet Urirestricted Met Aszets Supervisor - Supervisor
01-1850-00° Equipment & Furniture Aszet Urrestricted Met Aszets Supervisor  Supervisor
01-1870-00° Accurnulated Depreciation Azzet Urrestricted Met Azzets Supervisor  Supervisor
01-1950-00° Long-Term Investments Azt Urirestricted Met Aszets Supervisor  Supervisor
01-1040-00 - Student Biling 4R Cash Azzet Urirestricted Met Aszets Supervisor  Supervisor
01-1193-00  Accounts Receivable Aszet Urirestricted Met Aszets Supervisor - Supervisor -
¢ Back | Ieqt | Cancel Bun
| | 63 records | 5

Click Save. A confirmation message appears.

Click OK. The query processes and a message appears displaying the number of records found.
Click OK. You return to the Results tab.

Click Refresh on the toolbar. The grid refreshes and displays the new results of the merged queries.

iAW

= Merged Assets or Hevenues Query - The Financial Edge

File Edit “iew Fomat Records Favontes Tool: Help
=IEIF el

g:Dutputl 250t 4:Fesultz |

Account

11-1100

01-11100-00 - Mational Bank Azsets Azzet Urnrestricted Supervizor  Supervizor
01-11105-00 Local Eank Demand Deposits Azzet Unrestricted: Supervisor — Supervizor b
01-11110-00  Operating Checking Account Azzet Urrestiicted Supervizor  Supervizor
01-11120-00 Bapbank Checking Azzet Urrestricted Supervisar  Supervizar
07-11130-00  Smith Trust Azzet Urresticted Supervisor  Supervizor
01-11133-00  Pledges Receivable Azzet Urnrestricted Supervizor  Supervizor

01-11194-00 Allowance for Doubtful Pledges Azzet Unrestricted: Supervisor — Supervizor
01-11198-00  Accounts Receivable-Student Billing Asset Urrestiicted Supervizor  Supervizor
01-11199-00 Allowance for Doubtiul Accounts Agzet Urrestricted Supervisar  Supervizar

07-11200-00  Bookstore-lnventory Azzet Urresticted Supervisor  Supervizor
01-11300-00 - Athletic Equipment Inventary Azzet Urnrestricted Supervizor  Supervizor
01-11320-00 - Prepaid Insurance Azzet Unrestricted: Supervisor — Supervizor -
eeten et : i E ﬂ_l
< Back | e | Cancel | Bun
| | 299 records |

A

6. To save the refreshed query, click Save. To close the query and return to the Query page, click File, Close.
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Organizing Query Categories

To help manage and organize the queries you create, you can use the Organize Categories feature in Query. With
this feature, you can create directories, or categories, to group your queries. For example, you might group your
queries by user or by the query’s intended use.

Note: When saving a query, you can add it to a category you have created, or create a new category.

When working with query categories, keep these things in mind:
¢ The categories displayed on the Query page are not specific to individual users.

¢ The General category is a default category and appears in each module. You cannot rename or delete this
category.

¢ The categories you create are specific to the module in which you are working. For example, if you create a
“User” category in Accounts Payable, it will not appear in Accounts Receivable.

e Be aware that some queries are shared. For example, Cash Receipts, Student Billing, and Accounts Receivable
share deposit queries. However, moving a shared query in one module does not move it in other modules.

» Creating query categories

1. From the Query page, on the menu bar, select Organize Categories. The Organize Categories screen

appears.

Organize Categories B I

oK | Cancel |

2. To create a new query category, click New Category. The New Category screen appears.

New Category B
[RENE |

] I Cancel |

3. In the Name field, enter a name for the new query category and click OK. You return to the Organize
Categories screen.

4. From the Organize Categories screen, you can rename and delete query categories, and select the order
in which they appear on the Query page. Click OK to return to the Query page.
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The new query category appears in the Query category column on the left hand side of the screen. When
you select a query category, the queries within that category appear on the right hand side of the screen.

i1 The Financial Edge [=l E3
Ele Edt Vew Go Fguorites Jook e
# Back # “onvod | Community Senices Inc. - General Ledger=
& Query
1 Tope:[ < Ty | Fomee[aFomes ¥
[Deseesision ;
e Tyoe |Descripion =
Mecthly Trantsctiont = j
Balance Sheet Accoun's ]
Benefits pasd 0
85 - Form 990 618
Conferences Functonal expens... 1
Depreciason Functonal expens.... 1
Development Actounts 99
Envlsment Frojecrs T
Equoment Functonsl EApens... ]
Lalances 114
Frek arerg Fre Furn 1
Grants 3
Grants and alacabons [
Tncerne Slatment Acounts 185
Interest Functional expens.... Dynamic. 4
Last Yeur's Transactiors Dimiamic m
Functonsl expens... Dynamc o
Dryruamic 1256
1
Functunal expens. 4
Functonal expen u
Functonal e &18
Functonal expens... Dyname. o :I
|Welcome to General Ledger v

Formatting Query Results

After you create and run a query, you may want to change the appearance of the results. You can change
formatting options for the font size and style, column width, grid lines, and report headings and footers. You can
also use these formatting options to change the layout of a query results report.

Formatting Grid Properties

Note: From the Results tab, you can access some Format menu options by using the right-click shortcut menu.
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By formatting grid properties you can change fonts used in the headings and results grid, hide or autosize

columns, and hide grid lines. To change grid properties, select Format, Grid Properties. The Results Grid
Properties screen appears.

Results Grid Properties E2 I
Column Properties

kS Sans Senf, Regular, 8 pt.

[+ Show column headings

[ Ereeze grid at this column: IInvnice hurnber j
Column Header I Hide Column I
Invoice number -
IFvoice: amount r
Date due r
Irviice status [l
Wendor name [l

Show All Columnz | Autozize Al D:ulumnsl

Row Properties

¥ Use heading fant far the grid ¥ Show harizontal grid lines

[aridlEamte | kS Sanz Senf, Regular, 8 pt. [V Shaw vertical grid lines
Mumber of inez per row; I 1

Bestore Defaults | QK | Cancel

Columns Properties

In the Column Properties section, there are several options for formatting columns and column headings in the
Results grid.

Heading Font. Use this button to change the heading font, style, size, and script.
Note: All columns to the left of the column you select to freeze remain in place as you scroll to the right. You
can move all columns of information by clicking the heading and dragging it to another place.

Show column headings. You can unmark this checkbox to hide all column headings.

Freeze grid at this column. Use this checkbox to “freeze” columns in place while you scroll across the screen.

Column Header. In this column, you can change the text that appears in column headings. To change a
heading, click in its row and enter the new name.

Hide Column. In this column, you can mark columns you do not want to appear in the query results.

Show All Columns. Click this button to view all columns in the query results. You can also select Format, Show
Columns on the menu bar.

Tip: You can also hide columns by selecting Format, Show Columns on the menu bar. You can select Format,
Autosize Columns to quickly expand columns to fit the longest field entry in that column.

Autosize All Columns. Click this button to expand each column on the Results tab to fit the longest entry in
that column. You can also select Format, Autosize Columns on the menu bar.

Row Properties

In the Row Properties section, there are several options for formatting rows in the Results grid.
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Use heading font for the grid. Mark this checkbox to use the same font in the grid that you used in the
heading.

Grid Font. To use different fonts in the heading and grid, unmark Use heading font for the grid and click Grid
Font to change the grid font, style, size, and script.

Number of lines per row. Mark this checkbox to add space between rows in the results grid.
Show horizontal grid lines. Unmark this checkbox to hide horizontal grid lines.
Show vertical grid lines. Unmark this checkbox to hide vertical grid lines.

Show Columns

With Show Columns, you can quickly and easily hide columns you do not want in your report. To hide columns,
from the menu bar, select Format, Show Columns. The Show Columns screen appears. To hide a column, unmark
the column’s checkbox and click Hide.

Show Columns I

.......... P
|nwoice amount _l
Drate due Hide |

|nvoice status
YWendor name Cloze

Autosize Columns

Tip: You can also use CTRL+A to autosize columns.

With Autosize Columns, you can automatically resize columns to fit long entries. To resize columns automatically,
from the menu bar, select Format, Autosize Columns. The columns expand automatically to fit the longest field
entry in that column.
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Query Properties

You can review the properties for an existing query. Query properties are the overall characteristics of the query.
These settings include type, format, description, formatting options, and user rights information. By viewing
query properties, you can determine whether the query has been modified since you last used it, and you can
print a list of fields used in the query. To view a query’s properties, select File, Properties from the menu or, on
the Query page, right-click on a query and select Properties.

Query Properties E

| Name: Client Billing 1

General | Selected Fields |

Query Type Client ;I
Drate last run 03/12,/2003

Elapszed time 00:00:00

Mumber of Recards A

Created by

Created on 03M12/2003

Forrnat Diynamic

Suppress duplicate rows Mo

Others can madify this query Tes

Others can run this query ez

Created from Cueny

Last modified by

Lazt modified on 0341242003

Clutput limitz Falze

Select from query j

Frirt | Close I

You can also print reports listing query property information. For more information, see “Printing a query
properties report” on page 35.

Printing Query Information

You can print reports listing query information.

Query results report. This report lists the results of a query as they appear in the grid on the Results tab. For
more information, see “Printing a query results report” on page 33.

Query properties report. This report lists properties information for the query record, such as the date the
guery was last run, who created the query, and the options selected for the query. This report also includes
all criteria fields, criteria operators, sort fields, and output fields used in the query. Printing query properties
is useful if you plan to delete a query but want to maintain a record of the fields used to create it. For more
information, see “Printing a query properties report” on page 35.

Query list. This report is a quick way to print multiple query properties reports at one time. You can print this
report in summary or detail. The summary list includes basic properties information for all selected queries
on one page. The detailed list includes detailed properties information. You can also select to include criteria
field information and to print only one query to a page. For more information, see “Printing a query list” on
page 36.

» Printing a query results report
1. From an open query record, select the Results tab.



34 CHAPTER

2. To format grid properties, columns, or report properties, from the menu bar, click Format. For more
information about formatting grid properties, columns, and report properties, see “Formatting Grid
Properties” on page 30.

Note: To change print settings, select File, Print Setup.

3. To print the results report, click Print on the toolbar. The Print Grid Options screen appears.

Print Grid Options =]

| Sample Output |

Header: |

Foater: I

Faper orientation: IUse printer default j

¥ Display rov grid lines
¥ Display column grid lines
™ Ignore grid color settings
¥ Mumber pages

™ Size columns to fit page

Erint I Cancel |

| | Total Pages: 2 | Partrait i

In the Header field, enter a heading to appear at the top of the report page.
5. In the Footer field, enter a footer to appear at the bottom of the report page.

In the Paper orientation field, select to print in landscape, portrait, using the printer’s default
orientation, or using the best fit for your layout.

7. To display the row and column grid lines, mark Display row gridlines and Display column gridlines.
8. Toignore grid color settings and print the report in black, mark Ignore color grid settings.
9. To print page numbers on the report, mark Number pages.

10. To adjust the columns to fit the page, mark Size columns to fit page.

11. To preview the output of the report, select the Sample Output tab.

Print Grid Options x|
General

Erint I Cancel

Taotal Pages: 2 | Portrait g
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12. To print the report and return to the query, click Print.

» Printing a query properties report
1. From the Query page, select the query for which you want the properties to print.

File Edit Yiew Go Favorites Tools Help

4 Back  # Forward J Caormmunity Services Inc. ~ + General Ledger ~

& Query

MNew Open Delete Bun Pint Ezport F|n\:|...|

Tppe:lq.\\l Types> j Fomnat |<A\I Formats> j

MName Description Created by

Fi ; 3
Income Statement Accou... Account Dipnarmic: 01/27/2002 Supervisar
Monthly Transactions Transacti Diynamic 02/13/2002 Supervisar
Project Balances Account Dwnamic 06/04/2002 Supervisor

nfiguration

oard
E Plug-Ins
LI -
SE n [~ Only show my queries
‘Welcnma to General Ledger 4

Tip: You can also open the Query Properties page by right-clicking on the query and selecting Properties or,
from an open query, you can select File, Properties.

2. From the menu bar, select File, Properties. The Query Properties screen appears, listing the query

details.
Query Properties [ x|
| Mame: Fund 02 Balances
Selected Fields |
[rescription ﬂ
Quey Type Account
Drate last run 0242042002
Elapzed time 00.00.02
Mumber of Records MAb
Created by wan
Created on 0z2/18/2002
Farmat Dpnarnic
Suppress duplicate rows Mo
Qthers can modify this query Yes
Qthers can run this query Yes
Created from Query
Last modified by wan
Last modified on 0242042002
Output limitz Falze _I
Pritit | Cloze I

3. To print the report, click Print.
4. To close the Query Properties screen and return to the Query page, click Close.
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» Printing a query list
1. From the Query page, on the menu bar, select File, Print Query List.
2. The Print Query List page appears.

Print Query List I
Query tvpe: (RTINS Query format: |<AII farmats> 'l ¥ Only show my quenies
Frint? I Query Name I Type I Description I Farrnat I Created I Created by I Last R
- - Income State... Account Diwnarmic: 01/27/2002  Supervisor /27720
| | - Manthly Tran... Transaction Diynarmic: 02/13/2002  Supervisor 0zA4/20
| [T Project Balan... Account Diwnarmic: 06/04/2002 | Supervisor 0604/ 20
KN i
Print: & Summary List Detail List
¥ | [helide field detail
| | Eririt ane query pen page
Foperties | &% Find... | it Hovs |

3. To filter the queries that appear in the grid, in the Query type field, select a type of query. In the Query
format field, select a query format. To show only your queries, mark Only show my queries.

In the Print? column, mark the checkbox for queries to include on the list.
5. You can print the list in summary or detail.

To print a summary list that includes only basic information such as query name, type, format, date
created, date last run, and number of records, mark Summary List.

To print a detailed list that includes information such as security settings for the query, modification
information, and output limits, mark Detail List. To include criteria fields and output fields used to create
the query, mark Include field detail. To print only one query on each page, mark Print one query per
page.

6. To view general properties for the query, click Properties, and select the General tab.

7. To view filter, output, and sort fields included in the query, click Properties and select the Selected Fields
tab.

8. To find specific queries, click Find.

9. To print the query list, click Print Now. The list prints on your default printer and you return to the Query
page.

Output Queries

Note: We recommend that you create output queries whenever you perform actions that can potentially
change your entire database, such as importing, globally changing, and posting.

You can create queries in other areas of the program, such as Mail and Reports. For example, when you create
mailing labels for a newsletter, you can create an output query of all records for which a label was printed. You
can use the output query to verify the results of the process or to limit the scope of additional functions to the
group of records included in the output query. Later, you can use the output query to perform activities in other
areas of the program or as a source for another query. Output queries created in other areas of the program
appear in the list of queries on the Query page. You can modify saved output queries in Query just as you would
for queries created in Query.
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Query Options

When you select Tools, Query Options from the menu bar, you access the Query Options screen where you can
define settings for a new or existing query. On this screen, you can perform basic functions including editing the
query description and allowing others to modify and run the query. You can also select other options to perform
more complicated functions including:

¢ Changing the query format.

Limiting the results displayed on the Results tab for static queries.

Selecting a VBA macro.

Filtering the query using an existing query.
e Suppressing duplicate rows.
The following sections describe how to use the Query Options screen to perform these functions.

Changing the Query Format

In the Properties frame of the Query Options screen, you can change the query format.

If you change a static query to dynamic, be aware that this will update the query with changes made since the
static was created. If you change a dynamic query to static, you can limit the number of records that appear in the
query. You cannot change the format for merged queries.

» Limiting the number of records displayed for a static query
1. From the menu bar of a query record, select Tools, Query Options. The Query Options screen appears.

Query Options I
Description:
=
I.du
Properties I
Query lwpe: = o
Query farmnat: |Dynamic j | | J
W acio: vi —
™ Select from quely:l QI
¥ Other users may un this queny
[V DOther uzers may modify this quen
™ Suppress duplicate roms
OF. I Cancel

In the Query format field, select “Static”.
Mark Apply output limits and mark Random sampling or Limit to top rows.

¢ Mark Random sampling to view a randomly selected batch of records in the results. In the Number of
records to include field, enter the number of records to view.

¢ Mark Limit to top rows to view only a top portion of records in the results. In the Limit to field, enter
the number of rows or percent of records to include. In the field on the right, select “Number” or
“Percent”.

4. To close the Query Options screen and return to the query record, click OK.
5. To save the changes made to the query, click Save.
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Selecting a VBA Macro

If you created a Visual Basic for Applications (VBA) macro to manipulate your query results, in the VBA Macro
field, select the VBA macro name. For example, you can create macros to add two fields together or add a
message to a column in the query results. You must also add a VBA User Field to the Output tab in order to use
VBA macros. For more information about using VBA macros in Query, see the VBA help file. To access the VBA
help file, from the menu bar, select Help, EE:VBA Help.

Query Options

LB <I

Filtering a Query Using an Existing Query

Warning: The query type must be the same type as the new query to create.

On the Query Options screen, you can select to filter a query’s results using an existing query’s criteria. For
example, you create a query of all invoices created in 2004. You can filter the results of this query by a query
including only invoices over $500. The original query now includes only invoices created in 2004 that were over
$500.
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» Filtering a query using an existing query
1. From the menu bar of a query record, select Tools, Query Options. The Query Options screen appears.

Query Options I
Description:
[~
=
— Properties Spplautput limits
Guery type: Im £ Handom sampling £ Limit e bop o
(uery format; ID_l,Inamic j Lirnit tol INumber j
WBA Macro: I j

™ Select from quer_l,l:l

[¥ Other users may un this query
¥ Other users may modify this quemn
™ Suppress duplicate rows

3

o]

Cancel

2. Mark Select from query and click the binoculars to locate a query to use for filtering. The Open Query

screen appears.

3. Click Find Now. All queries of the same type as the open query record appear in the grid.

Find: Iﬂuer_l,l j

Open Query E I

Optionz

2001 Invaices Invaice
Invoice Invoice

Description Format

Dyniamic

Drynarmic

Created on

02{18/2002
05(22/2002

Hide Filters | Clear Filtersl Frevioug Filtersl Filters are applied

Cluery type: I Invaice j Drescriptior: I j
Query format: I j Created by: I j
Query name: I j Created an: I E|I
Find Mow | Open I Cancel |
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4. Double-click the query to use for filtering. You return to the Query Options screen and the selected
query’s name appears in the Select from query field.

Query Options

nvoice [
Dynamic 7]

[ ok ]t |

5. To close the Query Options screen and return to the query record, click OK.
6. To run the query and view the filtered results, click Run.

Suppressing Duplicate Rows

You can prevent displaying duplicate rows on the Results tab of a query by marking Suppress duplicate rows on
the Query Options screen. Duplicates can appear in a query if there are multiple records that meet the criteria.

Query Options I
Description:
[~
[~
— Properties Aol autputlimtts

Ouery type: Ilnvoice 'I ! Fandom sampling & Wit be bop rovws
(Huery format; ID_l,lnamic 'I Lirnit tDI INumbel j

B Mac: I j

™ Select from quer_l,l:l HI
[V Dther uzers may un this queny

[V Other ugers may modify this quemn

Cancel |

Warning: In some instances, duplicate rows will appear for records even if you mark Suppress duplicate rows.

In some instances, duplicate rows will appear for records with many-to-one fields even if you mark Suppress
duplicate rows. “Many-to-one” describes items for which multiple characteristics exist, such as addresses,
attributes, or relationships. For example, you run a vendor query including contact numbers. Auto Express has
two contact numbers, one for business and one for fax, so the results display as:

Vendor name Contact number
Auto Express 555-1234
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Auto Express 555-5678

Two rows appear for Auto Express but the rows are not identical because the contact numbers are different.
Therefore, they are not duplicates and are not suppressed. If you remove the Contact number output field, Auto
Express appears once in the results.

Sometimes it helps to add additional output fields to the query so the results are easier to understand. For
example, if you add Contact type as an output field, the reason two phone numbers are listed becomes more
apparent.

Invoice due date |Client Contact type
Auto Express 555-1234 Business
Auto Express 555-5678 Fax

Sending Query Results as Emaill

You can share query information or results with other users through electronic mail. To do this, you export the
query data file to your default email program and then send the information as an attachment.
» Sending query results as email
1. From the query record screen, click Send as mail. The Export screen appears.

x|
[

Export file narne: |C:\FI LESHEXPORT =LS _|

¥ Include header

Export Mow I Cancel |

In the Export file type field, select a file format for the query, such as *.xls or *.mdb.

3. Adefault file name and location appear in the Export file name field. You can use the default, enter a
different file name and location for the export file, or browse to an existing file.

4. Click Export Now. Your default email program opens to a message screen with the query data file
attached.

™ Invoiceluery XL5 - Message [Rich Text) M=l E
J File Edit Yiew Insert Format Tools Actions Help

EEECI =1 SIE R

|ﬁ This message has nok been sent, |

Ta.. ||
e ]

Subjeck: |InvoiceQuery.XLS

@ =

ImvoiceluemnsLS

JA»

g




42 CHAPTER

Exporting Query Results

You can export data from Query to update or view in an application other than our programs. For example, you
can export data to analyze or manipulate in a spreadsheet program or to create a custom report. For more
information about exporting, see the Export Guide for The Financial Edge.

» Exporting query results
1. From the query record screen, click the Export button on the toolbar. The Export screen appears.

x|
[

¥ Inzlude heades

E=port Mow I Cancel

Note: When you export a transaction query in General Ledger, all exported amounts appear as positive
numbers.
2. Inthe Export file type field, select a file format for the query, such as *.xIs or *.mdb.

3. Adefault file name and location appear in the Export file name field. You can use the default, enter a
different file name and location for the export file, or browse to an existing file.

4. Click Export Now. The data file is saved to the location selected in the Export file name field.

Deleting Multiple Queries

To expedite the process of purging your database, you can delete groups of multiple queries. However, we
recommend you make a backup copy of your database before you delete any queries.

» Deleting multiple queries

Warning: We recommend that you make a backup copy of your database before deleting any records.
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1. From the menu bar, select Tools, Delete Multiple Queries. The Delete Multiple Queries screen appears

Delete Multiple Queries I

Uze the 'Delete? column to indicate which queries to Delete. Select 'Delete How' to delste the selected queries.

Query type: IW vl Query format: |<,.'_-\|| farmnats> vl
il i Eind...
Delete? I Query Mame I Description | Created On I Created By |
|_ 1099 Vendors MA7/2002 Supervizor
- 2001 Ikvwaices 02/18/2002 &manda
r Al endors 01A7/2002 Supervizor
r Dec 2003 Invoices 01/15/2004 Supervisor
r Irvoice 05/22/2002 Supervisor
- Invoice Merge Merge of ‘2007 Invoices' OF 'In... 01A12/2004 Supervisor
- Invoices » $500 01A17/2002 Supervisor
KN 2
™ Only shave ry queries

|T0tal Queries: 7 |T0tal Queries to Delete: 0

To filter the query types displayed in the grid, select a query type in the Query type field.
To filter the query formats displayed in the grid, select a query format in the Query format field.
To mark all queries for deletion, click Select All.

To find queries to delete, click Find. The Find screen appears. For more information about using Find, see
the Program Basics Guide.

In the Delete? column, mark the queries to delete.

5. To delete the selected queries, click Delete Now. A message appears asking if you are sure you want to
delete the queries.

6. Click Yes. The selected queries are permanently removed from the database and a message appears
displaying the number of queries deleted.

7. To close the Delete Multiple Queries screen and return to the Query page, click Close.
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Index

Symbols

() (parentheses) 13
* (asterisk) 14

? (question mark) 14
[] (brackets) 14

A

accessing, seefinding
adding queries

and, combining operator 13
ask, criteria operator 12, 21
asterisk 14

autosizing columns 32

B

begins with, criteria operator 11
between, criteria operator 11
blank, criteria operator 12
brackets 14

C

column
autosizing 32
showing 32
combining operator
and 13
or13
overview 12
parentheses 13
contains, criteria operator 11
creating, see adding
criteria operator
and 13
ask 12
begins with 11
between 11
blank 12
combining 12
contains 11
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does not begin with 11
does not contain 12
does not equal 11
equals 11

greater than 11

greater than or equal to 11
lessthan 11

less than or equal to 11
like 12

not between 11

not blank 12

not like 12

not one of 11

oneof 11

or13

overview

parentheses 13

sounds like 12

D

deleting multiple queries 42

does not begin with, criteria operator 11
does not contain, criteria operator 12
does not equal, criteria operator 11
dynamic query 10

E
emall
sending queries 41
sending query results 41
email, sending queries 41
equals, criteria operator 11

F

finding
queries
formatting
grid properties
columns 31
overview 30
rows 31

G

greater than or equal to, criteria operator 11
greater than, criteria operator 11
grid property, formatting 30
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L

less than or equal to, criteria operator 11
less than, criteria operator 11

like, criteria operator 12

list, printing query 36

locating, see finding

M

merge operator, overview 23
merging queries 22
multiple queries

deleting 42

N

not between, criteria operator 11
not blank, criteria operator 12
not like, criteria operator 12

not one of, criteria operator 11

O

one of, criteria operator 11
opening queries

operator, see criteria operator
or, combining operator 13

or, criteria operator 13

P

parentheses, combining operator 13
printing

queries 33

query lists 36

query properties report 35
properties, query 33

Q

Query
overview 2
query
adding 14
dynamic 10
finding and opening
format
dynamic 10
overview 9
static 9
merging 22
printing 33
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static 9
types 8
query list, printing 36
guery operator, see criteria operator
query properties
overview 33
query properties report, printing 35

R

report
printing
query properties 35
results grid property, formatting 30

S

sending as email

queries 41

query results 41
sending queries as email 41
showing columns 32
sounds like, criteria operator 12
static query 9

T

tab
criterias
output 6
overview 5
results 7
sort 7

W

wildcard
* (asterisk) 14
? (question mark) 14
overview 14
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