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Query Tips

Queries can be used for a number of reasons:
• To sort and filter to find information quickly.
• To add or delete information by filtering a group of people to quickly make a

transaction.
• To quickly check information by a certain grouping.
• To export information in another program.

Note:  To make filtering the queries easier, review and print the Code Identification Report
under Reports|Print Data Files|Code Identification Report.

Creating Multiple queries at once.

1. Go to File|Member Query
2. File|Filter
3. In Fields All tab (on the left) Choose first filter option i.e. Status
4. In Status Field Value By Value tab (on the right) Type in N or R or T

5. Go back under Fields All tab and choose Second filter option Category
6. In Category Field Value By Value tab (on right) type in A or P or G or R
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7. Click OK.
8. Your filter sequence is complete and has returned your results

This filter can be used to check for missing Leader type.  Note:  Member #11105
doesn’t have a Leader Type checked.

Also:  If you wish to export this information, you can go to Select all and go to
File|Export|Ascii

-OR use the Alternative 8-10 directions below for saving as dbase file (might
be easier)…

9. Use the DualListForm to select the fields to be exported.  From the Source (on
left) highlight the item i.e. MemberID and click on the >.  This puts the item under
Destination (on right). Only the items on the left are Exported.  Note:  If you wish
to export All items can use the >> key to put all the items on the right under
Destination.
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10. A Save as box comes up. Note:  where the file will be Saved or Browse where you
want it saved. Also give it a FileName. It will be saved as a *.txt file. Click Save.

Alternative 8.  OR you can Save as Database file (which might be easier to open in Excel
or Word.)
9. If you wish to export the information as a dbase file go to Select all and

File|Export|Dbase and a DualListForm window comes up.  Choose your Fields
you wish to export by moving them to the Destination side. I.e.  Highlight the item
from the Source (on left) i.e. MemberID and click on the >.  This puts the item
under the Destination (on right).  Only items on the left are Exported.

10. A Save as box comes up.  Note:  where the file will be Saved.  Give it a File Name.
It will be saved as a *.dbf file.  Click Save.

11. Note:  If you want to change your filter.  You can simply Reset the Query.

To Further Filter after you had already created a filter
1. If you have created a filter and want to filter further.  Simply go back to File|Filter

and your current Filter will be there (As Searched tab).

2. Click on the Fields All tab and choose a field i.e. Category
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3. In the ClubID Field Value By Value type in M

4. Any field that is displayed on the Member Query Screen as a checkmark is
considered a True/False field.  Use the word True or a T to retrieve the

information from the file in the Field Value By Value tab as checked.  Use the
word False or a F to retrieve a blank      .

5. Returns the output
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The use of Null

Null = means blank or nothing in computer language.  Therefore, to find fields that are
blank in many cases you need to use the Field value of Null.

1. Go to File|Member Query
2. File|Filter
3. Checking your files for a blank is ordered by choosing under Field All tab (on left)

Grade, in FieldValue Grade By Value tab of Null

4. Returns results
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Filtering By Range

In filtering you can also choose a range to target.
4. Go to File|Member Query
5. File|Filter
6. IF you want to see how many members/leaders were in 4H for 3-5 years.  Choose

the Year4H Field in AllFields tab (on left).  Year4H Starting Range 3, Ending
Range 5, By Range tab.

7. Returns results
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Sample of Query 5th grade Females – Can Add & Modify this sample

1. Go to File|Member Query
2. File|Filter
3. In Fields All tab (left) Choose 1st filter option i.e. Status
4. In Status Field Value By Value tab (right) Type in N or R
5. In Fields All tab (left) Choose 2nd filter option i.e. Gender
6. In Status Field Value By Value tab (right) Type in F
7. In Fields All tab (left) Choose 3rd filter option i.e. Grade
8. In Status Field Value By Value tab (right) Type in 5
9. By viewing the View Summary  it verifies your filters:

10. Click OK in the Summary and OK in the filter.  Your return filter sequence
is complete and has returned your results:

11. Go to Select|Select all
12. You can choose mailing labels right from here by going to Action|Mailing

Labels.  Choose your parameters and Preview and/or Print your labels.
13. OR  If you wish to export, go to File|Save As Dbase and save your file as

shown before.
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14. To open files in Excel you can simply open the file and it sets the headers
and columns up automatically.  Just browse to find your *.dbf file and it
returns your database.
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