Query Tips

Queries can be used for a number of reasons:

e To sort and filter to find information quickly.

e To add or delete information by filtering a group of people to quickly make a
transaction.

e To quickly check information by a certain grouping.

e 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.

Go to FileMember Query

File|Filter

In Fields All tab (on the left) Choose first filter option i.e. Status

In Status Field Value By Value tab (on the right) Type in Nor Ror T

b o s

Fields —Skatu
Member ID - Field Yalue v
¥ QK.
Lazt Mame =
Firzt Marne j IN arRarT ﬂl
::”I'jti‘ariw D ~Search Type X Carncel |
Club |0 " Exact Match
Categar ¥ Paitial Match at Beginning
pYE— " Partial Match Anywhere
gitt.'r't ™ Case Sensitive
ate
Zip Jod|
v &)l 4 Searched f Y By alue A By Bange
Field Orde; -
" Alphabetic & Logical Wiew Summary | HNew Search |

5. Go back under Fields A/l 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

Fields ~Categary
Member ID = | | Field Walus o 0K
Lazt Mame — =
First Mame j I.fi‘-. orPorGarR ﬂl
Initial -
Courty 1D ?farch Type K Cancel |
Club 1D Exact Match
Categany * Pailial Match at Beginning
Status ' A
.&!jdress Fartial b atch Arywbers
City [ Case Sensitive
State
Zip LI
y Al ,{ﬁearched { Y By VYalue 4 By Bange |
Field Ordel
" Alphabetic & Logical iew Sumrmary | HNew Search |
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Click OK.

Your filter sequence is complete and has returned your results

File Select Search Action Add Remowve

!I %;@lli@l EI il glgl ﬁl IndEx:IMEthr Code 'I CD:) HESBIQuewl |
Member ID] Last Name Fitst Name | IndStudy| ChildCare] InsVided| Directial| InDiectvol| MidM anagei| Disabled| Disability [Cert5ent Senthial 2 |
10004 | Ronis James r r r | r r r ¥ 12134
10003 |Burhans Linda r r r | r r r ¥ 12134
10030 Ineichen Marg - r r I r r r = 1241341
10043 Severt Karen - r r ~ r r r M 12131
10088 |Paulus Barbara r r r r r I r & 12131
10091 |Paulus Tirn r r r o r r r & 12131
10108 |Heler Patricia r r r ~ r r r M 12434
10133 |Heler Brian r r r | r r r ¥ mAzA
136 [Belke Christine r - r ~ r - rC r
10152 Ineichen Walter - r r I r r r ¥ 20
10505 Ratkovich Sandia - r r I r r r M 02101
10620 |Jelinek Arin r r r o r r r & 12131
10561 MNovotny R oxanne Il |l - Il |l [l - |l 02420/
10562 |Mikunda Shaninon r r r ~ r r r ¥ 020204
11004 |[Lassa Lynette |l r r ~ r r r ~ nmsn—l
1012 |ReinhardtPorat  |Mancy - r r ¥ r r r ¥ 12134
1014 | Schieif Barry |l r r ~ r r r ¥ 076N
11076 Wallace Dawn - r r ~ r r r M 040441
11080 Lassa Anthony Il |l - |l |l [l - V1241341
11081 | Mittelstead: Elzine r r r v r r r 04/0421

11105 |Reinharck Cheri IO NN OO O
12005 |Koepke Rita |l r r ~ r r r M 124131
12008 [Kudick Shery - r r ~ r r r M 03174
12014 | Reinhardt Jil r r r Vv r r r F 12134
12019 |Parath Jef r r r r r ~ r ¥ 12131
12034 Shimel Roxie - r r ~ r r r M 12131
12522 |Sunde Bruce r r r Vv r r r ¥ 12131
12623 |Sunde Sharon r r r ~ r r r & 12131
12526 |'randa Marjorie |l r r ~ r r r M 040441~

K _ ;I_I

|Selected Records: 1 7

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)...

DualListForm

Source Destination
School - 5 | temberl D
SocSec Lasth ame
Sex FirstMame
JiLead b33 | Fiddlel
PublicList CountylD
Birthdate a | ClublD
‘reardH Categary
Grade Status
Age €4 | Address
Ethnic City
Residence State
OrgClub Zip
Speciallnt V'2aBithidonth
OverCarn
CrbE m;ﬁE LI

0K I Cancel | Help

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 *.ztxt file. Click Save.

Save As

Save in: ﬁ £

& @ el

HE

ES237
ES2372001a
ES23720010

P Jure iz Dairy month - BE CAREFUL

@ teshdata

File name: |Tesl

Save as type: I

T
j Cancel |

Save

Z

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.
A Save as box comes up. Note: where the file will be Saved. Give it a File Name.

10.

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 (4s Searched tab).

Fields

Club 1D

' Searched f

Field Orde
 Alphabetic & Logical

rClub D
Field W alue
100} Clear |
Search Type
" Exact Match

% Patial Match at Beginning
" Partial Match Angwhere

[ Case Sensitive

-\ By 'alue p‘ By Bange / :

Mew Search |

Wigw Summary |

0K

x Cancel |

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
g

Fields —Categorny
ClubM arne - Field Walue
Parent First Hame _I M = v 0K
Parent Last Mame J I Clear |
Cateqomny —
e ?_?alrzch T}ﬂu ) X Cancel |
Address Exact Malc
City ' Patial Match at Beginning
%tpate " Partial Match Argwhere
Schoal [ Case Sensitive
SocSec
Gender ﬂ ]
Al By Value £ By Rangs
Figld Order—————————————
" Alphabetic ¢ Logical Wiews Summary | MHew Search |

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

Eields T Lead
gociec | | Fieldvalue o Ok
cu] |T Clear |
Public List i
L Search Type——— X Cancel |
Ef:;t:[iﬂe J " Exact Match
Grade (¢ Partial Match at Beginning
Age ' i
Ethnic Partial b atch Anywhers
Residence [T Case Sensitive
OrgClub
Speciallnt LI
Al Bu alus
FieldOrder————————— ;
" Alphabetic & Logical Wiew Summany | tew Search |

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

¥ Member Query []
Fil=  Select Search Action Add Remove

B Blm 8| s8-g 2| x| o] 55 indes et 2 [@hesiass) /\ |

Member ID] Last Name: First Name [ Address [City [ state] Zip [School [socsec | GenddvTLedd Public List Bithdate + |
P[10024  |ineichen Elizafieth | w1571 Vascheau Road Metil Wil 54452 391-02-M66 F [cd C ozen
10080 |Burgener Elizafieth | NS309 Huay 17 Gleason Wl 54475 394021035 F [ F 048N
10089 |Paulus Beth N334E Huay 5 Gleason Wl 54475 F I F 1zmEn
10090 |Paulus Jessica | NI Huw Gleason wl 54475 292082030 F I F 12040
10142 |Takehara Juri N334 Huay 5 Gleason wl 54475 F ¥ O 1zn
10145 [Tessmer Amands | PO Box 14 Meril wl | 54452 F ¥ oA

| it il
oA

Total Records: &
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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.
2.
3.

4.

Go to FileMember Query

File|Filter

Checking your files for a blank is ordered by choosing under Field A/l tab (on left)
Grade, in FieldValue Grade By Value tab of Null

Fieldz Grade

State 2| | Fieldalue v K
| 4

Sehoal [Mul _ Clear |

SocSec —

e J I?_f:ar':h Type X Cancel

TlLead Exact katch

Public: Lizt i+ Partial M atch at Beginning

Birthdate ' :

eardH Partial b atch &mpwhere

Girade [ Caze Sensitive

Age

Ethhic: i
Al . BuWalue £ By Range /

Field Order :

" Alphabetic @ Logical Wigw Summary | Mew Search |

Returns results

File Select Search Action Add Remove

B 53| st-g | %| 0| 25 indextecoe <]

CCD Fieset Query |

tdember ID| Last Name

First Mame | Public List| Bithdate |YEar4H *ﬁrade \Age

00513 Johnzon Susan r
P[00515 | Poot Carla r

K]

05/01/1987 132 1

0w 3

| Elhm:l R Esidancel DrgE\uhl Speciall nl‘ u] velEampl SchEnrichl IndS tudyl Ehi\dE.;I
r r r r

r r - r r

|Total Records: 2
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Filtering By Range

In filtering you can also choose a range to target.
Go to FileMember Query

4.
S.
6.

File|Filter

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 S, By Range tab.

Fields

reardH

Zip
School
SocSec
Gender
¥TLead
Public List
Birthdate

YeardH
Grade
Age

E thiic
Residence

Al

Figld Order—————
= flphabetic

& Logical

2l

Starting Fange

|3

J Ending Fange
[5

E By Walue :\, By Bange ,l’

Wiew Surnnnary |

LClear |
Clgar |

Hew Search |

v

ak

i

x Cancel

Returns results

¥ Member Query

File Select Search Action Add Remove

B @3 | st & %] &o| 3 w

?éx: iMe&er Code 'I CCD Reset Querny |

|Total Records: 265

tdember ID| Last Name First Mame | Public List| Bithdate /lYEarﬂiH \Iﬁrade ‘Age |Elhm:lF\EsidancelDrgE\uhlSpec\allnl‘ﬂvelﬁamplSchEnriEhl\ndStudyl Ehi\dE.;I
P[10011  |Staeck Eiic [RERE! 5 Bw 1 [cd [m] [ [l [ [m]
10013 |Belz Sara ¥ 10:/0941982 5 2w 1 v r r r r r
10045 |Heler Rebecca ¥ 07049 5 w2 ¥ r r r r r
10087 |Paulus Adam ¥ 2mAage 5 2w 2 V¥ r r r r r
10141 |Klos Joshua T 12:mapse 5 14w 2 |l r r - r [m]
10142 |Takehara Juri T 1220411 12 B ¥ r r [l r [m]
10146 Tessmer Nichalas I 05/094 957 5 13w |2 v - r |l Il Il
10147 |Catteel Linda | AR 5 Fwoz | [m] r r r [m]
10148 | 5chmidt Tyler T 081441937 5 13w 2 v r r r r r
10152 |Ineichen \wlalker ¥ 09/06{1958 1 w2 ¥ r r r r r
10504 |Olund Janele 084196 10 15w 2 ¥ r r r r r
10505 |Ratkavich Sandia A4k 1 w2 ¥ r r r r r
10510 | Shelley Siri ¥ 10/09f1385 8 15w 2 |l r r - r [m]
10518 [Wincent Melissa 127131383 11 17w ~ r r [l r [m]
10532 |Kozep Kristina M 1244f1983 1 17w 1 | r r r r r |
10540 |Eberl Adiienne V  mAzesz 12 19w 2 I r r - r [m]
10544 |Meier Mariah ¥ 03/2841992 2 8w 2 v r r r r r
10545 Lemke Brogan I~ 08/03h1993 2 w2 el - r r - -
10648 Ratkovich Zachary r 03/1141929 =] 10w 2 el - [l |l Il Il
10543 |Wincent Claudia O 03/841952 1 /w2 |l r r - r [m]
10560 Wincent Samantha | 7L, (] 3 aw |2 el Il r r Il Il
10553 |'weinzat Jade O /304393 2 w2 = r r - r [m]
10554 ['willams Brooke C  05/20/392 k| 3w 2 I [m| r r r [m]
10555 |Rumsey Jamie - oan7Apar 7 13w 2 v r r r r r
10555 |Meier Mikaels 0303194 1 Bw 2 ol r r r r r
10557 |Ban Vanessa I eA3nde 4 8w 2 o r r r r r
10558 |Ban Harinah r 0:2019%7 7 13w 2 ¥ r r r r r
10560 |weber Brandi C 0218413 10 15w 2 ¥ r r - r [m]
10561 Navatry Roxanne M2 1 7w 2 | r r r r IZILI
L] »
e
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Sample of Query 5" grade Females — Can Add & Modify this sample

VXN R WD =

10.

1.
12.

13.

Go to File[Member Query

File|Filter

In Fields All tab (left) Choose 1* filter option i.e. Status
In Status Field Value By Value tab (right) Type in N or R
In Fields All tab (left) Choose 2™ filter option i.e. Gender
In Status Field Value By Value tab (right) Type in F

In Fields All tab (left) Choose 3™ filter option i.e. Grade
In Status Field Value By Value tab (right) Type in 5

By viewing the View Summary it verifies your filters:

Show Search Summary E
Figld |Searu:h Type |\r"alue |
Status Partial Match at Beginning M or R
Gender Partial Match at Beainning  F
Grade Partial Match at Beginning 5

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

# Member Query
Fil= Select Search Action Add Remowve

!l | ml ﬁl %ﬁl“@l EI EI gl Dl ﬁl Index: |[EEEIIME

(:D:) Reset Querny | |

Member 10 Last Mame First Mame | Initiall County 1D Club 1D ClubM ame Fal tFilstNamniI
M| 00433 Zimmerman April 401 Yirginia
00445 [Clak Shametriss ]
00450 [Stareen Highnote ]
00454 [Murez Diana ]
00457 [williams Bracke ]
00458 [Alked Heather ]
00460 [Andews Shabrekia ]
00462 [ Culp Sara ]
00465 [Hoad Caitlyn __I
00468 [MecCallum Ashleigh ]
00473 |Robbins Chrystina ]
00476 | Soloman Shantel  |B ]
00478 [Storey Shaundreik | ]
00460 [wialker Mary 5 ]
00464 [Clak Shanquilla ]
00457 [Hancook Belinda B
KI _>l_I
|Selected Records: 34 o

Go to Select|Select all

You can choose mailing labels right from here by going to Action|Mailing
Labels. Choose your parameters and Preview and/or Print your labels.
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.

X Microsoft Excel - Testl DBF

IS[=] E3

Ready

Eﬁile Edit Wiew Insert Format Tools Data Window Help ;Iilﬂ|
Lol Zﬁ*lzl|ﬂg.@|1uu%v
arial -1z -|Blg|§§§ |$/,00,0£_
a1 - = | MEMBERID
A B C D ElFE ] G =
1 |MEMBEILASTNAME FIRSTMAME — CLUBMAME C GRADE ADDRESS
| 2 100439 Zimmerman April 4th Grade DPA Il 5 114 M. Stevens St.
| 3 100446 Clark Shametriss Cooper Homeroom Il 5 P.O Box 223
| 4 100450 Starleen Highnote Cooper Homeroom Il 5 P.O Box 781
| 5 00454 MNunez Diana Cooper Homeroom il 5 P.O Box 171
| B 00457 Wiliams Brooke Cooper Homeroom il 5 P.0.Box 286
| T 100459 Alford Heather Roguemora's Homeroom Il 5 196 Roy Circle
| & |00460 Andrews Shabrekia Roguemore's Homeroom Il 5 Rt2Box 32-F
| 9 |00462 Culp Sara Foquemore's Homeroom Tl 5P 0O Box
| 1000465 Hood Caitlyn Roguemore's Homeroom il 5 Hwwy 271
| 11 100468 McCollum Ashleigh Roguemore's Homeroom Il 5 P.O. Box 1045
| 12 100473 Robbins Chrystina Roguemore's Homeroom Il 5 Rt2Box 271-D
| 13 /00476 Solomon Shantell Roguemore's Homeroom il 5 P. 0. Box 207
| 14 100478 Storey Shaundreik Roguemore's Homeroom il 5 P 0. Box 151
| 15 100480 Walker Wary Roguemore's Homeroom Il 5 P.0.Box613
| 16 100484 Clark Shanquilla Bond's  Homeroom Il 5 P OBox974
| 17 00487 Hancock Belinda Bond's  Homeroom Il 5 PO Box 824
| 18 /00490 Hurt La'Saun Bond's  Homeroom il 5 PO Box 310
| 19100492 Jones IKaitlyn Bond's  Homeroom Il 5 PO Box 638
| 2000494 O'Neal De'Shanti Bond's  Homeroom Il 5 PO Box 661 :
21 00497 Stubbs Brandy Bond's  Homeroom Il 5 POBoxTT2 &
4[4 [p M} Test1 / [« JJJ

»
1 s ]
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