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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 agroup 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 | dentification Report
under ReportglPrint Data Files|Code I dentification Report.

Creating Multiple queries at once.

1 Go to FileMember Query
2. File]Filter
3. InFidds All tab (on the left) Choose firdt filter option i.e. Status
4, In Status Field Value By Value tab (ontheright) TypeinNor Ror T
. - |
Fields —Sitatu
Member D < | Field¥alue o o
e || =
| mitial
Search Type i Cancel
gifinl%m ™ Enact Match Xﬂ]
Cateinri ' Partial M atch at Beginning
T . " Partial Match &npwhere |
gitt.'r't | [ | Case Sensitive |
are
Zip |
All 4 Searched Y By Walue f, By FHange /
~Field Order
i~ Alphabetic + Logical Wigw Summary | Mew Search |
5. Go back under Fields All tab and choose Second filter option Category
6. In Category Field ValueBy Valuetab (onright) typein A or Por Gor R
=
Fields —Categony
tember ID - Field Walue v Ok
l,_:;?:tt E:nr:: j i.t'-\ orPorG oA Clear I
I mitial
—Search Type i C |
EEFJ”%'D " Exact Match ﬂl

Categony
Status

{* Fartial Match at Beginning
" Partial Match Snywhers

Address ! !
gltt}'t | [ Ease Sensitive |
ate
Zip |
Al A Searched Y Butalue 4 By Ranage /

Field Drd'erﬁ :
¢~ Alphabetic. = Logical Wiew Summary | New Search |
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7. Click OK.
8. Y our filter sequence is complete and has returned your results

Thisfilter can be used to check for missing Leader type. Note: Member #11105
doesn't have a Leader Type checked.
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Also: If you wish to export this information, you can go to Select all and go to

FilelExport|Ascii
-OR usethe Alternative 8-10 directions below for saving as dbase file (might
beeasier)...
E;JUICB Destination
School A - | M emberl D
SocSec Last ame
Sex FirstM ame
JiLead *¥ | iddlel
PublicList CountylD
Birthdate z | Clubl
“eardH Category
Grade Status
Aae £< | Address
Ethnic City
Residence State
OrgChub Zip
Speciallnt ¥ 2aBithionth
Dwerl.
EeLE ey |
0k I Cancel | Help |

9. Usethe DualListForm to sdlect the fields to be exported. From the Source (on
left) highlight the item i.e. Member D and click onthe>. This puts the item under
Destination (on right). Only the items on the left are Exported. Note: If youwish
to export All items can use the >> key to put dl the items on the right under
Destination.

© Copyright 2002 by MarTech Systems, Inc., All rights reserved. Query Tips
Page 2



&

Martech

10. A Saveashox comesup. Note: wherethefilewill be Saved or Browse where you
want it saved. Also giveit aFileName It will be saved asa*.txt file. Click Save.

Save As =]

=G =il Efe

File-name: ITest Save I

Save az type: I ;I Cangel |/
Alternative 8. OR you can Save as Database file (which might be easier to open in Exce
or Word.)
9. If you wish to export the information as adbase file go to Select all and

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

10. A Saveasbox comesup. Note: wherethefilewill be Saved. Giveit aFile Name.
It will be saved asa*.dbf file. Click Save.

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

To Further Filter after you had already created a filter
1 If you have created afilter and want to filter further. Smply go back to File|Filter
and your current Flter will be there (As Searched tab).

N

Fields ~Club D=
Club 10 Field % alue
¥ v K
I Llear |

~SearchTwpe x Canhcel I
" Eract Match

%' Patial batch at Beginning
T Partial Match Anwwbiers

[T Case Sersiive

Searched By Value
i—Field Drder :
| " Alphabetic @ Logical | Wiew Summany I Mew Search I

2. Click on the Fields All tab and choose afield i.e. Category
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4.

Inthe Clubl D Fidd Value By Value typein M
K

Fieldz Categony
glubNtaE?et } | | FieldYale
arent First Mame
Parent Last Mame _| IMl Clear |
Cateqgon —Search Tups
E?ujt:‘;ss " Eract Match
City %' Patial batch at Beginning
%tpate ™ Partial Match &npwhere
Sehool [T CaseSensitive
SocSec -
Gender

Al

i—Field Drder :
|f‘ dlphabetic  Logical Wigw Summary |

By Value

Mew Search |

o

x Cahcel I

0K

Any field that is displayed on the Member Query Screen as acheckmark is
consdered a True/False fidd. Usetheword Trueor aT to retrieve the

Fieldz

Public List
Birthdate

Residence
QraClub
Speciallnt

Al

—Field Order -
‘f‘ Alphabetic.  Logical . Wiew Sumrmary |

~'TLead
Field W alus
I Clear |
—Search Type
' ExactMatch

+' Partial Match at Beginning
£ Partial Match Arpwhere

[ Case Sensitive

By ¥ale

Mew Search I

information from thefilein the Fidd Value By Value tab as checked. Usethe
word False or a Ftoretrieveablank 0.

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 FileMember Query

2. FilelFilter

3 Checking your filesfor ablank is ordered by choosing under Field All tab (on left)
Grade, in FiddValue Grade By Value tab of Null

1 |

Fieldz ~Grade
State Al | FieldValue ¢ O
Zip i
School !Nul[ _EIEr__I
SocSec o5
Gender _| ?famh s i X Cancel
“YTLead Exact batc
Public: Lizt ' Partial Match at Beginning
Birthdate i~ . : :
el Fartial kd atch &npwhere
[T Case Sersitive:
Age
Ethhic: = i
Al * ByMalue 4 By Range /
i—Field Drder :
| " Alphabetic & Logical | Yiea Sy | Mew Search |

4. Returns results
|7 Mot [
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Filtering By Range

In filtering you can aso choose arange to target.

4, Go to FileMember Query

5. FilgFi

6. IF you want to see how many members/leaders were in 4H for 3-5 years. Choose
theYear4H Field in AllIFields tab (on left). Year4H Starting Range 3, Ending

[ter

Range 5, By Range tab.

Fields ~feardH
Zip 21| s -
arting Hange :
Schoal SiipreEng : o 0K
SocSec I3 Clear |
Gender o : : :
YTLead J Ending Rangs X Cancel
Public List 15 Elear |
Birthdate
eardH
Grade
Age
Ethnic
Residence j
2l By alus 4 By Hange f
iField Order -
" Alphabetic & Logical “Wiew Summary | Hew Search |
7. Returns results
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Sample of Query 5" grade Females— Can Add & Modify this sample

1 Go to FilgMember Query
2. FilgFilter
3. In Fields All tab (left) Choose 1% filter option i.e. Status
4. In Status Field Value By Value tab (right) Typein N or R
5. In Fields All tab (left) Choose 2" filter option i.e. Gender
6. In Status Field Value By Value tab (right) Typein F
7. In Fidds All tab (left) Choose 3" filter option i.e. Grade
8. In Status Field Value By Value tab (right) Typein 5
9. By viewing the View Summary it verifies your filters
Show Search Summary
Field iSearch Type 1Value ]
Status Partial Match at Beginning MW or B
Gender Partial Match at Beginning  F
Grade Partial Match at Beginning 5

10. Click OK inthe Summary and OK in thefilter. Your return filter sequence
Is complete and has returned your results:

* Member Query
FEile  Select Search Action Add Remove

11.
12.

© Copyright 2002 by MarTech Systems, Inc., All rights reserved.

!J E! ® | %ﬁiﬂ@l EJ ﬁl gl [}l iﬁi 00 Il Member Code (0} Reset Quey ||
Member 1B| Last Mame First Mame | Iritial] County 10| Club D) Club ame Parent FirstNamn_:j
b| 00439 ZImmermar April : 0 h Grade DPA Virginia
00446 [Clak Shametiiss ]
00450 [Starsen Highnote ]
00454 |Munes Diana ]
00457 [williams Brocke ]
00458 [Alferd Heather ]
(0460 Andiews Shabrekia
00462 [cup Saia ]
00465 Hiood C it
00468 | MoCollum Aishleigh ]
00473 |Robbins Chiystina ]
00476 | Solomon Shantel ]
00478 [Stomey Shaundreik ]
00460 [walker Mty 5 ]
00484 Clark Shanquilla
00457 [Hancack Belinda I
4] | ).FJ

[Selected Records 34

7

Go to Select|Select all

Y ou can choose mailing label sright from here by going to Action|Mailing

Labels. Choose your parameters and Preview and/or Print your [abels.
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13.  OR If youwish to export, go to File|Save As Dbase and save your file as
shown before.

14.  Toopenfilesin Exce you can smply open thefile and it sets the heeders
and columns up automaticaly. Just browse to find your *.dbf file and it

returns your database.

. Miorasnh Eanel - Tostl DEF

Rlek ok o yeel fumet fmk Oebs findon. i =leld
DFR@RAr IDad o - A®EsUL NS - 7

| o - - B I EESEES%, AGEE _- -4

o = = MENEERLD:
A B - 5] E F B =

4 [MEMEIL ASTHAME FRETHMAME  CLUBMAME C GRADE ADDRESS

A (39 Zimmerrian Ap| dth Grace DRA | 5114 N Stevens St

A | 004G Clerk: Shametnss Cooper Homeroom ful 5P.C B 223
& | (050 Sterigen Highrts Cooper Homeroom il aiP0 Box 781

3| 0045 Mumez Ciiana Ciooper Homeroom il 5P .0 Boc 171

B | 00a57 wWilliams Brocks Coapsr HOmermom i 51F. 0. B 286

| (s A Fard Heather Roguemaors's Homergom M 5198 Ry Circle

B | D04ED. Andrens Shabrakia RogUamare's Homerom M 5/RL2 Boy 22-F
-0 (0962 Culp Sers Rocuemore's Homeraom I 51F. 0 B

0| 0A65 Hood Caithn Focuemare's Homeroom fl S Henr 271

1| 00465 McColum Azhicagh Rioguarnore's Homaroom h 5 F 0 B 1045

13 072 Robbins Chrysting Rocuemore's Homeroom ful SRt dBax 371D

13 00476 Solarman Shanitall ROGUEmone's Homeraom ] 5P 0, Bo 207
|| (075 Storey Shaundrelk  Fooguemore's Homanom il 5P 0 Box 151

15 (00580 Welkar hlary Roguamora's Homaroom 0| 5P 0 BoxB13

AR DR Clake Shanqulia Bond's  Horremom I P O Bow 074

%L ilIldST Hancock Belinda Bond's  Homemoom 0] 5 PO Box &S24

T | 0090 Hust L&' Zaun Bond's  Hammemarm [ 5.P0 Box 310

T8 | (0953 Jones iy Soni's  Homeoom il %P0 Boxe3s

0 0494 Cikeal LCra'Sharti Bond's  Homemoorm | 5P Box GE1

| o0aaT Subbs Blrandy Bond's  Horresraorm I 5RO Box 772 -
IO ST B s
Reaty (== ! L i
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