
   
 

  

Setting up and using Queries 

After going through the following steps, your query will be saved and unless you delete them, will be 

there each log in. 

• Click “Departmental Functions” 

• Click “YTD Budget report” 

 

 

After clicking “YTD Budget Report” the set up menu will pop up: 



   
 

  

 

• Click “Seg Find” for the following menu: 

 

 

• Click the blue Excel/grid looking icon (“Create, save or load a query….) for the query set up 

wizard: 

 



   
 

  

 

Stay on the “Fields” tab. 

 

This is similar to the report set up menu.  You can use single values or ranges.  Above I selected Spring 

Harbor’s location with their Formula (101) and Formula carry over (131) Local B’s.  The pipe symbol ( | ) 

means that only Local B’s 101 & 131 are included. 

 

To see the report immediately, click “Execute.” 

To save the query for now and future use click “Save As” (see below): 

 



   
 

  

 

• Give you query a name 

• Uncheck “Make this query public….” 

• Recheck the main info 

• Click “Ok”  

You have now saved the query. 

 

• Click on the “Load” tab: 



   
 

  

 

• Double click on the line of the query you’d like to run. 

 

Note: The “Load Query” folder brings you back to set up page, then you’d have to click execute.  So, 

double click line instead. 

This brings you back to the main YTD Report menu: 



   
 

  

 

Note: The lower left shows 102 records found so you know the report is ready to view. 

• Click on the Adobe Icon (Display the report as a PDF document) to open the report (below is just 

the first page): 



   
 

  

 

 

You can also use saved queries in the “Account Inquire” screen: 

 

• From the “Departmental Functions” menu click “Account Inquiry”: 

 



   
 

  

 

 



   
 

  

 

• From the “Account Inquiry” screen, click “Seg Find: 



   
 

  

 

The query set up follows the same instructions as previously stated but for this example I have included 

new screen shots: 

 



   
 

  

 

• Select options and click “Save As”: 



   
 

  

 

• Name your query 

• Uncheck “Make this query public…” 

• Click Ok 

 

Click on the “Load” tab: 



   
 

  

 

• Double click the Query you’d like to run: 



   
 

  

 

There are 39 accounts included in this query.  To scroll through them, use the arrows at the bottom of 

the screen.  Please see your “Account Inquiry” instructions for more information. 

 

 

 

 

 


