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Working with Queries

WinSales Version: 3.x, 4.x

Revised: 1/27/00

Building Queries

What is a Query
A query is used to search for records in your WinSales database.  A query is required when you need a search condition other than Equal To, to use more than one window during your search, or if you wish to view search results in a grid.

Planning Your Query
Before building your query, work through the following steps:

Form the question you are asking in words.  For Example:  Find all Contacts with a relationship of prospect who have a Sales Rep of Jon Doe, and display the following fields sorted by date.

Determine which window(s) contain the data that you wish to use (view, search, or sort).  Remember WinSales is a relational database so you can start your query from any Activity or Table.

Defining a Simple Query
When a query is required, choose Workbench from the View menu.

The Use Tab
Click the + to left of Query.  To run an existing query simply double click on the name in the list.  To create a new query, click [New Query] at the top of the list.
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Building Your Criteria

The Criteria Tab
The Criteria tab allows you to select window(s) to search from and enter search criteria.  

On the Criteria tab, from the Make a Choice list, click on the window you want to use and a list of fields on the select window display.  

Click on a field you wish to use to search.

Choose a Condition from the middle of the window and enter a value.  

Click the ADD button to insert the search criteria to the Selection side of the window which reflects the query your are building.
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Example:  Select Contact in the Make A Choice list.  Select State from the list of elements.  Choose the condition One Of.  Enter WA and click ADD.  Enter CA and click ADD.
Conditions You Can Use When Creating Criteria Include:

XE "Query:conditions"Equals  Searches for values equal to the response value.

Less  Searches for values less than the response.

Less/Eql  Searches for values less than or equal to the response.

More  Searches for values greater than the response.

More/Eql  Searches for values greater than or equal to the response.

One of  Searches for values that are included in a list of responses.

Between  Searches for values between two response values.

Is Like  Searches for responses that start with the entered response (wildcard).

Not  Can be used with any of the search conditions above to reverse the condition.

The Sort Order Tab
The Sort Order tab allows you to sequence the search results.  From the Make a Choice list, click on the field you wish to use to sort, then click the ADD button.  Add additional sort fields in the same way.  Use the up/down arrows to rearrange the sort fields.


Example:  Select Company from the list of elements and click ADD.

The Fields Tab
The Fields tab allows you to select which fields you wish to display in the search results.  From the Make a Choice list, click on a field you wish to include, then click the ADD button.  Add additional fields in the same way.  Use the up/down arrows to rearrange the fields.


Example:  Select Company, First, Last, City, State, Phone, and Sales Rep.
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NOTE: When including a Reference to a Table as a field, do not click the + sign unless you wish to SORT by the item.  If you only want to see the data, just double click on the name and the field will be included.  Clicking the + sign adds to the complexity of your criteria.  If you have problems consider starting your query from the Reference Table, for example Find Sales Reps that have Contacts.

The Results Tab
The Results tab allows you to view the results of your query in a grid.  You may double click on any value in the grid and the record storing that value will open.  
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NOTE : You may also do quick calculations by selecting a numeric data types column heading, and right clicking, the Total Number of Records, The Average, and Total Sum will appear in the message bar on the lower left corner.

Saving a Query
To save a query, click the SAVE button.  You are prompted for a name.  You may either select an existing query to overwrite it, or type in a new name.

Printing Query Results
Use Printer Setup on the File menu to select a printer and other print options.  Click the Results tab and choose Print from the File menu.

Refining a Query
Open an existing query by selecting it from the list of existing queries.  You may add to, change, or delete from the existing query definition.  To save the changes, click the SAVE button and either overwrite the existing query or assign a new name to create a new query.

More Criteria Features
When adding search criteria, instead of entering a value you may enter any of these special @ statements, or use the @ask feature with any field in your database:


Value
Description

@today
Uses today's date.


@tomorrow
Uses tomorrow's date.


@yesterday
Uses yesterday's date.

@first
Uses the first day of the current month.

@last
Uses the last day of the current month.

                                         @ask(question)
Prompts for a value to use when the 


query is run. Displays question, the user enters a response, and the response is used as the value.

Multi-Window Query
Some queries require elements from more than one window to use in the query (view, search or sort).  Once you select a window to use in a query, additional windows that you may use appear in the elements list with a + on the left-hand side.


Example:  Define a new query.  Select the Phone Call window.  Notice + next to Contact.

Use an element from Contact      Click on the + to the left of the window name.  A list of elements in the new window display.  You may select from these elements as you build your query.
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