Creating Queries — 1/22/24

Creating Queries

Queries are a quick and easy way to get specific data on applicants and prospects. The Slate query tool
allows you to export the data to Excel and manipulate as you see fit.
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To create a query, select “Queries” from the navigation bar’s second icon.
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There are two options available when creating queries: New Query and Quick Query (lightning bolt).

Queries

New Query

New Query is for queries you plan to use frequently and want to save permanently.

Quick Query (lightning bolt) is for ad-hoc querying and will not be saved.
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Query Building Intrsuctions

Once you click New Query or Quick Query, you'll see the following screen. Select Configurable Joins as
the Type and then for the Base, select Application by Population for Application data, or Person by
Population for Inquiry/Prospect data.

Quick Query »

Type | Configurable Joins v |
Category | Records w |
Base hd

Application by Population
Person by Population

Build Query Cancel

Once you select your base, click “Build Query.”
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Select exports and filters to create your custom query.

1. Exports are the information you want to when you run your query. You can think of these
as the column headers you want to see in a spreadsheet.

2. Filters will narrow down the population that you want to identify.

Quick Query
User
Base Configurable Joins - Application by Population Run Query
Preview Results
Display SQL
Copy
Exports
Application by Population Submitted Date l B Export =
Application by Population Final Degree Type 1. Literal
Application by Population Final Admit Term Rename Exports
Filters Check Logic Query Profiler ~ Matching Rows: 86 2
Final Admit Term Y Filter = l
OR.
NOT

*If you don’t choose any filters, you will see all applications, in all programs you have access to, at any
stage in the application processes (usbumitted, awating decision, decied, etc.). If you don’t choose any
exports, you will see an error message when you try to run the query.*

To spot-check your filters and exports as you build your query, you can click “Preview Results” on the
upper right menu.

Edit Properties

Sharing Permissions

Preview Results

Display SOQL

Save Copy



Creating Queries — 1/22/24

Once you have finished adding your Exports and Filters, click on the name of your query in upper left
part of the screen to get back to the overview page, where you can then click the “Run Query” button.

Applications Under Dept Review

Folder Departmental

User Lzauren Liston
Ed|t Query Base Departmental Reader

Execution Mode Retrieve all records each time query is run
Folder Departmental ) )

Filters Bin
User Lauren Liston Tag
Base Departmental Reader Matching Rows 8,762
Execution Mode Retrieve all records each time guery is run

Run Query

Once you run the query, you will be taken to the results page.

Exporting Query Results to Excel

The “Output” drop-down menu will default to “Excel Spreadsheet,” so if you want to view your query in
Excel, all you have to do is click the “Export” button.

Spring 2019 - Awaiting Materials /

Qutput | Excel Spreadshest <

Rows 1-1 Y of 1 Prev Next

Search...

NCSU StuID School 1 Degree School 1 GPA School 2 Degree
Test, Intl Geert lwgentil@ncsu.edu  Spring 2019 Business Administration  MBA Part Time - NC State...  Financial Management 200237586 Bachelor of Arts

Name Email Admit Term Program Degree Type Area of Interest

Once “Export” is clicked, the Excel file will automatically download. As you can see in the below image,

the query’s row headers (the export values you selected when building the query) will populate in the
Excel file:

Export 20180219-151450 [Protected View] - Excel

Insert Page Layout Farmulas Data Review View ACROBAT Q@ Tell me what you want to do... Lauren Palermo ,q_ Share

o PROTECTED WIEW Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing

A2 = fe || Test, Intl Geert

ool 1 GPA ﬂ school 2 Degr:

ﬂAdm Term ﬂP




Viewing Query Results within Slate
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If you would like to see a quick overview of a particular applicant, you can click on their name or row:

Spring 2019 - Awaiting Materials

Qutput

| Excel Spreadshest

Export

Rows 1-1 v of 1 Prev Next

Name

Email Admit Term Program Degree Type Area of Interest

Search...
NCSU StuID School 1 Degree School

I Test, Intl Geert lwgentil@ncsu.edu  Spring 2019 Business Administration MBA Part Time - NC State...  Financial Management 200237586 Bachelor of Arts I

The following preview box will open, showing all fields the query includes:

idshest

mit 1
fing 2

Row Preview

Record

Name

Email

Admit Term
Program

Degree Type
Area of Interest
NCSU StulD
School 1 Degres
School 1 GPA
School 2 Degres
School 2 GPA
School 3 Degres
School 3 GPA
GRE Verbal

GRE Verbal %
GRE Quantitative

GRE Quantitative %
GRE Analytical Writing
GRE Analytical Writing %

GMAT Total
GMAT Total %
MAT Total

Close

v

Prev  Next
Lookup Record =
Test, Intl Geart
Iwgentil@ncsu.edu
Spring 2019 E
Business Administration FA

MEBA Part Time - NC State Campus
Financial Management

200237386

Bachelor of Arts
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If you select “Lookup Record,” the application will open.

Displaying row #1 in Spring 2019 - Awaiting_Materials
\ You can always get back

Test, Intl Geert to the query by clicking
Dashboard  Timeline 2191 - MBA Awaiting Materials |~ 219 ON its hlghllghted name Details
191 MBA at the top of the page.
Awaiting Materials Current Bin: Awaiting Materials Mo dedsion on file.
Submitted February 14, 2018 You can scroll through

Last updated February 15, 2018
all of the query results

Program/Degree: MEA Part Time - NC State Campus NCSU ID: 200237586 | | L. L.
Concentration: Financial Management SIS App # In thIS view by CIICkIng
Term: Spring 2019 Unity ID: Intl Geert “Next.”

Checklist
b4 Official Transcript (Stanford University) Enrollment  Awaiting v
b4 Certificate of Financial Responsibility Internatio...  Awaiting v
b4 Official GRE or GMAT scores Awaiting v
b4 Unofficial Transcript (Stanford University) Awaiting v
b4 Recommendation (Teser Test, ncsu) Awaiting v
b4 Recommendation (Test Test, ncsu) Awaiting v
b4 Recommendation (Testy Test, ncsu) Awaiting v

Materials

e e o P
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Changing a Query Name or Deleting a Query

Click on the name of the query you want to edit from the main query list to pull up the overview.

Then click "Edit" in the top right corner:

Awaiting Materials Edit

Folder Departmental
User Lauren Liston Edit Query
Base Departmental Reader
. ] . Edit Notes
Execution Mode Retrieve all records each time query is run
Filters Bin Check Logic
Tag

Matching Rows 1,315

Run Query

A window will appear, with the name of your query in a text field. That field can be edited, and you may
change the query name by typing in that field and then clicking “Save”:

Edit Query
Name |Awaiting Materials
User | Liston, Lauren ¥ |
Realm | v |
¢ Sharing || Share guery with other users with the query and query base permissions
Folder | Departmental v |," | v |
Base Departmental Reader
Save Delete Cancel Archive

In that same window, click "Delete" to delete the query.



Sharing your Query with Other Users
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To share the query with someone else, you can select the query from the list, and click "Edit Query"

from the right side of the page:

Awaiting Materials

Folder Departmental
User Lauren Liston
Base Departmental Reader
Execution Mode Retrieve all records each time query is run
Filters Bin
Tag
Matching Rows 1,315
Run Query

On the next page, you'll click "Sharing Permissions" from the right-side buttons:

Edit

Edit Query

Edit Notes

Check Logic

Edit Query

Folder Departmental

User Susan Ebbs

Realm MBA

Base Departmental Reader

Execution Mode Retrieve all records each time query is run
Exports

Click "Add Grantee"

Edit Permissions

Grantee

lﬁ.dd Grantee l

Permissions

Status

Edit Properties
I Sharing Permissions

Preview Results

Display SQL

Save Copy
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Select "User" from the "Type" drop-down menu:

Edit Grantee
Type r
Permissions ery
Dataset
Dataset Row
Permission
Role

And then type in the person's name in the text box that appears below. It should begin to auto-populate
as you type.

Edit Grantee

User | lauren

- Laur=n Ball
Permissions

Lauren Gardner

Lauren Liston
Ipalerm@necswedu

Lauren Schnabel
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If you want the person to be able to edit the query you can check both boxes, but if you only want them

to be able to see and run the query you have created, only check the "Display/Run Query" option. Then
click “Save”. Repeat the same steps to share with more users.

Edit Grantee
Active Active ¥
Type User v
User Lauren Liston
Permissions Display/Run Query
Edit Query
Save Cancel

If you need assistance creating queries or cannot find a filter or export you are looking for, please
contact Lauren Liston (Ipalerm@ncsu.edu) in the Graduate School. Please also consult our Export
Value spreadsheet under the Queries section of our training website (go.ncsu.edu/Slate).
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