Running Default Queries — 2/26/18

How to Run a Departmental Query

The Graduate School has programmed some standard queries that will produce general applicant
information, which you can export to Excel and manipulate as you see fit.

To run a query, select the query tool from the navigation bar’s second icon.
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Default queries can found by navigating the “Queries” menu on the right-hand side. All the queries you’ll
need will be under the “Departmental” folder. To make sure you can see all queries shared with you,
click on “Include shared queries.”
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Once you select a query from the list, hit the “Run Query” button.

Spring 2019 - Awaiting Materials The number shown here indicates the number Edit
Folder Degartmental of records the query will return.
User Lauren Liston Edit Query
Population Departmental Reader m—
Execution Mode Retrieve all records each fime query is run i A ores
Filters Final Admit Term An error message will show if you Check Logic

il click “Edit” or “Edit Query”. These
Matching Rows .

queries are for all Slate users and all

@ departments so they cannot be

changed. If you require custom
queries to be made for your
processing needs, please let us know.

The “Output” dropdown will default to “Excel Spreadsheet,” so all you have to do is click the “Export”
button.

Spring 2019 - Awaiting Materials

Qutput | Excel Spreadshest

Rows 1-1 Y of1 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 will populate in the Excel file:
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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
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Admit Term _Program
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Test, Intl Geert lwgentil@ncsu.edu  Spring 2019 Business Ad

ministration MBA Part Time - NC State...  Financial Management

Search...

The following preview box will open, showing all fields the query includes:
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You can look through the
entire query results this
way by clicking the “Next”
button.

You can jump to an

MBA Part Time - NC 5tate Campus
Financial Management

200237586

Bachelor of Arts

applicant’s dashboard page
by clicking on “Lookup
Record” if you would like to
see more of their
information.
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If you select “Lookup Record,” a more detailed applicant info page that will open.

Displaying row #1 ir!SDrina 2019 - Awaiting Materialsl—

You can always get back to

Test, Intl Geert the query by clicking on its Applicant 9309
— . . highlighted name at the top -
Dashboard Timeline 2191 - MBA Awaiting Materials 219 Details
of the page.
2191 - MBA Overview
Awaiting Materials Current Bin: Awaiting Materials Mo dedision on file,

Submitted February 14, 2018
Last updated February 15, 2018

ProgramiDegree: MBA Part Time - NC State Campus

Concentration: Financial Management

Term: Spring 2019

NCSU ID: 200237586
SIS App
Unity 1D: Intl Geert

Checklist
b4 Official Transcript (Stanford University)
b4 Certificate of Financizl Responsibility
b4 Official GRE or GMAT scores
b4 Unofficial Transcript (Stanford University)
b4 Recommendation (Teser Test, ncsu)
b4 Recommendation (Test Test, ncsu)
b4 Recommendation (Testy Test, ncsu)
Materials

You can also scroll
through the entire query
results from this view by
clicking “Next”.
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If any of the default queries do not meet your needs or if you would like to query on other information,
please contact Lauren Liston (Ipalerm@ncsu.edu) to set up a meeting to have your custom query built.



