Performing a query using Excel

1) Select the view needed for you query from “Available tables and columns”

! Microsoft Excel - Book!

Fle Edt View Insert Format Took Data Window Help  Adobe POF Typeaquestion forhelp = o @ X
DEEE 2-? M ‘0 BRIUIEEEE8%, N EE - H-Ax,
0aB4%8 W%E v :
m: m
nEE.
Al v fe
A|B|C|D|E|F|G|H|||J|K|LT
_.1_ —
2 | |
4 | I Ouery Wizard - Choose Columns
4
i ' ' Wihat columns of data da you want to inchude in yaur queny?
b Avallatle tahles and colmns Columns in your queny:
g8 || SAUTESTSCORES TES 4
8 % SLM_HOUSING = (] E
9 EI SH f-\[‘ADEMIE EUHH TERM_F&
1 | | ]
i H SH :’-\EADEMIE PHE2IJIJ2DS FAC
12 ' ' =GR MAIRSFS MIIRA TFRM FatY
ﬁ | | i |I|I | l:
1 Preview of data in selected column:
i
16
Al
18 :
1 ' ' @ Preview Mo | Opfions.. ¢ Bacl S Cancel
a i
21

W« v o\ Sheet1 | Sheet? / Sheet3 / 4] | ﬂ‘J




2) Once the view needed is clicked on, a list of columns in that view will appear. Double
click on the columns you would like to include in your query. It will then appear in the
box under “Columns in your query”. Click on “Next”.
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3) Select the rows you would like to include in your query. For example, if you would
like all registered students in 200409 that are in the Faculty of Arts and Science, you

would include:

a) TERM_CODE_KEY equal 200409’
b) REGD_NON_WITHDRAWN_IND equals ‘Y’
¢) PRIM_FACULTY_CODE equals ‘AS’
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4) Sort the data
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Query Wizard - Sort Order

Specify how pou want your data sored,
If you dan't want to sort the data, click Nest
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5) Choose what you would like to do with your data. Then click on finish
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6) Select where you would like your data to appear.
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7) Sample results
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