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

 
 
 
 
 
 
 



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”. 
 
 

 
 
 
 
 
 
 
 
 



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’ 
c) PRIM_FACULTY_CODE equals ‘AS’ 
 
 

 
 
 



 
4) Sort the data 
 
 

 
 
 
 
 
 
 
 
 
 



5) Choose what you would like to do with your data. Then click on finish 
 
 

 
 
 
 
 



6) Select where you would like your data to appear. 
 
 
 
 
 

 
 
 
 
 
 



7) Sample results 
 
 
 
 

 


