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QUERY

NEW QUERY

EXTRACTING DATA FROM THE DATABASE
1.
File


 New


 Query

2.
Query


 Select Records

3.
Fill out screen - Use TAB to move around.  Click arrow by Column/OP/Value/OP

if you need help filling out the screen.

4.
Click OK when done.

5.  From the Main Menu click:


Query


Select Columns

6.
Fill out screen by highlighting fields on left you want displayed and clicking ADD button

7.
Click OK when done

8.
From the Main Menu click:


Query


Execute Query

9.
Records will appear on screen


SAVING A QUERY
1.
Create your query 

2. 
From the Main Menu click:


File


Save As

3.
Type query name (Do not need to add .qry)

4.
Click OK

5.
Query saved


OPENING A SAVED QUERY
From the Main Menu click:

1.
File


Open

2.
Click on the query you want to open


Click OK

3.
Execute query: (query name should be in across the top highlighted in blue) click:


Query


Execute Query 

4.
Records should appear


MODIFYING A QUERY

.

If you wish to change the record selection or the Column selection at the Main Menu click:

1.
Query


Select Columns or Select Records and fill out new selections

3.
From the Main Menu click:


Query


Execute Query


CLOSING A QUERY
From the Main Menu click:  (be sure the query you are closing is active)

1.
File


Close

2.
Click YES if you want to save the changes or NO if you do not

3.
If YES, type in query name.


Click OK


REPORTS

GENERATING A REPORT
1.
Display your record selection in the query window 

2.
From the Main Menu click:


Report


Generate Report


Indented
Across the screen you will see "Generating Report ----"

4.
WINPAT will prompt you "Preview Report?"


If you click YES 


The WINPAT Print Preview box will appear


You can Click Zoom In a couple of times to see report


Click Print 


OR


If you click NO, you go to the print box

5.
In the Print box click: 


OK


Print Report box will show you the pages as they are generated 


ISSUES

CREATING AN ISSUE
From the Main Menu click:

1.
File


New


Issue

2.
Type 5 digit issue #


Click OK

3.
At the New Issue screen type:


Name (subject) <Return> or Tab


Type the justification


Click OK

2.
At the Appropriation Choice screen type:


Appropriation, for example, OMN,OPN, etc.


Click OK

3. 
At the Add Issue Record screen type:


In fields highlighted in blue type the appropriate information


Click ADD 

4.
Keep adding records until issue is finished


Click Exit when done


ADDING RECORDS TO AN ISSUE
From the Main Menu click:

1.
Issues


Add Issue Records

2.
In the Add Issue Records box type issue #


Click OK

3.
In the Appropriation Choice box type appropriation


Click OK

4.
Type in values that are highlighted in blue in the Add Issue Records box

5.
When Add Issue Records box is filled out click ADD

6.
When you have finished adding records click EXIT


DELETING AN ISSUE
From the Main Menu click:

1.
Issue


Find Issue

2.
Type 5 digit issue # number.  We will use 77555


Click OK

3.
The Issue Detail screen appears


Click DELETE

4.
WINPAT prompts "Are you sure you want to delete issue 77555?"


Click YES

5.
WINPAT prompts "Delete issue 77555?" 


Click YES


RECORDS

MODIFYING RECORDS
There are two ways to find the record(s) you want to modify.  The easiest method, if you know the issue number, is as follows:       (If you do not know the issue #, create a query using unique keys in the column selection)

From the Main Menu click:

1.
Issues


Find Issue Records

2.
In the Enter Issue Number box type issue number


Click OK

3.
Highlight record to change

4.
Double click record

5.
Change record


Click OK


DELETING RECORDS
There are two ways to find the record(s) you want to delete.  The easiest method, if you know the issue number, is as follows:        (If you do not know the issue #, create a query using unique keys in the column selection)

From the Main Menu click:

1.
Issues


Find Issue Records

2.
In the Enter Issue Number box type issue number


Click OK

3.
Highlight record(s)  to delete

From the Main Menu click:

4.
Query


Record


Delete

5.
WINPAT will prompt "Are you sure you want to delete record(s)?


Click YES

6.
WINPAT will prompt "Delete these record(s)?


Click YES


JUSTIFICATIONS

JUSTIFICATIONS - VIEWING OR MODIFYING
From the Main Menu click:

1.
Issue


Fine Issue


Type issue #


Click OK

2.
The Issue Detail box appears

3.
You can either click OK or CANCEL to close the box


OR

4.
Edit the issue name or justification.  If you edit, the OK button will change to MODIFY.  Click MODIFY to save the changes


IMPORTING/EXPORTING

IMPORTING ISSUES TO WINPAT
1.
Create Excel spreadsheet in the correct format


First row must contain column names (do not use  issue as one of the columns)


Second  row contains the records


Save Excel spreadsheet as an text file (.txt)

If you do not know what column names your appropriation must contain, see ????

2.
Be sure either your issue already exits or add an issue (click CANCEL after putting the justification in).

3.
From the WINPAT Main Menu click:


Issues


Import Issue Records


Click box by "No issue number in file


Type number in Issue Number box


Click OK

4.
In the Open box, highlight file to be imported


Click OK

5.
If records were entered correctly, you will be prompted with "Import completed with no errors"


Click OK


EXPORTING RECORDS TO EXCEL
1.
Display what records you wish to export

2.
From the Main Menu click:


File


Export

3.
In the Export box, enter the name of the file


Click OK

4.
You can now open the file in Excel




