How to perform Queries
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Performing Queries in Banner


Performing a Query:

One of the most useful features of any database is the ability to query (or search) the data to retrieve specific information.  However, properly querying data in order to retrieve the desired result is a learned skill, requiring forethought and some knowledge of the data being sought.  Additionally, an understanding of how to construct a query is very helpful.  This document will provide you with the basic skills necessary to perform queries within Banner.

Note:  The word query and the word search mean the same thing in this document.
Query Functions:

	TOOLBAR
	FUNCTION KEY
	FUNCTION
	FUNCTION DESCRIPTION
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	F7
	Enter
	Puts the form into query mode so that you can enter search criteria.  Enter Query will appear in the status line
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	F8
	Execute
	Searches the database and displays the first set of records that match your search criteria.  This function works only if you are in query mode.

	
	
	Last

Criteria
	Enters the criteria fro your last search.  You can change any of the criteria. This function works only if you are in query mode.
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	CTRL+Q
	Exit or Cancel
	Cancels the query and takes the form out of query mode.

Note: If you are not in query mode, the Cancel Query button on the toolbar exits you from the form.

	
	SHIFT+F2
	Count Query Hits
	Counts the number of records that match the search criteria and displays that number in the Auto Hint line.

	
	
	Fetch Next Set
	Replaces the current set of displayed records with the next set of records if more records match the search criteria that fit in the window.  This function works only if you are in query mode.


To Query Information:

1. Open the form you want to query.

2. If the form opens in query mode, go directly to step 3.

If the form does not open in query mode, perform the Enter Query function.

3. Enter the search criteria.

You can enter search criteria in any field you can access (tab to or click in). You can utilize the wildcards % and _.  Be sure to enter search criteria in upper/lowercase on forms that are upper/lowercase sensitive.

4. Perform the Execute Query function.  The form will display all records that match the search criteria.  To query again, return to step 2 above.

Query Mode:

In order to perform a query, a form must be in Query Mode.  Some forms open in Query Mode automatically, while others open with data displayed.  When a form opens in query mode, it is usually because a large number of records would have to be retrieved.  

Checking for a few visual and textual cues within Banner easily identifies when a form is in Query Mode:

1. “Enter Query” appears on the status line.
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Hint:  An Enter Query function ( 
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 , F7 or Query/Enter from the menu) should put the form into Query Mode if it is not already.

Changing Your Search Criteria and Re-querying:

If the form performed a query and found no matching records, you will see an error message on the status line indicating no rows were returned.  The form remains in query mode when this occurs, allowing you to change your search parameters and re-query immediately.

[image: image6.png]FRM-40301: Query caused no records to be retiieved. Re-enter.
FRecord: 11 Enter-Query




Wildcards:

You can use the Oracle wildcards % and _ in your search criteria.  The character % represents any number of unspecified characters.  The character _ represents one occurrence of an unspecified character.

Using % in queries:

% - The percent sign may be used before and/or after and/or in a search term to indicate that characters or numbers preceding or following the search term are acceptable.

Examples:


Desired result:  City of Deer Park


Successful search parameters:  C% , City% , %Deer% , %Deer Park , %Park, %ity%ark


Unsuccessful search parameters:  Deer Park , %City , %DEER% , %deer park

In the above unsuccessful cases, the first example fails since it is missing “City of” in front of the words “Deer Park” and no wildcards are used.  In the second case, no wildcard is placed behind the word “City”, causing the search parameter to exclude any cases where something follows that word.  In the third case, the search criteria is entered in uppercase, which will not match with the mixed case objective, “Deer,” regardless of the wildcards used.  In the last case, again the all lower case search terms will not match the mixed case objective.

Using _ in queries:

_ - The underscore character is a single character wildcard, enabling a precise search when one or more characters are unknown.


Desired result: Banner


Successful search parameters: __nn__ , B____r 


Desired result: All account codes ending in “9”


Successful search parameters: _____9 (5 underscores “_” followed by a “9”)

Date searches:

Date queries require special consideration and date searching can be performed for specific dates or a range of dates, using wildcards and expert criteria.  The greater than ( > ) and less than ( < ) symbols permit the selection of dates above and below an entered date, while character specific and general wildcards allow selection of date ranges.  

NOTE: In most cases, you must indicate all four digits for a year when you query on a date field.  For example: enter 08-DEC-2001 and not 08-DEC-01 (where Banner will expand the date to 08-DEC-0001).  Exceptions to this rule are Fiscal date queries and grant year queries, which require two digits for the year.

Examples:

1. __-NOV-2001 or %-NOV-2001 – Selects all dates within the month of November 2001.

2. 14-___-2001 or 14-%-2001 – Selects all dates that fall on the 14th of any month in 2001.

3. >01-NOV-2001 – Selects all dates greater than the 1st of November 2001.

4. <01-NOV-2001 – Selects all dates less than the 1st of November 2001.

Wildcard characters (% or _) or Expert query on dates (< or >) can significantly expand your chances of matching search criteria.
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