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Query Builder:   Getting Quick Results 
 

Access the Query Builder screen by click the Options file in the of the menu bar.  
 

 
 
Click the Open button and pick out the “prebuilt” query (a file with .wis on the end) Choosing one will 
automatically fill in the necessary fields on the Query Builder. 
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Field Comments: 
Verb Use LIST or SELECT 
File The file or table against which you query such as COURSE.SECTIONS, PERSON, 

STUDENTS, STUDENT.ACAD.CRED, etc. You may click on the File button to see a full 
list – very long.   

Items Used in the list portion to let the system know what items you want in the query such 
as which term, academic level, topic codes, etc. to narrow the results to a more 
manageable file. You may click on the Items button to see a full list.   

Sort Use if you would like the results sorted by location, synonym or other parameter. 
Output All the information you would like on your final spreadsheet such as SEC.NAME, 

SEC.NUMBER, H20.SEC.ACT.STU.CNT.SDB (enrollment count).  You may click on the 
Output button to see a full list.   

Heading You may enter what you would like in the Header of your printed version 
Footing You may enter what you would like in the Footer of your printed version 
Output to: Screen – If you would like to see the results on the screen 

Report Viewer - If you would like to see the results in report view 
Host Printer - If you would like to see the results sent to a network printer 
Local Printer – If you would like to see the results sent to a local printer 
PS/Process -  If you would like your results posted to an Excel file that you can than 
manipulate the way you wish. 

Before: The place to enter your saved list (GET.LIST TERRI.CHOUSTON) 
 
If you have chosen a query that uses the LIST verb and also goes to an Excel document, you do not 
need to fill our the “before” field with the saved list info. 
 
If you have chosen a query that uses the SORT verb you do need to list which saved list you want the 
system to use, otherwise it will run the query on the whole database – and you do not want to do 
that! (It would take hours or days) 
 
Click the OK button to continue  

 
This window will disappear a gray “resolution” screen will display and  a little window that shows how 
the query is working out the answer. MAKE SURE YOU DO NOT HAVE EXCEL OPEN ON YOUR 
DESKTOP OR YOUR QUERY WILL NOT WORK!!! 
 

 
 

MS Excel will open a new spreadsheet with your results.  Here is sample of what it should look like.  
You may then manipulate Excel the way you want for your needs. 
 



Colleague/Datatel Training                                           Hillsborough Community College 

Last updated:  11/6/2008            3 of 4 

 
 
For this specific example you can now use one to these sections to do a query that will give you 
names, addresses, phone numbers, etc for one particular section. 
 
Go back to the Query Builder and press the Open button.  Enter the second file will find individual 
people from a section and their demographic information.  This will enable you to create a mail merge 
list in MS Word for labels.  The Query Builder screen for this looks like this one below: 
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Follow the same scenario as above.  You may change the information on the query to 
update the term, the file name, or other information you choose to enhance.   
 
Press OK and after a few gyrations, a different Excel spreadsheet will open with new 
information.  You did not forget to close out Excel did you? 
 

 
 
This completes this task. 
 
 


