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When you use queries, there is a standard set of text that you can enter to find data.  In the CAFR Statement Builder 

(CSB), when you enter a query into a Search field, there are some rules that you should keep in mind.  Searching can be 

done in multiple ways.   

Learning how to use queries can help you to efficiently assign and analyze your data. 

If you want to enter search criteria specific to search fields inon the form you are on, you can enter the form's column 

names in the search bar; this text will turn green (see Figure 1 for an example).  If the text does not turn green, check for 

spelling errors.  You can optionally use quotes to find exact data or choose to not use them.   

Learning how to use queries can help you to efficiently assign and analyze your data. 

 
Figure 1: Fund Type Not equal to Enterprise funds 

You can use an ‘_’ (underscore) as a wildcard to help you find similar account strings easily.  Enter an '_' for each number 

in the string where you want to enter a wildcard. For example, if my account strings are formatted: XXX-XXXX-XXX-XXXX  

and I want to find all account numbers in a single fund where the second to last segment begins with ‘4’ and the last 

segment begins with a ‘6,’; I would enter: Account Number contains 101-____-4__-6___.  When the query is executed, 

account numbers in only fund 101 with any second segment, and with segments three and four beginning with 4 or 6, 

respectively, are returned. 
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CUsing complex queries are another way to further pare down the accounts you are working with.  AndJust inserting 

anthe '&' (ampersand) in a complex query allows you to layer multiple search criteria. 

Examples of complex queries in Account Maintenance: 

 To view all accounts classified as either current or noncurrent assets : Category Contains asset 

 To view all asset type accounts residing in Fund 001: 001-& asset 

 To view all accounts with a string ending with '530' and belonging to any Category containing the word 

'Revenue': Account Number ends with 530 & Category contains Revenue 

 To view all ‘Receivables’ accounts with balances greater than or equal to $1,000: Description contains 

Receivables & Ending Balance >= 1000  

Examples of complex queries in Account Groups: 

 To view all accounts in fund 100: Account Number starts with 100- 

 To view all accounts where the ending balance is $500 or more, but $1,000 or less: Ending Balance between 500 

and 1000 

 To view all accounts where the account Title contains the word 'Payables': Account Title contains payable 

Additionally, Tthese are some of the allowable comparers or symbols you can usetext for searching: 

Equal to (or the symbol  =) Account type equal to L (Account Type = L) 

Not equal to Fund Type not equal to Enterprise funds 

Less than (or the symbol Ending Balance Less than 5000.00    (Ending Balance < 5000.00) 

Less than equal to Ending Balance Less than 5000.00 

Greater than Ending Balance > 5000.00 
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Greater than equal to Ending Balance >= 5000.00 

Between Ending Balance between 5000.00 and 10000.00 

In Description  In "Current Levy" 

Starts with Account Number starts with 101-5000 

Ends with Account Number ends with -1100 

Contains Account Title contains Cash 

% and _ (underscore) are wildcards Account Number contains -11%5_0- 

 

There are two types of querying: one is “searching” and the other is “filtering.” Whether you are searching or filtering is 

dependent on the form you are on.  The table below lists the forms where you can filter or search. You could think of 

filtering as further paring down results of a search that the application automatically carries out when you open the 

form. One key difference is that withwill a Search field, you have the option to create and save your favorite queries 

(called a Filter). 

Filter  

 Account Groups 
 Equity Maintenance 
Search  
 Agency & Entities 
 Account Maintenance 
 Fund Maintenance 
 Adjustments > Budgets 
 Adjustments > Cash Flow 
 Classifications > Fund Balance 
 Classifications > Fund Net Position 

 

Follow these steps to save a Filter. First, cClick on the Arrow at the End of the Search bar and select Edit. 

 
 

Next, Select the plus sign and enter a name for your search. 
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Click on the drop-down selection box for ‘Field’ to choose the first data element to query for.  This will allow you to 

select more options than just the column names that appear on the form.  Once you select a field, this will automatically 

fill into the Criteria field. 



 

 

 

 

 

 

 

 

 

 

 

 

Next, select a comparer from the list to evaluate the data. 



 

  



Finally, type in the value that you would like to filter on that appears in the field that you selected.  Keep adding rows 

until you have completed your query and save.  Optionally, you can select one of your queries to be the default filter so 

that every time you open the List you are on the query will automatically run ( Make this my default filter field). 

 

An unlimited number of Search Filters can be created for each of the forms and that they are available for use only on 

the respective form where they were created.  The filters do not transfer between forms; they are available only on the 

form that they were created for. 
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