
Query Building in Slate  
For Faculty Reviewers 

Use the Query Tool to create lists of student records that meet specific criteria. Some 
of the queries that you create in Slate will be used continually, while others may be 
used just once to accomplish a non-recurring task.  

Building a Query 
                          
Build a new Query to find information that you will use continually. 
 
1. Navigate to the Queries & Reports module. (Click           ) 

 
2. Click   
 

 
3.                                                                                                                              
                                                                                                                                  

 
 
 
 

 
 
 
 
 
 
 

4.   Click the Save button. 
 

 
 

Your Name 

Please do not check this box.  

Checking this box will share your 
query with all Slate users.  

Name your query. 

Your Name 



Query (continued) 

Click the Export button to begin defining what 
you want to know about this group of records.  
These will appear as the titles of your columns in 
your Query output.  
Ex: name, e-mail address, GPA 

Click the Filter button to restrict the population of 
records to be exported. You may add as many 
filters as you need.  
Ex: Program of Study, Application Entry Term  
 
When necessary, add OR and NOT  logic operators. 
If you do this, remember to use parentheses when 
necessary. 

You may sort your query results based on one or 
more data points.  
*If a sort key is not added, queries using a 
Prospects or Applications population are sorted by 
last name, first name. 

Use these items to further configure your query. 
See the following pages for more details  
on each item.  

Commonly Used Exports 
First 
Last 
B-Number 
Email 
Application Status 
Bin 
Program of Study 
Application Entry Term 
Concentration 
Daytime Phone 
School #(1-5) Institution 
School #(1-5)  Major 
School #(1-5) GPA 
School #(1-5) Degree 
GMAT 
GRE  
IELTS  
TOEFL 

Commonly Used Filters 
App – Application Details – Program of Study 
Application Status 
Application Submission Status 
Application Details – Application Entry Term 
Bin 
 
 
 
 

 



Query (continued) 
 
How to Add Exports 
Click the Export button to define the data that will appear when your query runs: 

Use the partial match Search 
function to quickly find a 
desired export. 

Click the Exports that you 
would like to add to your 
query. When you run your 
query, the Exports will appear 
as your column headings. 

Click Select All to select all the 
exports within a group 

After clicking Save, the selected export boxes will be added to your query. To add additional exports, drag the 
Export button to the location when the exports should be added. Alternatively, click the Export button to have 
exports added to the end of the query.  
You may reorder your exports by clicking and dragging the export boxes at any time.  The order of your exports 
from top to bottom will be the order of your columns from left to right.  

Hover over any export box.  Click the X 
icon or double click to edit the export configuration. 

 
  

* Selecting Permanent and Mailing addresses as exports in the same 
query will result in an error* 
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Query (continued) 
 
How to Add Filters 
Click the Filter button to add a filter that will restrict the records included in the query: 

Use the partial match Search function 
to quickly find a desired filter. 

Click the Filter you would like to add 
to your query then click Continue. 

After clicking Continue, configure your filter to restrict your query results: 

Estimated Rows is the number of rows that will 
be returned when you run your query with this 
filter. This number is calculated using all existing 
filters  and the new filter you are configuring. 

Configure the filter to restrict your query 
results. In this example, only records for the Fall 
2016 term will display in the query results. 

Click Save and New  to add more 
filters to your query. 

After clicking Save, a filter box will be added to your query. You 
may further configure your filters by adding filter logic. Drag and 
drop the filter boxes into the proper order, add OR and NOT 
operators, and remember to use parentheses when necessary. 
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Query (continued) 

Edit Properties 
Saved queries can be configured to limit records based  
on a number of factors. Click the                      button to  
customize your query configuration.  

By configuring a row limit, you will restrict the 
number of returned results. This setting is 
typically used when creating a query for a call 
list or if an external system can only handle a 
certain number of incoming records. 

See execution options information below. 

What are my Query Execution Options? 

Retrieve all records each time query is run: 

All records that meet the query criteria will be included in the query results each time the query runs. 

Retrieve all records and save result history: 

All records that meet the query criteria will be included in the query results each time the query runs. 
Additionally, the history of the query results are saved, so you are able to view the records that met the query 
criteria for previous query executions. 

Retrieve only the new records since query was last run: 

When you run the query, only records that were not included in the previous query results will appear. The 
history of the query results are saved. 

5 



Query (continued) 

Edit Web Service 
Slate supports Web service calls to queries with optional parameters. 
We do not typically use this when building a query.  

Sharing Permissions 
Click                                            to refine the permission settings for your query.  Add Grantee to configure 
permissions for a person or group who would not originally have access to the query.  For example: 

Select Active 

Select User 

Type in the name of the Slate user that 
you would like to share your query with.  

Select the appropriate permission 
settings. Users you share a query with 
can have permission to Display/ Run 
Query only, Edit Query only, or both.  
To grant access for editing the query, 

both boxes must be checked. Schedule Export 
This is typically used when exporting data from Slate to an external system.  
We do not typically use this when building a query. 

Preview Results 
Use to preview results of your query and double check the order of your columns.  
*Please note that you will not be able to export information from this option. 

Display SQL 
You may view the SQL generated from adding exports and filters by clicking the Display SQL button. 

Save Copy 
The Save Copy button allows you to save a copy of your query. 
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Query (continued) 
 
Query Results 
 
You often run queries with a specific goal in mind.  For example, you may wish to 
download your query results as an Excel spreadsheet. This can be accomplished by 
selecting one of the Output options on the Query Results page.  

Export Destinations 
 
Export Destinations allows you 
to download your query results 
in the format you specify.  

First Name                                  Last Name 

First Name                                  Last Name 

First Name                                  Last Name 

First Name                                  Last Name 
First Name                                  Last Name 

First Name                                  Last Name 

First Name                                  Last Name 

Use the Search box to quickly find 
records included in the results. 

Click a record to view all of the values 
that you exported. 

Use the navigation links to quickly view the 
records and values included in your query results. 

Click the Lookup Record link to go to the record. 

Return to the Query Results screen. 

Use the navigation links to quickly view all 
the records included in your query results.  

Looking up a record also allows you to scroll through your 
query results from the student record view.  
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