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Query Tool Overview

• Why use Query Tool

• Query Tool Setup

• How to create and run a Export options

• Hands On Workshop

• Questions/comments



Why Use the Query Tool

• Data Extract

• Report Supplement



Query Tool Data Sources

Main Data Sources:

– Name/Address

– Investment & Loan System

– FundRaiser

– FundWriter



Query Tool Data Sources

Name/Address Investment & Loan 



Query Tool Data Sources

FundRaiser FundWriter (GL) 



Limitations

• Data in the Query Tool is real time.  

Transaction activity is the only historical 

data

• AI Codes can be difficult to use

• Queries are not schedulable like in the 

Information Query



Setup

• Extract Module  Setup  Query 

Category Maintenance

– Add categories to help organize your queries



Screen Layout

View

• Runs the query and displays results



Screen Layout

Export

• Provides options of which file type to 

export the data



Screen Layout

• Category:  Not a required field.  Can filter 

by Category.



View vs Export

• View runs the query displays the results.  

Exporting the data is available from the 

File menu.

• The Export option opens the prompt to 

select which format

to export the data



View

• Results

• Export



Export

• Select a file format

– Comma delimited (CSV)

– Tab delimited

– XML*

– JSON*

*XML AND JSON are not widely used. Please contact Support

if you have questions about using these file types.
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Creating a New Query

1. Name the query

2. Select query type

3. Select criteria

4. Select columns to output

5. Select the sort order (optional)

6. View/Export your new query



Sample Query

Single Table



Sample Query

Single Table



Sample Query

Single Table



Sample Query

Single Table



Sample Query

Single Table



Sample Query

Multiple Tables



Sample Query

Multiple Tables
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Multiple Tables



Sample Query

Multiple Tables



Sample Query

Multiple Tables



Reminders

• DDI can schedule a personal training 

session for your organization

• Remember to utilize your Touchbase 

meeting time for free training on topics like 

this

• When DDI creates queries for your 

organization this is billable work



Discussion, Questions, Comments

Courtenay Brown

cbrown@ddi.org

support@ddi.org

317.713.2480

mailto:jdoe@ddi.org

