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FFuunnccttiioonnss//KKeeyybbooaarrdd  KKeeyyss//EExxaammppllee  
 

Function Keyboard Keys Example 
WILD CARD % %UNIV% (See Example 1) 

%MARYLAND% (See Example 2) 
EQUALS = = ‘Janet’ 

= 107 
IS NOT != != ‘Bob’ 

!= 109 
GREATER THAN > >’01-JAN-2007’ (See Example 2) 

> 99.1 
LESS THAN < < 1000.00 
AT LEAST >= >= 55 
AT MOST <= <= 100 
BETWEEN TWO VALUES #BETWEEN … AND … #BETWEEN 1 AND 1000 
BLANK FIELD #IS NULL #IS NULL 
NON-BLANK FIELD #IS NOT NULL #IS NOT NULL (See Example 3) 

 
NOTE: Above functions may not work consistently on all forms and fields.

QQuueerryyiinngg  DDaattaa  iinn  EEAASS  

QQuuiicckk  RReeffeerreennccee  GGuuiiddee  
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Example 1.  Querying all suppliers with “UNIV” in its names on the Requisitions form. 
 

In the Supplier field click on the LOV button   or press Ctrl-L keys: 
 

 
 
Type ‘%UNIV%’ in the LOV window to find all suppliers with ‘UNIV’ in their names: 
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Click Find button to get the list of all suppliers with ‘UNIV’ in their names: 
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Example 2. Querying Purchase Orders for a supplier with the word ‘Maryland’ in its name and 
created after 01-Jan-2007. 
 
To enter the query, go to: 

- View menu on the Purchase Orders form > Query By Example > Enter or just press F11 key 
- Enter %MARYLAND% in the Supplier field 
- Enter >’01-JAN-2007’ in the Created field 

 

 
 



Visit the EAS website for additional Quick Reference Guides and How To information: http://eas.gwu.edu  (Training & Support > Documentation) 
Querying Data in EAS.doc Page 5 of 7 Last Updated: 08/29/2008 

To run the query, go to: 
 

- View menu > Query By Example > Run or just press Ctrl-F11 keys 
 
The results will look like this: 
 

 
 
All Purchase Orders pulled up by the querying conditions above can be viewed on the form by using 

‘Page Down’  or arrow down  keyboard keys. 
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Example 3. Querying all debit JE journals for a specific GL accounting string on the Journals form. 
 
To enter the query, go to: 

- View menu on the Journals form > Query By Example > Enter or just press F11 key 
- Enter ‘#IS NOT NULL’ in the Entered Debit field 

 

 
 



To run the query, go to: 
 

- View menu > Query By Example > Run or just press Ctrl-F11 keys 
 
Only journals which have debit balances will be displayed. The results will look like this: 
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