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Overview 
 
The Customer Query Builder is a new addition to the Sedona Office functions as of version 3.02.004.  
This new tool enables you to create custom reports based on customer, site, system and other 
information.  You may select which fields to include on the report and filter the data based on criteria that 
you specify.  Reports that you custom design may be saved for future retrieval and may also be exported 
to a .txt or .csv format for importing into other applications for further data analysis.  If the data results are 
exported using in the .csv format, you will be able to open the file directly into Microsoft™ Excel or 
Microsoft™ Access. 
 
When designing a new report you should gather all the necessary information required to create the 
report.  It is also helpful to layout on a sheet of paper what the desired results are for the finished report.  
Below is a list of questions for which you should have answers prior to designing the report. 
 
····  What is the intended use of the report?  This will help in deciding which table fields you will need to 

include on your report. 
····  What information is needed on the report (which fields in which tables)? 
····  What specific pieces of information are required – only certain types of customers etc.? 
····  How do you want the report sorted? 
 
 
The Customer Query Builder is accessed by pressing on the last button on the right of the main toolbar in 

Sedona Office.        Please refer to figure 1 below. 
 
 
Figure 1 
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Customer Query Builder Functions 
 
Begin by pressing on the Customer Query Builder button located on the main Sedona Office Toolbar 
(refer to figure 1 above).  The main design window will be displayed on your screen.  Please refer to 
figure 2 below. 
 
Figure 2 

 
 
 
 
The design window is divided up into multiple sections, each of which requires input from the designer as 
to what information should be included in the finished report.  Please refer to the Design Window section 
below for detailed information as to the functionality of each design area. 
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The Design Window 
 
Section A  
Table Names:  This area lists various tables of data and fields within each table from which you will be 
able to select to include on the report.  By clicking on the “+” sign to the left of each table will expand the 
table to reveal all available fields for selection.  You may combine fields from a combination of tables to 
arrive at your desired report. 
 

Section B 
Fields to Display:  Once the desired table is expanded, you may double click on the field name to be 
selected or drag and drop the field name onto a blank line in this area.  All fields selected will appear in 
the report results.  If you would like to rearrange the order in which the fields will display in the report, 
highlight the field name then press the up or down arrows at the bottom of this section to move the field 
up or down. 
 

Section C Filters 
Field:  You may filter your data by inputting certain criteria in the field column.  Field filters are selected by 
dragging and dropping the field you want to use in the field column.  You may select up to 5 different table 
fields to use as a filter. 
 

Relation:  This field will define what to include based on the field selected. 
 

Selection operator definitions: 
····  =   Equal to 
····  <> Not equal to 
····  >   Greater than 
····  <   Less than 
····  >= Greater than or equal to 
····  <= Less than or equal to 
····  Is Null (the field is empty) 
····  Is Not Null (the field contains any value) 
····  Starts With (the value is found at the beginning of the field) 
····  Ends With (the value is found at the end of the field) 
····  Contains (the value is found anywhere within the field)  

 
Criteria:  You may enter specific criteria that you want to locate in your data.  For example if you select 
the table of Customer with the field of customer_type and you only want to see residential customers, you 
would type Residential in this box. 
 

And/Or:   If specifying more than one table field in the filter area, you may choose to use the AND or OR 
statement in the filter.  For example if you have selected the Customer table and bill_state_abbreviation 
field and wanted to see all customer records that have a billing state of California and you have also 
selected the Customer table and the customer_type field and you only want to see Residential customers, 
you would use the AND operator. 

  
Group:  Each table field that you add will be assigned a group number automatically.  You may select up 
to five different table fields to use as a filter. 
 

Section D 
Order By:  You may specify in what order the report data will be sorted.  For example if you have selected 
the Customer table and the bill_name field, you may set the Order By on this field so that the records will 
be sorted in alpha-numeric order. If you would like to rearrange the fields order, highlight the field name 
then press the up or down arrows at the bottom of this section to move the field up or down. 
 
Section E 
Once all table fields and filters have been selected, you will press the green Go arrow located in the lower 
left portion of the design window.  The results of your input parameters will be displayed in this area. 
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Section F 
Action Buttons:  Each of the buttons located at the bottom of the design window will allow you to perform 
various functions. 
 

 Go - Once all table fields and filters have been selected, you will press the green Go arrow 
located in the lower left portion of the design window to retrieve the report data. 
 

  Clear – Pressing this button will clear all report criteria selections so that you may begin a 
new report design.  Make certain you have saved your report formats prior to clearing; you will not be 
prompted to save your work after pressing the clear button. 
 

  Open – You may open a previously saved report design by pressing this button. 
 

  Save – By pressing this button, you may save the design of the report for future use. 
 

  Export – You may export the report data results to a .txt or .csv format which may be 
imported into a third-party tool.  If the data results are exported to the .csv format, you will be able to open 
the file directly into Microsoft™ Excel or Microsoft™ Access. 
 

  Preview – This will send the data to the report to the Report Preview window.  When 
selecting this option you will be prompted to enter a name for the report.  Since the Report Preview is 
designed in portrait view, if you have many fields selected you may not be able to view all of them.  You 
would need to export the data to view all of the selected fields of data. 
 

  Close – Will close the Customer Query Builder tool.  Make certain you have saved your 
report formats prior to closing; you will not be prompted to save your work after pressing the close button. 
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Sample Custom Report 
 
To illustrate the concepts contained in the previous sections, a sample report design is included for your 
reference.  The sample provided is simplistic; however you may design reports which are much more 
complex. 
 
In the example report design provided below, we have decided we need a report that will show: 
 
····  all customer records that have a billing address state in California  
····  and are a Residential Type of customer 
····  the amount of recurring dollars associated with each customer 
····  we want to view the records in order by the billing name of the customer account 
 
With all of these pieces of criteria established, the following screen shots illustrate how to design this 
particular report.  Please refer to figure 3 below. 
 
Figure 3 
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Sample Custom Report – Report Preview 
 
Figure 4 

 
 
 
 
 
 
If you have any questions regarding the content of this document, please contact us by emailing your 
questions or comments to www.support@sedonaoffice.com , or you may contact the Sedona Office 
Helpdesk at (734) 414-0760. 
 


