
Navigation/Running/Executing Q&A Reports 

Query & Analysis (Q&A) has three modes. 

1. Design Mode…This is where formulas or formulated and it’s possible to add or delete 

2. Query Mode…This allows only to enter parameters for extraction 

3. Extract Mode…This is the extracted information displayed.  Ready for output to either soft or print 

To run a report 

1. Locate the file and double-click.  A new window will appear and enter USER NAME and CLICK OK (no need of 

password) 

 

 

2. Click Query prompt or F3  

 

 

3. In Query Mode…make changes on the period accordingly 

 

 



4. Click Extract button or F9 to extract the data 

 

If you get this message?...Click continue 

 

The output after extraction will look like this below 

 

 

 



Drilling in Q&A 

1. Select the cell with the amount to drill and click the Drilldown button and select Specify. 

 

Specify see image below  

2.  

 

 

3. Information will be displayed in a different worksheet as below 

 

 

 

 

 

 

 



To Print or Output 

1. Click Output and select the desired method of output as shown below 

 

Note:  For pdf and excel, you will have to give a filename and a path to save the file 

 

 

 

 


