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The purpose of this Quick Reference Guide (QRG) is to provide North Carolina Financial System (NCFS) users 
step-by-step and conceptual information on advanced search functionality such as Query by Example (QBE), 
conditional operators, and wildcards. 

Overview  

NCFS allows users to have additional options when trying to complete a search. The Advanced Search also 
contains conditional operators. The conditional operators are “Starts with,” “Ends with,” “Equals,” “Does not 
equal,” “Contains,” and “Does not contain.” “Starts with,” “Ends with,” and “Contains” should be used when 
some information is known but the complete data is unknown. If the exact information is known, then use 
“Equals” for a faster response. The only time to use a “Does not Equal” and “Does not Contain” operator is as 
part of a multiple field search. Adding fields allows users to search for data that is not included in the 
Advanced or Basic Search functionality. Adding fields allows users to search with advanced fields with any 
given data.  The Query by Example feature allows users to filter rows that are displayed for a specific column. 
Users can enter text to filter on, if available, for a specific column.  

 

Navigating and Managing Advanced Search 

To conduct an Advanced Search in NCFS, please follow the steps below. *Note: In order to make this guide 
relevant to all users, this functionality is demonstrated via the General Accounting Module. 

 

1. Access the NCFS Homepage and click the General Accounting icon. 
 

 

 

  

The General Accounting icon on the NCFS Homepage 
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2. Click Journals. 
 

 

 

 

3. Click the Tasks icon to open the task list. 
 

 

 

 

4. From the task list, click Manage Journals. 
 

The Journals app on the NCFS Homepage 

The Task list on the Journals screen 
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5. The screen displayed below is the Advanced Search screen. To adjust the conditional operator, click 
the dropdown arrow in the box to the right of the field name. Once the Contains box is selected a 
conditional operators dropdown appears. The dropdown has the following options: 
 

1. Starts with 
2. Ends with 
3. Equals 
4. Contains 
5. Does not contain 

 

 

 

 

The Manage Journals options in the task list 

Conditional Operators 
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Adding Fields 

Adding fields allows users to search for data that in not included in the Advanced or Basic Search 
functionality. Adding fields allows users to search with advanced fields with any given data. 
 

1. Click the Add Fields dropdown arrow. 
 

 

 

 
 

2. A dropdown arrow appears with various options. Users should select the desired option. 
 

User Tip: Users can add a field multiple times, such as Accounting Period.  
This will allow for searching for multiple periods at one time. 

Conditional Operator Options 

Add Fields Drop Down 
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Query-by-Example 

To conduct a Query-by-Example search in NCFS, please follow the steps below. *Note: In order to make this 
guide relevant to all users, this functionality is demonstrated via the General Accounting Module. 

 

1. Enter desired search criteria then click [SEARCH]. 
 

 

 

 

  

Advanced Search 

Additional Field Options 
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2. Click Query-by-Example to narrow the necessary search options. 
 

 

 

 

3. The Search fields appear. Enter the desired search criteria then click [Enter] on the keyboard.  
 

 

 

Wildcards 

Users can use wildcard characters to complete keywords used in search criteria to pull the desired data. 

 

 

 

Query-by-Example Option 

Query-by-Example Fields 

Wildcard Search 
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Pattern Means  Example 

%abc Begins with 
anything (or 
nothing), ends in 

abc 

abc, redabc, Altoonaabc, Game 
of abc, 99abc 

Abc% Begins with Abc, 
followed by 
anything (or 
nothing)   
(Often implied/not 
needed) 

Abcapple, Abc Corp., Abc71a, 
Abc 

%abc% Contains abc 
somewhere in the 
data – or all by 

itself 

Largeabc738, Babc, abcash, 
abc 

 

Wrap Up 

The NCFS Search capabilities are designed to make it easier to sort through large amounts of data. These 
capabilities assist users in retrieving and analyzing large sources of data for their business process needs. 
 

Additional Resources  

For more information on Searching Capabilities, please review the following materials: 
 
Web Based Training (WBT) 

• None 
 
Instructor Led Training (ILT) 

• NAV 100: Advanced Navigation and Inquiry  
 

Quick Reference Guides (QRGs) 

• None 
 


