QUERIES IN ACCESS

A query is similar to a filter—you are looking for certain information in a database table. The
major difference between a query and a filter is that QUERIES become a permanent part of the
database. Itis saved and named like a table.

To create a query, open an existing database.

Click on the CREATE TAB>QUERY DESIGN
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Once you close that box, you are in the Query Design Window.
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*The Criteria Box is used to narrow down information like a filter.
*Type the information you are looking for in the appropriate field.
*Make sure the information is SPELLED CORRECTLY.

*It must be typed EXACTLY as it is in the TABLE.
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