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Lesson 1: Overview 

Queries are programs that ask a question of the database. The data 
needed to answer the question can exist in one table or in several 
related tables.  

The queries can be memorized (saved), so that answers to frequently-
asked questions are a double click away. When you double click on a 
queryôs name, the query is run, or in other words, the question is 
asked.  

Each time that a query is run, Access looks at the data in the table(s) 
in order to answer the question. A query is a memorized question, 
not a memorized answer. Each time that the query is run, the answer 
will be current.  

The results of the query display in a datasheet. 

There are several types of queries in Access. This class will review the 
basic select query, where specific fields and records are retrieved and 
displayed from one or more tables. 

To prepare for the next lesson: 

1. Start Access 2007. 

2. Open the Fall2008Final database. 

3. Review the tables in the database. 
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Lesson 2: Create a Select Query 

Discussion 

Access allows you to create several types of queries. In this course, 

you will create select queries. In a select query, the requested data is 

retrieved from the tables and displayed in the query results. The data 

in the tables is not modified in any way. 

To create a new select query: 

Step 1 ï Open a new, blank query design window. 

Step 2 ï Select the table(s) or query on which this new query is based. 

Step 3 ï Select the fields to include in the query. 

Step 4 ï Select sorting options. 

Step 5 ï Set the criteria. 

Step 6 ï Run the query. 

Step 7 ï Save the query. 

 

Tables are the only objects that store data in an Access 

database. 
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Step 1 ï Open a new, blank query design window 

1. Click on the Create tab of the Ribbon. 

2. In the Other group, select Query Design. 

 

The Query-By-Example (QBE) window displays. It is called 

Query-By-Example, because you create an example of your 

question (query) in this window. Access then creates the program 

that asks your question. The program is created in SQL 

(pronounced sequel). SQL is an acronym for Structured Query 

Language.  

 

  Tip: SQL View 

After a query is written and is open in 

any of the views available from the View 

tool, select the SQL View option on the 

View tool. This displays the program that 

asks your question (query). See page 35 

for an example. 
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3. Review the window.  

 

Note that the Show Table box also displays and is on top of the 

Query window.  

 
The Show Table box has three tabs: Tables, Queries and Both. A 

query can be based on a table, several related tables, or on 

another query. In the Show Table box, you choose the table(s) or 

query on which to base this new query that you are creating. 
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Step 2 ï Select the table(s) or query on which this new query is 
based 

1. In the Show Table box, click once on the table(s) or query that is 

the basis of this new query. 

 

In class, select the table ProgPlanGPAData. 

2. Then, click on Add.  

 

The field list for the selected table displays in the top pane of the 

Query window. 

 
3. Select any additional tables, if needed. 

 

In Access 104: Advanced Queries, you will learn how to use more 

than one table in a query. When more than one table is used, the 

tables must be joined. In a join, the primary key field in one table 

is related to a field in another table. 
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4. Click on the Close button in the Show Table window. 

The Show Table box closes and the Query window displays. 

 
5. OPTIONAL:  

 To delete a table from the query, click once on the tableôs 

field list in the top pane of the query window. Then, press the 

delete key on the keyboard. 

 To add a table to the query, click on the Show Table tool 

 on the Query Tools ï Design tab of the Ribbon. 

  

Field list 
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Step 3 ï Select the fields to include in the query 

There are several ways to select a field. 

 In the field list, double click on the field name. 

 In the field list, place your mouse pointer on the field name. 

Drag and drop it on the Field row of the grid in the lower pane 

of the query window. 

 In the grid at the bottom of the query window, click in the Field 

row (first row) of the first available blank column. A down arrow 

appears. Click on the down arrow and select a field. 
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In class, select these fields: 

ID 

County 

Ethnic Group 

 

 

  

In order for the 

field to display in 

the query 

results, the 

checkbox in the 

Show row needs 

to be marked. 

Field list 
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Note: At the top of the field list, an asterisk displays. 

 

At the down arrow in the Field row of the grid, the table 

name displays followed by an asterisk. 

 

Select one of these two options to include all the tableôs 

fields in the query results. 

In Access 104: Advanced Queries, this option will be used.  
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Step 4 ï Select sorting options 

Access reads and processes the sort instructions from left to right. Be 

sure that the first sort to make is read before the second sort to make. 

An ascending sort displays the values from smallest to largest (A to Z). 

A descending sort displays the values from largest to smallest (Z to A). 

1. Click in the Sort row of the field on which to sort. 

A down arrow displays. 

 
2. Click on the down arrow and select a sorting option from the list. 

 
The sorting option displays in the grid. 

 
3. Repeat steps 1 and 2 for any additional sorting. 

 

  



Access 103: Introduction to Queries  The University of Akron 

Ver. 2009.07.28 Page 12 pstrain@uakron.edu 
These materials may not be reproduced in whole or in part without the express permission of  

The University of Akron. 

Step 5 ï Set the criteria 

Discussion 

If the query is run at this time, all the rows of the table will be returned. 

At this time, there are no criteria to determine which rows should be 

included in the query results. 

The current query is What are the ID, County and Ethnic Group 

values for all the rows in the ProgPlanGpaData table? 

To see the query results:  

 Click on the  tool, which is on the Query Tools ï Design tab 

of the Ribbon. 

 Note that all 1068 rows are returned. 

 
 To return to the Design View of the query, click on the View tool 

 on the Home tab of the Ribbon.  

To exclude the rows 

where the County field 

value is blank, enter 

the criteria Is Not Null 

in the County field of 

the Query window. 

See Exercise 1. 
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Exercise 1 - Enter Criteria 

Is Not Null 

1. In the Design View of the query, click in the first Criteria row of the 

County field and type Is Not Null. 

 
2. Press the down arrow key on the keyboard. 

Access reads what you typed.  

This is helpful, because Access may display a message to help 

identify a problem with the criterion. 

3. On the Query Tools ï Design tab of the Ribbon, click on the Run 

tool. 
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4. Note that only the rows with a field value for County are returned. 

In the query results, no rows display with a blank (null) field value 

for County.  

 

5. On the Home tab of the Ribbon, click on the View tool to return to 

the Design View. 

  Tip: Dynaset 

When a query is run, the results display 

in a datasheet. The results are referred 

to as a dynaset. Dynaset is a short form 

of the expression dynamic set. The 

results are dynamic, because any 

changes you make in the query results 

are changes that are made to the data in 

the table. 
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Is Null 

1. In the Design View of the query, click in the first Criteria row of the 

County field delete the word Not. 

The criterion reads Is Null. 

 
2. Press the down arrow key on the keyboard. 

Access reads what you typed.  

This is helpful, because Access may display a message to help 

identify a problem with the criterion. 

3. On the Query Tools ï Design tab of the Ribbon, click on the Run 

tool. 

4. Note that the rows returned are those where the field value for 

County is blank (null). 

 
5. On the Home tab of the Ribbon, click on the View tool to return to 

the Design View. 

6. Delete the criterion Is Null. 
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Field Value is Equal to the Value Typed 

1. In the Design View of the query, click in the first Criteria row of the 

EthnicGroup field and type ñWhiteò. Include the double quotation 

marks. 

 
 

Text values are typed inside double quotes. 

 

2. Press the down arrow key on the keyboard. 

Access reads what you typed.  

This is helpful, because Access may display a message to help 

identify a problem with the criterion. 

3. On the Query Tools ï Design tab of the Ribbon, click on the Run 

tool. 
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4. Note that the only rows returned are those where the field value 

for EthnicGroup is White. 

 
5. On the Home tab of the Ribbon, click on the View tool to return to 

the Design View. 
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All Field Values Except the Value Typed 

1. In the Design View of the query, click in the first Criteria row of the 

EthnicGroup field and type not ñWhiteò. Include the double 

quotation marks. 

 
 

Text values are typed inside double quotes. The word White 

should be inside the quotes, because it is the value for which you 

are searching. The word Not should not be inside the quotes, 

because it is not a part of the value for which you are searching. 

Not is a logical operator. 

 

2. Press the down arrow key on the keyboard. 

Access reads what you typed.  

This is helpful, because Access may display a message to help 

identify a problem with the criterion. 

3. On the Query Tools ï Design tab of the Ribbon, click on the Run 

tool. 
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4. Note that the only rows returned are those where the field value 

for EthnicGroup is any value except White. 

 
5. On the Home tab of the Ribbon, click on the View tool to return to 

the Design View. 

6. Delete the criterion Not ñWhiteò. 
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Use a Partial Field Value as Criteria 

1. In the Design View of the query, click in the first Criteria row of the 

EthnicGroup field and type ñ*Hispanic*ò.  

 
 

Text values are typed inside double quotes. 

 

The asterisk * is used as a wild card.  

It means ñany characters here.ò 

2. Press the down arrow key on the keyboard. 

Access reads what you typed.  

This is helpful, because Access may display a message to help 

identify a problem with the criterion. 

 

In this case, Access adds the term Like before the criterion that 

you typed. 

 

3. On the Query Tools ï Design tab of the Ribbon, click on the Run 

tool. 

Whenever the asterisk * is 

used to enter criteria, the term 

Like will precede the partial 

field value. Like is used to 

indicate that this may not be 

an exact match of the entire 

value stored in this field. 
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4. Note that the only rows returned are those where the field value 

for EthnicGroup contains the value Hispanic anywhere in the field. 

 
5. On the Home tab of the Ribbon, click on the View tool to return to 

the Design View. 

6. Do not delete the criterion ñ*Hispanic*ò. 

Note: The ? character also is a wildcard. It can be used to stand for a 

single character.  

For example, bl??k would return black or blink or block. There must be 

2 characters between bl and k in order for the value to be included in 

the query results, because there are 2 question marks (wildcards) in 

the criterion. 
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Using OR to Set Criteria 

1. In the Design View of the query, click in the second Criteria row 

of the EthnicGroup field and type ñAsianò.  

 

Include the double quotation marks.  

Text values are typed inside double quotes. 

 

The criteria read Show the rows where Ethnic Group contains the 

characters Hispanic OR is equal to Asian. 

2. Press the down arrow key on the keyboard. 

Access reads what you typed.  

This is helpful, because Access may display a message to help 

identify a problem with the criterion. 

 

3. On the Query Tools- Design tab of the Ribbon, click on the Run 

tool. 

4. Note that the rows returned are those where the field value for 

EthnicGroup contains the value Hispanic anywhere in the field OR 

the value is Asian. 

 

When the criteria are typed on 

separate rows in the same 

column, Access reads an OR 

between each value. 
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5. On the Home tab of the Ribbon, click on the View tool to return to 

the Design View. 

6. Delete the criterion ñ*Hispanic*ò and the criterion ñAsian.ò 

Note: There are two methods for entering criteria that uses OR.  

Suppose that the query was to find all the rows where the field value 

for County is either Cuyahoga OR Summit. 

 The field values are typed on separate rows of a fieldôs column. 

 

 The criteria may be typed on one row in a fieldôs column. 
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Using AND to Set Criteria 

1. In the Design View of the query, click in the first Criteria row of 

the County field and type ñSummitò.  

 

Text values are typed inside double quotes. 

2. Click in the first Criteria row of the EthnicGroup field and type 

ñAsian.ò 

 

The criteria read Show the rows where the County equals Summit 

AND the EthnicGroup equals Asian. 

 
3. Press the down arrow key on the keyboard. 

Access reads what you typed.  

This is helpful, because Access may display a message to help 

identify a problem with the criteria. 

4. On the Query Tools ï Design tab of the Ribbon, click on the Run 

tool. 

5. Note that the rows returned are those where the field value for 

County is Summit AND the field value for EthnicGroup is Asian.  

 
6. On the Home tab of the Ribbon, click on the View tool to return to 

the Design View.  

When the criteria are 

typed on the same row, 

Access reads an AND 

between each value. 
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Numeric Criteria 

Unlike text values, numeric values are not enclosed in quotes, 

when entered as criteria.  

 

1. Add the field Cumulative GPA to the Query grid. 

 
2. Delete the criterion ñSummitò from the County field. 

Enter the criterion ñCuyahogaò instead. 

3. Delete the criterion ñAsianò from the Ethnic Group field. 

4. In the first Criteria row of the Cumulative GPA field, enter >3.5.  

 
The question reads Show the rows where the County equals 

Cuyahoga and the Cumulative GPA is greater than 3.5. 

 

Note: To include the value 3.5 in the results, enter >=3.5.  

This is read greater than or equal to 3.5. 

5. On the Query Tools ï Design tab of the Ribbon, click on the Run 

tool. 
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6. Note that the rows returned are those where the field value for 

County is Cuyahoga AND the field value for Cumulative GPA is 

greater than 3.5.  

 
7. On the Home tab of the Ribbon, click on the View tool to return to 

the Design View. 
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Date Criteria 

Examples of Date criteria are given in the Criteria Examples table on 

page 32. 
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Criteria Examples 

Use the first criteria row in the fieldôs column, unless otherwise noted. 

Condition Criteria to Enter Result 

Field is not 
blank. It 
contains a 
value.  

Is Not Null

 

Returns all rows that have a 
value for that field. In this 
example, any row in the 
table, that has a County 
entered, will be in the query 
results. If the County field for 
a row is blank, that row will 
not be returned. 

 

Field is blank. 
There is no 
value in the 
field. 

Is Null 

 

Returns all rows that do not 
have a value for that field. In 
this example, if the County 
field for a row is blank, that 
row will be in the query 
results. 
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Condition Criteria to Enter Result 

Entire field 
value is equal to 
the value typed 
in the criteria 
row. 

ñWhiteò 

 

Returns the rows that have 
the value ñWhiteò in the 
EthnicGroup field. Text 
values are typed inside 
double quotes. 

 

All field values 
except the 
value typed in 
the criteria row. 

Not ñWhiteò 

 

Not ñWhiteò means 
except white. 

Returns the rows that have a 
value other than ñWhiteò in 
the EthnicGroup field. 
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Condition Criteria to Enter Result 

Only a partial 
field value is 
known. 

Use the asterisk * as 
a wild card to replace 
the unknown text.  

 

Press the down arrow 
on the keyboard. 
Access adds the term 
Like. 

 

ñHispanic*ò will return all the 
rows with a field value that 
begins with Hispanic. 

ñ*Hispanicò will return all the 
rows with a field value that 
ends with Hispanic. 

ñ*Hispanic*ò will return all the 
rows with a field value that 
contains Hispanic. The text 
Hispanic can be anywhere in 
the field value ï beginning, 
middle or end. 

Whenever the asterisk is 
used, the term Like will 
precede the partial field 
value. Like is used to indicate 
that this may not be an exact 
match of the entire value 
stored in this field. 

Do not enclose the word Like 
within the double quotes. 
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Condition Criteria to Enter Result 

One field value 
OR another 
field value can 
be in the query 
results. 

Enter the values on 
separate Criteria 
rows in the fieldôs 
column. 

 
Alternatively, enter 
the criteria on one 
criteria row and use 
the word OR. 

  
Do not enclose the 
word OR in quotes. 

When the criteria are typed 
on separate rows in the same 
column, Access reads an OR 
between each value. In this 
example, the results returned 
will include either 
Hispanic/Latino OR Asian as 
the EthnicGroup value. 

 

 

Criteria must be 
met from more 
than one field in 
order for the 
row to be 
included in the 
query results. 
These criteria 
use AND. 

Enter the values on 
the same Criteria row 
but in each of the 
fieldsô columns. 

 

When the criteria are typed 
on the same row but in 
different columns, Access 
reads an AND between each 
value. In this example, the 
results returned will include 
rows where the County is 
Summit AND the 
EthnicGroup is Asian. 
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Condition Criteria to Enter Result 

To locate a 
single, 
particular date 

Enter the date 
enclosed in # signs. 
 
#07/01/2009# 

The query results will include 
only those rows with that 
date value in the selected 
field. In this example, only 
rows dated 07/01/2009 are 
returned. 

To locate all 
rows after a 
particular date 

Enter the greater than 
symbol. Type the 
date enclosed in # 
signs. 
 
>#07/01/2009# 

The query results will include 
those rows with a date value 
after (greater than) the date 
entered. In this example, only 
rows dated 07/02/2009 and 
later are returned. 

To locate all 
rows with a 
particular date 
and rows after 
that date 

Enter the greater than 
symbol followed by 
the equals sign. Type 
the date enclosed in 
# signs. 
 
>=#07/01/2009# 

The query results will include 
those rows with the date 
value entered and any rows 
dated after that date value. In 
this example, rows dated 
07/01/2009 and later are 
returned. 

To locate all 
rows between 
two dates 

Use the greater than 
and lesser than 
symbols.  
On one criteria row of 
the date field, enter 
>=#07/01/2009# AND 
<=#07/31/2009# 
 
This is read greater 
than or equal to 
07/01/2009 and less 
than or equal to 
07/31/2009.  

The query results will include 
those rows dated from 
07/01/2009 through 
07/31/2009.  
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Modify a Fieldôs Properties 

1. In the query grid, right click in the fieldôs column. 

In class, right click in the Cumulative GPA field. 

A list displays. 

 
2. Select Properties. 

The Property Sheet displays. The Properties listed will depend on 

the data type for the field. 
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3. Modify the properties as needed. 

 

In class: 

 Click in the Decimal Places box. At the down arrow, select 2. 

 Click in the Caption box. Type CumGPA. 

 
 Click on the Property Sheetôs X to close it. 

4. On the Query Tools ï Design tab of the Ribbon,  

click on the Run tool. 

  

The 

caption 

replaces 

the field 

name as 

the column 

heading. 

The values 

are 

rounded to 

two 

decimal 

places. 
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Step 6 ï Run the query 

Use one of these two methods: 

 In the Design View of the query, click on the Run tool , which 

is on the Query Tools ï Design tab of the Ribbon. 

 If the query is saved but is not open, use the Navigation Pane. 

Double click on the queryôs name. 

 

Note: If the query results are not what you expect, sometimes it can 

help to review the SQL statements that Access is using for the query. 

With the query open, select SQL view from the View tool. The program 

written to answer your query (question) displays. 
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Step 7 ï Save the query 

When a query is saved, it is the design that is saved, not the query 

results. Every time a query is run, it looks at the table(s) to get the 

current data. 

1. With the query open in Design or Datasheet view, click on the 

Save tool  in the Quick Access toolbar. 

The Save As dialog box displays. 

 
2. Enter a name for the query. 

Although spaces are allowed, it is recommended that spaces are 

not used in the query name. 

 

In class, enter the name CuyahogaStudentsHonors-Q. 

3. Click on OK. 

The query design is saved. 
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Print Query Results 

With the datasheet of query results open: 

1. Click on the Office Button . 

2. Point to Print. 

3. Click on Print Preview. 

4. The Print Preview view displays. 

 
5. Use the Navigation tools at the bottom of the window to view any 

additional pages. 
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6. Select the Page Setup tool  to display the Page Setup dialog 

box and to change the Page Layout. 

  

7. To change paper size  and page orientation , 

tools are available on the Print Preview tab of the Ribbon. 

8. Select the Print tool  to print the datasheet. 

9. Click on the Close Print Preview tool  to return to the 

previous view of the query results. 

Note: For a more professional appearance, create a report based on 

the query. Use the Report Wizard tool on the Create tab of the Ribbon. 

Instructions for creating a basic report are in the manual for 

Access 102: Create a Database from Existing Data.  
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Save Query Results 

A query is a memorized question. When a query is saved, it is the 

question that is saved. The answer (result) is not saved. 

 

What if you want to save the answer to a query?  

Here are two options. 

Method 1: Export the query results to Excel 

1. In the Navigation Pane, click once on the name of the query to 

select it. 

 

2. Click on the External Data tab of the Ribbon. 

3. In the Export group, click on the Excel tool. 
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4. In the Export Excel Spreadsheet box: 

 Click on the Browse button to select a drive and folder. Then, 

enter a name for the spreadsheet. 

 Select a File format at the Save as type down arrow. 

 Click Save. The Export ï Excel Spreadsheet dialog box 

displays, again. The file name displays. 

 Mark the Specify export option boxes as necessary. 

If you are uncertain, check the first two boxes. 

 
 Click OK.  

The query results are saved to an Excel file.  

If the option to open the destination file was selected, Excel is 

opened and the query results display in an Excel spreadsheet. 

Close the file and Excel when your review is completed. 

 In Access, click on the Close button in the Export Excel 

Spreadsheet box.  










