Using Queries in Access

1. Click on the Queries tab.

2. If this is the first time you have run a query click on the New button, otherwise click on the Design button, then go to step 7.

3. Choose Simple Query Wizard, click on OK.

4. Choose the fields that you want included in the query by using the > to move one field at a time or the >> to move all fields.  Click on Next.

5. Click on the radial button that says Modify the Query Design.

6. Give the query a name, click on Finish.

7. Choose the field(s) that you want to include in the filter by clicking on the Criteria Row under the field name.

8. Click on the red ! button on the toolbar to run the query.

9. Examine the data to see how many records remain and to make sure the query is filtering out the correct data.  Close this screen either by clicking on the X in the database window or use the File menu and the Close option.  (This will take you back to the database window).
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