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Lesson Objectives
After studying this lesson, you will be able to:

Design a query using multiple tables

Set query criteria

Define a query sort order

Create and format a calculated field

Use functions in query expressions

Create a crosstab query

Create unmatched and duplicates queries
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Setting Query Criteria

Comparison 
Operator

Wildcard

Value Dates Wildcard
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Setting AND and OR Criteria
AND Criteria

OR Criteria
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PEMDAS 
Please Excuse My Dear Aunt Sally

(2+2)*32-6/2=33

Parentheses

Exponentials

Multiplication/Division

Addition/Subtraction
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Calculated Fields
Have no value of their own

Perform calculations using other field values

Calculated 
field name

Field names from
existing tables

Arithmetic or 
comparison 

operator
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Crosstab Queries
Rearranges data for summarizing

Groups data and totals values

7



Crosstab Query Palette

Groupings appear as row and column 
headings

Summarized values appear in the TOTAL 
area
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