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1. click uau Create 1.1 1dan Query Wizard

Cia = 1 Table Tools af - ft
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| Blank Farm - i_| Blank Repart

Tahle Table SharePoint Table Form  Split Multiple Form Report . B Fepo guery Macro
Templates=  Lists=  Design Form [tems E Mare Farms > pezigh ég\ Report Wizard pesign esign
Tables Farms Reports Other
New Query
- Q/
ardsnng dialog aegu | . TR 1| 2.
Crosskab Query Wizard

Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select guery
from the fields you pick.

3.
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2. 1aan Simple Query Wizard
3. click OK



ardsinnuviaa sivsu

4. INVT1UR VIl

4.1 click ilu wiaidan Table fisiasn15¥iviu  Table Student )
4.2 click aan field isiavn1sn1staan field 9 2 35

— double click  field fdavns
— 1152 click 1 field uarnaidu [=

Tables/Queries

'i'a-'.:uie: ;;-‘;Illlﬁ;ir;t.

firsthlame
lastMame
DateOFBirth
GPA

salary
address

Simple Query Wizard

Available Fields:

Which fields do you want in your guery?

¥ou can choose from maore than one table or guery.

> 4.1

Selected Fields:

Einish

4.3

Ghaeinviitsn
1aan field
ID

Title
firstName
lastName
GPA

salary
address

4.3 Click Next
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- Detail

- Click Next

Simple Query Wizard
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Would you like a detail or summary guery?

® Detail {shows every field of every record)

{:‘l Summary

Cancel H < Back " pext> ”

Firish
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5.2 click Option Open the query to view information
INARNA’INBANNNI3A919 Query i
5.3 click ilu Finish

| wWhat title do vou want for your guery? 5 1
[Student Query '

That's all the infarmation the wizard needs to create vour
auery,

Do you want to open the guery or modify the guery's design?

%) iDpen the query to view information, 5 " 2
{7} Modify the query design,

) 2 5.3
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D = | title = [firstNan = lasiMam ~ | GPA ~ | salary - address
024444 MEVREE R RETTEE T B = 2.45 2500 55 &. Tuilas a.udlas 4TS
. UE =6 UERA 3.51 3000 B28/7 n.lszansings aailue
150011111 WA A0 =E TRt 2.54 3000 45/8 @.lands a.ldlas 2. aa
150050001  w1e Sswed  asudnd 2.89 3500 124 a. ihsotiias a.tdias ..
51047777 |w audn®  dunine 2.23 2000 45 o.21d A.WINEa9 238
#* |
Record: M 1of5 oMo} | i i | Search i1 | i | 3
f¢ / T Mum Lock U i | sok B | e
4
-record us -1 2iaya /add record C:?T(e query u
P o o ClICK X
-taau (Ku-uav) Naz -Record faving
record *
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1. vvivnuAugIvdaya MyStudent en1s19 Student
2. Tivinvrudvil

2.1 click wiiu Create

2.2 click taan Query Design

- | 2' 1 ery Taols MyStudent : Database (Access 2007} - Micro

Cin Query Taols
il /
— Home External Data Database Tools Design
= -1 —==1 P = = L — o
_‘::] & | .;;j Il '.".'. j ﬂ_|F' BtChark ‘ L-'_ =i Labels %
L e B § ] Blank Report -

BI nk Fo Sen o
Table Table SharePoint Table Farm r:nlt II It pl F- arm Repart . Re epa ort Ciue
Templates= Lists= Design Fa :‘_'ll Matre Fao ™ Design “';LR eport Wizard peg ign .'.-|._ar
Tables Fory
':.;,;' Security Warning Certain content in the database has been disabled Options.., Bl SHEJICEE Qe
: — Create a new, blank query in
| All Tables - «|| 3 quemt’ Ay e
| Student x| The Show Table dislog bo
; | pl :I I'||-_I15- C
A student: Table gl iR e
| 7 student Query the query des 4
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3. vinvusil

3.1 click 1dan wuiav2aya éa click 1 Tab Tables
3.2 click Student

3.2 click 1Ju Add

3.3 ua’ click Uu Close

Show Table

Student )
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3.3 3.4
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dhatviliseavn1suany Field:

ID title firstName lastName address GPA salary
Click \@anauasu e uaav

Bavauansu 5.1 5.2 5.3 5.4 5.5 5.6 5.7 usnvsivsil

5.1 5.2 5.3 5.4 5.5 5.6 5.7
Field: |ID Title firstName LastName addrass spa alany
Tabla: | Student Student Student Studant Student Studant Student
Sort:
Show:
Criteria:
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E3== : L SESE ™ E : ¥ G
= s = - e . - J Pass-Through =" Delete Rows ';.j-' Delete Columns .% Table Names|
View\  Run Select | Make Append Update Crosstab Delete ; Show o Y Totals
- Tahlz p, Data Definition Tahiz f\ Builder Bl Return: | All ™ -‘J{-;l Parameters
Results Query Type Query Setip Shiow/Hide
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N
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: Sort: |
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| 1 Query1 '
D = title - firstNan -~ | GPA - | salary - address
50050001 KR ERNE- FAUREE 2.89 3500 124 . 1h59tdias a.dias a.a91a
51047777 u1A audna 2.23 2000 45 8.29d &.31Eas a.Lilas 38945
49025555 w1 =6 3.51 3000 888/7 a.ilszinswgs aallugs a.baes
*

nTuniasteaviiarswadwsil click ™ close i
JU2AN2AAY query i}
arids1nulnIg auNsIsavnIsAIntAd Query 14
1aa'l 5 |
click Yes 1innsiavn1siAu query il ua2Auwda
Query
click No lsisiavnisantAu }
click Cancel sivlutlauniinanvil
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Criteria

® fieldiufindayaiflud1uiu iy Number w3a
Currency lala3adnung =, <>, >, <, >= IAY
<= 1Y
e >=18.25
e <>5

® ¢ field Hufindayaiiludianinu du Text  1da
Memo Taiadadnung " " 1au

o "AflaARNT"
e "105/2 a.nunalagu"”

18



Criteria (aa)
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>, <, =,>=,<=,<>,NOT, AND, OR
e N35¢Ua field

[datable].[dafield]
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Criteria

A* narayand A udiusn

1 v

AUMTaYRAUNTUGURIEI

N2y aAuAduusIaA
fdeinunoiilu sale

*A nntayand A Hudigavine

*AX nnayand A ag

A?? nnﬁa:g,aﬁﬁmmﬂjﬂmﬁu 3 MIANWS
Taadansntilu A Midadn 2 diluaglsa'le

Field name: Fname

Table: Employee

Sort :

Show : v o -

Criteria: A* A wiaB wia C

or B*

or C*

Field name: Fname Position

Table: Employee Employee

Sort : S

Show : ‘4 "™

Criteria: A* Sale

ﬁjﬂwu

1 Student

Field name title

u*
U?7?

5y} o’d' 9 A 1 Y] 1
HAaNTN LA HoU/A NN UDE1T 15
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Field name: Title firstName lastName address  GPA
Table: Student Student Student  Student  Student
Sort :
Show : v v v v v
Criteria: *Lafe1g*
Field: |ID Title firztName LaztName address gpa salary
Table: | Srudant Student Student Stadant Student Stodent Stadent
Sort:
Show:
Critaria: # g 3®
of:
'=_3,=-| Queryl
Title - Ta -| wwdna - viag - gpa -
e digsé  ngann 77 3.7 a.dufida a.dias aafaena 3.1
U ilssau 1916 56 31.5 @.61N1WITY a.13lad 2038 Tl 500 1.9
TR M3 Tnsai 89/7 auunilnilas a.ilay 3. g5s91uw 2
* 0

Criteria 1. *1dee*
2. 13fe19*
NRANTENIAUAENY'LS
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Field name: Title firstName lastName address GPA

Table: Student Student Student  Student  Student
Sort :
Show : v v v v v
Criteria: Ul * e
r ﬁ Queryl
Title ~-| fia ~| wwana - ia - gpa -
B Wiasé  ngan 77 4.7 a.duiiida a.dias udnena 3.1
* 0
Field name: Title firstName lastName address  GPA
Table: Student Student Student  Student  Student
Sort :
Show : v v v v v
Criteria: <2.0
>3.0
‘_i Queryl
Title - fHa ~| wwmana - Viag - gpa -
Tald] LiEsE ngatd 77 3.7 a.duflida adflas 2. fmeny 3.1
TSGR ilsisaun 19106 5635 861011 a.dlad a.18e9lwi 500 1.9
* a
Field name: Title firstName lastName address  GPA
Table: Student Student Student  Student  Student
Sort :
Show : v v v v v
Criteria: uel <2.0
>3.0
= Queryl
Title -| #a -| wwana - ia - gpa -
13| tfissé  Asan 77 4.7 a.duflida a.flas 2. dime 3.1
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