[image: image1.png]All Table:

tblDonor

E toiDonor: Table
tbiDonation

= toinonat
tbiDrive

2 toiDrive : Table

B Maosoft A

0 Insurancep.

G Document1

L
start € L OB W [/ vehoowa

& )C0) 1y, a3%eM





To create a query, click on create and then click on query design. 
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This screen should come up.  Since you are only using one table there will only be one table in the list. Click on that table.  I am going to click on the donor table that I have called tblDonor.  When the table is up there, I will close the show table box.
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This shows the table. Now on the screen below, I double clicked on the fields that I want in the query.
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Now that the fields are there, I can see the results of the query by clicking on view.
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When I want to go back to designer view, I click again on the view with the pencil etc.
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Now I only want to see records with a criteria of MA so I make an entry in criteria under the state column.
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The screen below shows the results.
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