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Copy and Paste Append

1. Click the record selector for record(s) 
you want duplicated. 

2. Click the Copy button on the toolbar. 
3. Choose Edit: Paste Append. A copy 

of the entire record is pasted to the 
end of the table. 

4. Modify the new record. 
5. Press the down arrow. The record is 

saved. 
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Create a New Query

1. Click Queries on the Objects bar.
2. Click New in the Database window.
3. Select Design View in the New Query dialog 

box, and click OK.
4. Select a table or tables.
5. Click Add. 
6. When finished adding tables, click Close. 
7. Drag fields to QBE grid.
8. Save Query.
9. Run Query.
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Create a New Query (cont.)

Click Queries
on Object bar

Click New

Select 
Table(s)

Click Add

Click Close

Drag fields to 
QBE grid

QBE grid
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Create a Select Query Using 
Multiple Tables 

1. Click Queries on the Objects bar.
2. Click New in the Database window.
3. Select Design View in the New Query dialog 

box, and click OK.
4. Select the tables.
5. Click Add. 
6. Verify that the tables are joined by common 

fields.
7. Add fields to the QBE grid.
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Create a Select Query Using 
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Create a Select Query Using 
Multiple Tables (cont.)
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on Object bar
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Add a Table to a Query 

1. Switch to Design View.
2. Click the Show Table button.
3. Select the table to query, and 

click Add.
4. Verify tables are joined.



2004 Created by UCDesign in collaboration with Anita Glicken

Add a Table to a Query 
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Create a Query using 
AND/OR Criteria 

1. Click Queries on the Objects bar.
2. Click New in the Database window.
3. Select Design View in the New Query dialog 

box, and click OK.
4. Select the tables.
5. Click Add. 
6. Verify that the tables are joined by common 

fields.
7. Add fields to the QBE grid.
8. Set two or more pieces of criteria. 
9. Click the Run button.
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Create a Query using 
AND/OR Criteria 
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Create a Grouped Report 

1. Click Reports on the Objects bar.
2. Click New in the Database window, 

and select Report Wizard.
3. Click the Tables/Queries down arrow, 

and choose a table or query.
4. Add fields to the report.
5. Select fields to group the report by, 

and set the sort order.
6. Select a layout and style for the report. 
7. Name the report, and click Finish. 
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Create a Grouped Report 
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Create a Grouped Report 

Click 
Tables/Query 
down arrow

Select a group 
to report by 

Add fields to 
the report

Format the 
report


