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Some quick notes:
· Byte - Positive integers between 1 and 255 

· Integer - Positive and negative integers between -32,768 and 32,768 

· Long Integer (default) - Larger positive and negative integers between -2 billion and 2 billion. 

· Single - Single-precision floating-point number 

· Double - Double-precision floating-point number 

· Decimal - Allows for Precision and Scale property control 
NOTE: Don’t use Number format for phone numbers.  IE: 14035551212 may cause problems when doing a query, Access/Excess might interpret it as 14,035,551,212
Change Yes/No checkboxes to a real YES/NO Text. 

- Go into Design mode, highlight field, click on “Lookup” tab; select “Text Box”.

- If you want to be really creative put in FORMAT: ;"Yes"[green];"No"[red]
- To capitalize everything in a FIELD: use the “>” symbol in Format.
- Order is important for Queries:  Hierarchy goes from left to right in sorting.
- To see a Large Query in a pop up window:  SHIFT+F2 or Right Click and ‘ZOOM’

- To Concatenate names:  Full Name: [FirstName] & " " & [LastName]
To send an Access Table to Word: 

1. Right-click on the Database toolbar and choose Customize from the shortcut menu. 

2. Under Commands Tab in the Categories list box (left side) select Tools. 

3. Locate the ‘Output To Notepad’ or Analyze with Microsoft Word and drag it to the toolbar. 

4. Click Close and select the Table you want “exported” and then click on the icon.

Use Medium Date because it eliminates any ambiguities that can result from the Short Date format. The Medium Date format shows the abbreviated month name instead of all numbers. With the Short Date format, however, if you enter 08/13/02, Access interprets it as 13-Aug-2002, but if you enter 13/08/02, the date displayed is 02-Aug-2013. If you enter a date in which both of the first two entries are less than 12, Access treats the first entry as the month and the second as the day: 10/08/02 is interpreted as 08-Oct-2002, while 08/10/02 is interpreted as 10-Aug-2002.
All names, addresses, and other examples used are fictitious and derived from the sample database “Northwind Traders” included in Microsoft® Access™ product.  Textual information and layout is ©Copyright 2006 Digital Smiles Inc. Images used for examples were obtained from
Martin Green http://www.fontstuff.com website - used with permission.

Using Text Queries
Your text query should be enclosed in quotation marks ("") so as to not ‘confuse’ Access with other reserved expressions - but not to worry Access will do this for you! 

For example you wish to find all clients who are in London. (Note: Access won’t distinguish between London, England and London, Ontario. In order to do this you’ll need to put a Province or Country Statement in under the appropriate column.)
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”London”
This example will find all entries for London under the TOWN field.
Using the “Or” (only one true) statement on the Criteria line. 
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”London” Or “Paris”
This example will show all results with London and Paris in the TOWN field.  If combined with another Field this type of query this will only give one answer. NOTE: You can also use the London AND Paris syntax, but you may not get a desired result.
Using the “or” (either both true) line statement. 
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”London” or “Paris” or “Amsterdam”
If combined with another Field query may give London, Paris or Amsterdam, and the query.
“Not THIS" is used to exclude a certain entry statement.
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  Not “London”
This example will display all other records except London in the TOWN field.  

Using Wildcards 
The two wildcards commonly used are the asterisk(*) and the question mark(?). The asterisk is used to grab anything from ‘close to’ or exact wording. Whereas the question mark represents a single character only and is limited to search scope.
For Example:

Edm* 
- would find Edmonton and Edmonston, but not Edward. 

Jon? 
- would find Joni but not Jonathan or ‘Jon Brooks’.
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Like “S*” (notice the asterisk, very important!!!
This example will find all entries starting with “S”.
To find a number simply type the number that you want to find. 
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Try “385 or 234” with Sort: as Ascending.
This example will display the record(s) with the entry of 385 
To find values with less than “<” amounts.
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 Try “<= than 1000“ (greater than or equal to)
This example will display records with an entry less than 1000.
Between THIS and THAT statement
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 Try  >=500 or <=1000 … it won’t work.
This example will find entries between and including 500 and 700.

Try to figure out someone’s age: Year(Now( ))-Year([DoB]) …then run
Working with Dates
When you enter a date in the criteria cell you can use a standard date format such as numerical or abbreviated (Sep), but each date must be enclosed by hash marks(#).  I’ve spaced the following examples out for clarity but have them closer.
< # 1/12/06 # 
- finds dates earlier than 12 January 2006  

= # 27-Sep-05 # 
- finds dates equal to 27 September 2005  

Between # 5/7/01 # And # 10/7/06 # 
- finds dates from July 5, 2001 to July 10, 2006 
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=#PUT DATE IN HERE#  (‘and’ won’t work)
This example will display all the records equal to September 27th, 1998.
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 =Date() <- notice equal sign and curved brackets.
Date() means "today" and will display the records with entries for today.

NOTE: Use Like * 2005 to find all entries for the year 2005.
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<Date()-30 (has to be the number of days)
This example will display records with a date more than 30 days old from today.

The Parameter Query (a pop up window requesting information) has Access prompt you for a manual input.  Notice the usage of square brackets as opposed to round ones, and also remember hierarchy goes from left to right.  
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This example will pop up two window/boxes, one for beginning date and ending.
You can also do wildcards like [type label here] & "*" but don’t use the same name as the field inside the brackets.

Excluding Things
This is done with the expressions “Not” or “Not Like” to reverse filter a query.
Not "something" finds all records except those matching the specified text.  

Not Like L* finds all records except those starting with the letter “L”.
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Not "London" (not “this”)
This example will find all records for contacts in towns other than London.

[image: image15.png]Field: [Town

Teble: [ Cortacts

St

Show

Citeria: (ot ke




Not Like "THIS*"
This example will find records starting will letters other than “L”.
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Like THIS but Not "THAT" 
This example will find records starting with the letter “L” but will exclude London.
Finding Empty Fields
Microsoft Access allows you to distinguish between two kinds of blank values: Null values and zero-length strings (You enter a zero-length string by typing two double quotation marks with no space between them ("")). In some situations, a blank value indicates that the information might exist but is not currently known. In other situations, a blank value indicates that the field does not apply to a particular record.

For example, if a Customers table contains a Fax Number field, you can leave the field blank if you're unsure of the customer's fax number, or whether the customer even has a fax. 
In this case, leaving the field blank enters a Null value, which means you don't know what the value is. If you later determine that the customer doesn't have a fax, you can enter a zero-length string in the field to indicate that you know there is no value. 

To find empty fields use “Is Null” or to find fields NOT empty, use “Is Not Null”. (The expression ‘Null’ simply means "nothing here.")
If you have enabled in the properties of the field the "allow zero length" you can search for those items with a double, double-quote marks together without a space between "". 
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Is Null
This example will find all records for contacts whose fax number cell is empty.
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Is Not Null
This example finds all records for contacts whose fax number has been recorded. 

NOTE: The ‘Is Not Null’ criteria will find fields containing zero length entries also. If you want to leave them out try excluding them with the ‘And Not’ expression.
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Find Zero Length ""
To find zero length entries use "" expression. This looks for zero length entries in the specified field. This example would find all records which did not have a fax number.
Thank you!
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