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Objectives 

 Identify elements of the Query by Example screen 

 Extract data from multiple tables given specific criteria 

 Identify elements of the Print Preview screen for reports 

 Produce, format, and export a query-drive report 

Equipment Required 

 Notebook computer 

 Microsoft Access 2013 

Introduction 

The true power of a database is not its ability to store information, but its capability to manipulate, extract, and 

present data for particular requirements or to answer fact-based questions. Next to entering and editing data, 

returning information based on specific criteria is the most essential skill for a database user. 

In this lab, you will retrieve specific information from a database using a multi-table query, then create and 

format a print-friendly report to present the information.  

In order to perform the lab Procedure, you should know how to: 

 Design a multi-table query 

 Create reports 
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Procedure 

SIMPLE QUERIES 

1. Review Diagram 5 at the end of this Procedure; fill-in the blanks to match numbers in the diagram with the 

descriptions below 

a. _____ Switch between modifying the design of a query and seeing query results 

b. _____ Execute a query to view it’s results in a table 

c. _____ Object Relationship Pane: displays one more windows of all tables included in a query 

d. _____ Displays the name of columns and tables included in a query 

e. _____ The Design Grid 

f. _____ Specify a sort order for data retrieved by the query 

g. _____ Include or exclude fields in query results 

h. _____ Specify exactly what information to retrieve from the query 

2. Create a new query 

3. Select the Customers table to include in your query. 

4. Add the following fields from the Customers table to your query: First Name, Last Name, City, Zip Code 

5. Set the query criteria to return records that are either in Durham or zip code 27514 

6. Run the query; it should include only customers who live in Durham OR zip code 27514 

7. Save the query as Durham Customers 

BASIC REPORTS 

8. Review Diagram 6 at the end of this Procedure; fill-in the blanks to match numbers in the diagram with the 

descriptions below 

a. _____ Export Options: allow you to save a report as another type of file 

b. _____ Set the width of report margins and size of paper 

c. _____ Exit Print Preview mode 

d. _____ Set the paper orientation of a report 

e. _____ Increase or decrease screen magnification of the report 

f. _____ Output a report to a printer 

9. Open the Customers Who Live Nearby query, and use it to create a report 

10. Resize the fields and rows so all information is visible 

11. Move any fields located on the right side of a page break onto the same page as the other fields 

12. Export the report as a PDF 

End Procedure  
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SAFETY DISCLAIMER: 

M-SAMC educational resources are in no way meant to be a substitute for occupational safety and health 

standards. No guarantee is made to resource thoroughness, statutory or regulatory compliance, and related 

media may depict situations that are not in compliance with OSHA and other safety requirements. It is the 

responsibility of educators/employers and their students/employees, or anybody using our resources, to comply 

fully with all pertinent OSHA, and any other, rules and regulations in any jurisdiction in which they learn/work.  

M-SAMC will not be liable for any damages or other claims and demands arising out of the use of these 

educational resources.  By using these resources, the user releases the Multi-State Advanced Manufacturing 

Consortium and participating educational institutions and their respective Boards, individual trustees, 

employees, contractors, and sub-contractors from any liability for injuries resulting from the use of the 

educational resources. 

DOL DISCLAIMER: 

This product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training 

Administration. The product was created by the grantee and does not necessarily reflect the official position of 

the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any 

kind, express or implied, with respect to such information, including any information on linked sites and 

including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, 

continued availability, or ownership. 

RELEVANCY REMINDER: 
M-SAMC resources reflect a shared understanding of grant partners at the time of development. In keeping with 

our industry and college partner requirements, our products are continuously improved. Updated versions of 

our work can be found here:   http://www.msamc.org/resources.html. 
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