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 Lesson Notes
System software is software that is needed Filters 
can be applied to tables in datasheet view as 
well as in form view. There are two ways to filter 
data in a database. You can either use filter by 
selection or filter for input. 
Using the Filter By Selection option will help you 
retrieve only records that contain whatever field 
value you select. Follow the instructions on the 
worksheet to do this.
The Filter For Input option uses a value or 
expression you enter to find only records that 
contain that value or satisfy the expression you 
enter. You type the expression in the box next to 
“Filter for” in the pop-up menu when you right-
click in the selected field. For example, right click 
anywhere in the “Quantity” field in datasheet view 
and type >1 (GREATER THAN 1) in the box next 
to filter for – this means you are filtering books 
where you have more than 1 copy. To filter for 
records that meet multiple criteria, you can use 
Boolean operators NOT, AND and OR to join 
criteria.

Another way to select certain records is to use a 
database object called a Query. A query involves 
criteria just like filters. With Queries you can 
select the fields you want to display, whereas with 
filters you always see all the fields in the selected 
records. Queries can also be saved as an object 
in the database, to re-use later, whereas filters 
are tools to temporarily view or edit a group of 
records while you’re in a form or datasheet. 
The Simple Select Query Wizard creates queries 
where you can select which fields from a table 
you want to view. You can’t limit the records it 
retrieves by setting criteria in the wizard, though. 
This has to be done in query design view after 
selecting the fields. Follow the instructions on the 
worksheet to do this. 

F�lters and Quer�es
It is a time consuming and daunting task to go through many records manually to select records meeting 
certain conditions. This is where a database program is very useful and powerful. In databases you can 
set what fields and records you want filtered and only the information you want will then be displayed. 
This lesson explains how to apply filters in datasheet view in a table and to create a selection query 
using the wizard and to modify it in design view. 

 Lesson Outcomes
By the end of the lesson, you should be able to:
• Apply filters in datasheet view in a table
• Create a selection query using the wizard and 

modify it in design view.
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This task supports the assessment of:
LO 4: Programm�ng and Software Development
• Identify the basics of Boolean conditions and 

operators and apply this to simple Boolean 
expressions

• Implement selection and simple looping in 
a programming environment for a variety of 
simple algorithms.

• Explain effects of rounding and truncation as 
seen through an application package.

• Create and query a single-table database.
• Use help files effectively for computer 

application packages.
• Identify where known help files fall short of the 

ideal and how they could be improved.
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Lesson Notes cont�nued...
In query design view you can view the fi elds you 
have selected in the design grid. If you decide to 
add more fi elds, click in the next available column 
in the grid in the FIELD row and select the fi eld 
you want from the drop down list. To add criteria 
to select certain records, click in the appropriate 
fi eld column in the grid in the CRITERIA row and 
type the expression. The criteria will be similar to 
the expressions used in fi lters. See the examples 
on the worksheet and create the queries using 
the given criteria.
Lastly, you can perform calculations on values 
in fi elds in a query. A Calculated fi eld is used to 
display the result of an expression using one or 
more of the other fi elds in the query. Follow the 
step-by-step instructions on the worksheet to do 
this.
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 Task
1. Investigate how to use predefined functions  
 to compute the:
 •		Sum
 •		Average
 •		Count
 •		Minimum
 •		Maximum in reports
HINT: Use the help function in your database 
program

6




