Setting criteria on queries in the Menagerie_Kennetlatabase

1. Open the query in Design View. You can do this ohievo ways.

| ﬁ:‘ gryFullPaymentAppts

a. Right click on the query you want to open in thesigation Pane

b. Choose ‘Design View’ from the shortcut menu
OR
c. Double click the name of the query you want to ojetine Navigation Pane
d. Toggle to Design View using the icon on the ‘Homibbon
2. Once the query is open in Design View, type theedd onto the appropriate row under
the field you are restricting.
Click *! Run’ on the ‘Home’ ribbon.
Close the query. When asked if you would like teesehanges click ‘Yes'.

Below is the gryFullPaymentAppts query completdtbfaing the instructions in the
Query building for design view document. The * after the word full is callethaldcard’

and tells Access “return the records that havé
what letters come after that.

ffulthe Status Name field, no matter

- K Payment Details - X
Appointments - Appointment Status
-
a
- 1 % PaylD -
? ApptiD v ¥ statusID
Bathe Price /
Contact Date Board Pri Status Mame
oard Price
Service Start Da i Owners
. Daycare Price
Service End Dat G Pri -
room Price .
AppDays | oo - d ._/( % OwnerD
Last Mame
Pets First Mame
E-mail Address
-
1 . Home Phone -
PetlD
Pet Mame
DOB
Breed
Coloring * | loo
4
Field: | ApptlD First Name Last Name Service Start Date Service End Date Total Cost Status Mame

Table:
Sort:
Show:

ﬁ Criteria:
or:

Appointments

Cwners

Cwners

Appointments

Appointments

Payment Details

Appointment Status

Use the information in th@uery building for design view to add criteria to the following
queries:

gryFullPaymentAppts

gryPartialPaymentAppts
gryCancelledAppts
gryOpenPaymentAppts
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Use the information in th@uery building information for wizard to add criteria to the following
queries:

» grySmallAnimals

* gryMediumAnimals

* gryLargeAnimals
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