
eLearning Script (Excerpt) 
Details functionality of Microsoft Access  

eLearning script, including setup, narrative,  
visuals, and actions 



Access 10-L31-v03– Designing a Query Using Multiple Tables 
This tutorial covers creating a query using multiple tables. 

960x600 (proposed) 

Screen State 
Use AC10-L31-v03 Raritan 
Have the query open in Design view 

!  



Step Narrative On-Screen titles/
notes

Action

1.
1.

Title Designing a Query 
Using Multiple 
Tables

There may be times when you want to 
view data contained in different tables 
within or linked to the same database. 
Queries make displaying data from 
multiple tables possible.

Red rectangle 
highlight around 
the 2 tables in the 
top half of the 
window.

Point to the table 
names in the 
window.

Choosing Fields to 
Include in a Query

When you build a query, you select 
only those fields that you want to 
display in the results. By selecting only 
specific fields of data in database 
tables and displaying those fields in a 
query, you can use the query as the 
basis for creating reports or forms.

Red rectangle 
highlight around 
the 3 fields in the 
bottom of the 
window.

Point out the 3 
field names in the 
query grid.

Selecting a Field 
Appearing in 
Multiple Tables

Many times, as you work with table 
field lists, you will use tables 
containing the same field names and 
wonder which field you should add to a 
query.

Highlight the DrID 
field in both tables.

Point to the 
highlighted field 
names.

There are various ways you can 
determine which field list to use.

Before step 8, 
double-click the 
doctors table and 
the Patients table 
in Nav Pane.

One way is to review the table data for 
the tables containing the same field 
name. In many cases, you will be able 
to determine which table field to use 
based on the query results you want.

Click the Doctors 
table and point to 
the first and last 
name fields; 
Click the patients 
table and scroll 
over and point to 
the DrID field.

Before step 10, 
close the 2 tables 
so the query 
displays again in 
Design view. 



Another way is to identify the table for 
which a field is the primary key. In 
many cases, the primary key will 
enable you to pull other data 
contained in the table. 

Highlight the DrID 
(with primary key), 
DrFirstName and 
DrLastname fields 
in the Doctors 
table.

Zoom in and point 
to the highlighted 
fields.  

Zoom back out.

If, for example, you want to use the 
Customer Number field to access a 
customer name, you would use the 
Customer Number field from the table 
that also contains the customer name.

Pause, then 
dissolve.

Create a Multi-
Table Query

Okay, let’s create a query using two 
tables.

Open AC10-L31-
v03 Raritan Clinic 
East Queries 
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