Criteria Operators
Criterion allows you to select only records that pass your selection criteria indicated.  Criterion Operators include:  
WHERE, IF, WHERE TOTAL, AND, OR, PARENTHESIS
Your first criteria statement will be a WHERE statement to select the values of an individual field.
IF statements check to see if criteria is True, then distributes the report or not.
You may want to use WHERE TOTAL when you want the aggregate value of a field. (E.g. the sum or average of a field’s values)
Queries have the ability to analyze many criteria at the same time. However, a decision must be made: does a record have to meet all criteria to be selected or only one? This is where AND and OR criteria come in.
If you use an AND, this indicates to the computer that ALL criteria must be met for the record to be selected. If only one criterion is met, the record will NOT be selected. 
If you use an OR, this indicates to the computer that ANY of the criteria can be met for the record to be selected. The only way a record would not be selected in an OR statement is if the record matched no criteria at all. 
[image: ]Parenthesis is used with these statements for grouping criteria.  For example if you want two criteria to be grouped together and return results, then compare those results with additional criteria, you would use the parenthesis.  (Caution – this can change your results as you will see in the examples below)






EXAMPLES

DATA
Item		Color		Person
Shoes		Brown		B
		Black		C,   F

Shirts		Brown		B,   F
		Black		C,   G

Pants		Brown		B,   J
		Black		C,   G,   K
		Navy		C

Statements

 (
Results = B,  C
)WHERE    Shoes =   Brown, Black
AND         Shirts =    Brown, Black
AND         Pants =    Brown, Black
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 (
Results = B,  C
,  F,  G,  J,  K
)Where    Shoes =   Brown, Black
OR           Shirts =    Brown, Black
OR           Pants =    Brown, Black

_________________________________________________________________________

 (
Results = B,  C
,  F,  G,  K
)Where    Shoes =   Brown, Black
AND        Shirts =    Brown, Black
OR           Pants =    Black

_________________________________________________________________________

 (
Results = C
)(Where    Shoes =   Brown, Black
AND         Shirts =    Brown, Black  )
(OR           Pants =    Black
AND	    Pants =    Navy  )
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