Lecture 5 - Create queries
What's a query?
A query is a way to get specific information from the database.

1. Click the Create tab.

In the Ribbon, click Query Wizard.
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2. When the New Query window appears, make sure Simple Query Wizard is
selected.

! Crosstab Query Wiza
e \Mad

Find Unmatched Query Wizard

This wizard creates a select query
from the fields you pick.

Then click the button.
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3. When the Simple Query Wizard opens, double-click First Name in the
Available Fields list.

-

Simple Query Wizard
' Which fields do you want in your query?
You can choose from more than one table or query.
Tables/Queries
Table: Friends of Mine [=]

Selected Fields:

U
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First Name should appear in the Selected Fields column:

4 b

Simple Query Wizard

Which fields do you want in your query?

You can choose from more than one table or query.

Table: Friends of Mine [«]

Available Fields:
D

City

State

ap

Phone Number

B b
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4. Click the button.




This should add the Last Name field to the Selected Fields list:

P

Simple Query Wizard

Which fields do you want in your query?

You can choose from more than one table or query.
Tables/Queries
Table: Friends of Mine (~]

Available Fields: Selected Fields:
D

State
Zip
Phone Number

5. Double-click Phone Number.
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Simple Query Wizard
Which fields do you want in your query?

You can choose from more than one table or query.

Tables/Queries
Table: Friends of Mine (=]
Available Fields: Selected Fields:

[ text> ][ nsn

This should add the Phone Number field to the Selected Fields list;




p
Simple Query Wizard

| Which fields do you want in your query?

You can choose from more than one table or query.

Tables/Queries

Table: Friends of Mine El
Available Fields: Selected Fields:
D First Name

City

State

Qaya

[ Next> ][ mish

6. Click the button.

7. When the final screen appears, type:

Names and Numbers

p
Simple Query Wizard

Namgs and Numbers

That's al the information the wizard needs to create your
query.

Do you want to open the query or modify the query's design?

© Open the query to view information.
() Modify the query design.
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8. Click the button.

The query is automatically saved and executed.
It should look like this:

| FirstName - LastName - Phone Numl ~

| Elvis |Presley 4105551212
Bo Diddley 8005557830
*
I b -|FirstName -| LastName - PhoneNuml-| City ~| sState | Zip - AddNew Field
| 1 Elvis Presley 4105551212  Baltimore MO 21212
B 380 Diddiey 8005557830  Richmond VA 23230
# (New)

Essentially, it's a question. You use queries to ask the database things like, "Who
are my patients in basra?", or "How many pipe fittings have | sold this month?"

1. Start Access, then open the FoodStorel database.
Click the Create tab.

In the Ribbon, click Query Design.

|,b.z )' B R d - FoodStorel : Database (Access 2002 - 2003 file format) - Microsoft Access
ad
Home Create | External Data Database Tools
j E —_-j E @ it E l:g PivotChant E gm = labels E
3 - il | s e " Jelankform == *— [ ]glankReport
Table Table  SharePoint Table Form  Split  Multiple Form Report Report
Templates =~ Lsts~  Design Form Rems More Forms = Design S Report Wizard Design

| Tables Forms Reports
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The query Design View window should appear:
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4, Click the button.

Tables | Queries I Bath

. )
Employees
Order Details

Orders
Products

This adds the Customers table to the query.
The query window should look like this:




Add fields to query

1. Drag the Customer ID field from the Customers table to the first column of the
query design grid.
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( = Queryl

-

Customers

-~
% Customer 1D ’
Figst Name %
Lajt Name
Cgmpany Name

Address 1
Address 2 b

< [w]

Field:
Table:
Sort:
Show:
Criteria:
on

i | [ ‘ [

< [

Release the mouse button.

The query

design grid should look like this:
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Customer IC
Customers

7
Criteria:
ar
4 fuu]
Drag the First Name field and Last Name field to the design grid the same way.
The design grid should look like this:
i
Field: | CustomerID rFiTif Mame |
Table: | Customers | Customers Customers
Sort:
Show:
Criteria:
ar
4 [
The query is now set up to show the Customer ID, First Name, and Last Name of each
customer in the Customers table.
Run the query
In the Ribbon, click Run.
{éﬂ HO-0-F 5 Query Tools Microsoft Access
— Create External Data Database Tools Design
:2' #' /' x' QD Union ij Z@Inserit Rows § Insent Columns [jmmmsu«,
Se . . K

Table

e | Make Append Update Crosstab Delete

Query Type

@ PassThrough 3K Delete F
Show =,
W7, Data Definttion | Tapje o\ Builder A3 Retumn: Al

Query Setup

vs W Delete Columns

E’g Table Names

5'm Parameters
Show/Hide
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The query window should now look like this:

The query shows the Customer ID, First Name, and Last Name of each customer
in the Customers table:

= Quenyd
| Customer ID - | First Name =~ LastMName -~
i John smith
2 Jane Doe
3| Adrian McKinney
4 Klaus Hoffmeister
5 Stacey Munson
6 Lucy Redman
| 7 Jane Doe
* (New)

SORT RESULTS

In the Ribbon, click View, then Design View.




N1 B BN D Microsoft Access
] Home l Create External Data Database Tools
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= Font || RichText Records |
| | Datasheet View = 7
— _ h content in the database has been disabled | Options... }
-
ﬂ PiyotChart View ﬂ Quenyt
7] CustomerID - | First Name - | LastName -
,w“.\‘ | B John Smith
| 2 Jane Doe
} % Resign View i 3 Adrian McKinney
| | 4 Klaus Hoffmeister
A 5 Stacey Munson
L 6 Lucy Redman
7 Jane Doe
% | (New)

2. Inthe Last Name field, click in the Sort row.

When the drop-down arrow appears, click it, then click Ascending.

Customer ID First Mame Last Name
Customers Customers | Customars

(mot sorted)

« [

3. Inthe Ribbon, click Run.

The query should run, and sort the records alphabetically by Last Name:




4, In the Ribbon, click View, then Design View

5. In the Customer Last Name field, click in the Sort row, then click (not sorted).
Customer ID First Mame Last Name
Customers Customers Custamers

~scending
] [¥] Ascending

ADD CRITERIA

1. Inthe query's Customer table, scroll down to the State field.
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[ 8 quemt

-

Customers

Fav Mumher

Address 1 c S

¢ (]
Field: | CustomerID fFirst Name (Last Name
Table: | Customers | Customers  Customers
Sort: : |
Show: @] @] A Fl
Criteria:
orn
4 ]
2. Add the State field to the query design grid.
( ]
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Customer ID First Mame Last Name
Customers Customers Custamers Customers

vl

)

3. Inthe State field, click in the Criteria row.

4. Type:
FL
Customer ID First Name Last Name State
Customers Customers Customers Customers
vl
4 fua)
5. Press the ENTER key.

It should look like this:

Customer ID First Name Last Name State
Customers Customers Customers Customers

vl
*
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TIP: Notice that Access automatically surrounded the FL criterion with double quotes.
That's because the State field stores text data. In database query language, double
guotes signify a string of text.

If this field held date data, Access would have surrounded it with hash marks (#).

If the field stored number data, Access wouldn't have added anything.

In the Ribbon, click Run.

The query results should look like this:

@ Quenyl
Customer ID - | First Name = | Last Name - State -
B john Smith FL
2 Jane Doe FL
#* (MNew)

It has returned all customers who live in the State of FL.
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