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Section 1—Query Review

Queries work like filters in that they display specified records from the table.

If you need to create a query, you don’t have to design it from scratch.  For certain types of queries, you can have Microsoft Access create the query for you using a Query Wizard.  A Query Wizard speeds up the process of creating a query because it does all the basic work for you.  When you use a query wizard, it prompts you for information and creates a query based on your answers.

You can also create a query from scratch by using the query Design View.

Create a Simple Query with a Wizard

1. In the Database window, click on the Queries object.

2. Double-click on “Create Query by using wizard”

3. Follow the directions in the wizard dialog boxes.  In the last dialog box, you can choose to run the query or see the query’s structure in Design View.

Example:  Create a Query Using Query Wizard in the Order Table

Create a query to display only the orders for customer Cherry Creek Inn (742).

1. In the Database window, click on the Queries object.

2. Double-click on “Create Query by using wizard”

3. Under Tables/Queries choose Order
4. Click on the double right arrow button to select all fields and click on Next
5. Click on Detail and click on Next
6. The title should be Cherry Creek Inn and click on Modify Query Design and then click on Finish.
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Example:  Apply the Query

1. Under CustomerNum on the Criteria line, type 742
2. Click on the Run button [image: image2.wmf]
3. If the results aren’t quite what you want, pull down the View menu and choose Query Design (or click on the Design tool) and change the criteria.

4. Click on the Close button and then Yes to save the query.

Examples of criteria for queries

Examples of expressions that use text values as criteria:
	Field
	Expression
	Description

	ShipCity
	"London"
	Displays orders shipped to London.

	ShipCity
	"London" Or "Hedge End"
	Uses the Or operator to display orders shipped to London or Hedge End.

	ShippedDate
	Between #1/5/95# And #1/10/95#
	Uses the Between...And operator to display orders shipped no earlier than 5-Jan-95 and no later than 10-Jan-95.
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ShippedDate
	#2/2/95#
	Displays orders shipped on 2-Feb-95.

	ShipCountry
	In("Canada", "UK")
	Uses the In operator to display orders shipped to Canada or the UK.

	ShipCountry
	Not "USA"
	Uses the Not operator to display orders shipped to countries other than the USA.

	ShipName
	Like "S*"
	Orders shipped to customers whose name starts with the letter S.

	CompanyName
	>="N"
	Displays orders shipped to companies whose name starts with the letters N through Z.

	OrderID
	Right([OrderID], 2)="99"
	Uses the Right function to display orders with OrderID values ending in 99.

	CompanyName
	Len([CompanyName])
>Val(30)
	Uses the Len and Val functions to display orders for companies whose name is more than 30 characters long.


Examples of expressions that calculate or manipulate dates, and then use the result as criteria
	Field
	Expression
	Description

	RequiredDate
	Between Date( ) And DateAdd("m", 3, Date( ))
	Uses the Between...And operator and the DateAdd and Date functions to display orders required between today's date and three months from today's date.

	OrderDate
	< Date( )- 30
	Uses the Date function to display orders more than 30 days old.

	OrderDate
	Year([OrderDate])=1996
	Uses the Year function to display orders with order dates in 1996.

	OrderDate
	DatePart("q", [OrderDate])=4
	Uses the DatePart function to display orders for the fourth calendar quarter.

	OrderDate
	DateSerial(Year
([OrderDate]), 
Month([OrderDate])+1, 1)-1
	Uses the DateSerial, Year, and Month functions to display orders for the last day of each month.

	OrderDate
	Year([OrderDate])=
Year(Now()) And Month([OrderDate])=
Month(Now())
	Uses the Year and Month functions and the And operator to display orders for the current year and month.


Examples of expressions that use a blank field's value (Null or zero-length string) 
	Field
	Expression
	Description

	ShipRegion
	Is Null
	Displays orders for customers whose ShipRegion field is Null (blank).

	ShipRegion
	Is Not Null
	Displays orders for customers whose ShipRegion field contains a value.

	Fax
	" "
	Displays orders for customers who don't have a fax machine, indicated by a zero-length string value in the Fax field instead of a Null (blank) value.


Examples of expressions that use part of a field's value as criteria
	Field
	Expression
	Displays

	ShipName
	Like "S*"
	Orders shipped to customers whose names start with the letter S.

	ShipName
	Like "*Imports"
	Orders shipped to customers whose names end with the word "Imports".

	ShipName
	Like "[A-D]*"
	Orders shipped to customers whose names start with A through D.

	ShipName
	Like "*ar*"
	Orders shipped to customers whose names include the letter sequence "ar".

	ShipName
	Like "Maison Dewe?"
	Orders shipped to the customer with "Maison" as the first part of its name and a 5-letter second name in which the first 4 letters are "Dewe" and the last letter is unknown.


Examples of expressions that use the result of a domain aggregate function as criteria
	Field
	Expression
	Description

	Freight
	>(DStDev("[Freight]", "Orders") + DAvg("[Freight]", "Orders"))
	Uses the DAvg and DStDev functions to display all orders for which the freight cost rose above the mean plus the standard deviation for freight cost.

	Quantity
	>DAvg("[Quantity]", "Order Details")
	Uses the DAvg function to display products ordered in quantities above the average order quantity.


Examples of expressions that use the result of subqueries as criteria
	Field
	Expression
	Displays

	UnitPrice
	(SELECT [UnitPrice] FROM [Products] WHERE [ProductName] = "Aniseed Syrup")
	Products whose price is the same as the price of Aniseed Syrup.

	UnitPrice
	>(SELECT AVG([UnitPrice]) FROM [Products])
	Products that have a unit price above the average.

	Salary
	> ALL (SELECT [Salary] FROM [Employees] WHERE ([Title] LIKE "*Manager*") OR ([Title] LIKE "*Vice President*"))
	Salary of every sales representative whose salary is higher than that of all employees with "Manager" or "Vice President" in their titles.

	OrderTotal:
[Unit Price]*
[Quantity]
	> ALL (SELECT AVG([UnitPrice] * [Quantity]) FROM [Order Details])
	Orders with totals that are higher than the average order value.


Specifying multiple Criteria

Two Fields Using And:
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Two Fields Using Or:
Microsoft Access connects criteria in different rows with “or,” and finds records that meet the criteria in the first row or the second row.
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One Field Using Or:
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One Field Using And:
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Parameter Queries

A parameter query is a query that when run displays its own dialog box prompting you for information, such as criteria for retrieving records or a value you want to insert in a field. You can design the query to prompt you for more than one piece of information; for example, you can design it to prompt you for two dates. Microsoft Access can then retrieve all records that fall between those two dates.
Parameter queries are also handy when used as the basis for forms, reports, and data access pages. For example, you can create a monthly earnings report based on a parameter query. When you print the report, Microsoft Access displays a dialog box asking for the month that you want the report to cover. You enter a month and Microsoft Access prints the appropriate report. 

Example

1. Open the Cherry Creek Inn Query in Design view.
2. Save it as Customer Query
3. In the Criteria cell for CustomerNum, Delete 742 and type [Enter Customer Number]. 

4. Run the Query and type 123.

5. Close and Save the Query.

Section 2 – Calculating in Queries

Calculating in quieries

You can use queries to perform calculations.  To perform a calculation, you type an expression containing fields, numbers, and operators such as +-*/.  Fieldnames should be typed with brackets around them such as [Price].  The expression is also called a calculated field.  A calculated field appears in the query, but is not an actual field.  Each time the query is run, it calculates according to the data in the tables.

Example:  Calculate an adjusted price

Calculate a 5% increase in the Price in the Product table.

1. Click on the Queries object and double-click on Create query by using wizard.

2. Select Table:Product
3. Select all of the fields and click Next
4. Choose Detail and click on Next
5. Type Adjusted Price for the query name, click on Modify Query Design, and click on Finish.

6. Click on the first empty column in the query design grid and type:  AdjustedPrice: [price]*1.05 and press Enter (make sure to type the :)

7. Run the query.

8. Save the query and close it.

Aggregate Functions

You can calculate statistical information such as totals and averages in a query.

Example:

1. Click on the Queries object and double-click on Create query in Design view.

2. Double-click on Order to display it and click on Close
3. Double-click InvoiceAmt in the Order field list three times to add it to the design grid three times.

4. Pull down the View menu and choose Totals.

5. Click the right side of the first column’s Total box, and then click on Sum.

6. Position the insertion point to the left of InvoiceAmt in the first column and type Total of Invoices: 

7. In the second column, choose Avg and type Average of Invoices: before InvoiceAmt.

8. In the third column, choose Count, type Number of Invoices: before InvoiceAmt.

9. Run the query.

10. Save the query as Invoice Statistics and close it.

Grouping with aggregate functions

Example:

1. Open the Invoice Statistics query in Design view and save it as Invoice Statistics by Customer
2. Double-click on CustomerNum field to add it to the grid.  The total line will be set to Group by.

3. Run the query.

4. Save the query and close it.


Example:

Create a query for Invoices Not Paid

1. Create a new query in design view
2. Add the Order table

3. Double-click on Paid and InvoiceAmt to add them to the grid

4. On the Criteria line under Paid, type No
5. Run the Query.

6. Save the Query as Not Paid and close it.

Create a query for Total Invoices Not Paid

7. Create a new query in Design view
8. Add the Not Paid Query
9. Double-click on Paid and InvoiceAmt to add them to the grid

10. Pull down the View menu and choose Totals
11. Change the Totals line for Paid to Count and for InvoiceAmt to Sum
12. Run the Query

13. Save the query as Not Paid Total Invoice Amount and close it.

Crosstab Queries

A crosstab query displays summarized values (sums, counts, and averages) from one field in a table and groups them by one set of facts listed down the left side of the datasheet and another set of facts listed across the top of the datasheet.
Example:

1. Click on the Queries object, click on the New button, and double-click on Crosstab Query Wizard.

2. Under View, click on Queries
3. Click on Customer Orders and click on Next
4. For row heading, double-click on BillingDate and then click Next
5. For column heading, double-click on State
6. For the field you want calculated, click on InvoiceAmt and then click on Sum.  Click on Next
7. Name the query Billing Dates and then click Finish
8. After viewing the results, close the query.

Section 3 – More Queries

Find Duplicates Query

A find duplicates query locates duplicate records in a table or query based on the fields you choose.  You can look for all customers with the same phone number or address and eliminate sending more than one brochure to an address.

Example:

1. On the Queries object, click the New button, choose Find Duplicates Query Wizard.

2. Click on the Queries option, click on IN and OH Unpaid Invoices and click Next
3. Double-click CustomerNum for field to be checked for duplicate values, click Next
4. Double-click on CustomerName and InvoiceAmt, then click on Next
5. Leave the query name and click on Finish.

6. Close the query after viewing it.

Find Unmatched Query

The find unmatched query finds all records in a table or query that have no related records in a second table or query.  An example would be to list all customers who have not placed orders.

Example:

1. On the Queries object, click on the New button, and double-click on Find Unmatched Query Wizard
2. Double-click on Customer
3. Double-click on Order
4. CustomerNum is highlighted in both the left and right columns, indicating that it is the matching field in both tables.  Click on Next
5. Double-click CustomerName, OwnerName, Phone, and FirstContact.  Click Next
6. Name the query Dormant Customers and click on Finish
7. Close the query when finished previewing it.

Top Values Query

Top values queries allow you to restrict the number of records in the query results. You can limit the number of records by entering an integer (such as 5) or a percent.

Example:

1. Open the Customer Orders query in Design view

2. Save it as Top Customers
3. On the Sort line under Paid, choose (not sorted)
4. In the Top Values button in the toolbar at the top of the screen, type 10.

5. Run the query

6. Save the query and close it.

Section 4 – Action Queries

Make Table Query

When you run a Make Table Query, a new table is created from the results.

Example:

1. Open the Top Customers query in Design view

2. Save the query as Top Customers Make Table
3. Click the drop-down around on the Query Type tool

4. Choose Make-Table Query
5. In the Table Name box, type Top 10 Customers and click OK
6. Run the Query and click on Yes to paste the 10 rows into a new table.

7. Close the query and click on Yes to save it.

8. Open the Top 10 Customers table to preview it.  Close the table.

Append Query

An append query adds records from a table or query to another table.  The selected records remain in the original tables.  Usually you append records to a History tables.

Example:

Create a query to make a table for established customers.

1. Create a new query in Design view and add the Customer Orders Query.

2. Double-click on the title bar of the Customer Orders query box to select all of the fields.

3. Drag the fields to the grid.

We first have to create a table to append to by using the following steps:

1. On the Criteria line under CustomerName, type X
2. Click the Query Type tool and select Make-Table Query
3. Type Established Customers for the table name.

4. Run the query and click on Yes to insert 0 rows into the new table.

Now create the Append Query:

1. Click the Query Type tool and choose Select Query
2. Delete the X under CustomerName
3. On the Criteria line under Billing Date, type <=1/15/01
4. Run the query to check the results and return to Design view
5. Click the Query Type tool and choose Append Query.

6. Select Established Customers from the drop-down list and click OK
7. Run the query and click on Yes to append the 36 rows.

8. Close the query and save it as Append to Established Customers.

9. Open the Established Customers Table.

10. Close the table.

Delete Query

A delete query permanently removes records from one or more tables.  Many times, delete queries are run after append queries have moved records to history tables.

Example:

Create a delete query to remove the unpaid records from the Established Customers table.

1. On the Queries object, create a new query in Design view.

2. Add the Established Customers table

3. Select all of the fields and drag them to the design grid

4. On the Criteria line under Paid, type No.

5. Run the query to check the results and then return to Design view
6. Click the Query Type tool and choose Delete Query
7. Run the query and click Yes to delete the 6 rows.

8. Close the query and do not save it.

9. Open the Established Customers table to preview it and then close it.

Update Query

An update query changes the value of fields and/or records in one or more tables. 

Example:

Increase the prices in the Product table by 5%:

1. On the Queries object, create a new query in Design view
2. Add the Product table and drag all of the fields to the design grid

3. Click on the Query Type tool and choose Update Query
4. On the Update To line under Price, type [price]*1.05
5. Run the query and click on Yes to update the records.

6. Close the query and do not save it.

7. Open the Product table to preview it and then close it.
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Tip


Use the IN function instead of multiple OR’s





A message in [] creates a parameter query.





Zoom


You can zoom in on an expression by right-clicking and choosing Zoom.





Tip:


Sometimes to get the desired results, you have to create a simple query first and then base the Totals query on it.









_912155290.unknown

