Creating a Query Using the

Activity 3.1 .
Y Simple Query Wizard

In Brief e Double-click the following fields

Create Query Using in the Available Fieldy list box 1o
Simple Query Wizary
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move them to the Selected
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DentalPlan
HealthPlan :
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.‘ Open 3-WEEmployees.accdb and enable the contents, if necessary.
@ Click Employees in the Tables group in the Navigation pane and then click the
Create tab.

. Click the Query Wizard button =] in the
Queries group,

° At the New Query dialog box, with
Simple Query Wizard already selected in
the list box, click OK

° At the first Simple Query Wizard dialog
box, with Table: Employees selected
in the Tables/Queries o

EmployeelD selected ir
Fields list box, click the »
button | > |10 move EmployeelD to \

Access dynarn y updates the que
e Display the query in Print Preview. cl
and then print the quen

e Close the Print Preview windoy
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the Selected Fields list box

° With LastName now selected in the
Available Fields list box, click the PREEEE

reey -

< e i
One Field button to move LastName e s—
to the Selected Fields list box. ~—— -

° Click the One Field button to move s
FirstName 10 the Selected Fields list Sy ¥
box. — .
e Click the the Tables/Queries option box arrow and then click Table: Benefits at the
drop-down list.

JOO oS

The list of fields in the Available Fields list box changes to display the field names from
the Benefits table.

e Double-click PensionPlan in the Available Fields list box.

Double-clicking a field name is another way to move a field to the Selected Fields
fist box.
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6 Chick the Next button @t the second : s
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© Doubleclick the EmployeelD) field in the

the columns in the Query results datasheet
and are refermed 10 as the query design grid.
You place the field names in the columns

n the order in which you want the fieids
anmmm
Double-chicking a field name adds the field
10 the next available column. In Steps 5 and
6. you will practice two other methods of
adding fields to the query design grid.
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Design View in Brief |

r:": box, click and hold down the left mouse button. drag 1o the secc
1 mo-'u row of the query design grid, and then release the mouse button
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° Click in the third field in the Field row of the query po—
design gnid, click the arrow that appears, and then
click LastName at the drop-down list

o Using any of the three methods in Steps 4-6, add
the AnnualSalary and HireDate fields from the
Employees table field list box to the query design grid

o Chick the Save button uu the Quick Access Toolbar

o Al the Save As dialog box, type 1
press the Enter key or click OK

R

0 Click the Run button | ! {in the Results group on

the Query Tools Design b

A query stormes instructions on how 1

NN

° Position the mouse pointer on the FirstName field in the E mployees table field hist

ad ficld in the Field

in the Query Name text box and then

) St

data. The Run command instructs Acce
Carry out the instructions and d MAGyY the result

0 Print the query s

@ Close the SalaryList query e
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o Double-click the AnnualRevDate field in the Review table field list box

Create In Desl s
Mm;ﬂm @ Look at the table names in the Table row in the query design grid. The table with
Tables

T which each field is associated is displayed
ek Croatw 1t
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3. Dot ook tat .

Show S0 o
4. Close Show Tatsk

Oalog box
5 Add field names |

: mmMmmmm
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: ey hhhm  box for each table, you can then add the fields
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Click the Save button on the Quick Access Toolbar

At the Save As dialog box, lype in the

Query Name text box and then press the Enter key or e | 9
click OK |
. )

Click the Run button in the Results group on the

Query Tools Design tab

iwide wh : \mmm for
rises an i e T asked for a fist of employees, along with their hire

[
[
o
This data s stored in two different tables. You will produce the fist by p—
ﬁ

g & query to obtain the required fields from each table to generate the list

View the query results in Figure 3.2

© © 606

Display the datasheet in Print Preview, change to landscape onentation, and then
o At the Show Table dialog box with the Tables tab selected, double-click Employees. ‘ print the datasheet
o Double-click Review and then click the Close button to close the Show'hbledmlog @ Close the Print Preview window and then close the ReviewList query
box.

Figure 3.2 R«
A black join fine with 7 at each end of the line between the Employees table field list box [

and the Review table field list box illustrates the one-to-one relationship that has been 1
defined between the two tables. =

ey \ e then

Join fine showing relationship

@ Doubleclick the EmployeelD field in the Employees table field list box.
o Double-click the FirstName field in the Employees table field list box.
@ Double-click the LastName field in the Employees table field list box.
@ Double-click the
SupervisorFName field
and then double-click the
Supervisorl. Name field in the
Review table field list box to
add the fields from the second
table to the query design grid.
© Doubie-click the HireDate
field in the Employees table
field list box.

" In Addition

aming More &
Query Design Grid
havve Closed the

e —
You can add fields in any :
order from either table to the

F Section 3 Creating Queries, Forms, and Reports




ling a Criteria Statement to a Query; _ [in Briet | @ Click in the fickd in the Sorr row in the LastName colum. click the Q

CrAriina = . :
L0ring and i.hdinq Columns rnmm'"“’“ down arrow, and then chick Ascending at the drop-down list -
! Cpmr: qury © D o Click the Run button in the Results group on the Query Tools Design o
1 the pravious queres. af re0ords from the tay G s o0 G e —
mw m Ry war .
mmdﬂnalnhm dispiay only those reco aucnteno'nis;ate b ot o View the query results in the datasheet (the results are sorted in
' -4 empioyees who i S . alphabetic order by last name) and then click the View button in the Views group on
‘ g Qe " s— he H t b De (Do not chick the View button armrow. )
L ad "y > by ) P A W
from tables is where the true power in creat- S the Home tab to switch to Design view. (D chick the Vie

LYY Since Rhonda Trask is interested only in the employee Names and vacation, you w
Sont Query uﬁ.m Instruct Access not 1o display ¢ ver fialds in the query results datast
! Open guer 3

ven = _
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1 Opee quary
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I @ Click the check box in the Show
wOw fow & fe row in the PensionPlan column to
> [

remove the check mark

§ Sewe Query
4 Hon query
Removing the check mark instructs 6 9

Access 10 hide the column In the query

s @ Click the File b, click the Suve As option, and then click
o lleaquﬁ}Winﬂwﬂk?}mmdﬂ
Save As backstage area.

© Click the Save As bution i*3
[Save As

resut

ts datasheet
0 Remove the check marks from the Show check box in the Dental Plan and
HealthPlan columns in the query design gnd

Q Click the View button to switch 1o Datasheet view

b The columns for which you removed the check mark fr the Show & bhox
@) Sovs Oomine e display in the query results. Notice that you displayed the quety e fatasheet by
switching views. Clicking the Run butic r switching views act

'ub-c.th

|
e = @

Q Print the query results datashect

@ Close the 3WksVac guery. Click Yes to suve ¢

o Type W -\ w in the Save ‘BenefitPlans’ 1o text box at the Save As dialog box and In Admon

then click OK.

With the Query Tools Design tab active, click in the field in the Criteria row in the
o & Mchm

Vacarion column in the query design grid (the blank field below the check box). : ns hcmmmm.
Before you type a criteria statement, make sure you have placed the insertion pont in :
the Criteria row for the field by which you will be selecting records. L J ent Records That Would B EXIN
o Type 4 weeks and then press the Enter key. , - = ”‘m .

The insertion point moves to the field in the Cniteria row x g =

in the next column and Access inserts quotation marks | l

around 4 weeks in the fieid in the Vacation column. | @ Pl

Since quotation marks are required In criteria statements L

for text fields, Access automatically inserts them if they

' are not typed into the field in the Critena row. @
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Activity 3.8 signing a Query with an
And Criteria Statement

sl @
+

‘You may need o select records by using more than one criterion. For example, you My
mmmmmmmm-wnmammmwmn

ian. More column in the query design grid can have an entry in the Criteria row.
Multiple criteria all entered in the same Criferia row bacomes an And statement wherein
each criterion must be met for the record 1o ba selected. For example, the word Yes in the
‘mm:ﬂhmmhhahhmm"mamovd
Do m_ i have el check mark in both check boxes in order for Access to display the
muum Rhonda Trask is reviewing salaries and has requested a list of
,m~uum;mmhmmnmmm

-

o
4
R @ With - WEEmployees.acedb open. click the Create tab and then elick the Query
ol ‘MC Design button.
@ At the Show Tuble dialog box. double-click Employees and then click the Close
button

o Double-click the following ficlds to add them to the query design grid. Note: You
may have to scroll down the table field list box 1o see all of the fields.

FirstName

LastName

Department

HireDate

AnnualSalary

Department column in the query design

o Click in the field in the Criteria row in the
gnd, type . and then press the Enter key.

e Position the mouse pointer on the nght column boundary line for the Department
field in the gray header row at the top of the query design grid until the pointer
changes to a left-and-right-poInting arow with a vertical line in the middle and then

double-click the left mouse button to best fit the column width
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Designing a Query with an
Or Criteria Statement

A ~+iz 21t o | -
ACTUIVILY 3.6

muﬁuhn«mummwmqumdmn grid become an Or state-
mh-mhwdumtamummmmmessm select the record. For
mhmmw\l\\‘MSHo'unployuswhoamemmedtoenher
muwmammmmmawmms is often done o
mailing lists. For example, if a business wants 1o create mailing labels for custom-
ﬂmmhwm«mmwwmmmﬂsmedsxobeanm
mmnmwmmmmnaveaWum Texas or Nevada.
uwmummmmmmmmmma

gm What You Will Do Mmm:-qtmdalstoimployaeswhomcweenher

rises mammdm&mywmmammwmmse&ecledthe

mawmmmdmmmmn\odﬂymeexbs(mgquew
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= With 3-WEEmployees.acedb open, right-click 4WksVac in the Queries group in the

:‘":ﬂ""{'-‘)mjg Navigation pane and then click Design View at the shortcut menu.
Statement e Click the File tab. click the Save As option. and then click the Save Object As option

in the File Types section of the Save As backstage area.

e Click the Save As button.

Q e in the Save 4WisVac" to text box at the Save As dialog box and
then click OK.

iw |

in the field in the or row in the

With the Query Tools Design tab active. click
blank row below “4 weeks"). type

Vacation column in the query design grid (the
_and then press the Enter key.
Including a second critenon below the first one Instructs Access to dispiay records that
meet either of the two critera

e bl Sl S SRR
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Fuid | Empioyeed) (aitNara Frttiame « a0
Table Employees Empioyees Empicyees Benefts |
sort Avgendng |
Show &2 % & & !
Crtens 4 weeky
or *3 weeks

o Click the Run button
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In Brief

Extract Records Using
Or Critoria

The rec

o View the query results datashee
(ds that have been selected

field cc

ts datasheet
n o \

ve the revised query

3. Fom qaery @ Close the 3ordWksVac query

In Addition

Combining And and Or Criteria Statements
Assume that Rhonda Trask wants 10 further e
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ulations in a Query

‘Caiculations involving mathematical operations such as adding or muttiplying a field value
<an be included in a query. In 2 blank fieid in the Fleld row in Query Design view. type the
e you want 1o appear as the column heading. followed by a colon () and then the mathe-
matical expression for the caiculated values. Field names in the mathematical expression are
encased In square brackets. For exampie, the entry TotaSaiery-[BaseSalary]{Commiss:on]
woulk adc the value i the fiekd named BaseSalary 1o the valus in the fiekd named Commission.
m-umumu-mmmuummmnmmm

Caicuiated columns do not exist in the associated table; the values are calculated
Cynamically each time the Guery is run. Numeric format and the number of digits after the deci-
mal pont for calculatec ColumNs are set using the Fomat property box in the Proparty Sheet
task pane n Design view,

W Worldwide What You Will Do Worlawide Enterprises contributes 3% of each employee's annual salary
T prises 10 a registersd pension pian. You will create a new query to calculate the employer's annual
pension contributions.

@ i 2 WEEmployees.accdb open. click the Create tab and then click the Query
Design button

e At the Show Table dialog box, double-click Employees and then elick the Close
button

0 Double-click the following ficlds in the order shown to add them to the query design

gnd

2 2N

EmployeelD
FirstName

LastName

AnnualSalary
o Click in the field in the Field row to the right | ‘
N v
of the AnnualSalary column in the query design [emeriens @
grid | v l

a Type { and

then press the Enter key

o Position the mouse pointer on the right column boundary line for the
PensionContribution ficld in the gray header row at the top of the query design grid
until the pointer changes to a left-and-right-pointing arrow with a vertical line in the
middle and then double-click the left mouse button to best fit the column width

:.'4( |

Penuuond ontr Lautmon !

e
Employees
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Croate Caloutated Field
n Query

Cicx

Format Calcutated
Fielg

e

€@ Click the Save bution, At the Save As dialog box. 1y

Name text box and then p the Enter key or ¢lick OK

o Click the Run button

o In the query results datasheet, adjust 1l Jumn width «
PernsionContribution colume

The values in the calculated

0 Switch to Design view
@ Click anywhen
desy

nd

@ Click the Property Sheet button | he Show/Hid
Design ta

Available properties for the active f Ji6(
@ Chick in the Formar property box in the P
Sheet task pane, click the down amrow tha
appears, and then chick Currer
list
Clhick the Clo f

the Property

@ Chick the Save butt ) Rur

button
Q Click the Totals button )
Records group 1o ad 1 —
10 the botto h
and then add a S
the bottom of the A
and Pensiond

ficld columns. Note: Refer
1o Activity 2.7 if you need
assistance with this steg

0 Print the query result

0 Close the PensionCont quct
Click Yes when prompied 10
changes to the query

within the first field in the Per nl ¢



