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The student should be able to:
** Understand the commonly used option in the Design Grid pane.

** Create Query from single table or two_ table Query

*» Add criteria to a query using arithmetic and logical operators ,wildcards in a
query

*» Edit a query: add, remove, move, hide, and unhide fields.

** Delete and Run a Query



Queries

A query 1s a question relating to the data with a specific answer to it. It 1s a way of

retrieving specific information from single or multiple tables of the database.

Follow these steps to raise a query in MS Access 2010:

[. Open the database.

2. Click on the Create tab and then select the Query Design option in the Queries
group.

3. The Show Table dialog box appears. In the Tables tab, select the table from the list
of tables created and click on Add.

4. Repeat the same step to add more tables. Click on Close after the required tables
have been added.

>. The Query tab opens. The upper pane displays the tables selected. The lower pane
represents the Design Grid.



Design Grid pane: The portion of the Query tab where fields and criteria for the
query are added.

Some of the commonly used options that can be filled in this pane are explained in the
table below.

Field Shows the fields in the selected table to be included in the query.
Table Displays the name of the table from which the field has been added.

Sort Determines the sorting order of the data in the datasheet produced by the
query.
Show A checkbox that shows or hides the fields.

Criteria  Specifies the condition on which the query will have to be answered.

or For specifying alternative criteria on which the query will be resolved.
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. Click on the down arrow 1n the Field property boxes and add the fields in the chosen
order. The corresponding name of the table will appear in the Table property.

Click on the table name with the asterisk (*) symbol 1n the drop-down list,

to add all the fields of the table to the query. You can also double-click on a
field name 1n the upper pane or drag it to the chosen box to add it to the Field
property in the Design grid.

. Sort the data in the selected field based on your preference using the Sort property.

. Specity the criterion for the query in the Criteria property box. Add multiple criteria
in the property box.

To run a query

Follow these steps to run a query:

Click on the Design tab ==> Results group == Run option.
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To create a Query from one table

N 4

using form Query Design do the following:

Create a Query

Click the Create tab on the
ribbon.

Click the Quey Design
button.

Select the table you want to

add to the query and click
Add.

Click Close.

Double-click each field you
want to include in the

query.

Enter any search criteria for
the field in the Criterila box.

Create
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Customers List
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qryRebate
qrySales
qryTourSales

qryToursByMame
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Query: Database- \Query.acc.db (Access 2007 — 2016 file format) Access ? —
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Queries « || Quew

Queries Forms Reports Macros & Code

#!Update QD Union f‘f?’-: €= InsertRows  “A“Insert Columns 3%

E Crosstab & Pass-Through

Database Tools Design Q Tell me what you want to do... Kayla Claypool

== X Delete Columns
Show o Y Show/

tblEmployees

¥ EmployeelD
LastName

FirstName
Title
DOB v

Show Table ? X

Tables Queries Both

Contacts
tbiCaribbeanTours
thiCustomers
tbiCustomerTours
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To create a Query from one table using form Query Design do the following:

ey
crea te a Query Query: Database- \Query.acc.db (Access 2007 — 2016 file format) Access
Create External Data Database Tools Q Tell me what you want to do... Kayla Claypool
Click the Create tab on the
ribbon.
~ Views Clipboard = Sort & Filter Text Formatting
Click the Quey Design Queries 3 «|| T auent
button. »
Customers List thlEmployees
gryEmployeeSales s "

Select the table you want to 2 qyrebate e

add to the query and click = anysales HireDate

Add, Bl gnTourSales | Aiddress

E gryToursByMame ;:L:.:e

Click Close.

Double-click each field you

want to include in the

query.

Enter any search criteria for Taole: |toEmplopess | thitmptoyces | tlEmplapecs

H Sort:
the field in the Criterla box. Show I
Criteriai W "Minneapalis” \J

Mum Lock

from the Navigation Pane to-the top/half of the Query /
e o, \!

uu; M 'I r-2v.v14

Note : You can also add tables to a query by dragging them J



0 Save’a Query do the following:

- s Query: Database- \Query.acc.db (Access 2007 — 2016 file format) Access ? O X
X/ Create External Data Database Tools Q Tell me what you want to do... Kayla Claypool
Views Clipboard = Sort & Filter Records Text Formatting
To Save a Query : (@ o
Queries Y « Save As
Click the Save button. Customers List T
qryEmployeeSales Minneapolis Query
Enter a name for the query. anyRebate
qrySales
C'kk OK‘ qryTourSales Address
T ByName oy
qryToursByName ctate

OLTLLYYY

Field: |LastName FirstName City

Table: |tblIEmployees tblEmployees tblEmployees
Sort:

Show: ™ 38

Criteria:
on

“‘Minneapolis”
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\_/ To Run-a Query do the following:

To Run a Query

Open the query or click the
Run button if you're in
Design view.

Query Tools

H ©- - 5 Quen:Database- \\Mac\Home\Desktop\Query.accdb...

Kayla Claypool = O

File Home Create External Data Database Tools Help Design £ Tell me what you want to do
[— - "i| ,—:I—) - -
:; __= j I' DJ iy +|' Update D Union Ix Y3
- Crosstab (5 Pass-Through
View Run Select Make Append = o g Query Showy/
- Table % Delete  B£ Data Definition | Setup~ | Hide~
Resul}:’ Query Type ”
QueriLrJ @ « l "5 Minneapolis Query X
@ Customers List tblEmployees
ﬁ Minneapolis Query DUB ﬂ
=¥ qryEmployeeSales HireDate
Address
=¥ gryRebate City
= anysales State
ﬂ qniTourSales ZipCode -
ﬁ qryToursByMName
4] [»
Field: | LastMame FirstName City |

Table: |tblEmployees tblEmployees

thlEmployees

Sort:
Show: 1 = . |
Criteria: "Minnesota”
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a Query from two- table using form Query Design do the following:

ribbon.

Click the Query Design

button.

Double-click the tables or
queries you want to use and

click Close. (Choose two tables)

If necessary, join the fields

Click the Create tab on the

between tables.

Double-click each field you

want to include in the

query.

Enter any search criteria for

the field.

Click the Save button.

Enter a name for the query
and click OK.

Application
Parts -

Templates
Queries
Customers List
qryEmployeeSales
qryRebate
grySales

qryTourSales

qryToursByMame
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External Data
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Query: Database- \Query.acc.db (Access 2007 — 2016 file format) /

R &
Query Query
Wizard Design
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Database Tools

&
N
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Design Form = -

Forms

Q Tell me what you want ta

=

File Home

_§j qryRebate
”_5] qrySales
"5 qryTourSales

_':]j qryToursByName

Create

“_5;] qryEmployeeSales

v

st | EH 5+

* [ Crosstab

View Select Make Append
v Table
Results
Queries 9 «||
@ Customers List

Mum Lock

External Data

Query: Database- \Query.acc.db...

#1 Update

!;( Delete

Query Type
Query1

Database Tools

Query Tools

Q Tell me what you want to do...

Field:
Table:
Sort:
Show:
Criteria:
or

Show Table

Tables Queries Both

| Contacts
tbiCaribbeanTours
tbiCustomers
tbiCustomerTours

X plumns
olumns

All

thiEmployees

Kayla Claypool

Show/
| Hide~

2>

Num Lock
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To create a Query from two- table using form Query Design do the following:

_ \—/
= Query: Database- WQuery.acc.db... GQuery Tools
r Home Create External Data Database Tools v Tell me what you want to do... ayla Claypool
Click the Create tab on the v Kayla Claypool
- # 7 Update (D Union €= |nsert Rows n Insert Columns
ribbon Dj I:l +| 1Up n |J 2 wru 5
. : ¢ * [ Crosstab & Pass-Through % Delete Columns
Click the Que Design View Run  Select Make Append i il a roug Show R
ry g : 2
button. = Table I Delete B Data Definition  Tupje <o Builder £ Return: | Al
Results Cuery Type Cuery Setup
Douple-click the tables or Queries 9 « || = Quent
queries you want to use and
click Close. (Choose two tableS) Customers List thlEmpl thlCustomerTours
qryEmployeeSales R
If necessary, join the fields : '
- qryRebate i EmployeelD Customer|D
between tab.es' arySales LastMame Employee
< FirstName TourlD
Double-click each field you anyToursales Title Number of Tickets
:ant to lr\C'lee in the gryToursByMame DOB Date -
Enter any search criteria for
the field.
Click the Save button.
Enter a name for the query
and click OK.
Field:
Table:
Sort:
Show: \_/

Criteria:
or:

Num Lock = B i

!\Iote: No need to 99 the st;ap4 IS not
included . .’



ToLreate a-Query from two- table using form Query Design do the following

Click the Create tab on the

ribbon.
= Query: Database- \Query.acc.db... Query Tools

Clkk the Ql.lery Des.gn Home Create External Data Database Tools Q Tell me what you want to do... Kayla Claypool
button. [ - l D’j |:| I #1Update D Union E': Insert Rows %Y Insert Columns >

~ - i *  * [ Crosstab 5 Pass-Through 5% Delete Columns
Double-click the tables or View Run Select Make Append 5 T
queries you want to use and = Table % Delete I Data Definition £ Builder £ Return: | All
C'kk Close- (Choose tWO tables) Results Query Type Query Setup

Queries D « || T Quent

Customers List |

If necessary, join the fields
between tables.

Double-click each field you
want to include in the

tblEmployees tblCustomerTours
ryEmployeeSales

. : * Mumber of Tickets

gryRebate i EmployeelD Date

grySales LastName First Class

Firsthame Smaoker

query. gryToursales Title Ship Via
S 2 qryToursByMame DOE Cost

Enter any search criteria for

the field.

Click the Save button.

Enter a name for the query
and click OK.

Field: | FirstMame LastName Cost
Table: |tbIEmployees tblEmployees tblCustomerTaurs tbiCustomerTours
Sort:

Show:
Criteria: . en 1/1/16 and 3/1/16 \J
or:

Num Lock sqL
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TO enter the Criteria in Design view Numbers:
“Less than to 45:

<45 |Criteria <45
Less than or equal to 45:
<=45 |(Criteria <=45
Greater than or equal to 45:
>=45 |Criteria >=45
Equal to (is) 45:
=45 Criteria =45
Does not equal to (Excludes) 45:
<>45 |(Criteria <>45

Number must be between 10 and 100 :

Between 10 and 100 | Criteria Between 10 and 100
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TO enter the Criteria in Design view: Text Data type

After Pressing the Enter Key it will Change to tike_“me*

-

The Data must start (begin) with “me” :

M cards(*,?):

«~The Data must contain (include) “er” :

Criteria

“*er*”

%

(Matches any number of characters)

me*

Criteria

{3 me*”

? (Matches single alphabetic of character)

The Data must end with “ly” : *ly

The Data m
be??

The Data m
??%er

Criteria

“*ly”

ust start with “be” and it only con

sists of four letters:

Criteria

({3 Be‘?? 2

ust end with “er’

> and it only consists of five letters:

Criteria

like”???er*”

€

N/



TO enter the Criteria in Design view: Date and time Data type:
"'——’I'c/)day’s date : =Date()

Criteria =Date()

p—

- Today’s date or later : >=Date()
Criteria >=Date()

Today’s date or earlier: <=Date()

Criteria <=Date()

o After 2/3/2020: > 2/3/2020
Criteria > 2/3/2020

e Before 2/3/2020: < 2/3/2020
Criteria < 2/3/2020

e On or After 2/3/2020: >= 2/3/2020
Criteria < #2/3/2020#

After Pressing the Enter Key it will Change to >#2L3/2029#
N/
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Add criteria'to a query using one or more of the following logical operators:

Y or w5/
Criteria >=Date()
Or <=45
And
Criteria <=45 >=Date()
Or
Notes:
« Not Equal: Type NOT or <>
« Yes/No: Type Yes or No ortype True or False
« Text: Type text or =text
—

« wildcards Symbols :
*

(Matches any number of characters)

? (Matches single alphabetic of character) g \/ | , - /



Apply these skills:

1) Open the Delivery2014 Query. Add criteria to show all Company that have a ProductID
between 4 and 7. Then save ..

2) Move the SupplierlID field from the Delivery2014 Query, so that it appears immediately
after the amount field, then Save. [1Minute]

3) Open the Delivery2014 Query. Add criteria to show records where the Suppliers
number is not equal to 3 OF the DeliveryDate is after 1/1/2014 ,Then save. [1Minutes]

'

1) Remove the NewSupplier field from the Delivery2014 query. Then save and close.

[1Minute] \?/

et \/ - \.J.\ /



__ Apply these skills:

1)“Create a new query using all the fields from supplier table, to show records with
supplier ID greater than or equal 2. Save it with the name rosary_Query. Save and

close your database. [2Minutes]

2) Create a new query from two tables using the following:
The productID and Amount fields from the Deliveries table and
the Company and ContantPerson field from the Suppliers table.
To show all companies whose name contains word “Fruit “then save it with name

Company_Query.Save and close your database . [2 Minutes]




