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Queries are based on Tables. A simple Query can simply display just some or all of the fields of a Table. 
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Queries can range from a simple query that displays just some of the fields in a table to complex query that display records according to certain conditions, perform calculations or update data automatically:

Queries make Access very useful for extracting information from data tables.

Queries are extremely useful because they are used to

· Select which fields to display and in what order

· Perform calculations

· Summarise and Group data

· Select data from more than one table

· Update date

· Delete data

Objectives

In this chapter you will:

· Create a new Query using the Design grid

· Sort Records in a Query

· Use Criteria to select specific records

· Use And in a Query

· Use Or in a Query

· Create Parameter Queries

· Create a Range Query

· Create a Calculated Field in a Query

· Create a Summary Query

· Use Dates in Calculations

· Run an Update Query

· Open the database file Ch 2 Queries
Review of Simple Select Queries
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Suppose we want an Alphabetical list of each Stock item, the Sell Price, the Name of the Supplier and their Phone Number and the name of the Contact person. Some of this data is stored in the Stock table and some is stored in the Supplier table. However because of the Relationship between the two tables a query can be created which will display all this data for each stock item.

· Click on the Queries tab to display it

· Click on New
The New Query dialog box will appear 
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· Click on Design View and OK
The Query Window will appear with the Show table window in the foreground as shown on the following page.

· Click on Stock and Add
· Click on Suppliers and Add
· Click on Close 
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The Stock table and the Suppliers table will appear in the Query window which enables us to select fields from these tables to be in the query.

To create a Query the required fields must be inserted into the Design Grid. This can be done easily just by dragging the required fields to the Field box or double clicking on the Field – take your pick!

· Click on Product Description in the Stock table

· Drag it down to the first Field box

· Repeat with SellPrice from the Stock table and SupplierName and PhoneNumber & ContactName fields from the Suppliers table
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The fields put into the Grid will be the only fields displayed in the Query result.
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Sorting the Query

The query result can be Sorted using specific fields. For example if we want to sort using the ProductDescription.
· Click on the Sort box under Product Description – a list button will appear

· Click on the droplist button and click on Ascending from the list

· Click on the Run Query button in the toolbar to get the result
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The result of the Query is displayed. A Query result is not the original table. It is a new object in its own right that can be saved, printed and reused at any time. A Query is automatically updated each time it is run to account for new entries and data changes in the underlying Tables it was based on originally.

· Click on File ( Save in the Menu bar 

· Type Stock List as a name for the query and click OK
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Click on the Design View button to switch back to the Design grid

Criteria

Criteria enable you to select specific records from the entire group of records. Criteria for the records we want displayed are entered into the Criteria row.

[image: image22.png]ficid

% = | Al

=N




[image: image23.png]orderm
CustomeriD
Employeeln
orderDate.

Ll
Field: [Fisthame LastlName: SubTotal I
Teble: [Emplopess Emplopess OiderLines
Total [Group B; Giroup B: Sum [
St
Show

Citeria

“ ey -





· Type Posy Makers in the SupplierName Criteria box as shown above

· To Run the Query click on the Run button
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The resulting Query will appear as shown below.

The Query results display only the records for the query with Posy Makers as the Supplier.
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To return to Design View click on the Design button
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· Change the Criteria for Supplier to Back to Nature
· Click on the Run button

The results will appear as shown on the following page.
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· Click on the Close button to close the query
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Click on Yes when prompted with the following message to save the changes in the design of the query

The Query will now appear in the Queries tab of the database window. It can be opened at any time just by using the Open button.
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· Click on the Stock List query to select it

· Click on the Open button

The query will be displayed with the last saved criteria.

· Click on the Close button to close the Query

Expressions

So far the filters have been used to select records that match a value, eg the Supplier. Expressions are used to select a range of values in the same field, eg any Supplier whose name starts with T, or Stock with Rose in the name

Field
Criteria Expression
Resulting records

ProductName
Rose 11
Rose 11  

ProductName
Rose*
All records with Rose at the start of the ProductName

ProductDescription
S*e
All records where values in ProductDescription starts with S and ending with e



CustomerID
2
One record with CustomerID 2

CustomerID
>2
All records with a CustomerID higher than 2
3,4,5,6 etc

CustomerID
<=2
All records with a CustomerID 2 or less
1 and 2

CustomerID
Between 20 And 25
All records from 20 to 25
20,21,22,23,24,25

Supplier Name
Not “Posy makers”
All records except those with Posy Makers in the Supplier Name field

Sell Price
Null
All records that do not have an entry in the Sell Price field

Order Date
>=#1-1-99#
All records Orders made on or after the 1/01/99

· Use the Criteria above and the relevant tables to create a Query for each type of expression

· Just check the results when you run them, do not save them

Parameter Queries

Parameter queries allow users who have no knowledge of how to setup Access Queries to still ask for specific pieces of data. Parameter queries prompt the user for the criteria negating the need for the user to open the design of the query.

We will make a Stock Price Query that utilises a parameter so that all we have to do is indicate for which Product we want the Sell Price.

· Click on the Queries tab if necessary

· Click on New, check Design View is highlighted, then OK
· Click on the Stock table in the list then Add then Close
· Enter the following fields as shown below
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· Type [Enter Product Name] in the criteria box of the Product Name field

Be sure to use square brackets not round – square brackets are located on the keyboard to the right of the P key. Whatever is entered between the square brackets will appear on the prompt. The “Enter Product Name” is the prompt that will appear to the user of this Query

· Save the Query as Stock Price
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Run the Query 

This prompt will appear on your screen. Notice that the text in the prompt is what you entered between the brackets in the Criteria box.

· Type Rose 23 in the box then click OK
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The query will run and display the Sell Price and Description for the Product Name you entered in the prompt.
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· Close the query saving the changes

· In the Queries tab click on the Stock Price query

· Click on Open to run the Query again 

· Type Scabiosa in the prompt
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Click on OK to run the Query
· Close the Query
· Open the query again for Mint Bush
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· Close the Query

Practice : Parameter Queries

· Click on the Queries tab 

· Click on New
· Click on Design View and OK
· Click on Suppliers and Add then Stock and Add  then Close
· Create the following Query that lists all stock supplied by a particular supplier as well as the Unit Cost of each item– use the Design grid as shown below – use Ascending in the ProductDescription column
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· Save the query with the name Supplier Stock List
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Run the query several times so a list for each Supplier is displayed

· Close the query

Data Range Query : Using Between & And

We can find records that are within a specified date range, or numerical range. For example if we wanted to find the Orders on certain days.

· Click on the Queries tab if necessary

· Click on New
· Click on Design View and OK
· Click on the Customers table, Add then the Orders table, Add then the Employees table and Close
· Enter the details as shown below 

The Data Range expression is entered in the same way as it was in the Parameter query. The use of the words Between    And will make Access list only those records with dates between those specified in the prompts by the user.
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· Click on the Run button

· Enter 15/5/99 into the first prompt – Enter start date then click on OK
· Enter 17/5/99 into the second prompt – Enter finish date then click on OK
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· Save it as Orders by Date Range
· Close the Query 

Practice: Using Between & And in Criteria for a Data Range

In this exercise you will create a query that prompts the user for a Cost price range using two prompts, one for the lower price, another for the upper price. 
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Setup the query design as shown below

· Save the query as Stock Cost Range
· Run the query using 3.00 as the lower cost and 3.99 as the upper cost

The following results should appear.
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· Close the Query

Calculated Queries

Calculated queries enable us to manipulate the data we have in tables to provide us with even more data. For example, we have the cost of each Stock item and how many of each. From this we can calculate the value of the entire stock.

The Calculation is entered into a Field box in the Query design grid. The Calculation uses Fields that appear in the Table list.

The Expression also gives a name to the field holding the calculation.

For example if we wanted to create a field in the query that held the total value of each Stock item the expression would be
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Value  : [UnitCost] * [No on Hand]

· Create a new Query using the Stock table with the following design
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· Click into the next free Field box

· Enter the Calculated field in the box using the calculation 

Value: [UnitCost] * [No on Hand]

· Run the query

The result will include the calculated field as shown on the following page.

The Calculated field appears with its name Value and the results of the calculations using the Unit Price and No on Hand data values.
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· Save the Query as Stock value
· Click on the Design button 

· Click on Value column
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Click on the Properties button

[image: image55.png]Stock_Price : Select Query [_[C]
Product Name[ Product Dest n_| Sell Price |
i3] Standard Yellow Rose 58.00
K3 50.00

Reoord: ta [ 1 > [k of 1





· Click on the Format box and click on the drop list button and click on Currency
· Click on the Decimal Places box and type 2
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· Close the Properties dialogue box

· Run the query to check results
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· Close the Query

Practice : Calculated Queries

· Repeat the steps to create another New Query that lists the Profit made on each sale of a Stock item

Profit : [SellPrice]- [UnitCost]
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· Run the query

· Save the Query as Profit then Close

Calculations with Multiple Tables

A calculated field could be created by using the values of fields already in the table to create a new value. For example, the Total value of a stock item could be calculated using the Quantities field of the Orders table and the Sell Price field of the Stock table. 

To calculate values for a calculated field using fields from several tables requires extra information in the formula. 

The name of the table must be included with the name of the field.

The name of the table and the field are enclosed in square brackets with a period (fullstop) separating them.
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SubTotal: [Stock].[SellPrice]*[Order Details].[Quantity]
· Start a new query and set it up using the following grid.

· Enter the calculation of SubTotal as shown above

· Click on the Run button to view the results of the query.

· Close and Save the query as OrderLines
Grouping Records in a Query

Sometimes query results will be more useful if they are summarised. For example a listing of customer orders and the value of these would be more useful as a subtotal for each customer.

· Create a new query with the following design – the Customers and Orders table are used and the Query Orderlines which was created on the previous page

· Click on New
· Click on Design View and OK
· Click on the Customers table, Add then the Orders table, Add then click on the Queries tab and the OrderLines query then Add and Close

· Run the query to produce the following results

These results could be more useful if the Sub Total was subtotalled for each company.

· Save the query as Customer Value and return to the Design view

Summarising and Total

· Click on the Totals button in the toolbar for the Design View of the Query


This action puts a GroupBy row in the design grid. This row can be used to group records together.

· Click on the GroupBy list button in the SubTotal column to display the list of possible ways of grouping the records

· Click on Sum

· Run the query to produce the results shown below

These results are much more useful.


· Save and Close the query

Practice Exercise 

· Create the following query that sum the total Orders handled by each Employee

· Run the Query

· Close the Query

· Save the Query as Employee Sales
Formatting Calculated Fields

Calculated fields sometimes need to be formatted.

· Open the Design view of the Query Employee Sales
· Click on the SubTotal calculated field

· Click on View ( Properties in the Menu bar 

· Click on the Format droplist button – see Note if Format is not in the list

· Click on Percent



· Click on the Decimal Places box and click on 0
· Close the Field Properties box


· Run the query

The Sum of Subtotal  field now looks a lot better.


· Save and Close the Query
Using Dates in Calculations

Suppose all Orders must be paid for within 14 days. You could use a Date Calculation to list this date for each order in a Query.

· Create the following query design using this calculated field

DueDate : [OrderDate]+14

· Run the query


The resulting query will display when the Due Date is for each Order

· Save the query as Due Date
· Close the Query

Update Queries

Can you imagine how long it would take to increase the price of two thousand stock items by 10%. First you would have to do the calculation then enter the new price. Update queries are used to change a field in all or selected records in some way, for example increasing a value by a particular amount or a percentage. 

Update with new data

The Update query can be used to insert a particular value into a filed. For example the Customers table does not have the data for Post Code entered. It so happens that all customers come from the one town so the Post Code is the same, 3564.

· Click on the Tables tab and double click on the Customers table to open it

Note that there is no data in the Postcode field.

· Close the Customers table

· Click on the Queries tab and click on New
· Click on OK
· Click on Customers and Add to put it in the Design grid

· Click on Close
· Double click on the Post Code field to put it in the Design grid

· Click on Query ( Update Query in the Menu bar 

· Type 3564 in the Update To box that appears
· Run the query – click on Yes to the confirmation prompt
It will appear as though nothing has happened but in the Customers table the Post Code field has been updated.

· Close the query without saving changes
· Click on the Tables tab and double click on the Customers table to check the results


· Close the Customers table

Update with Calculation

Various calculations can be used to update a value. For example you might add $1 to the price of all plants, or the price may increase by 10%.

Suppose in the Stock listing you decided to increase all sell prices by $1 to cover a hike in rent.


· Click on the Queries tab

· Click on New
· Click on Design View and then OK
· Click on the Stock table then Add and Close
· Double click on SellPrice to put in the Design grid

· Click on Query ( Update Query in the Menu bar 

· Type [SellPrice]+1 in the Update To box – this will add 1 to each SellPrice value

· Run the Query – click on Yes to the confirmation prompt

· Save the Query as Add $1 to Sell Price
· Close the Query

· Open the Stock Table to check the result

You should get the following results.


· Close the Stock table

Practice: Update Calculations

Suppose you later decide to increase all Sell Prices by 10%. This means that the new SellPrice will simply be the original price and ten percent of that SellPrice. This is calculated using the following SellPrice * 1.1
· Click on the Queries tab

· Click on New
· Click on Design View and then OK
· Click on the Stock table then Add and Close
· Double click on SellPrice to put in the Design grid

· Click on Query ( Update Query in the Menu bar 

· Type [SellPrice]*1.1 in the Update To box – this will add 10% to each SellPrice value

· Run the Query – click on Yes to the confirmation prompt

· Save the Query as Increase Price 10%
· Close the Query

· Open the Stock Table to check the result

You should get the following results.


· Close the Stock table

Updating Selected Values

So far we have updated all records in a field. The situation may arise where only specific fields are to be updated. For example the Cost price may go up 10% for stock from just one supplier.

Suppose that just the Supplier Flintstones in increasing the Unit Price by 10%.
· Open the Stock table – Click in the SupplierID field and click on the Sort button


Now you can see all the Flintstones stock at once.

· Click on the Queries tab

· Click on New
· Click on Design View and then OK
· Click on the Stock table then Add and Close
· Double click on CostPrice to put in the Design grid

· Double click on SupplierID to put in the Design grid

· Click on Query ( Update Query in the Menu bar 

· Type [CostPrice]*1.1 in the Update To box – this will add 10% to each CostPrice value

· Click in the Criteria box for the SupplierID field and type =4 – this is the SupplierID for Flintstones
· Run the Query – click on Yes to the confirmation prompt

· Close the Query without saving

· Open the Stock Table to check the result

You should get the following results.


· Close the Stock table
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