Chapter

Introduction to Queries

Queries allow you to ask questions of your database. You can combine data from
different tables, permanently find or sort data, do calculations or produce interactive
dialogue boxes to allow a user to enter search data.

There are many different types of Queries, in this chapter you will be introduced to the
most common type, SIMPLE QUERIES.

A sample database has been prepared for you which records employee information in
two tables. One table records the employee’s personal details, the second table records
the employee’s pay details. The following diagram summarises the structure of the two
tables.

Personal Details Pay Details

Employee ID Employee ID

First Name Position

Last Name Section

Address Weekly Hours
Pay Rate

Notice that the field EMPLOYEE ID is present in both tables. This field is called the
PRIMARY KEY and it enables two tables to be linked so that data can be used from both
of them in the Query.

Loading the Sample File

1 Load Microsoft Access or close the current database and open the FILE tab. Select
OPEN ACCESS FILES in the START window or the OPEN option in the BACKSTAGE

VIEW.
2 Access the CHAPTER 3 folder of the
& S— — ACCESS 2016 SUPPORT FILES and
R — click on the CHAPTER 3 WAGES file.
[ Microsoft Access M

3 Click on the arrow next to the OPEN
button and select OPEN READ-ONLY.

File name: | Chapter 3 wages h Open Exclusive

Tools = Open Exclusive Read-Only
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i 4 Click on the SAVE AS button in
the WARNING BAR at the base

of the RIBBON.

5 Access your STORAGE folder and save the database as: CHAPTER 3 WAGES COPY.

6 Click on the ENABLE CONTENT button to display the data.

Looking at the Tables

1 Open each of the two tables in turn to become familiar with the data stored in
them.

2 Close the tables by clicking on their close boxes at the top right of their windows.

Creating a Query

Chapter 3 wages Copy : Database- C:\Users\GregBowden\Dacumer

File Home Create ~ +arnal Data Database Tools Q Tell me what
D

E & [

Application  Table Table SharePoint Que
Parts - a

ts Design  Lists~
Templates Tables

1 Open the CREATE tab in the
RIBBON and click on the QUERY
DESIGN icon to start the query.

Tables
3 Pay Details
3 Personal Details

You can then use the Show Table
digleg boxto add tables or querics
to the query design.

| 2 The QUERY design screen is
opened with the SHOW TABLE
dialogue box displayed.

&~ e

i §43
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3 Before the Query can be constructed the tables used by the Query need to be set.

T;b'ﬁ;_' 4 Click on the PERSONAL
@ - : DETAILS table followed by
the ADD button to add it to
it the Query.

-
Lreale Eaternal Dats Database [ouls

NN R
Tables -
s 3 . B
o 5 Click on the PAY DETAILS
o table and ADD it to the
Query frame.

6 Close the SHOW TABLE dialogue box by clicking on its CLOSE button.

| 7 Click on the MAXIMIZE
icon to expand the Query
window.

=
Create  EnieralDals  Database Touk
== ! I Urian e o nient Paws aluma 3

! * 7! & Thicugh

Makr Append Update Crosstab Delete
Tabile

= 5
E€ Data Definition  fapse £ Builder

| Parso: Mersase
| Employee 10 o Employes D
Fiath Mame Basitian
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A Linking the Tables

In order to create a query on multiple tables, the tables needed to be linked together
using the PRIMARY KEY fields. In this case the EMPLOYEE ID field is present in both
tables and it has been set as the PRIMARY KEY field in each table.

H
Home Create External Data Database Tools

ER ! BiE + # B

7N (5 Pass-Through
View  Run Select Make Append Update Crosstab Delete |
. Table Fi’,,Data Definition Table »'\ Builder

| The link between the tables has
been created for you and the QUERY
TOOLS are displayed in the RIBBON.

Results Query Type

Tables 2 «
j Pay Details

Personal Details

EE Personal Details Employee 1D
First Name

Employee ID
Pasition
Last Mame Section
Address ‘Weekly Hours
Pay Rate

NOTE If a LINK or (RELATIONSHIP) line is not present between your tables, click
on the EMPLOYEE ID field in the PERSONAL DETAILS table, drag the field

over the EMPLOYEE ID field in the PAY DETAILS table and select OK.

B Building the Query

Let’s create a query that displays the employee’s name, weekly hours and pay rate.

H ©- ]

== 1 Move the pointer over the FIRST

Fle  Home Create  FExternalData  Database Taols v | Bt .
D | B 5 . | 21 B L E;J:wr;mugh B & metthons s NAME field in the PERSONAL
View Run [Seek Ve Appen Updete Crostb Deete g ovcon S B DETAILS table. Hold down the
b . p.n. mouse button and drag the field to
S - the first field cell in the query.
7‘/ o
2 Notice that the table that the field
' ; came from is listed in the TABLE row
of the query.
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H o- - -

Query Tools Query1 - Access

File Home Create External Data Database Tools @ Tell me what you want to do...

D I D’j -' +I /*I E l D Union "‘lj 2= InsertRows  “" Insert Columns z r'r. [=] Property Sheet
. \_ « £ o ™ L ?
. < €3 Pass-Through %' Delete Columns [ B Table Names
View Run  Select Make Append Update Crosstab Delete Show .
- Table B Data Definition  Topje < Builder 0 Return:

Results Query Type

S . e | 3 Drag the LAST NAME field in to the
second FIELD cell in the query.

Totals Parameters

EH Pay Details
EA Personal Details

Employee ID —_—
First Name " Position
Last Name ( Section

Address Weekly Hours
Pay Rate

<
Field: | First Name
Table: |Personal Details Personal Details
Sort:
Show: O | O O
Criteria:
or:

H ©-

File

=1 s

Query Tools Query1 - Access

Home Create External Data

Database Tools @ Tell me what you want to do...

N CEr T $m it Piosico 4 Move the pointer over the WEEKLY
View Rllm Select Make Appe:\d U’pdat‘e Crosstab De'\ete @pa“'mn”gh Show :< PHERE, HOURS ﬁeld in the PAY DETA"_S
. Table gDataDeflnltlon Table :‘}_\Eullder £ Return: |A
o i Qo e table and drag it into the third
ables )« .
BB roy et Peroml e e field cell in the query.
EA personal Details Employee ID — Employee ID
First Name Paosition
Last Mame Section /
Address Weekly Hours
Pay Rate ‘
4
Field: | First Name Last Name W 5| v
Table: | Personal Details Persanal Details Pay Details
Sort:
SHSW: | O O
Criteria:
or

H -

File

!

= -

Query Tools

Query - Access

5 Double click on the PAY RATE field.

Home Create External Data Database Tools Q@ Tell me what you want to do...

l:lj \:l +! /I Iil !X @D Unien D €= Insert Rows  “§ Insert Col

&3 Pass-Through %' Delete Col

. . . o
Ve Ran (St ke Appnt Upte Coia D T gm0 e This is another way of inserting
Results Query Type Query Setup .
— - a field into the next column of a
ables Personal Details Pay Details
B Pay Details . x query.
EA Personal Details Employee ID — Emplayee ID
First Name Position
Last Name Section
Address Weekly H
Pay Rate
4
Field: | First Name Last Name Weekly Hours EHEEE v
Table: | Personal Details Persanal Details Pay Details Pay Details
Sart:
Show: O O
Criteria:
or:
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