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Introduction

Objectives

This course builds on the Access Introduction course to focus specifically
on Access queries. Concepts from the Access Introduction course will be
reviewed, as well as new topics will be introduced. These topics include:

. Understanding the use and role of queries in a database
o Designing and modifying selection queries

. Sorting records in a query

. Exporting query results to Excel and Word

o Setting criteria for a query

. Adding and deleting tables in a query

. Using AND, OR, and other conditional operators as criteria
o Using parameter queries to input criteria

. Using the Query Wizards to design queries

. Creating horizontal totals in queries

o Creating group total calculations in a query

. Using action queries to perform actions on tables.
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Chapter 1

Creating and Using Queries

(®

Chapter Objectives:

o Understanding Access Query Types
o Creating a Query

o Previewing and Running a Query

o Adding, Moving, and Deleting Fields
o Sorting Records in a Query

o Saving a Query

. Renaming a Query

o Exporting Query Results to Excel or Word
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Chapter 1 — Creating and Using Queries

Overview

A query asks a question about information stored in a database table. A
selection query is the most common type. It allows the user to view,
analyze and even make changes to information in the tables and fields
that were selected.

When a selection query is run, the answer is displayed in a dynaset that
looks like a table in datasheet view. It is the output from the query. When
the query is closed, the dynaset is not saved and no longer exists.

Since queries can be used over and over to review ever changing data,
the query definition is named and saved. As the information in the table is
edited or updated, the same question can be asked again, and the query
will produce different results.

Why use a query?

. Only fields and records that meet the criteria will be included in the
dynaset.

. The selected records can be sorted to appear in a specified order.

. The query can retrieve information from several tables. This

alleviates the need to search through multiple tables manually.

. Reports and forms can be built upon queries so that every time the
report is opened, the most recent information is displayed.

. When a query is saved the dynaset is not saved and no longer
exists, only the commands which comprise the query are saved.
Therefore, each time a query is run, it will provide the latest data
from the underlying tables.

. In a query, the resulting dynaset is the actual data in the underlying
tables. Changing the information in the dynaset in Datasheet view
will change the data in the underlying tables.

. Fields can also be created which are mathematical computations of
fields in underlying tables. This allows more efficient table design
by allowing calculated fields to exist only as query statements
rather than taking up space in every record of a table.

© 0H106
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Chapter 1 — Creating and Using Queries

Understanding Access Query Types
Access provides the user with a number of different query types. Select
gueries only display the results of the query "question”; they make no
modifications to the data. Action queries will modify the data in the
underlying table(s) based on the criteria set in the query.

The following are the query types available in Access:

Selection Queries

Select E:;:;ﬂ Extracts data from one or more tables and returns
values in a dynaset.

Parameter Prompts the user for specific criteria each time the
query is run. You can also create a custom form or
dialog box that passes the criteria to the query.

Total Provides the capability to sum or produce totals

(such as sum or count) in a select query.

Crosstab Queries

Crosstab Produces a "spreadsheet” summary of data in
which you specify the fields to be used as row and
column headings.

Action Queries

Make-Table E'I.- 1 Creates a new table from all or part of the data in
Query one or more tables.
Update Query i?'! Makes global changes to a group of records in one

or more tables.

Append Query + | Adds a group of records from one or more tables to
the end of another table.

Delete Query ﬁl Deletes a group of records from one or more
tables.

Page 4 © OH106
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Chapter 1 — Creating and Using Queries

Creating a Query

Access uses a feature called Graphical Query by Example (QBE) to
construct queries. QBE allows the user to create very complex database
gueries without the need for query language coding. Access QBE allows
for very easy design of queries through the use of drag-and-drop, field
selectors, and drop-down combo boxes.

To create a query, the user can drag and drop fields from the upper
portion of the window into the grid located in the lower portion of the query
window, or they can click the down arrow in the Field cell of the grid.

Each column of the grid contains information about a particular field
included in the query. The Query Design window is where the selected
query fields are then ordered, sorted, and criteria is specified. This is also
where expression fields are created.

The following procedure illustrates the basic steps in creating a selection
query. Further procedures in this course will explain the creation of
criteria, expressions, and calculations.

Procedure:

1.

In the Database window, select the Queries tab.

gE AccessQueriesXP : Database (Access 2000 file format) M=]
(H open o Design H# Mew =

Obijects Create query in Design view

Tahbles Create query by using wizard

Queries

Farris

B Reports

E Pages

& Macros

% Modules
Groups

@ Favorites

© 0H106
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Chapter 1 — Creating and Using Queries

2.

Click New. The New Query dialog box displays:

2=

/’" Simple Query Wizard
E.E Crosskab Query Wizard
Find Duplicates Query Wizard

Find Unmatched YWizard
Create a new querty withouk ing Unmatched GQuery Wizar

using a wizard.

Ik I Zancel

Choose Design View and click OK.

Access opens a new query window and displays the Show Table dialog
box. This dialog box will list all the tables and queries currently in the
database. Using the tabs at the top of the dialog box, you have the
option of viewing only tables, only queries, or both.

Show Table E I

Tables | Queries | Bath |

tl:lh:" I:I: :Han_"rlul: I:I rl .,I,.E.n tll:l rl ............................................. g ||:|SE |

tblZomputer
tBlCormputerPeripheral
tblDepartment
EbICropDown
tblEmployees
tblLocation
kblPersonnel
tblSoftware

tblvendor

Select the table or query to be included in the new query and click Add.
To include more than one table, repeat this step until all tables are
selected. Click Close when finished. The Query Design window
displays the selected objects in the upper portion of the window.

Page 6
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Chapter 1 — Creating and Using Queries

pml Queryl : Select Query =]
E FS
LastMarmez CarmputerCod
FirstMame SerialMumber
Pharne ;I Capitalltern ;I
-
4 I I 3
Field: [] -
Table:
Sork:
Show; [l [l [l [l
Criteria:

ar:

Specify which field (or fields) will appear in the dynaset by dragging the
field name from the field list window down into the grid.

OR

Use the Table and Field drop-down lists in the lower portion of the
window to select fields.

OR
Double-click the field name in the field list window.

To select a continuous range of fields, click the first field, press and hold
the [Shift] key, click the last field, and then drag the highlighted list.

To select multiple random fields in a single table, press and hold the
[Ctrl] key, click the desired fields, and drag the entire highlighted list
onto the lower portion of the window.

To insert all fields from a field list window into the grid, double-click the
title bar of the field list window and then drag any field to the grid.

© 0H106
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Chapter 1 — Creating and Using Queries

10.

11.

12.

13.

=] B3

=t Queryl : Select Query

ComputerCod
SerialMurmber
Capitalltem ™

i

Figld:

LastName|

* JFirstMame

ComputerCode

SetialMumber

Table:

tblEmploves

tblEmploves

tblComputer

tblComputer

Sark:

Show:

Criteria:
or:

To sort the records, select the Sort cell below the field’s name. Click
the drop-down arrow that appears to view the sorting choices:
Ascending (0-9 and A-Z), Descending (9-0 and Z-A), or (not sorted).

Add any expression fields based upon selected tables. Expressions
must follow certain rules:

e Field names must appear in brackets [ ].
e The expression is not case sensitive.

e The available operators are " + " (addition), " - " (subtraction), " * "

(multiplication), and " / " (division).

If desired, clear the Show check box under a field name to have that
field NOT appear in the resulting dynaset.

Set up any criteria required to achieve the desired dynaset. Use the
following guidelines for creating criteria:

Page 8
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Chapter 1 — Creating and Using Queries

e Text must appear in double quotes (")

e Dates will appear between number signs (# )

e Wild cards (* and ?) may be used

e Criteria can be entered which require the records retrieved to
meet all the criteria (AND operators).

e Criteria can be entered which require the records retrieved to
meet only one of the specified criteria (OR operators).

LastMame
FirstMame
Phone LI

gz Queryl : Select Query

ComputerCod
SerialMumber
Capitalltemn LI

I[=] E3

Y

o

Field:

LastMame

FirstMame

ComputerCode

Seriallumber

Tahle:

tblEmployes

tbIEmployves

tblComputer

tblCampuker

Sork:

fscending

Show:

Criteria:
or!

"izakeway 2000"

14. Select the Query menu and choose Run.

OR

query and view the results.

Click the Run button on the Query Design toolbar to execute the

© 0H106
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Chapter 1 — Creating and Using Queries

pml Queryl : Select Query

Record: Hl 4 || 1k |H |He| of 17

Last Mame First Mame Computer Code [Serial Mumbe
iLd Engineering Lab - PIT GATEWAY 2000 393460
|| Ander Ronh GATEWAY 2000 367747
| |Bartal Dave GATEWAY 2000 356601
|| Berrett Jim GATEWAY 2000 328006
| |Harris Eric GATEWAY 2000  Cx3195
| |Henry Meil GATEWAY 2000 Cx3714
| |Hoche Dutch GATEWAY 2000 371499
Kemwn Martin GATEWAY 2000 371494
| |Lenpley Buddy GATEWAY 2000 367761
| |McCarthy  Bud GATEWAY 2000 393482
|| Schult Ali GATEWAY 2000 356753
Schult Ali GATEWAY 2000 332001
|| Siria Scott GATEWAY 2000 387633
| |Walters Art GATEWAY 2000 387628
| |Wimeringer | David GATEWAY 2000  CX3566
| |Woh Al GATEWAY 2000 396875
Zehrask Dan GATEWAY 2000  CX3987

Tips:

If more than one sort is selected in the QBE grid, the fields are sorted in
the order they appear in the query grid (left to right).

The Show option is useful for sorting by a specific field or specifying
criteria that you do not wish to have displayed in the resulting dynaset.

Page 10
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Chapter 1 — Creating and Using Queries

Previewing and Running a Query

The results of a query can be obtained in one of two ways. Either a
preview of the results can be viewed in Datasheet view, or the query can
actually be Run or executed.

In the case of selection queries and crosstab queries, there is no
difference between viewing a query in Datasheet view or actually running
the query.

However, with the following action queries types — append, delete, and
make-table — previewing a query allows you to check that the query
criteria and results are correct before performing the query action on the
table data. It is not possible to preview the effects of an update query.

Procedure: (To preview a query in Datasheet view)

"1 Onthe Query Design toolbar, click the View drop-down button
and choose Datasheet View.

OR
Select the View menu and choose Datasheet View.

The query results will be displayed. In the case of an action query, this
is a preview of the results.

Procedure: (To run a query)

On the Query Design toolbar, click the Run button to execute the
guery and view the results.

OR
Select the Query menu and choose Run.

The query results will be displayed. In the case of an action query, this
command will perform the selected action on the table data.

© 0H106
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Chapter 1 — Creating and Using Queries

Adding, Moving, and Deleting Fields

Fields will be displayed from left to right in the dynaset in the order they
appear in the QBE grid. However, it may be necessary to modify the
dynaset after viewing the results.

Use the following procedures to add, move, and delete fields from the
guery results.

Procedure: (To add fields)

1. Display the query in Design view.

2. To add a single field to the end of the grid, double-click the field name in
the field list window.

3. To add a single field between other fields already in the grid, drag the
field name to the grid and drop it. Notice that fields shift to the right to
accommodate the insertion.

4. Repeat either step to add additional fields.

5.  Run the query to view the new results.

Procedure: (To move a field)

1. Display the query in Design view.

2. Position the pointer on the field's column selector at the top of the
column in the QBE grid. The pointer changes to a small downward
arrow.

Page 12 © OH106
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Chapter 1 — Creating and Using Queries

Field column

selector

3.

4.

= Queryl : Select Query [_ (O] x|
rFY

th E
* Y * F'Y
oo

m I

LastMane CamputerCod

Firskhame SerialMumber

Phone LI Capitalltem  *

-
4| | T
==

Field: |Lasthame FirstMame ComputerCode L= WralMupbs’
Table: |tblEmployves tblEmploves thlCol thlComputer

Sort: | Ascending

show:
Criteria; "izateway 2000"

ars

Click once to select the column. The pointer shape changes to a

leftward pointing arrow.

= Queryl : Select Query [_ (O] x|
rFY

ar:

E 1)
: Mool 4
oo

D 10

LastManne CamputerCod

Fit skl arme SerialMumber

Phone j Capitalltem ;I

[« |
Field: |Laskharie FirstMame ComputerZode
Table: |thlEmployes thiErmployes thlComputer
Sort: | Ascending
Show:
Criterias "Gakeway 2000"

KEEPING THE MOUSE IN THE SAME SPOT, press and drag the
column selector. As you drag along the grid, a black line will appear

between the columns to indicate where the field will be inserted.

© 0H106
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Chapter 1 — Creating and Using Queries

5.

= Queryl : Select Query [_ (O] x|
rFY
th E
: Mool 4
oo
D 10
LastManne CamputerCod
Fit skl arme SerialMumber
Phone j Capitalltem ;I
[« |
|
Field: [LastMame FirstMame |l qgputercade
Table: |thlEmployes thiErmployes EbEmputer
Sort: | Ascending
Show:
Criterias "Gakeway 2000"

ar:

Release the mouse button when the field is in its new location.

*

| »

4
jin]

= Query1 : Select Query M=l &
rFY

ar:

4 |

oo
D
LastMane e ComputerCod
Fit stk arne SerialMumber
Phone ;l Capitalltern ¥
[« |
Field: |LaskName FirsthMame ComputerCode
Table: |thlEmployee thlEmployee tblComputer
Sart: | Ascending
Show:
Criteria:

"Gateway 2000"

Page 14
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Chapter 1 — Creating and Using Queries

Procedure: (To delete a field)

1. Position the pointer along the field's column selector. When the pointer
becomes a downward arrow, click to select the entire column.

= Query1 : Select Query

LastMarne
Firstharne

Phone ;l

* £
00
m

: -
()

ComputerCod
SerialMumber

Capitalltemn LI

L |

=1 E3

-

Field: |LaskName

FirstMarne

ComputerCode

Table: |thlEmployee

thlEmploves

thlComputer

Sart: | Ascending

Shaw:

Criteria:
ars

"Gakeway 2000"

2.  Press the [Delete] key.

Q Tip:

. You can clear the entire QBE grid by using the Clear Grid command on

the Edit menu.

© 0H106
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Chapter 1 — Creating and Using Queries

Sorting Records in a Query

Access displays records in the dynaset in the same order in which they
appear in the underlying table or query. For easier editing and review, the
records can also be sorted alphabetically, numerically, or chronologically.
This can be done either in the query design view, or in the datasheet view.

Procedure: (To sort records in Query Design view)

Display the query in Design view.

Click in the Sort cell below the field's name. A drop-down arrow and
menu will appear.

= Queryl : Select Query [_ (O] x|
th th §
: Mool 4
oo
D 10
LastManne CamputerCod
Fit skl arme SerialMumber
Phone ;I Capitalltem ;I
-
[« | »
Field: [LaskMame Firstharne SerialMumber CormputerCode
Table: |thlEmployes thiErmployes thlComputer thlComputer
Sorks -
Shaw: ([Ascending
Criteria; || Descending "Gakeway Z000"
or: |[(not sorted)

Select a sorting choice from the list: Ascending (0-9 and A -2),
Descending (9 -0 and Z - A), or (not sorted). If the Sort option is
added to more than one field, Access will perform the sorts in order from
left to right in the QBE grid.

guery and view the results.

Click the Run button on the Query Design toolbar to execute the

Page 16
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Chapter 1 — Creating and Using Queries

Procedure: (To sort records in Datasheet view)

Display the query in Datasheet view.

Click once in any cell in the field you wish to sort.

2 - it
Click the Sort Ascending or

Query Datasheet toolbar.

Sort Descending button on the

Procedure: (To remove a sort in Datasheet view)

Display the query in Datasheet view.

Select the Records menu and choose Remove Filter/Sort.

Tip:

It may be necessary to change the left-to-right order of the fields in the
QBE grid to accommodate sorting. Once the query is run, the fields can
be rearranged in Datasheet view to accommodate the desired layout of
the results.

© 0H106
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Chapter 1 — Creating and Using Queries

Saving a Query
To save a new query at any time, use the Save command. Access will
also automatically prompt to save if a query window is closed without
saving, or if changes are made to an existing query.
The Save As command can be used to create a copy of a query within the
same database. This can be handy for creating similar queries without
having to start over each time.

See Appendix A — LNC Database Object Tags for information on the
recommended naming scheme for queries in a database.

Procedure: (To save a new query)

1. Select the File menu and choose Save. The Save As dialog box

displays:
Save As n E
e
uery 2
Zancel |

2.  Type a name for the query and click OK.

Procedure: (To create a copy of a query)

1. Select the query in the database window.

2.  Select the File menu and choose Save As. The Save As dialog box

displays:
T 1|
Save Query 'gryEmploveeComputers' To: oK I
]
Cancel |
Az

IQuerv j

3.  Type a new name for the query and click OK.

Page 18 © OH106
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Chapter 1 — Creating and Using Queries

Renaming a Query

It may be necessary to rename queries once they have been created.
Renaming a query (or any Access object) is essentially the same as
renaming a file in Windows — select the query name in the database
window and then click again to edit the name, or right-click on the query
name and select Rename.

However, caution should be exercised when renaming queries that serve
as the basis for other queries, forms, or reports. Renaming the query may
cause those objects to not function properly.

To prevent this from happening, Access provides the option to track name

changes and make automatic updates using the Name AutoCorrect
feature.

Procedure:

Select the Tools menu and choose Options.
In the Options dialog box, select the General tab.

In the Name AutoCorrect section, select the Track Name AutoCorrect
info check box.

N 1|

Pages | Advanced I International I Spelling I TablesiCueries

Wig zenetal I Edit/Find I Kevboard | Datashest | Forms/Reports
—Print margins —Use Four-digit yvear Formatting

Left margin: |1" ™ This database

el e Il— v all databases

Top margin: 1" —Mame AutaCorrect

Bottom margin: Il..— v lTracI_( name AutoCorreck inl.:u

v Perform name AutoCorrect
¥ Recently used Fils list: IE' j ™ Log name AutoCorrect changes
v Provide Feedback with sound New database sort arder:
[ Compact on Close General j
[” Remove personal information From File
properties an save

Defaulk database Folder:
IH:'II

‘\ieb Cpkions. .. |

0k, I Cancel Apply

© 0H106
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Chapter 1 — Creating and Using Queries

4. To have Access automatically update all related objects when an object
name is changed, select the Perform name AutoCorrect check box.

5. To have Access maintain a log of all name changes, select the Log
name AutoCorrect changes check box.

6. Click OK to close the Options dialog box.

@ Tip:

. Although this feature appears in the Tools, Options menu, it is not a
global feature for Access. It is a per database option, and must be
activated for every database on which you wish to use it.

Page 20 © OH106
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Chapter 1 — Creating and Using Queries

Exporting Query Results to Excel or Word

The results of a query can easily be exported to Microsoft Excel or Word.
This ability allows for further analysis, formatting, or the use of the data in

other documents.

Procedure:

Design a new query, or Open/Run an existing query.

When the results of the query are displayed, select the Tools menu,

choose Office Links and then select one of the following options:

Microsoft Access

- Fle Edt Wew Insert Format Records

v spelling. .. F7

ook | window Hep
M- HnsRy L BRl

SRR

Office Links

»

& Merge It with Micrasoft Word

Speech

Online Collaboration

F Publish It with Microsoft Word

‘ﬂ Analyze Ik with Microsoft Excel

Relationships. ..

Analyze

Database Lkilities

Security

Replication

Skartup...

Macro

Tools on the Web...
A Activey Controls,..

Add-Ins

AutoCorrect Options. ..

Customize, ..

Options. .,

Merge It with Microsoft Word — this option allows you to use the
guery data as the data source for a Word merge document.

Publish It with Microsoft Word — this option exports the query
results to a Word table.

Analyze It with Microsoft Excel — this option exports the query
results to an Excel spreadsheet.

3.  Access will output the results of the query as selected.

© OH106 Page 21
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Chapter 1 — Creating and Using Queries

Q Tips:

. Changes made to data while in Excel or Word will not change the
underlying data in Access.

. The Excel worksheet/workbook created by Access is initially created in a
temporary directory. You should be save the query output to your usual
document directory with a name other than that of the query. Use the
File, Save As command to change directories and supply a new
filename for the file.

. Some data types may be lost in the output to Excel. For instance, some
number and time/date field types may not be recognized by Excel as
their respective type, and will be treated by Excel as regular text. It may
be necessary to apply cell formatting to correct this problem.

. Access will export the query data to Word in the Rich Text Format (.rtf).
When saving the file in Word, it is advisable to change the file format to
a standard Word document (.doc) using the Save as Type drop-down
list in the File, Save As dialog box.
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Chapter 2

Working with Queries

(®

Chapter Objectives:

o Adding and Deleting Tables

o Setting Criteria for a Query

o Using AND and OR operators

o Using Conditional Operators as Criteria
o Using Joins in Queries

o Using Parameter Queries to Set Criteria
o Working with the Expression Builder

o Modifying Query Properties
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Chapter 2 — Working with Queries

Overview

In the first chapter of this book, the basic procedures of creating and
working with a select query were explored.

In this chapter, you will learn how to take select queries further and work
with more advanced query features, including establishing criteria,
creating joins, using conditional operators, and changing query properties.

Adding and Deleting Tables

Although you can add more than one table when the query is initially
created, you may want to add or delete tables later.

Procedure: (To add a table)

1. [

Click the Show Table button on the Query Design toolbar.

OR

Select the Query menu and choose Show Table. The Show Table
dialog box displays:

Show Table EH I

Tables IQueriesI Bath I

Close

tblZomputerPeripheral
tblDepartment
thIDrapDawn
thIEmployes
thlLocation
tblPersonnel
tblSoftware

tblvendor

2. Select a table and click Add.

3. Repeat this process until all the tables are added. When completed,
click Close.
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Procedure: (To delete tables from the query)

Select the unwanted table by clicking on its title bar.
Press the [Delete] key.
OR

Right-click the title bar and select Remove Table.

=t qryEmployeeComputers : Select Query =]
bl |

o Properties. ..
ComputerCoo

Serialllumber

I FY

Remove Table |

OR
Select the Query menu and choose Remove Table.

The table is deleted and all fields relating to that table are removed from
the query grid.

Warning:

Once deleted, the Undo command cannot be used to restore a table or
field to a query. The table and fields will have to be added back in
manually, or close the query without saving changes.
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Setting Criteria for a Query

The QBE grid controls which fields are included in a query and in what
order the records will appear. Itis also possible to limit which records are
included in the dynaset. This is accomplished by setting exact or general
criteria for the query.

Exact criteria are used when the actual value is known, or you wish to limit

your criteria to a single value. General criteria involve the use of a
wildcard to select a range or group of values.

Procedure: (To set exact criteria)

1. Display the query in Design view.
2. Click in the Criteria cell below the field's name.

3. Type the value to be matched exactly. Text criteria will appear in double
qguotes ("), and dates will appear between number signs ( #).

G =10 x|
SerialMumber j‘
Zapitalltem -

Cosk
PurchaseDate

“PLI ;I bl
L il

Field: | DperatingSystem PurchazeDate
Table: | thlComputer thlCamputer
Sork; Azcending
S haow: ]
Criteria: | 'win NT" HO4/05M19578

ar:

Run the query to view the results.
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Procedure: (To set general criteria)

Display the query in Design view.

Click in the Criteria cell below the field's name.

Enter the expression you want using a valid wildcard. The following
table explains the wildcards and their usage:

* Matches any number of wh* finds what, white, and why.
characters. Can be the first
or last character.

? Matches any single b?Il finds ball, bell, bill, and bull
alphabetic character.

[] Matches any single b[ae]ll finds ball and bell, but not bill or
character within the bull.
brackets.

! Matches any character not | b[!ae]ll finds bill and bull, but not ball or
in the brackets. bell.

- Matches any one of a range | b[a-c]d finds bad, bbd, and bcd.
of characters; must be in
ascending order.

# Matches any single numeric | 1#3 finds 103, 113, 123
character
For example, to include only those employees with last names
beginning with a W, type w* in the criteria cell of the LastName field.
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a5} =191 ]

Field: | LaztName
Table: | thIEmplopes

Sort: | Ascending
S [
Criteria: [ Like '
ar:

Run the query to view the results.

Q Tip:

. When using wildcards in a query, Access will automatically add the word
"Like" to the criteria.
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Using the AND and OR Operators

The two criteria on this

Queries retrieve records from the database if they meet the search criteria
entered. You can enter a series of criteria and require that the records
retrieved meet all of the criteria (AND criteria), or you can also enter a
series of criteria and require that the records meet only one of the criteria
(OR criteria).

For example, you can tell Access to retrieve employees who are
salespeople AND living in Pittsburgh. The result is called the intersection
of both sets of people. In an AND statement, the record must match all of
the established criteria to be included in the resulting dynaset. Because of
this fact, AND statements cannot be created in a single field.

For instance, you cannot create a query that lists employees who live in
Pittsburgh AND Philadelphia. The field City can only have one value, and
therefore, no single record can meet both conditions to be included in the
guery results.

You can however instruct Access to retrieve employees who live in
Pittsburgh OR Philadelphia. The result is called the union of both sets of
people. In an OR statement, the record only needs to meet any one of
the established criteria to be included in the resulting dynaset. OR
statements can be on the same field, or they can be between different
fields.

In general, AND statements are created on the horizontal lines of the QBE
grid, and OR statements are created in the vertical columns.

=] B3

gzl Queryl : Select Query

SocialZecurity
Tikle:
Address

LastMame
FirstMame
Phare j

horizontal line create an AND

statement — "Pittsburgh AND

Human Resources"

The two criteria in this

column create an OR

statement — "Pittsburgh OR

Philadelphia”

4|

Field: [LastMarne it Departmenk
Table: [thiEmployes tblPersonnel tbIEmploves
Sark:

Shaw:

Criterian » | "Pittsburgh” "Hurnan Resources”
or: "Philadelphia"
4 | 3
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Procedure: (To create a union — "OR")

Display the query in Design view.

Click in the first Criteria cell of the field column for which criteria will be

defined.

Type in the expression or value.

Repeat this step in the same column (using the additional or lines) for all
other values to be included in the union.

Bt

=10 %]

L i

Site Code

Department
Group

Mailstop
UserMame =

Field: | Departrnent
Table: | thIEmployes
Sort;
Shiow: O

Criteria: | "Accounting
ar: | "Human Resources"

Click the Run button on the Query Design toolbar to execute the

guery and view the results.
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Procedure: (To create an intersection — "AND")

1. Display the query in Design view.

2. Click in the first Criteria cell of the field column for which criteria will be
defined.

3. Type in the expression or value.

4.  Click in the first Criteria cell (on the same line) of the next field you want
to specify criteria for.

5. Type in the expression or value.

6. Repeat the latter two steps for all other fields to be included in the

intersection.
= [0 x]
Site Code
Department
Group
Mailstop
UserMame
EN| _'l_I
Field: [ Department Site Code
Table: | thIEmployes tblE mployes
Sort:
Show: ]
Criteria: | "Enginesring" R
ar:
7. ! . .
Click the Run button on the Query Design toolbar to execute the

guery and view the results.
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Tips:

Multiple OR statements may be combined in a single cell. This is useful
when you have two OR criteria for one field, and a single AND criteria
for a second field, i.e. Department is "Accounting” OR "Human

Resources" AND City is "Philadelphia”.

= Queryl : Select Query

E 1
Phone
Extension
SikeCode
Departrment
Group =7

=] E3

-
[« | C
Field: [LastMame Ciky Diepartment =
Table: |thlEmployes thlPersonnel thIEmployes -
Sork:
Shiow:
Criteria: "Philadelphia” "Human Resources” Or "Accounting”
ar:
-
| | 3

OR statements can also be between different fields, however, the must
appear on separate lines in the QBE or they will be interpreted as AND
statements. In this case, the statement is "City is Philadelphia OR

Department is Information Services".

=t Queryl : Select Query

Phone
Extension
SiteCode
Departrment

SocialSecurity
Title

[=1 E3

s

Group 7 Address ;I
-
<] b
Field: |LastMame Ciky Department =
Table: |thlEmployes thlPersonnel thiEmployee L
Sorks
Shiawe:
Criteria: "Philadelphia”
or: "Information Services"
b
| | 3
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Using Conditional Operators as Criteria

The criteria section of the QBE grid allows many different types of
conditions to be built into a query for sophisticated data analysis. The
conditional operators are used in an expression to build those criteria.

Operator Description Criteria Example
* Wildcard T* (anything that starts with T)
? Single character wildcard T? (any 2 character item that starts
with T)
# Dates #01/01/2000#
< Less than... <100.00
> Greater than... > 100.00
<= Less than or equal to... <=100.00
>= Greater than or equal to... >=100.00
= Equal to =100.00
<> Not equal to <> 100.00
" Literal string "l want to match this string"
And Logical and (must match [OrderAmount] < 100.00 And [Units]
both conditions) <4
Or Logical or (matching either [OrderAmount] < 100.00 Or [Units] <
condition = true) 4
Not Logical not Not [OrderAmount]

Between...And

Between two values
(selected values are
included)

[OrderAmount] Between 100.00 And
1000.00

Equal to any of several
values

[State] In ("TN", "CA", "PA")
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Operator ‘ Description Criteria Example
Is With other operators to test | [State] Is Null, [State] Is Not Null

conditions

Like To compare two strings (can | [State] Like "T*"
use wildcards)

Null Field value is blank (empty). | Is Null
Can be combined with Not to
find all non-blanks. Is Not Null

Q Tips:

Access is very forgiving about the syntax used in the query criteria.
Access tries to determine the exact syntax and will modify the contents
of the criteria section to match its exact syntax. If a problem occurs,
please review the "new" criteria after running a query to see if the syntax
was interpreted correctly.

Pressing [Shift] + [F2] will display the Zoom dialog box which shows
the entire currently selected expression from the QBE grid.

For more information on conditional operators as criteria, use the
Answer Wizard in Access Help. Search for the topic "Examples of
Expressions” and then display the "Examples of expressions used in
gueries and filters". Select the "Examples of criteria used to retrieve
records" subtopic.
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Using Joins in Queries

Joins between tables are usually established in the Relationships window
when the tables are designed. However, additional relationships can be
created in the Query Design window, or the properties of a relationship
can be changed for a particular query.

A selected field can be dragged to a field in another table to create a join
between the two tables. These fields do not need to be primary keys to
create the relationship and there is some flexibility with respect to the join
that is created.

Procedure:

1. After the tables have been placed in the Query Design window, select
the field in the first table.

2.  Drag this field to the desired join field in the second table and release
the mouse button. A line between the fields will be created showing the
Join relationship.

gz Queryl : Select Query =] E3
thi thic 3‘
[

SiteCode
Department

Group
Mailstop
UserMarne ~

Phonetumber 1
Phonehurmber 2
PhoneMumber3 ;I

3.

-
KN D
Field: |LastMame ~ | Department DepartrmentMame —
Table: |thlErmploves kbEmploves kblDepartrient (-
Sart: | Ascending
Shiow:

Crikeria:
of:

|

o

Double-click the join line to change the properties of the join. The Join
Properties dialog box displays:

Page 36

t:;) the Abreon group

© 0H106



Chapter 2 — Working with Queries

Left Table Mame Right Table Mame

Itl:ulEmpIu:u';.-'ee j IthDepartment j
Left Column Mame Right Colurmn Mame

IDepartment j IDepartmentName j

f* 1:; Only include rows where the joined fields From both tables are equal.

" 2 Include ALL records Fram 'tEIEmployee’ and only thase recards from
‘thiDepartment’ where the joined Fields are equal,

-

£

'thlEmploves' where the joined fields are equal.

| K I Cancel Llew

Include ALL records From ‘thiDepartment’ and only those records From

honproperes K|

4.  The following table explains these options and what types of results they

will produce:
Option Type Description
1 Inner Join Only includes records from BOTH tables where the fields

have equal values.

gzl Queryl : Select Query

[_10] %]

Last Marme Department Dept
L Iﬂ\nder Field Operations Field Operations

Bartol Drafting Drafting
|| Finney Executive Offices Executive Offices
|| Harris Shipping Shipping
|| Henry Field Operations Field Operations

Hoche Manufacturing Operations | Manufacturing Operations
|| Keowh Accounting Accounting

Lenpley Manufacturing Operations | Manufacturing Operations
|| Mannis Engineering Engineering

McCarthy | Manufacturing Operations | Manufacturing Operations
|| Peterson Arccounting Arccounting
|| Schult Financial Flanning Financial Flanning
Record: MI 1 v |en e of 22

both tables (tbIEmployee and tbIDeparment) are
displayed.

In this example, the query returns 22 records. Only
records where the Department name field matches in
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Option
2

Type

Right Outer
Join

Used for showing all records in the left table while

Description

showing common records in the right table. The table or
guery that does not have a matching record will simply
display empty cells in the datasheet.

Last Mame

=l Queryl : Select Query

Department

[_ 0] x]

Dept

L!ﬁmder
Eartol
Eerrett
Finney
Harris
Henry
Hoche

K eown
Lenpley
Mannis
Mo Carthy
Feterson

Record: HI 1 I

Field Operations

Drafting

Transportation

Executive Offices
Shipping

Field Operations
Manufacturing Operations
Accounting
Manufacturing Operations
Engineering
Manufacturing Operations
Accounting

I 1 iIHIHGIDF 23

Field Operations
Drafting

Executive Offices
Shipping
Field Operations

Manufacturing Operations

Accounting

Manufacturing Operations

Engineering

Manufacturing COperations

Accounting

In this example, the query returns 23 records. Notice
that employee Berrett, who was not in the inner join, is
included in these results. Berrett's department as listed

in tolEmployee — Transportation — does not have a

corresponding record in tbiIDepartment.
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Option Type Description

3 Left Outer Join | Used for showing all records in the right table while
showing common records in the left table. The table or
guery that does not have a matching record will simply
display empty cells in the datasheet.

gzt Queryl : Select Query =]
Last Mame Department Dept

iLd Information Services

| |Ander Field Operations Field Operations

| |Bartol Drafting Drafting
Finney Executive Offices Executive Offices

| [Harris Shipping Shipping

| |Henry Field Operations Field Operations

| |Hoche Manufacturing Operations | Manufacturing Operations
Keown Accounting Accounting
Lenpley Manufacturing Operations | Manufacturing Operations
Mannis Engineering Engineering

| |MeCarthy Manufacturing Operations | Manufacturing Operations

| [Peterson Accounting Accounting

Record: 14| 4 || 1 > | rr]e#] of 23

This query also returns 23 records. In this case,
employee Barrett does not display, however, the
department "Information Services" now appears at the
top of the list with blanks in the LastName and
Department fields. This means that no employees in
tblIEmployee currently have a department of Information
Services, but the value exists in tbiIDepartment.

5. Select the desired join type and click OK.

6. H

Click the Run button on the Query Design toolbar to execute the
guery and view the results.
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Tips:

This join exists only in the query in which it was created. Creating
another query with this join requires recreating the join. The join will be
saved with this query and used every time the query is run.

The join can be deleted by clicking on the join line and pressing the
[Delete] key.

Joins can be created to many tables and fields at once.

If you falil to create a join line between two or more tables in a query that
are not already related, the resulting dynaset will be a Cartesian product
in which each and every record is joined with each and every record in
the second table. If both tables are very large, it can take a substantial
amount of time to produce the dynaset.
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Using Parameters Queries to Set Criteria

For queries that are run often, the process of changing the criteria can be
automated by creating a Parameter Query. When a parameter query is
run, Access prompts the user for the criteria to be used in the query.
Multiple parameters for a field can be specified.

Parameter queries reduce the amount of work for the database designer
and user, because they eliminate the need to open the query in Design
view and change the criteria each time before they are run.

In beginning Access design, the Enter Parameter Value dialog box is

often encountered by accident, usually when a user or database designer
misspells the name of a field name in the QBE grid.

Procedure:

1. Display the query in Design view.

2. Inthe Criteria cell for the field, type the message to prompt the user for
the criteria enclosed in square brackets.

Example: [Enter start date for report]

B o x|

ZipCode
HomePhone

Birthdate
DrakeHired
Salary

L i

Field: | DateHired
Table: | tbiPersonnel hd
Sart:
Shiow:
Critenia: | [Enter start date for report]
o

3. H

Run the query to view the results. The Enter Parameter Value
dialog box displays and prompts for the criteria for the query:
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Enter stark date for report

(]9 I Zancel

4.  Enter the criteria in the appropriate format and click OK.

Q Tips:

. There is no character limit to the size of the parameter criteria, however,
since the Enter Parameter Value dialog box is non-modal (i.e. its size
cannot be changed), only the first part of the expression may be
displayed if there is too much text. A fairly good guideline is to keep the
parameter criteria to less than 32 characters.

. Multiple parameter prompts can be set up for the fields a in query, as
well as a single criteria may contain multiple parameter prompts.

For example:

Between [Enter start date] and [Enter end date]
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Working with the Expression Builder

The Expression Builder accelerates the process of creating expressions
anywhere that you would normally need to create one, such as default
values, calculated fields, and criteria in queries.

Expression Builder

. Day («numbers)
Expression

box

r:uperatn:ur_l: a0 x|ﬂ =< <::=-|And Or Mot Lik6| i ]I| Paste |

buttons
[T [ Shippers N AT _| pate serial
£ Supplisrs Arrays Date Yalue
& oueries Conversion
Expression _| Diatabaze
elements (1 Forms N
E3 Reports DatelTime L lzDrate
(= Functions DDEMOLE MiriLite
': Domain Agaregate hlarith
L. L Morhing Error Handling (A=
Database objects, Specific elemernts ar Walues for tems
functions, constants, categories of elements selected in the
operators, and common  for the folder selected  left and middle
Expressions inthe left box boxes

In the upper section of the builder is an expression box where you build
the expression. Use the lower section of the builder to create elements of
the expression, and then paste these elements into the expression box to
form an expression. You can also type parts of the expression directly
into the expression box.

In the middle section of the builder are buttons for commonly used
operators. If you click one of the operator buttons, the Expression Builder
inserts the operator at the insertion point in the expression box. For a
complete list of operators you can use in expressions, click the Operators
folder in the lower-left box and the appropriate operator category in the
middle box. The right box lists all operators in the selected category.

In the lower section of the builder are three boxes:

. The left box contains folders that list the table, query, form, and
report database objects, built-in and user-defined functions,
constants, operators, and common expressions.
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. The middle box lists specific elements or categories of elements for
the folder selected in the left box. For example, if you click Built-In
Functions in the left box, the middle box lists categories of
Microsoft Access functions.

. The right box lists the values, if any, for the elements you select in
the left and middle boxes. For example, if you click Built-In
Functions in the left box and a category of functions in the middle
box, the right box lists all built-in functions in the selected category.

Procedure:

1. Display the query in Design view.

2. Click in the Criteria line of the field in which the expression is to be built.

3. N

Click the Build button on the Query Design toolbar. The
Expression Builder dialog box displays:

2|
! -
Cancel
= _undo |
+ -0 *|a|=><<2] and or mot uke| (3] Pete | Hep |
=
(#] Tables
3] Queries
(%] Forms
(] Reports
[#] Functions
(1 Conskants
O Operakors
3 Common Expressions
5

4.  Select or input the fields, values, and operators which you wish to enter.

Page 44 © OH106

t:;) the Abreon group



Chapter 2 — Working with Queries

+ Expreszion Builder
[Order Details)[Quarntity][Order D etailz)[Unit Price] ﬂ
Cancel

j Lndo |

s /0] =5 <o) And or ot Like| (] Feve | Hep |

(%] Tables

(%] Quenies

(3] Forms

(1 Reports

[#] Functions

[C1 Constants

L3 Operators

(L3 Comman Expressions

5. Click OK.

6. The expression will be pasted in the criteria cell where the Expression
Builder was started from.
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Modifying Query Properties

Like all Access objects, queries have many properties associated with
them that can be changed by the user. These properties can affect how
and when the query is run, as well as what types of information are output
into the resulting dynaset.

You can use the query-level properties just as you would the properties in
forms, tables, and reports. The query level properties available depend on
the type of query being created, and on the table or field with which you're

working.

Procedure: (To view query properties)

1. Display the query in Design view.

2. Click a blank spot in the table list area.

* -
D
Click in this area L =

" 2]
[= =]

f-nmll:u kerad

=t gryEmployeeComputers : Select Query M=l

FirstMarne
Phiome

-

SerialMurmber
Capitalltemn ;I

L |

v

Y

Field:
Table:
Sork:
Shiota;
Criteria:
or:

LastMame

- | FirstMame

SerialMumber

tblEmploves

tblEmploves

tblComputer

| I»

|

3.  Select the View menu and choose Properties.

OR
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4.

OR
Double-click anywhere in the query design window

OR

Press [F4]. The Query Properties dialog box displays:

Click the Properties button on the Query Design toolbar.

General |

Description . . . ... 00000 |

Defaulb Wiew . o o0 o0 Drakashest
Cukput All Fields . .. ... ... ko
TopWalues .. ........... All

Unique Yalues , ... ... ... Mo
Unique Recards . ... ... .. Mo

Run Petmissions . . . ... ... Idset's
Source Database . .. ... .. fcurrent)
Source Conmeck Ske L L L L
RecordLocks . .. ........ Mo Locks
Recordset Twpe . .00 vy Dvnaset
QDBC Timeauk ... ... G0

Filker oo oo v

OrderBy . o0 e LastMame
Max Records . .. .00 v vy

Orientakion . ... 000 Left-ta-Right
Subdatasheet Mame . . .. ..

Link Child Figlds . . . ... ....

Linik. Masker Fields . . ... ...
Subdatasheet Height . . . . . . n"
Subdatasheet Expanded . . . Mo

The following table explains these options:
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Property Description

Description

A text label describing the table or query.

Default View

The default view of the query when it is run.

Output All Fields

Choice of "yes" or "no" to show all fields from the underlying
tables in the query.

Top Values

Number or percent of rows the query will return in the
dynaset.

Unique Values

Choice of "yes" or "no" to return only unique field values in
the dynaset.

Unique Records

Choice of "yes" or "no" to return only unique records for the
dynaset. This is useful for queries used as the basis for
combo or list boxes. This should not be selected with
crosstab queries.

Run Permissions

Establishes whether permissions should be considered when
running the query. This option allows or restricts users who
are not permitted to view the data in the underlying tables to
view the query dynaset or run an action query.

Source Database

Name of the current database that is the source of the query.

Source Connect Str

The name of the application used to create an external
database.

Record Locks

In a multiuser database, specifies how records in an
underlying table or query are locked while query runs
(usually in action queries), or when two users try to edit the
same record at the same time.

Recordset type

Specifies what kind of record set is available to a form.

ODBC Timeout

Time in seconds to cancel ODBC query if server or database
doesn’t respond.

Filter Specifies a subset of records to be displayed when a filter is
applied to a query.
Order By Sort order loaded automatically with the query.
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Property Description

Max Records

The maximum number of records the query can return from
an ODBC source.

Orientation

Specifies the view orientation. (Primarily used for languages
that read right-to-left instead of left-to-right.)

Subdatasheet Name

Determines the table or query that is bound to the
subdatasheet.

Link Child Fields

The field to be used as the foreign key or matching field.

Link Master Fields

The primary key or matching field for the subdatasheet.

Subdatasheet Height

The default height to display in the subdatasheet

Subdatasheet
Expanded

Specifies the saved state of subdatasheets — whether they
display as expanded or collapsed.

5. Make any changes as desired to the query properties.

6. Click the X in the upper right-hand corner to close the Query Properties
dialog box.
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Chapter 3
Using Query Wizards

(®

Chapter Objectives:

o Creating a Crosstab Query
o Finding Duplicate Records

o Finding Records without Matches
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Chapter 3 — Using Query Wizards

Overview

Although queries can be created directly in design view, Access offers a
shortcut using the Query Wizard. By answering a few simple questions,
the Query Wizard creates the basic query design to which the user can
make customized modifications. This utility greatly simplifies the query
designing process.

MNew Query ﬂ E I

* Simple Quety Wizard
E Crosskab Query Wizard
== Find Duplicates Query \Wizard

Find Unmatched Query Wizard

Create a new guery without using
a wizard,

I, I Zancel

Access furnishes four different wizards from which to choose:

. Simple — Creates a simple select query based on fields you
choose.
. Crosstab — Creates a query which organizes your data into unique

groups based on records with common entries in a given field.
(Similar to a PivotTable in Excel.)

. Find Duplicates — Designs a query which shows the number of
appearances of a given value in the underlying table or query.

. Find Unmatched — Provides a dynaset which shows all of the
records in one table which do not appear in a related table.

This chapter will explore the use of the latter three query wizards and how
they can be useful in an Access database.
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Creating a Crosstab Query

This type of query is similar to a spreadsheet calculation of X and Y
values. It has the grouping features of a group totals query (to be seen in
Chapter 4), but also adds an additional row to the QBE grid to establish
the following pieces:

o Row Heading
. Column Heading
. Value

While crosstab queries are handy for summarizing information, you cannot
sort the results based on the calculated column.

Procedure:

=

N

Select the Query tab in the Database window.

Click the New button. The New Query dialog box displays:

New Query I

Simple Query Wizard

wa Crosskab Query Wizard
T Find Duplicates Query Wizard

Find Unmatched Query Wizard

Create a new query without using
a wizard.

| Ik I Cancel

Choose the Crosstab Query Wizard and click OK. The Crosstab
Query Wizard will begin.
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4.

5.

Select the table or query as the basis for the crosstab and click Next.

which table or queny containg the figlds

you want for the crosstab query results? hl[:gmputer
To include fields from more than ane tg:gnmputerPerlpheral
table, create a query containing all the thiltepartment
fields pou need and then use this quemn thiDropCrovin
to make the crozstab queny. thIEmpIo__l,-ee

thiLocation

thlPerzonnel

thiS aftware =

— Wiew
% Tahles  Queties Bath

Headerl

TaTAL

Cancel

I < Bach I Medt = I

B |

Crosstab Query Wizard I

Select the desired field(s) for the Row Headings from the Available
Fields list. Use the > and < buttons to move fields to the Selected

Fields list. Click Next.

oy hieadings?
ouw can gelect up to three fields, D

Select fieldz in the arder you want

could zort and group values by Country
and then Feqion.

Cost

whhich fields' values do you want as Available Figlds:

Progrannt ame:
: I Wersion
information sorked. For example, you Standard
PurchaseD ate
Cuantity

WendorCode A
ServicePhone
WendarSupportPhone =]

>

BIENEE

Headerl

TOTAL

Cancel

< Back I Mewut » I

Ferrarshy

Crosstab Query Wizard I

Selected Fields:
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6.

7.

Select the desired field as your Column Heading and click Next.

whhich field's values do you want as
calurmn headings?

For example, you would select
Employes Hame to zee each
employee’s name as a column heading.

ProgramM am

ProgramCode

D

Yersion
Standard

Quantity

Cost

YendorCode
ServicePhaone
YendorSupportPhone
State

S/M

-

ProagramM anie?
FrogramMame3
ProagramManied

FrogramMame1 |TOTAL

Crosstab Query Wizard I

Cancel I

< Back I Nest = I

Eirity

In the Fields list, select the field for which values should be computed.
Depending on the field type chosen (i.e. number, text, date), the list of
Functions in the right-hand window will vary. Click Next.

what number do wou want calculated
far each column and row intersection’?

Far example, pou could calculate the
surn of the field Order Amount for each
employee [column] by country and
region [row].

Do you want to summarnize each row’?

V¥ ‘es, include row sums.

Crosstab Query Wizard I

Fields: Functions:
FrogramCode ﬂ Avg

D Count
Wergion First
Standard Last
Quantity b an
Cost tdin
YendorCode Sthew

ServicePhone
WendorSuppartPhone
State

S/M

ProgramMam | 1992

=

War

ProagramM anie?
FrogramMame3
ProagramManied

FrogramMame |Sum[Cosgt)

Cancel

< Back I Meut > I

Eirarsky
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8.

9.

Type a name for the crosstab query. (See Appendix A for guidelines
on naming queries.)

what do wou vant to name your queny?

blSoftware C

That'z all the information the wizard needs to create the query.
Do wou want to viess the query, o modify the query design?
) View the query.

' Modify the desian.

™ Display Help on working with the crosstab quens.

Cancel I < Back | [ EwE I Finish I

Click Finish. The results of the query display in Datasheet view.

T s |
L Marne Tatal OF Gost 1983 1995 1896 1887 1983 -
I[-00&E TFE MANAGER] $58.00 $58.00

| |AFTERDARK $26.00 $26.00

| |auto skeTcH $334.00 $186.00 $148.00

| [AUTOCAD UPGRADE $500.00 $500.00

| |BORLAND C++ $1,042.00 $697.00 $245.00

| |BREF $88.00 $88.00

| [CCMAIL WINDOWS PLATFORM $343.00 $343.00

| |ccLearLy $126.00 $126.00

| |CENTRAL POINT PCTOOLS $109.00 $108.00

| |cHECK T $77.00 $77.00

| |&v PERSONAL DISIGNER $45.00 $45.00

| |daeasE mpPLUS $443.00 $443.00

| |DPBASE IV $582.00 $582.00

| |PESISNERMICROGRAFPHX $452.00 $452.00

| |oiskiock $112.00 $112.00

| |DOS &0 $10.00 $10.00

| |poueLEDISK $59.00 $58.00 -
Record: 140 < |[~ 1 v |wmiles]of 93

Tip:

The Crosstab Query Wizard works only with one table or query at a
time. To create a crosstab query based on more than one table, you
must first create a query with the fields from the tables, and then create
the crosstab query based on that query.
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Finding Duplicate Records

The Find Duplicates Query Wizard can be useful when trying to locate
records in a single table or query that have the same value in a field.

Lets say for example that you are trying to set a field as a primary key.
When saving the table, you receive the following error:

Microsoft Access

' primaty ke, ot relationship, Change the data in the field or fields that contain duplicate data, remove the index, ar

j The changes you requested to the table were not successful because they would create duplicate values in the index,
redefine the index to permit duplicate entries and trv again,

Help |

Since duplicate values are not allowed on a primary key field, you will
need to find the duplicates and change them so that they have unique
values. In a small table this task would be relatively easy. However, if the
table had thousands of records, this task would be much more difficult.

Using the Find Duplicates Query Wizard, you can locate the duplicates
and make the necessary changes to the table data.

Procedure:

Select the Query tab in the Database window.

Click the New button. The New Query dialog box displays:

New (uery ﬂ E I
Lt Design Yiew
*a . -
; ****** I I_* Simple Query \Wizard
i Py IR g Crosskab Query Wizard
B T [ e e ‘Find Duplicakes Cuery Wizard

Find Unmatched Query Wizard
This wizard creates a query that

finds records with duplicate Figld
values in a single table or query.

| Ik I Cance|

Choose the Find Duplicates Query Wizard and click OK. The wizard
will begin.
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4.  Select the table or query from the list in which you wish to search for
duplicate values and click Next.

Find Duplicates Query Wizard I

‘“Which table or query do vou want to search For duplicate Field values?
1 uun umy xm{l

2 RHH HER w . - .
3 s e | Faor example, to find cities with more than one customer you would

—— choose a Customer kable below,
L T xxxr - s

2w onnn e
2w onnn e

Table: thlAccesshanmingConvention
:Table: tbl_omputer

Tahle: thiCormputerPeripheral
Table: thiDepartment

Tahle: thiDropCown

Table: tblEmployves

Table: thlLocation

Tahle: thiPersonnel LI

— Wigw

{+ Tables " Queries i~ Eoth

Zancel | < Back I Mext = I Eirish |

5. Select the field or fields from the Available Fields list that might contain
duplicate information. Use the > button to move the field(s) to the
Duplicate-value fields list. Click Next.

Find Duplicates Query Wizard I

‘Which Fields might contain duplicate information?

v

| p—— Far example, if vou are loaking For cities with more than one custamer, you
2 ooy would choose Ciky and Region fields here,

F o o ounn

2 #Available fields: Duplicate-value Figlds:

L SETT T

SerialMumber

Capitalltem =

Cosk _I

PurchaseDate

OperatingSystem —I
L

=

MHZ =l

Zancel < Back, I Mext = I Finish
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6. Select any other fields that should be displayed in the resulting query
and click Next. You should add as many fields as necessary to help
identify the records in the dynaset.

w

|
AP
F oo
2w R
L SEEREY

Do wo weant the query to show Figlds in addition to those with duplicate values?

For example, if vou chose to look For duplicate ity values, vou could choose
Custamerflame and Address here,

A ailable Fields: Additional query Fields:

ComputerCode

Cosk
PurchaseDate
OperatingSyskem

HardDrivesSizel ;I

Cancel | < Back I Mext = I Finish

Find Duplicates Query Wizard I

7.  Name the query and click Finish

WWhat do wou want to name your query?

|qdupEmpInyeeComputersl

Do wou wank to views the query results, or modify the query design?

% Yiew the results,

' Modify the design.

r Display Help on working with the query.

Zancel < Back exk = | Finish I

Find Duplicates Query Wizard I
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8.

The query results are displayed in Datasheet view.

Emp ID | Computer Code

=8 gdupEmployeeComputers : Select Qu... [lj=]

Serial Murmke

b M caTewAy 2000
1001 GATEWAY 2000
1002 GATEWAY 2000
1002 HP VECTRA
1005 TANDON

1005 HP VECTRA
1005 ALR

1007 ZENITH S5
1007 GATEWAY 2000
* 0

J22001
306753
Cx39a7
202300936
a794-987
2037405214
CxO987432
0130E0DGSS2
3876E33

Record: HI 1 II 1 IH|H%| af 9

Since all queries display live data from their underlying tables, you can

(if desired) edit the duplicate values to make them unique.

Tip:

Once duplicate data has been changed, re-run this query again. If the
resulting dynaset has no records, you have successfully eliminated the

all of the duplicate values.
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Finding Records without Matches

The Find Unmatched Query Wizard can be used to locate records in one
table that do not have a match in another table.

For instance, you are working in the Relationships window and you try to
create a relationship between two tables and enforce referential integrity
when the following error occurs:

Microsoft Access I

Microsoft Access can't create this relationship and enforce referential integrity.

[ata in the table thEmployee' violates referential integrity rules,
For example, there may be records relating to an emplovee in the related table, but no record For the emploves in the

\y primary table,

Edit the data so that recards in the primary Eable exist For all related records.
If wou want to create the relationship without Fallowing the rules of referential integrity, clear the Enforce Referential
Inteqrity check box,

Access cannot enforce referential integrity on the relationship because
one of the tables has values that do not occur in the other table. If the
tables were small, you could simply do a visual examination of the tables
and locate the unmatched value, however, if the either of the tables are
large, this task would be much more difficult to do manually.

Using the Find Unmatched Query Wizard, you can locate the values that
do not have match in a corresponding table.

Procedure:

1. Select the Query tab in the Database window.

2.  Click the New button. The New Query dialog box displays:

Newauery _____________HH]

Design Yiew

1 : Simple Query \Wizard
F— Crosskab Query Wizard
| a] Find Duplicates Query \Wizard

‘Find Unmatched Ciuery Wizard
This wizard creates a query that
finds records (rows) in one table
that have no related records in
another kable,

| Ik I Cance|
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3. Choose the Find Unmatched Query Wizard and click OK. The wizard
will begin.

4.  Select the first table or query from the list in which you wish to search for
unmatched values and click Next.

Find Unmatched Query Wizard I

The guery vou create will list records in the table vou select below that have
i mm' no related recards in the table you select on the next screen, For example,

1
2 wou can find customers that have no orders,
2 L

2 uunoumn

| [
A wehich table or gquery contains records wou want in the query resulks?

E:\l/_
T Table: thlaccesshamingConwention -
Table; tblComputer
Tahle: thlCamputerPeripheral

Table: tbiDepartrment
Table: tblCropDown

i &t tbiEmployes
Table: thlLocation
Table: tblPersonnel ;I

— Wiew

(v Tables " Queries " Both

Zancel | = Back et = I Eirish |

5. Select the table or query that has the related records from the first table
or query you selected.

Find Unmatched Query Wizard I

wehich table or query contains the related records?

HER HEE] W
1 Faor example, if vou've already selected custaners and wou're loaking Far
HEE HER ,
R customers without orders, you would choose orders here,
4 HEH HER

Table: tblComputer

Table: thlaccesshamingConvention ﬂ
Table: thiComputerPeripheral

tblDepartrent
Table: tbiDropDomwn
Tahble: thlLacation
Table: tblPersonnel
Table: tblSoftware j

— Wiew

(v Tables " Queries " Both

Cancel < Barck et = I Einish
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6. In each field list, select the field that both tables share that you are trying
to match up and click the <=> button. The Matching Fields section will
display the selected match.

Find Unmatched Query Wizard I

‘What piece of information is in both tables?

For example, a Customers and an Qrders table may both have a
1 e mmn CustomerID Field, Matching fields may have different names,
2 und HEe

Select the matching field in each table and then click the === button,

- 4 nunonny
F.
Fields in "thlEmployes' : Fields in thiDepartment’ :
I -
LaskMame _ | Phanetumber1
FirstMame | Phonemumberz
Phone PhoneMurmbers
Extension Mailstop
SiteCade MailstopLacation

araup LI

Matching fields; | Department <=3 DepartmentMame |

Zancel | < Back ext = I Finish |

7. Using the Available fields list, select any other fields you wish to have
appear in the resulting dynaset. Use the < and > buttons to move fields
between lists.

Find Unmatched Query Wizard I

ehak fields do wou wank to see in the query resulksy

w b
1 cn e Awailable fields: Selected fields:
2
3w wan LastMame o
L ETT Firsthame = | Departrment
— Phaore = |
[ L Extension
S SiteCods |
3 o omn =
UserMame = |

Cancel < Barck et = I Finish
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8. Type a name for the query and click Finish.

Find Unmatched Query Wizard I

What would yvou like to name vour query?

|qumnDepartmentl

That's all the information the wizard needs to create vour query,

Do veoid weank ko view the query results, or modify the guery design?

i Yiew the results,

" Modify the design.

[~ Display Help on working with the guery,

Zancel | « Back [dExt = | Finish I

9. The results of the query display in Datasheet view.

gzl qumnDepartment : Select Query

Record: Hl 4 II 1 » |>I|>*| af 1

10. You can now use this information to either remove the unmatched
record, or create a matching record in the joined table.
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Chapter 4

Creating Calculations

Chapter Objectives:

o Adding Calculated Fields to a Query

o Summarizing Records Using a Group Totals Calculation
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Chapter 4 — Creating Calculations

Overview

Not only can queries return data from tables or other queries, but they can
also perform calculations on the data included in the dynaset. Having the
guery perform the calculation saves space in a table, reduces the amount
of data-entry, and also ensures accurate calculations.

There are two main methods of including calculations in a query. The first
is to create a calculated field. This method is also known as creating a
horizontal calculation. The second method is to have Access summarize
a group of records using a calculation. This is also known as creating a
vertical calculation in a query.

Adding Calculated Fields to a Query

Access enables the user to easily perform arithmetic calculations
horizontally within the query. That is, perform a calculation on fields within
the same record.

For example, if a record contained the fields [Price] and [DiscountPercent],
a calculated field could solve for [DiscountAmount] by multiplying the two
fields to create a new one.

DiscountAmount: [Price]*[DiscountPercent]
When the calculated expression is added to the QBE grid, the dynaset will
include the result of the expression in this field. No underlying data will be

modified.

The following are some guidelines for creating horizontal calculations in a
query:

. The name of the calculated field is the first part of the expression
before the colon.

. Field names must appear in square brackets [ ].
. The expression is not case sensitive.
. The available operators are " + " (addition), " - " (subtraction), " * "

(multiplication), and " / " (division).
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Procedure: (To create a horizontal calculation)

Create a new query with the desired tables in Design view.

Add the required fields from the Field List box to the QBE grid.

Click in a Field line of an empty column of the QBE grid. Type the
expression to be evaluated and press [Enter] or [Tab].

ServicePhone
WendnrS |nnnr|‘j

=8 Queryl : Select Query M=] B3
tbisof =

ar:

< |
Field: |PrograrmMarne Yersion Total Cost: [Cost*[Quarkity]  —
Table: |thiSoftware thlSoftware L
Sork: | Ascending
Show:
Criteria:

|

Run the query to view the results in datasheet view.

= Queryl : Select Query

Mame Wersion Total Cost
LADOBE TYFE MANAGER $354.00
| |AFTERDARK 1.0 §52.00
| |AUTO SKETCH a.n $592.00
| |AUTO SKETCH 1.0 $930.00
| |AUTOCAD UPGRADE 12 $a00.00
| |BORLAND C++ a0 $468.00
| |BORLAND C++ 3.0 $458.00
BORLAMD C++ 3.1 $3,1056.00
EREIF R $as80.00
CCMAIL WINDOWS PLATFORM (1.1 $1,372.00
| |S-CLEARLY 1.70 §375.00
CENTRAL POINT PCTOOLS 7.0

Record: Hl Ll || 1k |H|He| of 124

$545.00
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Tips:

Calculated fields can also be created using the Expression Builder as
described in Chapter 2 — Working with Queries.

Calculated fields may be used to concatenate several fields and other
characters into a single field in a query. Use ampersands (&) to join the
field(s) and character(s) together. For instance:

FullName: [LastName]&", "&[FirstName]

Would produce the following results:

Last Mame First Mame FullMame o
L!ﬂ\nder Fan Ander, Ron
| Bartol Dave Bartol, Dawve
| Berrett Jdim Berrett, Jlim
| [Finney Tina Finney, Tina
| Harris Eric Harris, Eric
| |Henry Meil Henry, Meil
| Haoche Dutch Hoche, Dutch
| K oeown MAartin Keown, Martin
| [Lenpley Buddy Lenpley, Buddy
| [Mannis Ralph Mannis, Ralph
| [McCarthy  Bud tcCarthy, Bud
| Peterson Laou Petersan, Lou
| [Schult Ali Schult, Ali
Record: 14| 4 [[T 1 v |ei|e#|oF 23

The FullName column is a calculated field based on the LastName and

FirstName fields.
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Summarizing Records Using a Group Totals Calculation

Access can calculate group totals as well. This involves calculations to
the same field(s) found throughout a group of records. Group totals are
sometimes referred to as vertical calculations. Calculations will only be
based on those records appearing in the dynaset, not the underlying table
or query.

A Group Totals query is a specific type of select query and is accessed
by selecting the Totals button on the Query Design toolbar. Selecting this
button adds the Total line to the QBE grid. This line allows text-related
fields to be grouped and number fields to be calculated.

The calculations which are available for fields include: Sum, Average,
Minimum, Maximum, Count, Standard Deviation, Variance, First, and Last.
These are visible in the Total drop-down list. Note that not every function
can be used on every type of field. For instance, the Sum function cannot
be used on a text field.

gzl Queryl : Select Query [_ O]

ProgramCode
0
PrograrmMarme
Version
Standard

Ouankity

1 o

The Total line
has been added \ Field: |ProgramMame Quankity Cosk =
to the QBE grid. ~ Table: |thISoftware thlSofbware thlSoftware —
Total: |iGroup By Sur Sur
Sork:
Shicww:
Criteria:
ofs -
af | b
To specify criteria that is not part of the grouped field, use the Where
option from the Total drop-down list.
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\j Procedure:

1. Create a new query with the desired tables in Design view.

2. b3

Click the Totals button on the Query Design toolbar. The Total
line will be added to the QBE grid.

3. Inthe first column, select a field to be the Group By field. This will
create the groups of data.

4.  Add any additional fields as desired, selecting a function to be
performed from the drop-down list in the Total row — Sum, Avg, Min,
Max, Count, StDev, Var, First, or Last.

Click Run on the Query Design toolbar to run the query.

=8 Queryl : Select Query O] x|
Name SumOfQuantit| SumOfCost
BAE:DOBE TYPE MANAGER ] $59.00
| |AFTERDARK 2 $26.00
| |AUTO SKETCH 9 $334.00
| |AUTOCAD UPGRADE 1 §500.00
| |[BORLAND C++ 12 §1,042.00
| |BREIF 10 $82.00
| |C-CLEARLY 3 §125.00
|| CCMAIL WINDOWS PLATFORM 4 $343.00
| [CENTRAL POINT PCTOOLS ] §109.00
| |CHECKIT ] $77.00
| |Cv PERSONAL DISIGHER 3 $45.00
| |dBASE Il PLUS ] $443.00
| |[DBASE IV 15 §552.00
| |DESIGNERMICROGRAPHA 1 $452.00
| |DISKLOCK 11 §112.00
| |DOSB.O B $10.00
| |DOUBLEDISK 9 $59.00
| |FULFILL WORD 3 $13.00
| |Hamvard Graphics 11 $436.00
HARWARD GRAPHICSANINDOWYE 7 $399.00

Record: |<| q || 1k I)Il)iﬁl of 93
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Tips:

Additional Group By fields may be defined in a Totals query. Itis
recommended that all Group By fields appear on the left side of the QBE
in the left to right order that they performed.

Total queries may have criteria in any Group By or function field. To
specify criteria that is not part of the group, add the field to the end of
the QBE grid and select the Where option.

gzt Queryl : Select Query

=1 3

ar;

ol

-
4| B

Field: [Programhlame Quankit Cost PurchaseDate

Table: |thlSaftware thlSoftware tblSoftware thlSoftware

Tokal: |Group B Sum Sum Where
Sork:

Show: [

Criteria; =#01/01/1997#

Fields with the Where option cannot appear in the resulting dynaset.
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Chapter 5

Working with Action Queries

(®

Chapter Objectives:

o Creating Tables with a Make-Table Query
o Changing Data with an Update Query
o Adding Records to a Table with an Append Query

o Deleting Records with a Delete Query
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Overview

An action query is a query that makes changes to many records in just
one operation. Action queries modify the information in specified tables
based upon type of action query selected, and the information provided as
part of the query.

There are four types of action queries:

Make-Table Query Creates a new table from all or part of the data in one or more

tables based on the criteria set by the designer.

Update Query The Update Query will update the information in the

underlying table based upon the information placed in the
Update To: row for each field specified in the query.

Append Query The Append Query will append the fields listed in the query to

the table and fields specified as part of the append query
selection process.

Delete Query The Delete Query will delete the records from the specified

tables based upon the criteria selected as part of the delete
query.

You can preview a Make-Table, Append, or Delete query before it is
actually executed by clicking on the Datasheet View button instead of the
Run button. This allows you to make changes to the query design before
the action is performed.

You cannot preview the changes that will be made to data in a table by an
Update query. Viewing an Update query in Datasheet view will simply
display the records that will be changed, but it will not display the actual
changes that will be made.

By default, Access will display a confirmation dialog box before an action
guery is run. To check this setting, select the Tools menu, and then
Options. In the Options dialog box, select the Edit/Find tab. In the
Confirm section, make sure there is a check in the box next to Action
Queries.
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Creating Tables with a Make-Table Query
A Make-Table query is an action query that creates a new table based on
existing data. The new table can be created within the current database,
or it can be saved to a different database.
This query will make the structure for the table as well as place the data
inside the table, however, the new table won't contain the original table's

primary keys, indexes, or column and table properties (other than the
defaults assigned to all tables).

Procedure:

1. Create a new query in Design view which results in the desired dynaset,
including any criteria as necessary to limit the results.

2.  Select the Query menu and choose Make-Table Query.

OR

= -

Click the Query Type button on the Query Design toolbar and
choose Make-Table Query from the list. The Make Table dialog box
displays:

Table kame: j

2] ]
—Make Mew Table o I

Cancel
& Current Database

" another Database:

Eile e I

3. Enter the new Table Name and click OK.

4. = -

If desired, click the Datasheet View button to preview the
records that will be copied to the new table. You must switch back to
Design view to run the query.

5. H

Run the query to create the new table.
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6. A confirmation dialog box displays indicating how many records will be
added to the specified table:

Microsoft Access I

You are about to paste 35 row(s) into a new table.

! Y Once you click Yes, you can't use the Undo command bo reverse the changes.
Are wou sure you wank fo create a new table with the selected records?

7.  Click Yes to execute the query.

8. Close and Save the query if desired.

Q Tips:

. The fields in the newly created table will inherit the data type and field
size of the fields in the underlying table(s), but will not inherit any other
properties.

. If the make-table query is run more than once, Access will ask to
confirm if the new table should overwrite the old table. Click No to abort
this process.

Microsoft Access E2

f The existing table ‘tblsoftwareMicrosoft’ will be deleted before you run the query.
L

D wou wank Lo continue amyway?

Yes
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Changing Data with an Update Query

Update queries make global changes to a group of records in one or
more tables, without having to make changes manually. Criteria can be

specified that limit what records get modified.

For example, prices can be raised by 10 percent for all dairy products, or
salaries can be raised by 5 percent for the people within a certain job
category.

The Update To

Procedure:

Create a new query in Design view which results in the desired dynaset,

including any criteria as necessary to limit the results.

Select the Query menu and choose Update Query.

1r

OR

choose Update Query from the list.

The Update To line will appear in the QBE grid.

Birthdate
DateHired

Skatus l

gzl Queryl : Update Query =]

Click the Query Type button on the Query Design toolbar and

line has been 1 I I
added to the :
QBE grid Field: |Salary 1=
{,  Table: |thiPersonnel |
pdate To:
Criteria:
ar:
-
4| | b
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4.

In the Update To cell for the field(s) to be updated, type the expression
or value that should be performed. The Expression Builder can be used
to create the expression.

gzl Queryl : Update Query M=l E3

HomePhone

Birthidake
DrakeHired
Salary
Skaktus =
-
ki LIJ

Field: [salary —

Table: |tblPersonnel —

Update To: [[Salary]*1.10
Criteria: | <40000

ars
-
« | _>|_I

Run the query to modify the data in the fields. Access displays a
confirmation dialog box:

Microsoft Access I

You are about to update 7 row(s).

! j Cnce wou dlick Yes, wou can't use the Undo command to reverse the changes,
Are wou sure you wank to update these records?

Click Yes to perform the action.

Close and Save the query if desired.

Warning:

Since it is not possible to preview the final changes made by an update
guery or undo the changes once they have been made, it is
recommended that you perform the update query on a copy of the table
before you execute it.
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Adding Records to a Table with an Append Query

Append queries add a group of records from one or more tables to the
end of one or more tables. For example, suppose a few new customers
have been acquired and a database contains a table of information on
those customers. To avoid typing all this information, you can append it to
your Customers table.

Append queries can also append fields based on criteria. For example,
you might want to append only the names and addresses of customers
with outstanding orders.

Append queries are also good for when information is imported from an
alternate source such as an Excel spreadsheet. The Excel data can first
be imported to a new table, examined, fixed if necessary, and then
appended to an existing table's data.

Procedure:

Create a new query in Design view which results in the desired dynaset,
including any criteria as necessary to limit the results.

Select the Query menu and choose Append Query.

OR

= -

Click the Query Type button on the Query Design toolbar and
choose Append Query from the list. The Append dialog box displays:

Table Mame: || j

21x]
—Append To o I
Cancel |

¥ Current Database

" another Database:

File Mames I

Select the name of the table the data should be appended to from the
Table Name drop-down list and then click OKk.
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4. The Append To row is added to the QBE grid.

p=f Queryl : Append Query M=] B3

LastMame

Firsthamne
Phaone ;I

The Append

To line has Field: |ID Lasthame FirstMarne
Table: |tbiNewEmployees tblMewEmployees tbllewEmployees
been added to Sork:
A : -
the QBE grid Append To: |ID LastMame FirstMarne

Criteria:
or:

L I»

w
4| | >

5. Use the drop-down lists in the Append To row to match the query fields
to the appended table. Access will automatically fill in any matching
names. The field names do not need to match in the source and target
tables, however, they should have the same data types.

6. fE -

If desired, click the Datasheet View button to preview the
records that will be appended to the selected table. You must switch
back to Design view to run the query.

7. '

Run the query to add the records to the specified table. Access
will ask you to confirm this action:

Microsoft Access I

You are about to append 3 row(s).

. Cnce wou dlick Yes, wou can't use the Undo command to reverse the changes,
Are wou sure you wank to append the selected rows?

8. Close and Save the query if desired.
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Deleting Records with a Delete Query
A delete query deletes a group of records from one or more tables based

on the criteria established by the user. For example, a delete query can

be used to remove products that are discontinued and for which there are
no orders.

With delete queries, entire records are deleted, not just selected fields
within records.

Procedure:

1. Create a new query in Design view.
2.  Select the Query menu and choose Delete Query.

OR

= -

Click the Query Type button on the Query Design toolbar and
choose Delete Query from the list.

3. The Delete line will appear in the QBE grid.

= Queryl : Delete Query M=] E3

LastMarne
FirstMame

Phone ;I
<] | _"l_l
Field: - =
\ Table: L
>  Delete:

Criteria:
ot
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4. (Optional) Drag the asterisk field (*) to the first column of the QBE grid.
If there is more than one table in the query, this should be from the
primary table of the query. From will appear in the Delete cell under
this field. (This step does not affect the query — it simply allows the user
to see the all of the fields from the record(s) that will be deleted when
previewing or running the query.)

=8 Queryl : Delete Query M=] E3
Lastharme
Firstfame
Phone ;I
| _>I_I
Field: |tblEmplovesInfodll.’ =
Table: |thIEmplovesInfosll —
Delete: |From
Criteria:
ars
J | _>|_I
5.

To specify criteria for deleting records, drag the fields on which you want

to set criteria to the design grid. Where appears in the Delete cell under
this field. Enter the criteria in the Criteria line of the field(s).

gzt Queryl : Delete Query [_ (O] x|
E L|
ZipCode
HomePhone
Birthdate
DakeHired |
Salary ;I
w
1| I »
Field: |tblEmploveelnfosll.  |DateHired =
Table: |thIEmplovesInfosll tblEmplovealnfodll I
Delete: |Fram Where
Criteria: =#01/01)20004
ars
-
4 | b
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"1 If desired, click the Datasheet View button to preview the
records that will be deleted from the selected table. You must switch
back to Design view to run the query.

Run the query to delete the records from the specified table.
Access will ask you to confirm this action:

Microsoft Access I

You are about to delete 3 row(s) from the specified table.

! Once vou dick Yes, vou can't use the Undo command ko reverse the changes.
Are wou sure you wank to delete the selected records?

Close and Save the query if desired.

Tips:

You can use a single delete query to delete records from a single table
or from multiple tables in an one-to-one relationship.

If the Cascade Delete option is enabled for a relationship between
tables, you can use a single delete query to delete records from multiple
tables in a one-to-many relationship. Otherwise, two queries must be
run since a query cannot delete records from the primary table and the
related tables at the same time.

Warning:

Since a delete query cannot be undone, it is a good idea to keep a
backup copy of the tables affected or the entire database in case you
make a mistake or need to revert back to a previous version.
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The Leszynski Naming Convention

Many Access versions ago, two Access developers (Stan Leszynski and
Greg Reddick) developed a nhaming convention for Access objects. The
Leszynski-Reddick Naming Convention (L/R) was proposed as a standard
to make it easier for developers to understand their own code (especially
when returning to it after a significant amount of time had passed), and to
understand databases and code developed by others.

L/R was introduced in February 1993, and was widely adopted by Access
developers. Since then this naming convention has split into two
branches, the Leszynski Naming Convention (LNC) and the Reddick VBA
Naming Convention (RVBA), although there’s considerable overlap
between the two.

Using a haming convention for database objects and controls makes your
database self-documenting. Every time you see a drop-down list of
database objects, each item’s tag will tell you what kind of object it is.

The following table lists some of the most relevant object tags that can be
used by "everyday" Access users and developers.

Database Object Tag Example Notes
Table tbl tblCustomer
Table (lookup) tikp tikpShipper

Query (any type) qry gryCustomer

Query (append) gapp gappNewCustomers

Query (crosstab) gxtb gxtbSalesByRegion

Query (delete) qdel gdelOldAccounts

Query (lookup) glkp glkpActiveEmployees

Query (make table) |gmak |gmakNewFormat

Query (select) gsel gselSoftwarelList
Query (totals) gtot gtotSoftwarePrices
Query (update) qupd gupdRevisedPricing
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Database Object Tag Example Notes

Form frm frmDataEntrySoftware

Form (dialog) fdlg fdlgDelConfirm

Form (menu) fmnu fmnuPrintOptions

Form (message) fmsg fmsgWait

Form (subform) fsub fsubSoftwareWhoHas

Report rpt rptSoftwarePurchase

Report (subreport)  |rsub rsubSoftwareSummary

Data access page dap dapOnlineEntry

Macro mcr mcrOpenCriteriaForm

Module bas basCustomFunction

Any Object zz zztblOldSoftwareList Any old object no longer in
use, but wanted for possible
reuse, reference, or backup.

Any Object zt zttbINewSoftwareFormat |Programmatically created
temporary object.

Any Object zs zsrptDatabaseActivity Displayed system objects.

Any Object _ _tblSoftwareList Under development,
incomplete, or backup copy.
Remove when complete,
don't reference anywhere
until " " is removed.
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Query Design View Toolbar

The following table describes the toolbar buttons available when in the
Design View of a query.

E-H5 SRY 4 B@ oo

- A CENEBEE- 0,

Button Name Function
- View Click once to switch to Datasheet View,
or click the drop-down arrow to select a
view from the list.
Save Saves the query.
B Search Opens the Search task pane.
S Print Not available in Design view.
[& Print Preview Not available in Design view.
v Spelling Not available in Design view.
b4 Cut Removes a selection and places it on the
clipboard.
Copy Copies the selected item to the clipboard.
= Paste Pastes a copied or cut item from the
clipboard to the selected location.
K3 - Undo Removes a previous action.
Cu v Redo Redoes a previous action.
i - Query Type Click the drop-down arrow to display a list
of query types.
! Run Executes the query.
T Show Table Opens the Show Table dialog box.
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Button Name Function
x Totals Adds the Total line to the QBE grid.

Al - Top Values Changes the properties of the query to
display the top values as selected from
the list.

Properties Displays the Properties dialog box for the
selected item.

N Build Opens the Expression Builder dialog box.

B Database Window | Displays the main database window.

g - New Object Click to create an AutoForm based on the
selected object, or click the drop-down
arrow to display a list of objects to be
created.

(2] Help Opens the help system.
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Query Datasheet View Toolbar

The following table describes the toolbar buttons available when in the

Datasheet View of a query.

- B8RV bR - @ 215 YaEY A BaE- 0.

Button Name Function
i - View Click once to switch to Design View, or
click the drop-down arrow to select a view
from the list.
Save Saves the query.
B Search Opens the Search task pane.
Print Prints the query results in datasheet
format to the default printer.
L& Print Preview Displays a preview of the printed output.
v Spelling Starts the spell checker.
2 Cut Removes a selection and places it on the
clipboard.
Copy Copies the selected item to the clipboard.
= Paste Pastes a copied or cut item from the
clipboard to the selected location.
K Undo Removes a previous action.
@ Insert Hyperlink Inserts a hyperlink at the selected
location. Can only be used on fields with
a hyperlink data type.
&l Sort Ascending Sorts the records in ascending order
based on the selected column
Z! Sort Descending | Sorts the records in descending order
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Button Name Function
based on the selected column

iy Filter by Selection | Filters the records in the dynaset based
on the selected value.

Filter by Form Displays a datasheet form to define
criteria to limit the results in a dynaset.

' Apply Filter Applies or removes a selected filter.

dh Find Opens the Find and Replace dialog box
to search for values or records.

b New Record Moves the cursor to the end of the
dynaset to a new record.

7 Delete Record Deletes the current record. Displays a
confirmation dialog box before executing
this action.

£ Database Window | Displays the main database window.

g ~ New Object Click to create an AutoForm based on the
selected object, or click the drop-down
arrow to display a list of objects to be
created.

(2] Help Opens the help system.
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