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Access 103: Introduction to Queries The University of Akron

Lesson 1: Overview

Queries are programs that ask a question of the database. The data
needed to answer the question can exist in one table or in several
related tables.

The queries can be memorized (saved), so that answers to frequently-
asked questions are a double click away. When you double click on a
guer yos name run,torhineothey wards,the qusstion is
asked.

Each time that a query is run, Access looks at the data in the table(s)
in order to answer the question. A query is a memorized question,
not a memorized answer. Each time that the query is run, the answer
will be current.

The results of the query display in a datasheet.

There are several types of queries in Access. This class will review the
basic select query, where specific fields and records are retrieved and
displayed from one or more tables.

To prepare for the next lesson:

1. Start Access 2007.
2. Open the Fall2008Final database.
3. Review the tables in the database.
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Lesson 2: Create a Select Query
Discussion

Access allows you to create several types of queries. In this course,
you will create select queries. In a select query, the requested data is
retrieved from the tables and displayed in the query results. The data
in the tables is not modified in any way.

To create a new select query:

Step 17 Open a new, blank query design window.

Step 217 Select the table(s) or query on which this new query is based.
Step 31 Select the fields to include in the query.

Step 41 Select sorting options.

Step 51 Set the criteria.

Step 6 T Run the query.

Step 717 Save the query.

“  Tables are the only objects that store data in an Access
database.
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Step 117 Open a new, blank query design window

1. Click on the Create tab of the Ribbon.
2. In the Other group, select Query Design.

[ 5
:-‘r'i,\?\\_, v

_____
Query | Query fMacro
Wizard Design X

Other

The Query-By-Example (QBE) window displays. It is called
Query-By-Example, because you create an example of your
guestion (query) in this window. Access then creates the program
that asks your question. The program is created in SQL
(pronounced sequel). SQL is an acronym for Structured Query
Language.

Qutry

.....

Tip: SQL View

After a query is written and is open in
any of the views available from the View
tool, select the SQL View option on the
View tool. This displays the program that
asks your question (query). See page 35
for an example.
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3. Review the window.

Note that the Show Table box also displays and is on top of the
Query window.

Tables | Queries | Bath |

bacademicLeyel
Citizenship
EthnicGroup
Gender
ProgPlanGpalbata

Add Close |

The Show Table box has three tabs: Tables, Queries and Both. A
guery can be based on a table, several related tables, or on
another query. In the Show Table box, you choose the table(s) or
guery on which to base this new query that you are creating.
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Step 21 Select the table(s) or query on which this new query is
based

1. In the Show Table box, click once on the table(s) or query that is
the basis of this new query.

In class, select the table ProgPlanGPAData.
2. Then, click on Add.

The field list for the selected table displays in the top pane of the
Query window.

| H Que "Yl-k X

rs
ProgPlanGpalata E
* s
7
Academic (Majar) (=
Plan Title
Academic Level - B
Gender
EthnicGroup
Show Table 21xl
Tables |Queries I Bath I
AcademicLevel
Citizenship
EthnicGraup
Gender
ProgPlanGpabata
k1
4 [ g
Field: A‘
Table: B
Sort:
Shaow: o U
Criteria:
- / -
4 add Closeﬂ -
Num Lock | |E B @ sae b 2

3. Select any additional tables, if needed.

In Access 104: Advanced Queries, you will learn how to use more
than one table in a query. When more than one table is used, the
tables must be joined. In a join, the primary key field in one table
IS related to a field in another table.
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4. Click on the Close button in the Show Table window.
The Show Table box closes and the Query window displays.

| - Que"-'fl..""-\_ %
Pl'-:--;lF\‘Ian-SpaDat_a . E
! [iade.micfl'ﬂaj-:ul': \E‘ Field IiS
‘ El --------- ’ i
e | = g
CSFEQ; O O O O O
o [ » ’
5. OPTIONAL:
e To delete a table from the query, click once on

field list in the top pane of the query window. Then, press the
delete key on the keyboard.

e To add a table to the query, click on the Show Table tool

=
Show

Table  on the Query Tools i Design tab of the Ribbon.
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Step 31 Select the fields to include in the query

There are several ways to select a field.
¢ In the field list, double click on the field name.

e In the field list, place your mouse pointer on the field name.
Drag and drop it on the Field row of the grid in the lower pane
of the query window.

¢ In the grid at the bottom of the query window, click in the Field
row (first row) of the first available blank column. A down arrow
appears. Click on the down arrow and select a field.

Field: || W
Table: (| ProgPlanGpaData.*
Sort: ||ID

Show: || Academic (Major) Pla

Criteria: Flan Title
or ||Academic Level - Beg

Gender
EthnicGroup
Citizenship
City
County
Cumulative GPA
| MewDate
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In class, select these fields:

ID
County
Ethnic Group
o : | =
ProgPlanGpaData E
Plan Title -
Academic Level - E . .
Gender = F|e|d ||St
EthnicGroup
Citizenship =
City
County
ks In order for the
""""" field to display in
Field: | 1D County EthnicGroup
Table: | ProgPlanGpaData ProgPlanGpalata ProgPlanGpalata the query
Sart:
o results, thg
Criteria: checkbox in the
o Show row needs
to be marked.
Ver. 2009.07.28 Page 9 pstrain@uakron.edu
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Note: At the top of the field list, an asterisk displays.

[ ProgPlanGzpalData

P < r
¥ ID

dcademic (Major]
Flan Title
Academic Level -
Gender
EthnicGroup

i

At the down arrow in the Field row of the grid, the table
name displays followed by an asterisk.

ProgPlanGpalata.*®

Academic (Major] Pla
Plan Title

Academic Level - Beg
Gender
EthnicGroup
Citizenship

City

County

Cumulative GPA

Select one of these two optionstoi ncl ude al |
fields in the query results.

In Access 104: Advanced Queries, this option will be used.

Ver. 2009.07.28 Page 10 pstrain@uakron.edu
These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.



Access 103: Introduction to Queries The University of Akron

Step 41 Select sorting options

Access reads and processes the sort instructions from left to right. Be
sure that the first sort to make is read before the second sort to make.

An ascending sort displays the values from smallest to largest (A to 2).
A descending sort displays the values from largest to smallest (Z to A).

1. Click in the Sort row of the field on which to sort.
A down arrow displays.

Field: | 1D County EthnicGroup
Table: |ProgPlanGpalata ProgPlanGpalata ProgPlanGpalData
—) 50t | -]
Shaw:
Criteria:
or:

2. Click on the down arrow and select a sorting option from the list.
Azcending

Descending
{not sorted]

The sorting option displays in the grid.

Field: [ID County EthnicGroup
Table: | ProgPlanGpalata ProgPlanGpalata ProgPlanGpalata
Shaow:
Criteria:
ar

3. Repeat steps 1 and 2 for any additional sorting.

Field: | 1D Caunty EthnicGroup
Table: | ProgPlanGpalata ProgPlanGpalata ProaPlanGpalata
Sort: Ascending I-l'-.scending_ I
Show:
Criteria:
ar:
Ver. 2009.07.28 Page 11 pstrain@uakron.edu
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Step 51 Set the criteria

Discussion

If the query is run at this time, all the rows of the table will be returned.
At this time, there are no criteria to determine which rows should be
included in the query results.

The current query is What are the ID, County and Ethnic Group
values for all the rows in the ProgPlanGpaData table?

To see the query results:

y

i
e Click onthe FRun tool, which is on the Query Tools T Design tab
of the Ribbon.

e Note that all 1068 rows are returned.

zd County - |EthnicGroup - To exclude the rows
Unknown .

100550 White where the County field
100575 white value is blank, enter
100244 White .
101247 White in the County field of
100239 Ashland White .
100316 Ashland White the Query yvmdow.
100374 Ashland White See Exercise 1.
101073 Ashtabula White
100885 Ashtabula White
100890 Butler white

100325 arrnll Wihite
Record: M r e Search
e To return to the Design View of the query, click on the View tool

74
View -
- on the Home tab of the Ribbon.
Ver. 2009.07.28 Page 12 pstrain@uakron.edu
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Exercise 1 - Enter Criteria %‘;

Is Not Null

1. In the Design View of the query, click in the first Criteria row of the
County field and type Is Not Null.

" |

ProgPlanGpaData
Gender B
EthnicGroup
Citizenship -
City
County =
Cumulative GPA
MewDate -
4 [
Field: |ID County EthnicGroup
Table: | ProgPlanGpaData ProgPlanipaData ProgPlanGpalata
Sort Ascending Ascending
Show:
Criteria: _Is Mot Mull

2. Press the down arrow key on the keyboard.
Access reads what you typed.
This is helpful, because Access may display a message to help
identify a problem with the criterion.

3. On the Query Tools T Design tab of the Ribbon, click on the Run
tool.
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4. Note that only the rows with a field value for County are returned.
In the query results, no rows display with a blank (null) field value

for County.

? Queryl
D
100316
100374
100289
100885
101073
100830
101012
100413
100325
101064

-

County
Ashland
Ashland
Ashland
Ashtabula
Ashtabula
Butler
Carrall
Carroll
Carroll
Carroll

EthnicGroup
White
White
White
White
White
White
White
White
White
White

5. On the Home tab of the Ribbon, click on the View tool to return to
the Design View.

Tip: Dynaset

When a query is run, the results display
in a datasheet. The results are referred
to as a dynaset. Dynaset is a short form
of the expression dynamic set. The
results are dynamic, because any
changes you make in the query results
are changes that are made to the data in
the table.
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Is Null

1. In the Design View of the query, click in the first Criteria row of the
County field delete the word Not.
The criterion reads Is Null.

Field: | County
Table: | ProgPlanGpaData
Sort: | Ascending

Show:
Criteria: |Is Null I

2. Press the down arrow key on the keyboard.
Access reads what you typed.
This is helpful, because Access may display a message to help
identify a problem with the criterion.

3. On the Query Tools T Design tab of the Ribbon, click on the Run
tool.

4. Note that the rows returned are those where the field value for
County is blank (null).

? Queryl
D - County - EthnicGroup
100566 Unknown
101247 White
100530 White
100575 White
100434 White
100244 White
#*

5. On the Home tab of the Ribbon, click on the View tool to return to
the Design View.

6. Delete the criterion Is Null.
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Field Value is Equal to the Value Typed

1. In the Design View of the query, click in the first Criteria row of the
EthnicGroup field and type i Wh i .tinelade the double quotation

marks.
ProgPlanGpaData
Gender B
EthnicGroup
Citizenship -
City
County E
Cumulative GPA
MewDate -
" 111
Field: [ID County EthnicGroup
Table: | ProgPlanGpaData ProgPlanGpalbata ProgPlaniGpalata
Sort: Ascending Ascending
Show:
Criteria: “White’

Text values are typed inside double quotes.

2. Press the down arrow key on the keyboard.
Access reads what you typed.
This is helpful, because Access may display a message to help
identify a problem with the criterion.

3. On the Query Tools T Design tab of the Ribbon, click on the Run
tool.
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4. Note that the only rows returned are those where the field value
for EthnicGroup is White.

ﬂj Queryl
ID = County -~ EthnicGroup
100575 White
100434 White
100590 White
100244 White
101247 White
100289 Ashland White
100374 Ashland White
100316 Ashland White
100885 Ashtabula White
101073 Ashtabula White
100890 Butler White

5. On the Home tab of the Ribbon, click on the View tool to return to
the Design View.
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All Field Values Except the Value Typed

1. In the Design View of the query, click in the first Criteria row of the
EthnicGroup field and typen ot i Wincludetlde double
guotation marks.

Field: | EthnicGroup
Table: | ProgPlanGpaData
Sort: [Ascending

Show:
Criteria: | Mot “White”

Text values are typed inside double quotes. The word White
should be inside the quotes, because it is the value for which you
are searching. The word Not should not be inside the quotes,
because it is not a part of the value for which you are searching.
Not is a logical operator.

2. Press the down arrow key on the keyboard.
Access reads what you typed.
This is helpful, because Access may display a message to help
identify a problem with the criterion.

3. On the Query Tools T Design tab of the Ribbon, click on the Run
tool.
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4. Note that the only rows returned are those where the field value
for EthnicGroup is any value except White.

ID
100566
101083
1010738
100857
100300
100734
101126
101261
100503
100893

| ﬂj Quer_\rlm"-.._

County -

Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Lake

EthnicGroup -
Unknown
Black/African American
Black/African American
Black/African American
Black/African American
Hispanic/Latino
Mot Specified
Unknown
Unknown

Asian r

5. On the Home tab of the Ribbon, click on the View tool to return to

the Design View.

6. Delete the criterion Not i Wh |

t eo.
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Use a Partial Field Value as Criteria

1. In the Design View of the query, click in the first Criteria row of the
Et hni cGroup field and type A*Hisp

Field: | EthnicGroup
Table: | ProgPlanGpaData
Sorti | Ascending
Show
Criteria: | “*Hispanic*"

Text values are typed inside double quotes.

The asterisk * is used as a wild card.

| t means fAHany characters here. o
2. Press the down arrow key on the keyboard.

Access reads what you typed.

This is helpful, because Access may display a message to help

identify a problem with the criterion.

In this case, Access adds the term Like before the criterion that
you typed.

Whenever the asterisk * is
used to enter criteria, the term
Table: | ProgPlanGpaData L_ike will prec_ede_ the partial
Sort: | Ascending field value. Like is used to
chowr indicate that this may not be
an exact match of the entire
value stored in this field.

Field: | EthnicGroup

Criteria: | Like “*Hispanic* «=—

3. On the Query Tools T Design tab of the Ribbon, click on the Run
tool.
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4. Note that the only rows returned are those where the field value
for EthnicGroup contains the value Hispanic anywhere in the field.

ﬁJ Queryl
1D ~| County - EthnicGroup
100734 Cuyahoga Hispanic/Latino
1006857 Mahoning Hispanic/Latino
1005389 Stark Hispanic/Latino
100518 Stark Hispanic/Latino
100636 Summit Hispanic/Latino
100505 Summit Hispanic/Latino
100322 Summit Hispanic/Latino

5. On the Home tab of the Ribbon, click on the View tool to return to
the Design View.

6. Do not delete the criterioni * Hi spani c* 0.

Note: The ? character also is a wildcard. It can be used to stand for a
single character.

For example, bl??k would return black or blink or block. There must be
2 characters between bl and k in order for the value to be included in
the query results, because there are 2 question marks (wildcards) in
the criterion.
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Using OR to Set Criteria

1. In the Design View of the query, click in the second Criteria row
of the EthnicGroup field andtype i As i an o .

Include the double quotation marks.
Text values are typed inside double quotes.

The criteria read Show the rows where Ethnic Group contains the
characters Hispanic OR is equal to Asian.
2. Press the down arrow key on the keyboard.
Access reads what you typed.
This is helpful, because Access may display a message to help
identify a problem with the criterion.
Field: |EthnicGraup When the criteria are typed on
o | e CpaDats separate rows in the same
allow, - column, Access reads an OR
2L saan between each value.

Criteria: | Like “*Hispanic* |}

3. On the Query Tools- Design tab of the Ribbon, click on the Run
tool.

4. Note that the rows returned are those where the field value for
EthnicGroup contains the value Hispanic anywhere in the field OR
the value is Asian.

? Queryl
D - County - EthnicGroup

100734 Cuyahoga Hispanic/Latino
100893 Lake Asian

100657 Mahoning Hispanic/Latino
101070 Medina Asian

100661 Medina Asian

100650 Stark Asian

100931 Stark Asian

100583 Stark Hispanic/Latino
100518 Stark Hispanic;’Latinu d
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5. On the Home tab of the Ribbon, click on the View tool to return to
the Design View.

6.Del ete the criterion A*Hi spanic®*o
Note: There are two methods for entering criteria that uses OR.

Suppose that the query was to find all the rows where the field value
for County is either Cuyahoga OR Summit.

e The field values are typed on sep

Field: | County
Table: | ProgPlanGpaData
Sort: | Ascending
Shaow:
Criteria: | "Cuyahoga
ar: | “Summit

e The criteria may be typed on one

Field: | County

Table: | ProgPlanGpaData
sort: | Ascending

Shaowe

Criteria: | "Cuyahoga™ Or “Summit
ar:

Ver. 2009.07.28 Page 23 pstrain@uakron.edu
These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.



Access 103: Introduction to Queries The University of Akron

Using AND to Set Criteria

1. In the Design View of the query, click in the first Criteria row of
the County field and type ASummit

Text values are typed inside double quotes.
2. Click in the first Criteria row of the EthnicGroup field and type
AAsi an. O

The criteria read Show the rows where the County equals Summit
AND the EthnicGroup equals Asian.

When the criteria are
Field: | County EthnicGraup
Table: ProgPlanGpalata ProgPlanGpalata typed on the same row,
ot | Ascending Ascending
e | e Access reads an AND
— — ‘ between each value.

3. Press the down arrow key on the keyboard.
Access reads what you typed.
This is helpful, because Access may display a message to help
identify a problem with the criteria.

4. On the Query Tools i Design tab of the Ribbon, click on the Run
tool.

5. Note that the rows returned are those where the field value for
County is Summit AND the field value for EthnicGroup is Asian.

ﬁj Query2
D - County - |EthnicGroup -
101166 Summit Asian
100824 Summit Asian
100647 Summit Asian
100469 Summit Asian
*

6. On the Home tab of the Ribbon, click on the View tool to return to
the Design View.
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Numeric Criteria

Unlike text values, numeric values are not enclosed in quotes,
when entered as criteria.

1. Add the field Cumulative GPA to the Query grid.

Field: | 1D County EthnicGroup Cumulative GPA
Table: |ProgPlanGpaData  ProgPlanGpalata  |ProgPlanGpaData | ProgPlanGpaData
Saort: Ascending Ascending
Show:
Criteria: Summit Asian
ar.
2.Del et e the cr frandhe Caumy fi@eldSsu mmi t o
Enter the criterion ACuyahoga
3.Del ete the criterion nAsi

4. In the first Criteria row of the Cumulative GPA field, enter >3.5.

Field: |ID County EthnicGroup Cumulative GPA
Table: |ProgPlaniGpalata ProgPlanGpalata ProgPlanGpalata ProgPlanGpalata
Sort: Ascending Ascending
Show: [w] [w] [w] [w]
I Criteria: Cuyahoga =3.5

[*]H

The question reads Show the rows where the County equals
Cuyahoga and the Cumulative GPA is greater than 3.5.

Note: To include the value 3.5 in the results, enter >=3.5.
This is read greater than or equal to 3.5.

5. On the Query Tools T Design tab of the Ribbon, click on the Run
tool.
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6. Note that the rows returned are those where the field value for
County is Cuyahoga AND the field value for Cumulative GPA is
greater than 3.5.

1D
101126
101261
100839
100296
100305
100309
100560
100711
100743
100225
100810
100566
101208
101216
101213
101258
100752

-

County
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga
Cuyahoga

= |EthnicGroup = | Cumulative -

Mot Specified
Unknown
White
White
White
White
White
White
White
White
White
White
White
White
White
White
White

3.963
3.796
3.886
3.629
3.664
3.877
3.568
4.000
3.640
4.000
3.778
3.524
3.555
3.542
3.732
3.805
3.980

7. On the Home tab of the Ribbon, click on the View tool to return to
the Design View.
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Date Criteria

Examples of Date criteria are given in the Criteria Examples table on
page 32.
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Criteria Examples

Usethefirstcrit er i a row I n t he dthereisedhdaesl. c ol 1

Condition Criteria to Enter Result
Field is not Is Not Null Returns all rows that have a
blank. It Field: | countr value for that field. In this
contains a Table: | ProgPlanGpaData example, any row in the
value. sort: | Ascending table, that has a County
Show tered, will be in th
Criteria: |Is Mot Mull entered, wi €in € .query
or: results. If the County field for
a row is blank, that row will
not be returned.
5 quem |
ID ~| County - |EthnicGroup -
100316 Ashland White
100374 Ashland White
100289 Ashland White
100885 Ashtabula White
101073 Ashtabula White
100890 Butler White
101012 Carroll White
Field is blank. Is Null Returns all rows that do not
There is no Field: | coumty have a value for that field. In
value in the Table: | ProgPlanGpaData this example, if the County
field. sort: | Ascending field for a row is blank, that
Show: . .
Criteria: |15 Null row will be in the query
results.
5 Queryl |
ID - County - | EthnicGroup -
100566 Unknown
101247 White
100590 White
100575 White
100434 White
100244 Wh i’[e| j
*
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Condition Criteria to Enter Result
Entire field AWhiteo Returns the rows that have
value is equal to _ _ t he val uethé& Whi
he val d | qapte |orooeorou EthnicGroup field. Text
F e va ug type Table: [ProgPlanGpalata nicroup e . e).(
in the criteria Sort: | Ascending values are typed inside
row. Showi] double quotes.
Criteria: | “White -
31 Queryl
»| County ~| EthnicGroup -
Ashland White
100374 Ashland White
100289 Ashland White
100885 Ashtabula White
101073 Ashtabula White
100890 Butler White
101064 Carroll White
All field values |[Not @A Whi t e {Returnsthe rows that have a
except the Field: [Ethmicerous value other th
value typed in Table: | ProgPlanGpaData the EthnicGroup field.
the criteria row. Sort: | Ascending T Quent |
Showe D ~| County ~| EthnicGroup -~
Criteria: | Mot “White 101083 Cuyahoga Black/African America
~ . 100857 Cuyahoga Black/African America
N ot n Wh It e 100300 Cuyahoga Black/African America
except white. 101078 Cuyahoga Black/African America
except 100734 Cuyahoga Hispanic/Latino
101126 Cuyahoga Mot Specified
100503 Cuyahoga Unknown
101261 Cuyahoga Unknown
100893 Lake Asian
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Condition Criteria to Enter Result

Only a patrtial Use the asterisk *as |fi Hi s p avill retars all the
field value is a wild card to replace |rows with a field value that
known. the unknown text. begins with Hispanic.

Field: | EthnicGraup
Table: | ProgPlanGpaData
sSort: | Ascending
Showe
Criteria: | "Hispanic*

Press the down arrow
on the keyboard.
Access adds the term
Like.

Field: | EthnicGraup
Table: | ProgPlanGpaData
sort: | Ascending
Shaw
Criteria: | Like "Hispanic*

A* Hi s pvid returc all the
rows with a field value that
ends with Hispanic.

A* Hi s pvallmetum alidthe
rows with a field value that
contains Hispanic. The text
Hispanic can be anywhere in
the field value i beginning,
middle or end.

Whenever the asterisk is
used, the term Like will
precede the partial field
value. Like is used to indicate
that this may not be an exact
match of the entire value
stored in this field.

Do not enclose the word Like
within the double quotes.
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Condition Criteria to Enter Result
One field value | Enter the values on When the criteria are typed
OR another separate Criteria on separate rows in the same

field value can
be in the query
results.

rows 1 n th
column.

Field: | EthnicGroup

Table: | ProgPlanGpaData
sort: | Ascending
Shaw:
Criteria: | "Hispanic/Latino
or: | “Asian’

Alternatively, enter
the criteria on one
criteria row and use
the word OR.

Field:

EthnicGroup
Tablg! [ProgPlanGpaData
sort: | Ascending
Show:
Criteria: | "Hispanic/Latino™ Or “Asian

Do not enclose the
word OR in quotes.

column, Access reads an OR
between each value. In this
example, the results returned
will include either
Hispanic/Latino OR Asian as
the EthnicGroup value.

|3 quent |
D - County - EthnicGroup -
m Cuyahoga Hispanic/Latino
100893 Lake Asian
100657 Mahoning Hispanic/Latino
101070 Medina Asian
100661 Medina Asian
100650 Stark Asian
100931 Stark Asian
100589 Stark Hispanic/Latino

Criteria must be
met from more
than one field in

Enter the values on
the same Criteria row
but in each of the

When the criteria are typed
on the same row but in
different columns, Access

order for the fi el dsd c o]readsanAND between each
row to be Fild: | County . value. In this example, the
. . » | County EthnicGroup =
included in the Table: |ProgPlanGpaData | ProgPlanGpalata results returned will include
query results. o |y rows where the County is
These criteria Criteria: | summit Asian Summit AND the
use AND. o EthnicGroup is Asian.
? Queryl
D - County - EthnicGroup

101166 Summit Asian

100824 Summit Asian

100647 Summit Asian

100469 Summit Asian
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Condition Criteria to Enter Result
To locate a Enter the date The query results will include
single, enclosed in # signs. | only those rows with that

particular date

#07/01/2009#

date value in the selected
field. In this example, only
rows dated 07/01/2009 are
returned.

To locate all
rows after a
particular date

Enter the greater than
symbol. Type the
date enclosed in #
signs.

>#07/01/2009#

The query results will include
those rows with a date value
after (greater than) the date
entered. In this example, only
rows dated 07/02/2009 and
later are returned.

To locate all
rows with a
particular date
and rows after

Enter the greater than
symbol followed by
the equals sign. Type
the date enclosed in

The query results will include
those rows with the date
value entered and any rows
dated after that date value. In

that date # signs. this example, rows dated
07/01/2009 and later are
>=#07/01/2009# returned.
To locate all Use the greater than | The query results will include
rows between |and lesser than those rows dated from
two dates symboils. 07/01/2009 through
On one criteria row of | 07/31/2009.

the date field, enter
>=#07/01/2009# AND
<=#07/31/2009#

This is read greater
than or equal to
07/01/2009 and less
than or equal to
07/31/20009.
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Modify a Fieldds Properties

1.1 n the query grid, right click
In class, right click in the Cumulative GPA field.
A list displays.

% Totals

Yz

Table Mames
Cut

Lopy

Paste
Build...

Zoam,.,

QOB E=0

Properties...

2. Select Properties.

The Property Sheet displays. The Properties listed will depend on
the data type for the field.

Property Sheet 4
| Selection type: Field Properties

| General ||_c|[||.;;|_|p|

Description

Format

Cecimal Places ;I
Input Mask

Caption

smart Tags
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3. Modify the properties as needed.

In class:
e Click in the Decimal Places box. At the down arrow, select 2.
e Click in the Caption box. Type CumGPA.

Property Sheet
| Zelection type: Field Properties
: Generallmnkupl

Description

Format

Decimal Places 2

Input Mask
Caption CumiaPA

Smart Tags | =]

e Click on the Ktoxlpseit.ty Sheet ds
4. On the Query Tools T Design tab of the Ribbon,

click on the Run tool. The
B=F CuyahogaStudent-:Honors-{i"‘\ Caption
ID - EthnicGroup - | County -] CumGPA - i replaces

m White Cuyahoga 4.00 the field
100296 White Cuyahoga 3.63 name as
100305 White Cuyahoga 3.66
100309 White Cuyahoga 3.88 the column
100560 White Cuyahoga 3.57 heading.
100711 White Cuyahoga 4.00
100743 White Cuyahoga 3.64
100752 White Cuyahoga 3.96 The values
100810 White Cuyahoga 3.7 —Qre
100839 White Cuyahoga 3.89 rounded to
100866 White Cuyahoga 3.52
101126 Not Specified Cuyahoga 3.96 tWO_
101208 White Cuyahoga 3.56 decimal
101216 White Cuyahoga 3.54 places.
101219 White Cuyahoga 3.75
101258 White Cuyahoga 3.81
101261 Unknown Cuyahoga 3.80

*
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Step 61 Run the query
Use one of these two methods:
]

¢ In the Design View of the query, click on the Run tool " | which
Is on the Query Tools i Design tab of the Ribbon.

¢ If the query is saved but is not open, use the Navigation Pane.
Doubl e click on the querybds name.
All Access Objects v &
Tables &

&H  AcademicLevel
= Citizenship
j EthnicGroup

j Gender

e ProgPlanGpaData

Queries #
i ProgPlanGpalata_Crosstab-Q

'ﬁj CuyahogaStudentsHaonors-0) <

'ﬁj GenderCountByCounty-Q

Note: If the query results are not what you expect, sometimes it can
help to review the SQL statements that Access is using for the query.
With the query open, select SQL view from the View tool. The program
written to answer your query (question) displays.

| &l cuyahogasmnemsuumrsd}

SELECT ProgPlanGpaData.lD, ProgPlanGpaData EthnicGroup, ProgPlanGpaData.County, ProgPlanGpaData.[Cumulative GPA]
FROM ProgPlanGpaData
WHERE ([[ProgPlanGpaData.County)="Cuyahoga’) AND ([ProgPlanGpaData.[Cumulative GP&]]:-H.S]];|
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Step 71 Save the query

When a query is saved, it is the design that is saved, not the query
results. Every time a query is run, it looks at the table(s) to get the
current data.

1. With the query open in Design or Datasheet view, click on the

Save tool = in the Quick Access toolbar.
The Save As dialog box displays.

savens 21x|
Query Mame:
IQueryE

(0] 4 I Cancel |

2. Enter a name for the query.
Although spaces are allowed, it is recommended that spaces are
not used in the query name.

In class, enter the name CuyahogaStudentsHonors-Q.
3. Click on OK.
The query design is saved.
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Print Query Results

With the datasheet of query results open:

1. Click on the Office Button (ER .
2. Point to Print.
3. Click on Print Preview.

4. The Print Preview view displays.
bt-%)‘i':'"‘:- . Cogn o FoUmatan  Debanne (disert JE . M ma it Aot

et Ld

e Cigal AL QUL 2 (G T Shae |

Furd AR LEmitiaee Pegen Taee [Cen'| twn  Mae  Mibe LT e L .‘| T
. = o Page Nt Mg " (I e Soven
| - Mg Lesd . ez lws Oent Sdpom

S

I Senustty Watndng  Comast zonmurt in e saayere s a0 Site

Al accens Qo

T - IRy )y r—
5. Use the Navigation tools at the bottom of the window to view any
additional pages.

Page: 1 1 1 b M k| WK No Filter
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o—4
gi=¢
Page

6. Select the Page Setup tool =¢¢ to display the Page Setup dialog
box and to change the Page Layout.

Page Setup i Page Setup i
Print Options |Page | Print Options ~ Page |
—Margins {inches) ————————————— ~Sample —Crientation
Top: |1 * Parkrait " Landscape
Eottam: I 1
R T Paper
T P Sieet |ietter (5 1/2x L1in.) |
SourCe: Inuto j
& P - rPrinter for CuyahogaStude. ..
VS PI_:I: Headings {* Default Frinter
—Split Farm
F " Use Specific Printer Er— |
€ Print Farm @nly

| Print Datashest Only

ol 4 I Cancel | ol 4 I Cancel |

& Al A
|Portrait| Landscape

7. To change paper size - and page orientation ,
tools are available on the Print Preview tab of the Ribbon.

-
| Jomely
i

e

8. Select the Print tool " to print the datasheet.

Close Print

9. Click on the Close Print Preview tool *feisw  to return to the
previous view of the query results.

Note: For a more professional appearance, create a report based on
the query. Use the Report Wizard tool on the Create tab of the Ribbon.
Instructions for creating a basic report are in the manual for

Access 102: Create a Database from Existing Data.
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Save Query Results
A query is a memorized question. When a query is saved, it is the
question that is saved. The answer (result) is not saved.

What if you want to save the answer to a query?
Here are two options.

Method 1: Export the query results to Excel

1. In the Navigation Pane, click once on the name of the query to
select it.

L L L e e

b

Queries

ProgPlanGpalata_Crosstab-o)
CuyahogaStudentsHonors-0)
GenderCountByCounty-3

science-Barberton-Q}

i G G by OB

Seniors-PlanGPA-T}

2. Click on the External Data tab of the Ribbon.
3. In the Export group, click on the Excel tool.

] T P e Word
- e T T =
) ||| \C erer :

Six vl L= » Text File

Excel | SharePoint PDF -
List or Xps =Cp More ~
Export
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4. In the Export Excel Spreadsheet box:

Click on the Browse button to select a drive and folder. Then,
enter a name for the spreadsheet.

Select a File format at the Save as type down arrow.

Click Save. The Export i Excel Spreadsheet dialog box
displays, again. The file name displays.

Mark the Specify export option boxes as necessary.

If you are uncertain, check the first two boxes.

Click OK.

The query results are saved to an Excel file.

If the option to open the destination file was selected, Excel is
opened and the query results display in an Excel spreadsheet.
Close the file and Excel when your review is completed.

In Access, click on the Close button in the Export Excel
Spreadsheet box.
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