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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. 

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. 

This course continues the review of queries that began in  

Access 103: Introduction to Queries.  

In this course, you will create queries that: 

u Use all the fields in a table 

u Count the number of rows with specific field values 

u Use more than one table 

u Use a prompt for a criterionôs field value 

To prepare for the next lesson: 

1. Start Access 2007. 

2. Open the Fall2008Finalfor104 database. 

3. Review the ProgPlanGpaData table in the database. 
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Lesson 2: Use All the Fields in a Table 

Discussion 

At the top of the field list in the Design view of the query, an asterisk 

displays. If the asterisk is selected all the tableôs fields are included in 

the query results. 

  

This same option is available in the Field row of the query grid, but it 

looks different. The table name displays followed by a period and an 

asterisk. 

When selecting the fields for a query, these two options are best, if all 

the fields should be included in the query results. 
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To create a new select query: 

Step 1 ï Open a new, blank query design window. 

Step 2 ï Select the table(s) or query on which this new query is based. 

Step 3 ï Select the fields to include in the query. 

Step 4 ï Select sorting options. 

Step 5 ï Set the criteria. 

Step 6 ï Run the query. 

Step 7 ï Save the query. 

 

 Tables are the only objects that store data in an Access 

database. 
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Step 1 ï Open a new, blank query design window 

1. Click on the Create tab of the Ribbon. 

2. In the Other group, select Query Design. 

 
The Query-By-Example window displays. 
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Step 2 ï 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 the new query. 

 
In class, select the table ProgPlanGpaData. 

2. Click on Add. 

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

Query window. 
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3. Select any additional tables, if needed. 

 

In Lesson 4, 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. The fields that are joined use the same field 

values and data type. 

4. Click on the Close button in the Show Table window.  

The Show Table box closes and the Query window displays. 

 
5. OPTIONAL: 

 To delete a table from the query, click once on the tableôs field 

list in the top pane of the query window. Then, press the delete 

key on the keyboard. 

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

Query Tools ï Design tab of the Ribbon.  

Field list 
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Step 3 ï Select the fields to include in the query 

In this query, all the fields are to be included in the query results. 

1. Select all the fields by one of these methods: 

Double click on the asterisk * at the top of the field list. 

-OR- 

In the first column of the grid at the bottom of the window, click in 

the Field row to display the down arrow. Then, select the first item 

in the list ï the table name followed by a period and an asterisk. 
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After the selection, the query grid looks like this: 

 

2. On the Query Tools ï Design tab of the Ribbon, click on the Run 

tool. All of the fields display in the query results. 

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

the Design view of the query. 
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Step 4 ï Select sorting options 

When the all fields selection is made, follow these steps to sort the 

query results. 

1. From the field list, double click on the field on which the first sort 

is to be made.  

 

In class, double click on the RecordDate field. 

 

The field displays in the second column of the grid in the lower 

pane of the Query window. 

2. Click in the Sort row for that fieldôs column. 

The down arrow displays. 

3. Select the appropriate sort from the list at the down arrow. 
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4. Click on the Run tool. 

The RecordDate field will now display twice in the query results.  

To see this, scroll to the right in the datasheet. 

The field displays twice, once from the asterisk (all fields) 

selection and a second time for the separate selection of the 

RecordDate field.  

 

Each column in the datasheet must have a unique name, so 

Access names the first column ProgPlanGpaData.RecordDate 

(the table name.field name). The second column is named Field0 

(Field and a number). The computer starts numbering at zero. 

5. Click on the View tool to return to the Design view. 

6. Click to unmark the Show checkbox for the Record Date field. 

 
Access will sort by that field, but will not show it for a second time 

in the query results. 
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7. Click on the Run tool. 

 
8. Note that the RecordDate field displays only once and that the 

rows are sorted by the value in that field. 

9. Select the View tool to return to the Design view. 
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Step 5 ï Set the criteria 

1. From the field list, double click on the field on which to set a 

criterion. 

 

In class, select County. 

2. In the first criteria row of the County column, enter ñLakeò . 

3. OPTIONAL: Press the down arrow key on the keyboard, so 

Access reads the criterion. This is helpful if there is an error in the 

criterion, because Access may display help or an error message. 

4. Unmark the Show checkbox. 

 
5. Click on the Run tool. 

Only the rows where County equals Lake display. 
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Step 6 ï 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 ï Design tab of the Ribbon. 

 If the query is saved, but is not open, use the Navigation Pane. 

Double click on the queryôs name. 

 

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. 
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Step 7 ï 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. 

 
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 LakeCountyStudents-Q. 

3. Click on OK. 

4. 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 . 

2. Point to Print. 

3. Click on Print Preview. 

4. The Print Preview view displays. 

 
5. Use the Navigation tools at the bottom of the window to view any 

additional pages. 
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6. Select the Page Setup tool  to display the Page Setup dialog 

box and to change the Page Layout. 

7. To change paper size  and page orientation , 

tools are available on the Print Preview tab of the Ribbon. 

8. Select the Print tool  to print the datasheet. 

9. Click on the Close Print Preview tool  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. 

  



Access 104: Advanced Queries  The University of Akron 

Ver. 2009.07.21 Page 18 pstrain@uakron.edu 
These materials may not be reproduced in whole or in part without the express permission of  

The University of Akron. 

Lesson 3: Count the Number of Rows with Specific Field Values 

Discussion 

If you need to present a summary of data that is easy to read, 

consider creating a Crosstab query. A Crosstab query may perform 

calculations such as sum, average, count or variance. The results of 

the query are grouped by two sets of values, values for the rows and 

values for the columns. 

 

One way to create a Crosstab query is to use the Query Wizard tool on 

the Create tab of the Ribbon. The wizard asks you to specify:  

 which field(s) contain the row headings 

 which field contains column headings 

 which field contains the values to summarize 
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It helps to draw a diagram of the expected query results. In this 

lessonôs example, that diagram might look like this: 

 

 

 

 Total IDs Asian White Etc 

Summit     

Cuyahoga     

etc     

The County field contains the row headings. 

The EthnicGroup field contains the column headings. 

The ID field contains the values to summarize by counting. 

  

Value to summarize Column headings 

Row 

headings 
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Exercise 1 ï Create a Crosstab Query 

1. On the Create tab of the Ribbon, click on the  

Query Wizard tool  . 

The New Query dialog box displays. 

 

2. Select Crosstab Query Wizard. 
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3. Click OK. 

The first step of the Crosstab Query Wizard displays. 

 

4. Select the table or query that is the basis of this Crosstab query. 

In class, select Table: ProgPlanGpaData. 
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5. Click Next. 

The fields from the table display in the Available Fields list. 

 

 

This step of the Wizard asks ñWhich fieldsô values do you want as 

row headings?ò 

  

Selection 

tools 
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6. Click on the field to display in the rows of this Crosstab query. 

The diagram that was drawn at the beginning of this lesson is 

helpful to identify the field in the rows. 

 

Use the selection tools to move the field to the Selected Fields 

box.  

 

In class, select County. 

 
 

Review the changes in the preview area. 

Selection 

tools 

Preview 

area 



Access 104: Advanced Queries  The University of Akron 

Ver. 2009.07.21 Page 24 pstrain@uakron.edu 
These materials may not be reproduced in whole or in part without the express permission of  

The University of Akron. 

7. Click on Next. 

The next step of the Wizard displays. 
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8. Select the field for the column headings. 

In class, select EthnicGroup. 

 
 

Review the changes in the Preview area. 
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9. Click Next. 

In this step, there are three decisions to make. 

 

10. Select the field for the column values. 

 

In class, select ID as the field. 

11. Select the function (calculation) that will be made on the selected 

field (ID). 

 

In class, select Count to count the number of IDs for each Ethnic 

Group. 

12. Mark or unmark the box labeled Yes, include row sums. 

 

In class, mark this box. 

10 11 

12 
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13. Click Next. 

 

14. Enter a name for the query. Best practice is not to include spaces 

in the query name. 

 

In class, enter the name EthnicGroupByCounty-Crosstab for 

the query. 

15. Select the option View the query. 

14 

15 
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16. Click Finish. 

The Crosstab query results display. 

 

17. Click on the Open/Close tool  to hide the Navigation Pane. 

 
This allows more screen area to display the query results. 

Note: To display column totals, use the  tool on the Home 

tab of the Ribbon. In the Totals row, click in each cell to select to sum 

that column. 

 
18. Close the query. When prompted, save the layout. 

19. Run the query. The total row does not display, but it is saved. 

20. On the Home tab of the Ribbon, click on the Totals tool. Access 

displays the Totals row and the formulas that you chose and 

saved.  
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Lesson 4: Use More than One Table 

Discussion 

When you create a query involving two or more tables in a database, 

you need to tell Access how the records in one table are related to the 

records in a second table. This relationship is called a join. (If you do 

not do this, the results of the query will be every record in the one table 

related to every record in the second table. This is called a Cartesian 

product.) 

In a join, the primary key field in one table is related to (joined) to a 

field in a second table. The field in the second table must have the 

same data type as that of the primary key field in the first table. Also, 

both of the fields must contain at least some of the same values.  
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Inner Join 

The inner join is the most common method of relating tables.  

This type of join is the default.  

 

In an inner join, the query results will contain the records from 

both tables, where there is a match in the field value of the joined 

field. If a record exists in one table, but has no match in the other 

table, the data from that record is not included in the query results. 

 

1. Review the FullNames table. Then, close it. 

2. On the Create tab of the Ribbon, click on the Query Design 

tool . 

3. In the Show Table box:  

 Double click on the FullNames table. 

 Double click on the ProgPlanGpaData table. 

 Click on the Close button. 
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4. Join the tables. 

 Place the mouse pointer over the EmplID field in the FullNames 

table. 

 Hold down the mouse button and drag to the ID field in the 

ProgPlanGpaData table. 

 

The join line is drawn. 

 
5. Select the fields for the query. 

 

In class, select: 

ID 

FullName 

Plan Title 

Cumulative GPA 

 

 
  



Access 104: Advanced Queries  The University of Akron 

Ver. 2009.07.21 Page 32 pstrain@uakron.edu 
These materials may not be reproduced in whole or in part without the express permission of  

The University of Akron. 

6. Set the criteria. 

 

In class, ask for the rows where Plan Title equals Technical 

Education. 

 

 
7. Run the query. 

 
8. Save the query as TechnicalEducation-Q. 
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Types of Joins 

There are three basic types of joins in Access: 

Inner joins: Access will select only those records from both tables 
that have a matching value in the joined field. This is the 
default join. 

Outer joins: Access will include all the records from one table and 
only those records in the second table that have a 
matching value in the joined field. 

 Left outer joins include all the records from the table 
on the ñoneò side of a one-to-many relationship. 

 Right outer joins include all the records from the table 
on the ñmanyò side of the relationship.  

The terms left and right come from the fact that 
traditionally the ñoneò table is drawn to the left of the 
ñmanyò table. 

Self joins: Access joins a table to itself in order to use the data in a 

single table in a different way. 

 

Use an outer join when all of the rows from one of the tables 

need to be in the query results, even if there is no matching 

row in the other table.  

 

To prepare for the next lesson: 

1. Close the Fall2008Finalfor104 database. 

2. Open the PracticeCommittees database. 

3. Review the Departments and Members tables. 

Then, close the tables. 
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Review Inner and Outer Joins 

Inner Join (default) 

1. On the Create tab of the Ribbon, click on the Query Design tool. 

2. From the Show Table box, select the Departments table and then 

the Members table. 

3. Close the Show Tables box. 

4. Create the default join (inner join). 

 Place the mouse pointer over the DeptID field in the 

Department table. 

 Hold down the mouse button and drag to the Department field 

in the Members table. 

 
5. Select the fields to display in the query results. 

 

In class, select:  

 LastName and FirstName from the Members table 

 Department from the Departments table 

 Phone from the Members table 

6. Sort in Ascending order on the LastName and FirstName fields. 
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7. Select the type of join. 

 Place the point of the mouse pointerôs arrow on the join line. 

 Click once on the join line to select it. 

When the join is selected, the line displays as thicker in width. 

  

 Right click on the join line. A short list displays. 

 
 Select Join Properties from the list. 

The Join Properties dialog box displays. 

 

 Select the appropriate option.  

 

In class, leave option 1 selected.  

This is the default join ï an inner join.  

 Click on OK. 

8. Run the query. 
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9. Review the results.  

With an inner join, the rows display only where the joined fields 

have equal values. In other words, a person in the Members table 

is listed if the person has a Department that is in the Department 

table. 
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Outer Joins 

1. Follow steps 1 through 5 as given for an inner join. 

2. Follow step 6, selecting either option 2 or 3 in the Join Properties 

box. 

 

In class, select option 2 to include ALL the records from the 

Departments table and only those records from the Members 

table where the joined fields are equal. 

 

 
3. Click on OK. 

4. Note the change in the appearance of the join line. 

When an outer join is selected, an arrow is added to the join line. 

The arrow points to the table from which only matching rows will 

display. 

  
5. Run the query. 

If option 2 was selected, all the records from the Departments 

table display, even though there is not a matching value in the 
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Members table for a particular department. 

 
6. Review the results. 

Note that one row of the results displays the Accountancy 

department, but there are no members of that department. 

 

This row did not display when the default, inner join was used. 

7. Click on the View tool to return to Design view. 

8. Select the Join line. 

9. Right click on the line to select Join Properties from the list that 

displays. 

10. In the Join Properties box, select the option 3. 

 






