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Access 104: Advanced 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.

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
u
u
u

Use all the fields in a table

Count the number of rows with specific field values

Use more than one table

Useapromptf or a criterionbés field

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.lfthe asteri sk i s selected all
the query results.

. F'I'DQPHW/

= il
¥ ID

Academic (Major)
Plan Title
Academic Level - €
Gender
EthnicGroup

Lt S JCREAEY DAY

Field: -
Tahle: | - /
Sort: Pl'-:ugF'IanGpaData.“

Show: || ID ]

Criteria: || Academic (Major] Pla
ar: || Plan Title

Academic Level - Beg
Gender
EthnicGroup

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 17 Open a new, blank query design window.

Step 21 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.

i 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.

5.5 I (g

[ v

Query | Query [Macro
Wizard| Design »
Other

The Query-By-Example window displays.

Tables |Queries I Bath I |
A AcademicLevel 4
——————  |Citizenship
Field: EthnicGroup -
Tahle: aender @
Sk ProgPlanGpabata
Showe O O
Criteria:
ar:
kil
1 b
m add Close
Mum Lock | soL B L
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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 the new query.

Tables | Queries | Bath |

HacademicLeyvel
Citizenship
Ethnicaroup
Gender
ProgPlanGpalbata

Add Close |

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.

Fs
ProgPlanGpalata =
w Y
71D
Academic {Major]
Plan Title
Gender
EthnicGroup L Tables |Queries| Eiokh I |
1 @ AcademicLevel k|
Citizenship ~
Field: - Ethnicaroup
Tahle: ~ Gender %
Sort: ProgPlanGpabata
Show: O O
Criteria:
ar
b il
4 4
) &dd Close |
mLock | fao g
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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
guery. When more than one table is used, the tables must be
Joined. In ajoin, 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.

ProgPlanGpalata

| b

¥ D
Academic (Major |=
Plan Title
Academic Level - £
Gender
EthnicGroup

Field list

k. 2

o i

Field: R
Table:
Sort:

Show: O O O
Criteria:
or:

4 [
5. OPTIONAL:

e To delete a table from the query, click once on
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 on the
Query Tools i Design tab of the Ribbon.
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Step 31 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 i the table name followed by a period and an asterisk.

i ProgPlanGpaData

% I &
¥ 1D

Academic [(Major)
Plan Title
Academic Level - €
Gender
EthnicGroup

faT, S SRR CEeY

|ProgPlanGpalata.® l

D
Academic (Major] Pla ]
Cr| Plan Title

Academic Level - Beg
Gender
EthnicGroup

4 [

1
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After the selection, the query grid looks like this:

Field:
Table:
Sort:
Show:
Criteria:
ar:

ProgPlanGpaData.®
ProgPlanGpalata

2. On the Query Tools T 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 41 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 fieldd solumn.
The down arrow displays.

3. Select the appropriate sort from the list at the down arrow.

Field: | ProgPlanGpaData.* |RecordDate
Table: |ProgPlanGpaData ProgPlanGpalata

Sort: Ascending
Show: [
Criteria:
Ver. 2009.07.21 Page 10 pstrain@uakron.edu
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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.

City - County - Cumulative =] ProgPlanGpaData.RecordDate - Fieldo  ~
Akron Summit 3.083 &6/1/2009 &6/1/2009
Akron Summit 3.750 6/1/2009 6/1/2009
Barberton Summit 3.942 &6/1/2009 &6/1/2009
Kent Partage 3.500 6/1/2009 6/1/2009
Akron Summit 3.340 &6/1/2009 &6/1/2009
Cuyahoga Falls| Summit 3.708 6/1/2009 6/1/2009
Akron Summit 5.453 &6/1/2009 &6/1/2009
Canal Fulton  Stark 3.843 7/1/2009 7/1/2009
Green Summit 5.495 7/1/2009 7/1/2009

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 FieldO
(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.

Field: | ProgPlanGpaData.* |RecordDate
Table: ProgPlanGpaData ProgPlanGpalata
Sort: Ascending
Show: b —

Access will sort by that field, but will not show it for a second time
in the query results.

Ver. 2009.07.21 Page 11 pstrain@uakron.edu
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7. Click on the Run tool.

City ~| County ~ Cumulative ~ RecordDate ~
Akron Summit 3.083 6/1/2009
Akron Summit 3.750 6/1/2009
Barberton Summit 3.942 6/1/2009
Kent Portage 3.500 6/1/2009
Akron Summit 3.340 6/1/2009
Cuyahoga Falls Summit 3.708 6/1/2009
Akron Summit 3.453 6/1/2009
Canal Fulton  Stark 3.843 7/1/2009
Green Summit 3.495 7/1/2009

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.

Ver. 2009.07.21 Page 12 pstrain@uakron.edu
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Step 51 Set the criteria

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

In class, select County.
2l n the first criteria row of the
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.

Field: | ProgPlanGpaData.® RecardDate County
Table: | ProgPlanGpaData ProgPlanGpalata ProgPlanGpalata
Sort: Ascending
Show: ] ]
Criteria: Lake

5. Click on the Run tool.
Only the rows where County equals Lake display.

City +| County - |Cumulative - RecordDate -
Madison Lake 3.722 7/6/2009
Madison Lake 3.754 8/5/2009
Willoughby | Lake 3.094 8/5/2009
Perry Lake 3.387 8/5/2009
Mentor Lake 3.512 8/5/2009
Mentor Lake 3.748 8/5/2009
Wickliffe Lake 3.124 8/5/2009
Eastlake Lake 3.618 8/5/2009
Willoughby Hil Lake 3.813 8/5/2009
Concord Lake 3.800 8/5/2009
Eastlake Lake 3.176 8/5/2009
Painesville Lake 3.082 8/5/2009
Madison Lake 3.276 8/5/2009
Mentor Lake 3,988 8/5/2009

*
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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 T Design tab of the Ribbon.

e If the query is saved, but is not open, use the Navigation Pane.
Double click on the queryods name.
All Access Objects bl

Tables o

j Academiclevel
5H Citizenship
EH EthnicGraup
EH Gender

j ProgPlanGpalata

s

Queries S
- i ProgPlanGpalata_Crosstab-Q

'ﬁj GenderCountByCounty-Q

'ﬁj LakeCountystudents-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.

| ﬁj Queryl

SELECT ProgPlanGpalata.®

FECM ProgPlanGpalata

WHERE {[{ProgPlanGpalata.County)}="Lake’}]
ORDER BY ProgPlanGpalata.RecordDate;

Ver. 2009.07.21 Page 14 pstrain@uakron.edu
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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 21|
Ouery Mame:
IQueryl

(] 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 LakeCountyStudents-Q.
. Click on OK.
4. The query design is saved.

w
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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.
ﬂ@ o342 * PARNERS gt nei0d : Oababdyr Wceess H0Y) - Aerasnlt Arcesn i

Wit Proviewe | Adrciat

4:? l_a i) e B R BN | o (R R R B

unmnu uu.nn Page zuu One | Twe  Mare | Rt | Beed Shaictolt  POF ..| Oase Pt
88 Zstumn Setug Ouge | Pagei Pager* ax bt cery Mo * [
oot Prge Lot 43 _Zoom Doy {loce Srevew
U Security Waming  Certain contant m 1he 20taDase Al Deen dnabiea Oglam d
M Access Olyeits > -
Tables =

I aodemcleve

G Cacensvp

I pnewcceoup

T Cender

IO mrogPunGpatsts

Quenes o
B AopfanGpalats_Crosstab-Q
5 CananreumByCauny-Q
= LkeCountyStusentsQ

F eneiduncriq

Furms 2
T mogun nGoabuts-#
Ropors =

M Aopruncosbae s

= === Ty CE T ~em—
5. Use the Navigation tools at the bottom of the window to view any
additional pages.

Page: © 411 3 “fx Mo Filter
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o L‘h
w—l

il
Page

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

L [

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

=
8. Select the Print tool ™™™ to print the datasheet.

Close Print

9. Click on the Close Print Preview tool Ff=isw  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.

Ver. 2009.07.21 Page 17 pstrain@uakron.edu
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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.

ﬁ ProgPlanGpaData_Crosstab

County - | Total Of ID - |American In - Asian ~ |Black/Africa ~ |Hispanic/Lat ~ |I

Ashland
Ashtabula
Butler
Carraoll
Clark
Clermont
Columbiana

Crawford

s
o
s
-

Cuyahoga
Franklin
Geauga
Hamilton

= =

Hancock

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:

e which field(s) contain the row headings
¢ which field contains column headings
¢ which field contains the values to summarize

Ver. 2009.07.21 Page 18 pstrain@uakron.edu
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It helps to draw a diagram of the expected query results. In this
| e s s exanipke, that diagram might look like this:

Value to summarize

Column headings

FL\

Total IDs

A

-

Asian

White

Etc

/‘
Row Summit
headings <
Cuyahoga
\_EIC

The County field contains the row headings.

The EthnicGroup field contains the column headings.

The ID field contains the values to summarize by counting.

Ver. 2009.07.21
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Exercise 17 Create a Crosstab Query %‘;

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

Query

Query Wizard tool Werd
The New Query dialog box displays.
Newguery 21 x|

Crosskab Query Wizard
Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a seleck query
Fram the fields wou pick.

(0] 4 I Cancel

2. Select Crosstab Query Wizard.

Ver. 2009.07.21 Page 20 pstrain@uakron.edu
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3. Click OK.
The first step of the Crosstab Query Wizard displays.

Crosstab Query Wizard

Which table or guery contains the

fields you want for the crosstab query T|E: i |'|s|'||:|
results? Table: EthnicGroup
Table: Gender

Table: ProgPlanizpalata

To indude fields from more than one
table, create a query containing all the
fields you need and then use this
query to make the crosstab guery.

— View

i+ Tables ~ Queries {~ Both

Headerl |Header2 Header3
TOTAL

Cancel

11
W
]

= Back | Mext = |

(=]

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.

-

Crosstab Query Wizard

Which fields' values do you want as Available Fields: Selected Fields:
row headings? T ——
Academic (Major) Plar SeIeCUO n
You can select up to three fields, Flan Title -
Academic Level - Begi tOOIS
- -
Select fields in the order you want EEHE'IE(I;-
information sorted. For example, you Hnic 'l':_""p
could sort and group values by Citizenship <
Country and then Region. City
County i
Cumulative GPA
NewDate |

Headerl | Header2 Header3
TOTAL
Cancel < Back | Mext = | Fimish |

This step of the Wi zard asks AWhi
row headings?0o0

Ver. 2009.07.21 Page 22 pstrain@uakron.edu
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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.

-
Crosstab Query Wizard

Which fields' values da you want as Available Fields: Selected Fields:
row headings?
D
Arcademic (Major) Plan
You can select up to three fields. Plan Title - Selectlo n
Academic Level - Beginnir
- -
Select fields in the order you want Eﬁnt.leé_ tOOIS
information sorted. For example, you tnic 'l':_""p
could sort and group values by C!tlzens p =
Country and then Region. City
[ Cumuiatve coa IR
MewDate
County Headerl | Header2 Header3
. County1 TOTAL
P review County2
County3
area County4
Cancel | < Back Mext = E

Review the changes in the preview area.

Ver. 2009.07.21
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7. Click on Next.

The next step of the Wizard displays.

-
Crosstab Query Wizard

Which field's values do you want as

column headings? [ Academic {Maijor) Plan
Plan Title
Academic Level - Beginning of Term
For example, you would select Gender
Employee Mame to see each EthnicGroup
employee’s name as a column heading. Citizenship
City
Cumulative GPA
MewDate
County D1 | 102 03
Countyl TOTAL
County2
County3
County4
Cancel « Back Mext = FEimish
Ver. 2009.07.21 Page 24 pstrain@uakron.edu
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8. Select the field for the column headings.

In class, select EthnicGroup.

Crosstab Query Wizard

Which field's values do you want as
column headings?

]

Flan Title

For example, you would select
Employee Mame to see each

employee’s name as a column heading.

Gender

City

MNewDate

County

Academic (Major) Plan

Citizenship

Cumulative GPA

Academic Level - Beginning of Term

Ethnichup]l EthnicGroupZ| EthnicGroup3

Countyl

County2

County3

TOTAL

County4

Cancel

« Back

Mext =

W
]

Review the changes in the Preview area.

Ver. 2009.07.21
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9. Click Next.

In this step, there are three decisions to make.

-
Crosstab Query Wizard

each column and row intersection?

of the field Order Amount for each

(row],

What number do you want calculated for

For example, you could calculate the sum

employee {column) by country and region

Do you want to summarize each row?

Fields: Functions:

Academic (Major) Plan First

Plan Title Last
Academic Level - Beginning of Tel| | Max
Gender Min
Citizenship

City

Cumulative GPA
MewDate

¥ ‘es, include row sums.

County Ethnichup]l EthnicGroupZ| EthnicGroup3
County 1 Count({ID)
County2
County3
County4
Cancel < Back | Mext = Einish

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 (D).

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.

Ver. 2009.07.21

Page 26 pstrain@uakron.edu

These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.



Access 104: Advanced Queries

The University of Akron

13. Click Next.

Crosstab Query Wizard

\What do you want to name your query?
IProgPlanGpaData_Crosstab

That's all the information the wizard needs to create the query.

Do you want to view the query, or modify the query design?

o Eie‘/\' e Kl i ‘

" Modify the desian.

Cancel I < Back I MNEXT = I

Finish |

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.

Ver. 2009.07.21
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16. Click Finish.
The Crosstab query results display.

=3 ProgPlanGpaData_Crosstab

County - Total OFID - | American In - Asian ~ |Black/Africa » |Hispanic/Lat » | Not Specifie » | Unknown - White -

6 1 5

Ashland 3 3
Ashtabula 2 2
Butler 1 1
Carraoll 4 !
Clark 1 1
Clermont 1 1
Columbiana 7 7
Crawford 2 2
Cuyahoga 16 4 1 1 2 38
Franklin 3 3
Geauga 6 g
Hamilton 1 1
Hancock 1 1
Harrison 2 2
Holmes 7 7
Huron 4 4
Jefferson 10 10
Knax 1 1
Lake 14 1 13
Logan 1 1
Larain 6 6
Lucas 1 1

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

All Access Objects | «

This allows more screen area to display the query results.

Note: To display column totals, use the % ™5 tool on the Home

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

Lorain v

Lucas 1

Mahoning 9

hdadina 114 a
Total 1068 2 -] 9

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.

Ver. 2009.07.21 Page 28 pstrain@uakron.edu
These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.



Access 104: Advanced Queries The University of Akron

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

Query
tool Design |

3. In the Show Table box:
e Double click on the FullNames table.
e Double click on the ProgPlanGpaData table.
e Click on the Close button.

FullNames ProgPlanGpaData
& # -
% EmplID ¥ ID 1
FullMame Academic [Major] | =
RecordDate Plan Title
Academic Level - |
Gender
EthnicGroup -

A ol
Field: || v
Table:
Sort:
Showe: F] i ]
Criteria:
ar:
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4. Join the tables.

e 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.

FullNames ProgPlanGpaData
& & e
¥ EmpllD ¥ ID
FullMame Academic [Majaor)
FecordDate Plan Title
Academic Level - |
Gender
EthnicGroup L
5. Select the fields for the query.
In class, select:
ID
FullName
Plan Title
Cumulative GPA
Field: |ID FullName Plan Title Cumulative GPA
Table: |ProgPlanGpaData | FullNames ProgPlanGpaData  ProgPlanGpaData
Sort:
Show:
Criteria:
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6. Set the criteria.

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

Education.
Field: |ID FullName Plan Title Cumulative GPA
Table: |ProgPlanGpaData | FullNames ProgPlanGpaData | ProgPlanGpaData
Sort:
Show:
Criteria: Technical Education”
7. Run the query.
1D = FullName -~ Plan Title + |Cumulative -
m Brown,Barb  Technical Education 3.338
100203 Brown,Camero Technical Education 3.017
100204 Brown,Casey Technical Education 3.271
100205 Brown,David Technical Education 3.794
100206 Brown,Daniel Technical Education 3.843
100207 Brown,Debra Technical Education 3.495
100208 Brown,Doris  Technical Education 3.183
100209 Brown,Donald Technical Education 3.770
100210 Brown,Arthur  Technical Education 3.829
100211 Brown,Amy  Technical Education 3.454
100212 Brown,Cecilia Technical Education 3.031
100213 Brown,Evan Technical Education 3.236
100214 Brown,Fred Technical Education 4.000
100215 Brown,George Technical Education 3.943
100216 Brown,Georgia Technical Education 3.930
Record: M 1 of 26 L i | Search

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.

e Left outer joins include all the records from the table
on t he naaaaeéto-mangrelationship.

¢ Right outer joins include all the records from the table
on the Amanyo side of the

The terms left and right come from the fact that

traditionadl yabhe iNn® dr awn

Amanyo tabl e.

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.

e 1

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).
e Place the mouse pointer over the DeptID field in the
Department table.
e Hold down the mouse button and drag to the Department field
in the Members table.

[ Departments ] ; Members ]
£ £

% DeptlD ¥ ID
Department LastMame

FirstMame

Title

Department

Speaker

[ T, S

| b

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

In class, select:
e LastName and FirstName from the Members table
e Department from the Departments table

e Phone from the Members table
6. Sort in Ascending order on the LastName and FirstName fields.

Field: | LastMame FirstMame Department Phone
Table: | members Members Departments fembers
sort: | Ascending Ascending
Show:
Criteria:
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7. Select the type of join.
e Pl ace the point of the mouse poi
¢ 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.

Join Properties
}( Delete

e Select Join Properties from the list.
The Join Properties dialog box displays.

Left Table Mame Right Table Mame

IDepartments j |Mem|:uers j
Left Column Mame Right Column Mame

IDEpI:ID j IDepartment j

f* 1: ©nly include rows where the joined Fields from both tables are equal.

" 2z Include ALL records From 'Departments' and only those recurds{,\\sum
'Members' where the joined fields are equal,

" 3 Include ALL records Fram 'Members' and only those recards From
'Departments' where the joined fields are equal.

Ik Zancel | e |

e Select the appropriate option.

In class, leave option 1 selected.
This is the default join i an inner join.
e 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.
LastMame ~ | FirstName -~ Department - Phone -
i Mary Mechanical Engineering
Harris Juan Chemistry (330) 972-1595
Jones Robert Hiking Cross-Country | (330) 972-0222
Lee James Chemistry (330) 972-0011
Rodehaver Pam Hiking Cross-Country | (330) 972-2388
Schmoe Joan Chemistry (330) 972-1234
Smith Adele Hiking Cross-Country | (330) 972-0101
Smith Mark Mechanical Engineering (330) 972-0000
Wyszynski sara Chemistry (330) 972-2389
|_§e-:-:ur-:|: Molofg | » Mb | G | search
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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.

Join Properties ed |
Left Table Mame Right Table Mame
IDepartments j IMemI:uers j
Left Colurmn Mame Right Colurmn Name
IDeptID j IDepartment j

= 1: Only include rows where the joined figlds From bath tables are equal,

f* 2: Incude ALL records from 'Departments’ and only those records From
‘Members' where the joined Fields are equal.

5 Incude ALL records Fram 'Members' and only those records From
‘Departments’ where the joined fields are equal,

| Ik I Cancel | Tilew |

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.
. 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.

00]
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