MULTIMEDIA TRAINING KIT

Exercises: MS Access Queries

Developed by: SANGONeT for the Association for Progressive Communications (APC)

Exercise 1: Open an existing database and create a simple select query using a simple query wizard

An existing database, traindept.mdb, is loaded onto the computer for training purposes. We will work in it for this exercise.

1. Click on File, Open.

2. Click on traindept.mdb in My Documents.

3. The database will open in Access.

4. Select Queries from the objects list on the right hand side of the database window.

5. Click on the new form, and from the pop-up window select the simple query wizard.

6. Choose any table (or another query) from the dropdown list to use on your query.

7. Select the fields you would like to use on your query.

8. Click on the Next button to continue.

9. Choose option “Detail”, to show all the fields for every record.

10. Click on the Next button to save and name your query

11. You may now click on the Finish button to view the results of your new query.

Exercise 2: Modify a query created in the previous exercise

An existing database, traindept.mdb, is loaded onto the computer for training purposes. We will work in it for this exercise.

1. Go to the Query created in the previous exercise or any other query available.

2. Open the query in design view.

3. Sort according to any of the fields (as shown on the surname field in the example below).

4. Hide one of the fields (as shown on the First Name field in the example below).

5. Change the title of one of the field to “Testing”, this is done by adding the title Testing: before the Field name (e.g. Testing: Race will change the Race field’s title to testing.

6. Run the query to view the results.
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Exercise 3 – Create an Update Query

An existing database, traindept.mdb, is loaded onto the computer for training purposes. We will work in it for this exercise.

1. Go to the Query created in the previous exercise or any other query available.

2. Open the query in design view.

3. Using the Query type button, change this Select query to an Update query.

4. Note that he “sort’ and the  “show” fields disappear and the "update to” field emerges. From this field you can specify what the field value must be updated to. In the example below, the race values were all updated to “South African”.

5. You may now run the append query. You should get a warning that your table is going to be updated with new field values. 

6. Click on Yes to continue.

7. Change the query type back to the select query.

8. Now run the query to view the results.
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