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About this document

These materials are part of the Multimedia Training Kit (MMTK). The MMTK provides an integrated set of multimedia training materials and resources to support community media, community multimedia centres, telecentres, and other initiatives using information and communications technologies (ICTs) to empower communities and support development work.
Copyright information

This unit is made available under the Creative Commons Attribution-NonCommercial-ShareAlike License. To find out how you may use these materials please read the copyright statement included with this unit or see

http://creativecommons.org/licenses/by-nc-sa/1.0/legalcode
Introduction

A query is the "question" you ask to get information from a database – for example "which of our funders support ICTs programmes?" or "which of our members live in Cape Town?" This unit shows you how to formulate the queries you need to get information out of your database.

By the end of this unit you should be able to

· Find a record based on given criteria 

· Create and save a simple query 

· Create a single query with multiple criteria 

· Add and remove filters 

· Add and remove query fields 

· Sort records 

Finding a record based on given criteria 

You can quickly locate specific records using the Find button [image: image1.png]K Microsoft Access
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 or the Edit, Find command or the Ctrl+F keystroke.

Records can be searched from a table directly or on a form. To find specific records from a table, follow the steps below:

1. Position the cursor anywhere in the field column you wish to search to indicate that you want to search for a particular record based on that field.

2. Click the Find button.

3. Type in the Find what box what you wish to search for and click Find first.

4. If Access does not find the record, it will display a message that the text you specified was unable to be found, otherwise Access will locate the record if it exists.

5. Click on Find next if you wish to search further otherwise close the Find in the field dialog box.

In the figure below a record has been located in the first_name field column:
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.

The following list is a reference that describes items found in the Find dialog box:

	Option
	Description

	Match: Any part of a Field
	Searches for any occurrence of the text string

	Match: Whole Field
	Recognizes a match only when the text string matches the complete contents of the field

	Match: Start of Field
	Searches for the text string beginning of a field

	Search: All
	Searches through the entire table

	Search: Up
	Searches from the point of your cursor backward in the database

	Search: Down
	Searches from the point of your cursor forward in the database

	Match Case
	Select this option if you want Microsoft Access to search the text string exactly as you typed it in the find what section

	Search Field as Formatted
	Select this option if you want to find data based on its display format

	Find First
	Finds the first occurrence of the text string in the table

	Find Next
	Finds the next occurrence of the text string you specify


Creating a simple query 

Queries can be used to view, change, and analyse data in different ways. Queries can also be used as a source of records for forms and reports. You can create a simple query using the query wizard or using design view.

Creating a simple query using the query wizard

1. On the Query tab of the Database window, choose the New button and choose Simple Query Wizard. 

2. Choose a table or query from the Table/Query drop-down box. 

3. Double-click any fields you want as part of the query. Repeat Steps 2 and 3 for additional tables if necessary; choose Next. 

4. If you want to see every record, click the Detail option button. 

5. If you want to only see summaries of the records such as totals or counts, choose the Summary Option button and choose the types of summaries you want; choose OK. 

6. On the next choices in the wizard, choose any additional options for grouping your data and naming your query; choose Finish when done. Save and close your query.

Create a simple query using design view

1. Click the Query tab in the Database window, then choose the New button. Select Design View in the New Query dialog box; then double-click the table(s) you want from the Show Table dialog box, choose Close. If you add related tables, Access will automatically create join lines between the tables. To create a relationship between two tables, drag the key field of the parent tables to the related field of the child table. 

2. Double-click any fields from the Field Lists for each table you want as part of the query. 

3. Click in the Sort row and select Ascending or Descending for any field that you want to sort. 

4. Fields are sorted in their order from right to left, the left field being the primary sort key. 

5. To re-order the fields, click and drag the column header. 

6. Uncheck the Show check box for any field you want to hide in the Query. 

7. Fields can be used in queries that do not appear in the query output. 

8. Enter any expression in the criteria cell for that field. Click Save in the Query Design toolbar.

.

Creating a single query with multiple criteria 

If you are searching for data that meets more than one criteria, you can use the Query Design grid or the keywords AND and OR.

To enter criteria, be sure you are in the Design View of a query. 

1. To set criteria for multiple fields where all criteria must be met (for example, City is Denver and Address includes Broadway), type the expression for the first field, move to the second field in the same criteria row and type the second expression. Repeat for all necessary fields. 

2. To set criteria for multiple fields where any criteria can be met, type the expression for the first field, move down to the next criteria row (labelled Or) and type the second expression under the second field. Move down again if there is a third criteria. 

3. If you are looking for multiple possibilities in the same field, type in one criteria cell and type OR between each expression (for example: CO or NE). If you have many entries you can use the IN keyword (for example, IN (CO, AL, NE, KS). 

4. If one field must meet two criteria use the AND keyword (for example >5 AND <10). 

5. Choose the Datasheet View button to see the results of the query or choose the Run button to update records if the query is an action query. 

Saving a query 

To save a query, click the save button and if you are saving it for the first time, type the name you wish to call the query. Otherwise if you have just edited its design, it will not prompt you for the name instead Access will save the changes.

	Refer to Exercise 1 in the Exercise document.




Adding filters 

Filters allow you to quickly find specific data. You can use filters on a query or on an open table in datasheet view.

The easiest way is to filter by selection. The filter by selection button [image: image3.png]Microsoft Access
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 allows you to quickly select data by a field.

To filter by selection follow the steps below:

1. Open a table or query whose records you wish to filter.

2. Click in the field column by which you wish to filter.

3. Click Filter By Selection button, notice that you will see only those records that match your filter.

Removing filters 

To remove filters, click the Apply Filter/Remove Filter button. [image: image4.png]Microsoft Access
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Refining a query 

To add fields to a query:

1. Open the query to which you wish to add fields in design view.

2. Select the field you wish to add from an appropriate table.

3. Save the query.

To remove fields from a query:

1. Open the query in design view.

2. Select the column for the field you wish to remove.

3. Press the delete key on the keyboard.

4. Save the query.

	Refer to Exercises 2 and 3 in the Exercise document.




Sorting records 

When you open a query or a table in datasheet view, Microsoft Access displays the records by order of their primary key. However you may want to edit or print records in some other order.

To sort the records quickly follow the steps below:

1. Open a table or query in datasheet view.

2. Place the insertion pointer in the field you wish to sort by.

3. Then click on the Sort Ascending button or the Sort Descending button depending on which criteria you wish to sort by.
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