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Understanding a Select Query

A Select Query is a way to formulate a question to receive an answer from your database. You first pick t
table(s) that you would like fee data from and then add the fields from the table to your query grid. The fields
you pick are the fields for the information you would like to see after the query has been ran. Your database
a collection of information and using the criteria rowasvtyou ask a question. By using the criteria row you
create a dataset or recordset which is a group of records that match your criteria.

Example:
Field: |Emp ID Last Mame First Mame Dept E-mail Phone Ext Lacation Hire Date State
Table: [thlEmployess thiEmployees thiEmployees thiEmployees thiIEmployees thiEmployees thlIEmplayees thiEmplayees thiEmplayees
Sort:
show:
[Criteria: WA
ar:
Notice the WA is on the criteria row in téfemSt a

the state of WAThis is calledQuery By Example (QBE

When you run this quenpy clicking on the red exclamatiénR U Nkuttor) you will pull only the records
that match what you typed. Upper or lower case is not an issue, because Access is looking for the letters
ignores the cas

The query grid has six basic rows that make up the grid.

Row Name Description
FIELD Place the field that you would like to add to your query.
TABLE The name of the table the field comes from. When the field is addq
the gird the table name é&lded automatically.
Allows you to select what the sort order should be for this column.
SORT L2
clicking in the cell a drop down arrow becomes
SHOW Cancels changes in the current field or current record.
CRITERIA Switches between editing mode and natiign mode.
OR Opens a window for editing the contents of long fields.
File Home i
D I Ellj The QueryRun button.
View  Run Select
Results

Creating a New Query

By adding the WA in the state column on the criteria row you are creafingry By Example (QBERuery
By Example means that what you type in the criteria row is what Access will look\fben you run your
query,the results will be displayed DatasheeView.
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Open a database and create a query in Design View

1.

5.

Click Search buttonWinl10or click Start buttonWin 7.

— — ‘ x| | Shutdown | » |
a2 o Pl e—
i Winl10 Win7

Type: Access 2013 or 2016.

Click Access 201 ? onthe menu

PresCtrl + F12  to open verify that Access Library Glss folderis selected

Doubleclick FourthQuery database file

Click the Create tab above the ribbon.

Home Create External Data Datak|

=8 T RE

Application  Table Table SharePoint  CQu Query
Parts - Design  Lists~ Design
Templates Tables Queries

Click the Query Design  buttonin theQueriesgroup.

Your screen should look like this.

Qllerieﬁ @ « Show Table ? s

EH  qryEmployes Addresses - Tables  Queries EBoth —
B grEmployeelocation E thiDepartments. |
‘E gryHealth Plan Participants EEES}E;ZZ :s:rszi::

B e et

EH qryPen & Pencil Orelers Eglgroﬂazteses

B qrRecent Hires tbIRequests

Field:
Table:
Sort:
Shaw: O
Criteria:
or:
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Adding a table to the query

table in theShow Table dialog box.

Tip: You can click on one
table and then hold down the
[CTRL] key and click to
select other tables. Once yol
have your additional tables
selected click the ADD buttor
so all tables can be added to
the query.

1. Doubleclick the tbIEmployee Personal
Your screen should look like this.
Show Table ?
I Tables  Gueries EBoth
tblDepartments
tblEmployee Addresses
thlEmplayee Personal tblEmployes Hire Dates
tblEmployee Personal
: - tblEmployesPayRol
% EmplD EE:ESESEE:S
Last Mame thiRequests
First Mame
Address
City -
2. Click the Close button on theShow Table dialog box.

Adjusting the query window

1.

2.

Maximize Access window if needed.

Place the mouse on th®orizontal

down.

4 ]

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

dividing baranddrag down about 1 inch
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3.

Select thebottom of the table anddrag down until you can see all fields.

| 5 Quemyt Tip: If you do not have

R enough room to see all fields
B — in the table, drag the
? EmplD horizontal divding bar down
Last Name H more. TheHealth Planfield
First Name is the last field in the table.
Address
City
State T =
-

Adding fields to your query grid

1.

Doubleclick the Last Name field in thetblEmployee Personaable.
The Last Name field is added to firet column in thegrid.

Drag the First Name field in thetblEmployee Personaéble to the second column
in the grid.

Your screen should look like this.

First Hame
Address
City Tip: As you carsee you can
State doubleclick a field to add it
Zip Codle to the query grid or you can
Phone Number drag the field down to the
Hire Date i
grid.
Birth Date
Salary
Health Plan
Field: | Last Name e
Table: |[thlEmployes Personal 5...
Sart:
Show: ]
Criteria:
(]
3. Release the mouse button.
First Name feld is copied to the second column
4, Doubleclick the Address field in the tblEmployee Personal table.
5. Doubleclick the City field in the tbIEmploge Personal table.
6. Doubleclick the State field in the tbolEmployee Personal table.
7. Doubleclick the Zip Code field in the tbIEmployee Personal table.
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Run

1.

and save the query

Click the Run button in theResultggroup on théesigntah

File Haome i

B | =

View  Run Select

-

Results

Your screen should look like this.

5 Jueryl
Last Nam - Addrass - City - |Stat -~ | Zip Cod ~
729 Maple Ave. Hillsboro OR 97021
Smith 5525 Hamilton Beaverton OR 97005
Gonzales 227 NE 31st west Banks OR 97042
Scote 1928 N Yeller Portland OR 97101
Kane 22 NE 15th west Banks OR 97042
Hapsbuch 9019 Salamander NW Talatin OR 97038
Henders 23NE17 west Banks OR 97042
Berwick 1943 Board St Beaverton Hill: OR 97019
Atherton 212 N Main Beaverton OR 97022
Bellwood 307 NEParson Portland OR 97005
Cooper 717 Fir Dr. Seattle WA 98201
Cronwith 1422 Wainwright Seattle WA 98201
Simpson 412 169th NE West Banks OR 97005
sindole 129 Oak 5t Hillsboro OR 97035
Smith 3138 North Evergreen Beaverton OR 97110
Vuanuo 1552 NW Technical ~ Aloha OR 97102
Szeznyck 755 Poplar Rd. South Portland OR 97035
Ygarre 132 Hilltop 5 Portland OR 97019
Morton 238 Mercantile NW  Aloha OR 97021
Wu 1772Pa Beaverton Hill: OR 97035
Lampstone 6325 Hillsbore OR 97042

Record W1 10150 + M b Noriter [Search

You should have a total of 50 records in your query

2.

Click the Save button on the&Quick Access toolbar

% B
Savas Ctrl+5) = «

'flj gryEmployes Addresses

Th?: Save As dialog box appetwsave the query

Type: gryEmployees andclick OK

You have sawkyour new query.
Save As ? x

Query Mame:
qrvEmplayess|
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Your screen should look like this.

Queries D «
=j:| gryEmployees Addresses ’
=j:| qryEmployeslocatio jj
=j:| qryEmployess Last Nam -
orton
=j:| gryHe=alth Plan Participants
B anHire Dates Gonzales
='_3,=:| q ¢ Pencil Orders Scote
f.‘ gryRecent Hires

729 Maple Ave.
Smith 5525 Hamilton
227 ME31st
1928 M Yeller
Kane 22 ME15th

Address -

4, Right-click thegryEmployees

menu.

smith

Scote

Kane

Last Nam - Address ~
ose
rorton|

Gonzales

Hapsbuch

729 Maple Ave.

5525 Hamilton
227 NE31st b De
1928 N Yeller | g
22 NE15th

Daf et View
‘JUL‘JSa\amanqu" s

Stat -
OR
OR

Zip Cod -
97021
97005
37042
97101
97042
97023

You have a new Query

title barand click Close on the querghortcut

You have created query,but you have not added any criteria to the query grid to select any specific
records. Currently you query is only pulling the fields from the table that you selected. In the next section
you will add the criteria that will ask a question of your dataliag®y the criteria row structure.

Selecting Records by Using a Single Criteria
By adding an item to the criteria row you can select records using the query by example (QBE).

1. Right-click the gry EmployeeLocation
from the shortcut menu

row of theDept column.

Queries Y « ||
'ﬁj dqryEmplayes Addresses
'ﬁj QryEmptormstiosation
Open
'ﬁj aryEma
b2 Desip View
B qryHea i [§
Expe >
'ﬁj qryHire Eper
.ﬁj qryPen = Rename
2 qrRec Hide in this Group
2. Click in the Criteria
Field: | Emp ID Last Mame
Table: |thlEmployees thlEmployees
Sort:
Show:
Criteria:

on

First Mame
thlEmployees

ol

Dept
thlEmployees

3. Type: SAand presq Tab ].

guery and select tHeesign View

Tip: You do not need to add
quotes around th8A, upper
case or lower case is okay, 0
any item you type on the
Criteria row. When you press
the [ENTER] or [ TAB ] key
quotes vill be added
automatically.
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4, Click the Run button in theResultggroup on thédesigntab.

E | B

View  Run Select

Results

Your screen should look like this.

qryEmployeelocation

Queries @ «
=j:| qryEmployes Addrasses ﬁ:‘
=j:| qryEmployeslocation Emp | = LastMam - First Nam -
B grvEmplayees m Gorton Hazel
=j:| gryHealth Plan Participants 1167 Berwick L
1984 MacDonald Bronwyn
B anhire Dates 1982 Berwick Elaine
=j:| qryPen & Pencil Orders 1352 Ygarre Lisa
ﬁj gryRecent Hires 1359 Morton MNarman

1426 Lampstone Pete
1572 Tuppman  Lise-Anne
1906 Bankler Rowena
1922 Smith Barbara
1949 sampson  Carla
1966 Cortlandt  Charles
1923 Jones Betty
1950 Biggerton  Billy

*

Record: W 1 of 14 LI I

De -

L Y Y R R T R R R R
P PP PFPFFDFIPFDPFPEPDEDE

o Filter

E-mail ~ Phone E» v | Location - Hire Dat ~

hazelg
samb
bronm
eberwick
lisay
ALTERT
petel
lise-annt
rowenab
barbaras
carlas
charlesc
bettyj
billyb

Search

109 DoveBarn3  2/3/2002
119 DoveBarn 3 4/18/2003
204 DoveBarn 3 |
202 DoveBarn 3
100 DoveBarn 3
15
12

Y]

DoveBarn 3

oo

DoveBarn 3 948/
116 DoveBarn 3 7/15/1
155 DoveBarn 3 9/28/2000
146 DoveBarn 3 12/5/2000
147 DoveBarn 3 10/12/1999
159 DoveBarn 3 4/13/
147 DoveBarn 3 12/5/
143 DoveBarn 3 10/12/1999
i}

[LRE-]

Youshould have a total of lecords in your query and they are all in the SA department

Change the criteria

1. Switch to Design View by clicking on theDesign View  button.

b’(‘ 3{) Cut
VIEW% @ L

H B4 -
2. Doubleclick SAin the Criteria row.

3. Type: MK

Tip: You do not need to add
the quotes around tt®A, or
any item you typen the
Criteria row. When you press|
the [ENTER] or [ TAB ] key
quotes will be added
automatically.
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4, Click the Run button on théesignribbon

View  Run Select

-

Results

Your screen should look like this.

Queries D «
f_‘ aryEmployee Addresses ‘; qryEmplayeelacation
= anEmployeel acation Emp|l - Last Mam - First Nam » De - | E-mail - |Phone B - | Location - |Hire Dat -
= anEmplayess m Bellwood  Frank MK frankb 124 DoveBarnl  1/4/2001
02 i Vv M andy 1 weBarn ] {6/200.

2 qryHealth Plan Participants 1302 Sindole Randy MK randys 139 DoveBarnl  &/6/2002
; 1529 Kellerman  Tommie MK tomk 129 DoveBarn 1 3/21/2003
e eryHire Dates E E e f

e b 1676 Miller Janet MK janetm 115 DoveBarn 1 10/26/2001
= anpen & Pendil Ordlers 1723 sammler  Mark MK marks 145 DoveBarnl 2/10/2002
T qryRecent Hires * 0

Record; M 10of5 L T Mo Filter | |Search

You shouldhave a total of 5 records in your query and they are all in the MK department
Hiding a column in a query

1. Switch to Design View by clicking on theDesign View  button.

b(‘ % Cut
- % &3 Copy
View

Views Clipboard (]

H EL- -

2. Click on the Check box in the Dept field column.

First Mame Dept
tblEmployees tblEmployees

S

This will remove the check mark and hides the column when the query is run
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3. Click the Run button on théesignribbon

! E
View  Run Select
Results

Your screen should look like this.

= qryEmplayeelaocation
Emp | ~ |Last Mam ~ |First Nam - | E-mail - |Phone E» ~ | Location - Hire Dat -
¥ Bellwood  Frank frankb 124 DoveBarn 1 1/4/2001
1302 Sindole Randy randys 139 DoveBarnl  8/6/2002
1529 Kellerman Temmie tomk 129 DoveBarn 1 3/21/2003
1676 Miller Janet janetm 115 DoveBarn 1 10/26/2001
1723 sammler  Mark marks 145 DoveBarn 1 2/10/2002
* 0
Recard: W 1Tofs L Mo Filter | |Search

You should have a total of 5 records in your query and the MK department column iswiaggsho

4. Press theF12 key to open th&ave Aslialog box.
You can also click thEile tab, point toSave Asand click theSave Object Amenu

5. In the Save As dialog box typeryMKdept

Your screen should look like this.

= qryEmployeelocation
Emp| - |Last Nam ~ First Nam ~ | E-mail ~ Phone Er ~ | Locatig gaue a5 7 bY
m Bellwood  Frank frankb 124 DoveB
1302 Sindole Randy randys 139 DoveB S‘:V;K:ryimplweel'ocatm ot
1529 Kellerman  Temmie tomk 129 DoveB :r <P
1676 Miller Janet janetm 115 DoveB: =
" Query e
1723 Sammler  Mark marks 145 DoveB
i ! ancel

6. Click the OKbutton on theSave As dialog box.

7. Close theqryMKdept query.

Creating a Select Query wusing mo

When you first create a query the Show Table dialog box appears. To add more tlzdoheoymut select
more than one using the [CTRL] key or just doutliek each table you would like to add.

The reason you add additional tables to the query {gase you can add additional fields from those
tables. The question is what process is ingptaanake sure each record from each table is a match? The
correct record is matched from one table to another because of the relationships between those tables. Ir
Access there is a relationship window where you have the ability to setup relationshipsariyopen

this window in any Access database to confirm relationships.

10
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There are thredifferent types of relationships between taldessdered standard

Relationship Description
A relationship between two tables in which, for each record in one table, t
ONE TO ONE is only one record in the second table. The first table to receive data is ca

the Primary table and the second table is called the related table.
A relationship in which a record in the primary table can repeat in the rela
ONE TO MANY table. The pmary table has the primary key field and the related table has
field knownas the Foreign key field.
This book will not go into the manrto-many relationship or sometimes call g
MANY TO MANY junction table. You can findiafordHatidnp
on thisstructure

A relational database is designed to facilitate a relationship structure.

When you add a second table to your query pane a line automatically connects the two tables. This line is
called gjoin line. Thejoin line occurs because data type and field name are the same in the database, but
in its self is not a relationship.

If a line is not drawn by Access automatically between two tables, you can connect the two tables as long
as the field in each of the two tablesshthe same data type. The field name catifferent,but the data

type must be the same. You cannot just connect any two fields together; they must be the same storec
data. Example would be the EmpID to EmplD field or Dept to Dept field.

Adding multiple tables to a query

1. Click the Query Design  button in theQuerygroup on theCreatetab ribbon.

Create External Data Databs

—
Em BRE
Table SharePoint Query CQue
Design  Lists ~ Wizard Dsig;k

Tables Queries

A new query is created and the Show Table dialog box appears.

2. With tbIDepartments field highlighted, hold down thg CTRL ] key and click
ontblEmployee Hire Dates table.

3. Click the Add button on theShow Table dialog box.
Your two tables are added to the query pane.

I Add % | Close I

4, Click the Close button on theShow Table dialog box.

11
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Your screen should look like this.

Queries @ «
'ﬁj gryEmployes Addresses _5,=:|
'ﬁj cryEmployeslocation
F antmployees thiDepartments thiEmplayee Hire Dates
@ gryHealth Plan Participants - ”
-

B qryHire Dates ¥ Dept % EmpID
.ﬁj argiclept Dept Mame Last Mame

First Mame
@ gryPen & Pendil Orders Dept
'ﬁj gryRecent Hires E-mail -

Notice the join line between the two tables. From the tbIDepartment tabl®(imary tablg there is a
join line going from the primary key fieldgp9 to the Foreign key fieldXep? in the tbIEmployee Hire
Dates tabletbie Related table

5. Doubleclick the Dept Name field in the tbiIDepartment  table.

6. In thetblEmployee Hire Dates table abubleclick each field,Last Name
First Name and Hire Date

Your screen should look like this.

Field: | Dept Mame Last Mame First Mame w
Table: |thiDepartments thlEmployes Hire Daty thIEmplayes Hire Dat| thIEmployee Hire Daty
Sort:
Show: [
Criteria:
ar:
4
7. Click in the Criteria  row of the Dept Name column.

8. Type: Art and presg ENTER ]

Tip: You do not need to add the
guotes around thart, or any

item you type on the Criteria row.
When you press theENTER ]

B | EE or [ TAB ] key quotes will be
’ added automatically.

0. Click the Run button on thédesgnribbon

View  Run Select

-

Results

12
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Your screen should look like this.

Queries R =
1 anEmployee Addresses Dept Mame - LastMam - First Nam - Hire Dat -
= qrEmpla o Smith Howard 2/14/1993
B anEmplayees Art Scote Gail
B qryHealth Plan Participants Art Kane sheryl
) Art Nelson Ed
B iryHire Dates . F1af
ryriire bae Art Barton  Eileen 12/12/1397
= anhkdept Art Corwick  Rob 3/25/2001
=j=:| qryPen & Pencil Orders Art Corwick Judy 6/28/2003
B arRecent Hires Art Mivelli  Maria 3/1/2004
*
Record: 4 < [1of8 | b M ¥ Mo Filter | [Search

You should have a total of 8 records in your query for thel@dpartment.

10. PresstheF12 key to open th&ave Aslialog box. : :
Tip: [ F12 ] is the keyboard

. . shortcut for Save As.
11. IntheSave Aslialog box type: You can press [ F12 ] to bring

gryArtdeptHireDates the Save As dialog box to give
any new object a name.

Your screen should look like this.

=
Dept Name - Last Mam - First Nam - Hire Dat -
A Smith Howard  2/14/1993 | Swehs rXx
Art Scote Gail 1/12/1994 | Save 'Queryt'ta;
Art Kane Sheryl 10/23/1994 gryartdeptHireDate]
art MNelson Ed 6/26/199a As
Art Barton Eileen [2/12/1997 Query ~
Art Corwick Rob 3/25/2001
Art Corwick  Judy /2003 Cancel
Art Mivelli Maria 3/1/2004

12.  Click the OKbutton on theSave As dialog box.

13
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Add a third table to a query

1. Switch to Design View by clicking on theDesign Viewbutton.

h{‘ X Cut

View% - Copy

Vi;ws Clipboard =
=] Be- -

Query Tools

E &= Insert Rows

gh — 37 Delete Rows ij I
tion | Taple %\ Builder Jla g
Query Setup

3. Doubleclick the tbIEmployee Personal table.
4. Click the Close button on theShow Tablelialog box.

5. From the tblIEmployee Hire Dates
tblIEmployee Personal

table, dag Emp ID field to the
table on tothe EmplD field.

Your screen should look like this.

=
thiDepartments thlEmplayee Hire Dates thiEmployee Personal
F Dept % Emp ID ﬁ ¥ EmpID

Dept Name Last Name Last ::u
First Mame First Mame
Dept Address
E-mail City -
Hire Date

6. Release the mouse button.

You now have a join line.

Your screen should look like this.

thiDepartments thlEmployee Hire Dates thlEmployee Personal
-
7 Dept 7 Emp ID 7 EmpID
Dept Mame Last Mame Last Mame
First Mame First Name
Dept Address
E-mail City -
Hire Date

14



Access 2013/2016 Queries

Adding fields from the third table to the query

1. In the tblIEmployee Personal table, @ubleclick the Salary field.
You may need to scroll down to see the Salary field.

thiDepartments thiEmployee Hire Dates thlEmployee Persanal

I Last Hame B

# Dept # Emp > First Name
Dept Name Last Name Address
First Name City
Dept State

E-mail Zip Code
Hire Date Phane Number
Hire Date
Birth Date
salary
Health Plan -
1
Field: [ Dept Hame Last Hame First Name Hire Date faland -
Table: |tbiDepartments ployee Hire Dat, ployee Hire Dat, ployes Hire Dat, ployes Personal
Sort:
Show:
Criteria: | “Art

2. Click the Run button on théesignribbon

i

View  Run

Results

Your screen should look like this.

=
Dept Wame - Last Mam - First Mam = Hire Dat - Salary -
Smith Howard 2/14/1993 525,176.06
Art Scote Gail 1/12/1994 536,939.84
Art ane sheryl [0/23/1994  523.239.44
Art Barton Eileen 2/12/1997 528,859.25
Art Corwick Rob 3/25/2001 558,277.52
Art Conwiclk Judy 6/28/2003 558,900.97
Art Iivelli Maria 3/1/2004  546,583.85
*
3. Click the Save button to save the query.
E& B4
Savraa Ctrl+5) v« 1

S

'ﬁj oryEmployee Addresses

=

15
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Sorting records in a query

1. Switch to Design View by clicking on theDesign Viewbutton.

4 X Cut
=t
=] 8L -
2. Click in the Sort row of the Last Name column.

Your screen should look like this.

Field: | Dept Name Last Name First Name Hire Date Salary
Table: |tbiDepartments thlEmployee Hire Dat| tbhiIEmployee Hire Dat) tblEmployee Hire Daty tblIEmployee Personal
Sort: |
Show: @ E & = @
Criteria: | "Art"
or:
3. Click the down arrow on the sort row, on the right side of theast Name column.

Your screen should look like this.

Field: | Dept Mame Last Mame First Name Hire Date Salary
Table: |tbIDepartments tblEmployee Hire Daty tbIEmployee Hire Dati tbIEmployee Hire Daty tbIEmployee Personal
Sort:
Show: | Ascending [ [¥] [+
Criteria: | “Art’
or: [not sorted)
4. Click on Ascending to sort theLast Name column in Ascending order.
5. Pressthg TAB] key.
6. Click thedown arrow on the sortow, on the right side of th&irst Name
column.
7. Click on Ascending to sort theFirst Name column in Ascending order.
Your screen should look like this.
Field: | Dept Name Last Mame First Mame Hire Date Salary
Table: |thiDepartments thiEmployee Hire Dat tblEmployee Hire Daty tblIEmployee Hire Dati tbIEmployee Personal
Sark: Ascending “scending
show: ] il ¥ [ ]
Criteria: | “Art"
on

16
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8. Click the Run button on théesignribbon

B | E

View Run Select

-

Results

Your screen should look like this.

“3] qryArtdeptHireDates '

Dept Name ~ | Last Mam ~ |First Nam - |Hire Dal ~ Salary -~
Barton Eileen SR 528 B59.25
Art Corwick  Judy 6/28/2003 $58,900.97
Art Corwick  Rob 3/25/2001 $58,277.52
Art Kane Sheryl T $23,239.44
Art Mivelli Maria 3/1/2004 $46,583.85
Art Scote Gail 1/12/1994 $36,939.84
Art Smith Howard 2/14/1993  $25,176.06

*
Noticet he Cor wi ckdés first names, you should have 7

9. Click the Save button on the&Quick Access Toolbar

% Ba- -
Sav j-:.'t_|'|_+_‘_'.j-_ =

S

'ﬁj grvEmployees Addrasses
=

Query criteria with comparison operators

Comparison operators help you select records that meet a predefined valuablgHeelow lists the
operators and their description.

Comparison o
Description
Operators
< Less than: Gives you all numbers less than the number you type in the criteria cell. Ex

<25 You will get all numbers that are less than 25.

Greater thanGives you all numbers greater than the number you type in the criteria cel
> Example: > 25

You will get all numbers that are greater than 25.

Equal to: If you type a number, Access will match the number you typed in the criteria
= Example: =14

You will get all numbers that are 14.

Less than or equal to: Gives you all numbers less than the number you type and the n

<= you type in the criteria cell. Example: <= 25

= Greater than or equal to: Gives you all numbers greater than the nyontigpe and the
B number you type in the criteria cell. Example: >= 25

<> Not equal to: Gives you all the records but the one you type.

All of the operators can be used with the alphabet. Think of the A as being a 1, and the

ALL THE ABOVE | being 26 Example: > M
You get all the records from MZ. Yes, it includes the M.

17
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Using
1.

2.

3.

4.

Your screen should look like this.

operators in a query
Verify that gryArtDeptHireDates query is in Design View

Delete thetext i Ar tirothe Criteria row in the first column.
Hint: Select the texwith the mouse and press the Delete key.

PressF12t o open the Save Asé dialog box.

In the Save As dialog box typeprySalaries Tip: [ F12] s the keyboard
shortcut for Save As.

You can press [ F12 ] to bring
up the Save As dialog box to

Save As

grySalaries]
As
Query

Save 'qryArkdeptHireDate’ to:

? X give any new object a name.

Conca

Click the OKbutton on theSave As dialog box.

In the Criteria row under th&alary  column type: >30000
This will giveyouall records greater than 30,000.

Press [ TAB] and click theRun button on théesignribbon

View Run

-

Results

18
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Your screen should look like this.

Queries @ «|l| 3
B3 awArtdepthireDate Dept Name - LastMam - First Mam - Hire Dat ~ | Salary -
5 anEmplayee A Alstain  Isolda 12/7/1996  $58,482.45
= anempla Human Resources Atherly Katherine 7/5/2002 $35,500.00
& anEmplo Human Resources Atherton  Katie 4/1/2004  547,450.00
Sales Bankler Rowena 8/27/1998 531,916.94
B aryHealth Plan Participants Marketing . Frank B $16,486.05
B ankire Dates Marketing Sam i $31,913.33
‘? qryMKdept Accounting e Melia 9/12/1997  535,785.47
1 anPen & Pendl Orders Manufacturing  Chang lessica 2/14/2001  531,225.00
= t Hires Art Corwick Judy 6/28/2002  $53,900.97
B Art Rob 3/25/2001 558,277.52
B ansalares Human Resources Cronwith  Brent 7/29/1998  $40,897.35
Accounting Franklin Larry 3/1/2002 564,738.18
Sales Lampstone Pete 9/25/1994  534,689.00
Sales MacDonald Bronwyn 12/1/2003  556,177.30
Art Mivelli Maria 3/1/2004 546,583.85
Sales Morton Meorman 10/9/1993  549,485.15
Sales Sampson  Carla 1/9/2000 S62,981.10
Art Scote Gail 1/12/1994  $36,939.84
Sales Smith Ellen 8/14/1991  $30,410.85
Sales Tuppman  Lise-Anne  2/14/1995 $34,605.45
Accounting Vuanuo Tuome 10/4/1992  $30,410.85
Administration \ Tammy 9/5/2003 532,884.12
Sales vgarre Lisa [0/22/1993  531,067.75

#*
Record: W ¢ 1o0f23 | b MK Io Filter | Search

You have 23 records for individuals who make more than $30,000
Changing criteria in a query

1. Switch to Design View by clicking on theDesign Viewbutton.

Home

%, Cut

Views Clipbaard

H ES-

2. In the Criteria row under th&alary column delete the> symbol.

3. Replace it by adding the& symbol in front of the 30000
This will give you all records less than 30,000.

4, Pressthg TAB] key.

Your screen should look like this.

Field: | Dept Mame Last Mame First Mame Hire Date Salary
Table: |tblDepartments tblEmployee Hire Daty tbiIEmployee Hire Dati| tblIEmployee Hire Dati| tblIEmployee Personal
Sort: Ascending Ascending
Show E] = = = ]
Criteria: < 30000
or:
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5. Click the Run

B | B
View Run Select

Results

Your screen should look like this.

button on théesignribbon

Queries D «|| =

1 qrysrtdeptHireDate « LastNam - First Nam « |Hire Dat -

4/2/1998

Dept Name
 anEmple [1uman ResourcesiEAREEE NN ELIE]
Art Barton Eileen
e Tom
Elaine
Linda

arEmpl

IyEmployes:
Human Re
iyt

it Administration

yHir

Manuf acturin
I kdept Manuf acturing
JryPen & Penl Orders Accounting
Sales

JtyRecent Hire ale
Administration

W e Y W G

rysalane
! Art

Marketing
Manufacturing

Human Resous
*
Recordi 4« 1of13 | b M b lo Filter | Search

0/23/1994 ¢
1/14/1995 %
2/12/1995 ¢

Salary -~

$21,303.60

524,854.20
$28,404.80
3 $25,176.06
3 529,362.20

You have 19 records for individuals who make less than $30,000

Using AND or the OR condition

You can create complex queries by using the AND damdwith your criteria row. The AND condition
normally will give you less records. Where the OR condition normally give you more records.

With the AND condition criteria you are asking for two items from a single record that match. When these

items matchyou will get the record.

With the OR conditioreriteria, you will take one record based on a single criteria and a different record
based on the second criteria. These teeordsdo not need to match each other as they do in the AND

condition.

Fields

Operators in Query

Example of
Criteria placed
in the field column

Description

Dept Name
AND
Salary

Art

<30000

By placing the word Art on the criteria row
(in the Dept Name colurmalong with
<30000 on the criteria rovin(the Salary
colump this creates an AND condition.
Question: | want to know all the employee
in the Art dept who make less than $30,00

OR Dept Name

Art OR Accounting

By placing the word Art and Accounting in
the same column on the criteria row, we ¢
pull all the Art records and all of the
Accounting records.

Question: | want all the employees from
both departments, Art and Accounting.

AND
with
OR

Dept Name
Salary
Dept Name

Art
<30000
Accounting

This is just like the first example however;
the Accounting text is placed on the OR rg
in the Dept Name column.

Question: | want all the employees from th
Art department who make less than 30,00
and plus all the employsdrom the
Accounting department.

NOTE:

Looking at the query grid you will notice that you have a Criteria row and you have an OR row.
more than one criteria is placed in a different column on the same row you are creating an AND
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condition. If you plae your second criteria or other criteria on the OR row you will create an OR
condition.

Creating an AND condition

1.

2.

Switch to Design View by clicking on theDesign Viewbutton.

TR

Views Clipboard ]

=]

8{; Cut

8- -

Type: Art  in the Criteria row in th®ept Namecolumn and press[ TAB ]

Your screen should look like this.

Field:
Table:
Sort:
Show:
Criteria:
or:

Dept Mame Last Mame First Mame Hire Date Salary
tbiDepartments tblEmployee Hire Dati| tbIEmployee Hire Dati| tblEmployee Hire Daty tblIEmployee Personal
Ascending Ascending
V] ]
art’ <30000

3.

Click Run button on théesignribbon

View  Run

B |

)
Select

Results
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Your screen should look like this.

=
Dept Mame - Last Mam - First Mam - Hire Dat « Salary -
At Barton Eileen 12/12/1997  $28,359.25
Art Kane Sheryl [0/23/1994 523,239.44
Art Smith Howeard 2/14/1993  525,176.06
*

You have 3 records for individuals from the Art department who make less than $30,000.
Creating an OR condition

1. Switchto Design View by clicking on theDesign Viewbutton.

b“/ X Cut
\,va_% @ Copy
Boomg--
2. Delete the<30000 from the Criteria row in th&alarycolumn.

3. On the OR row in the Dept Name column typéccounting

4. Pressthe[ TAB] key.

Your screen should look like this.

Field: | Dept Mame Last Mame First Name Hire Date Salary
Table: |tblDepartments tblEmployee Hire Dati thiEmployee Hire Daty| tblIEmployee Hire Daty| tblIEmployee Personal
Sort: Ascending Ascending
Show: El El Ei| ] el
Criteria: | "art”

ar | “accounting’

5. Click the Run button on théesignribbon

Results
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Your screen should look like this.

=
Dept Name = Last Mam = First Mam = Hire Dat = Salary -

xn Barton Eilzen 12/12/1997  $28,859.25
Accounting Bell Tom 3/15/1995 528,549.50
Accounting Brasyne Melia 9/12/1997 535,785.47
Art Conwick Judy 6/28/2003  558,900.97
Art Corwick Rob 3/25/2001 558,277.52
Accounting Franklin Larry 3/1/2002 564,738.18
Accounting Gorton Hazel 11/4/2002  529,565.00
Art Kane Sheryl (02371994 523,239.44
Art Mivelli Maria 3/1/2004 546,583.85
Accounting Mueller Ursula 7/9/2000  S26,101.44
Art Scote Gail 1/12/1994 536,939.54
Art Smith Haoward 2/14/1993 525,176.06
Accounting Vuanuo Tuome 10/4/1992  530,410.85

*

Record: W Taf13 L I Filter | Search

You have 13 records for individuals from both Art and Accounting departments
Mixing AND and the OR condition

1. Switch to Design View by clicking on theDesign Viewbutton.

h{‘ X, Cut
= el
(=] By -
2. Delete t he word AACCORMW.i ngo from the

3. Click to the right of the wordArt and press thg SPACEBAR ] key.
4, Type: Or and press thg SPACEBAR ] key.

5. Type: Accounting  and press thg TAB] key.

Your screen should look like this.

Field: | Dept Mame Last Mame First Mame Hire Date Salary
Table: |[tblDepartments thlEmployee Hire Dat| tblIEmployee Hire Dat| tbIEmployee Hire Daty thiIEmployee Personal
Sort: Ascending Ascending
Show: @ @ @ ] ]
Criteria: | “art™ Or "accounting’
on

6. Press thgf TAB]  key three times.

7. On the Criteria row in the Salary column type:>30000
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Your screen should look like this.

Field: | Dept Name Last Name First Mame Hire Date Salary
Table: |tbiDepartments tblEmployee Hire Dati thlIEmployee Hire Daty tblIEmployee Hire Dati thlIEmployee Personal
Sort: Ascending Ascending
Show: = = = @ =
Criteria: | "art” Or “accounting’ =30000
on

8. Click the Run button on théesignribbon

Your screen shoulbbok like this.

You have 7 records for individuals from both Art and Accounting departments who make more than
$30.000.

9. Click F12 and the Save Asdialog box appears. Tip: [ F12 ] is the keyboard
shortcut for Save As.
10. Inthe Save As dialog box type: You can press [ F12 ] to bring
gryArt&AccountingSalariesover30 up the Save As dialog box to
give any new object a name.
Your screen should look like this.

11.  Click the OKbutton on theSave Aslialog box.

12.  Close thegryArt&AccountingSalar iesover30 query.
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