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Intfroduction

Access offers several opfions that let you design and
run queries that retfurn exactly the information you're
looking for.

For instance, what if you need to find out how many
of something exists within your database¢ Or what if
you would like your query results to automatically be
sorted a certain waye If you know how o use query
optons in Access, you can design almost any query
yoU want.




Modifying queries

in Datasheet view, meaning you will see your query results in @

able. To modify your query, you must enter Design view, the view

you used when creating it. There are two ways to switch to Design
view:

ﬁhen you open an existing query in Access, it is displayed
1

Home Create

i On the Home 1tab of the Ribbon, click
. the View command. Select Design View from the

drop-down menu that appears.

Cut

Copy

View Paste i
Format Painterg : ‘
- 7 e the bottom-right corner of your Access window,
D Form View - Ioco‘rg the s.mcl.l vieyv icons. Click ’rhe' Design
View icon, which is the icon farthest to the right.
Layout View
al - ~ - I
h{ Design View% Design View
s = T

Once in Design view, make the desired changes, then select
the Run command to view your updated results.



Sorting queries

Access allows you to apply multiple sorts at once while
you're designing your query. This allows you to view your
data exactly the way you want.

A sort that includes more than one sorted field is called a
multilevel sort. A multfilevel sort allows you to apply an
initial sort, then further organize data with additional sorts.
For inst@nce, if you had a table filled with customers and
their &ddresses, you might choose to first sort the records
by Zity, then alphabetically by last name.

Field: | City State Zip Code

Table: | Customers Customers Customers
Sort: | Ascending Ascending

Show:

Criteria:




Sorting queries

When more than one sort is included in a query, Access
reads the sorts from left to right. This means the leffimost
sort will be applied first. In the example below, customers
will be sorted first by the City where they live and then by
the Zip Code within that city.




Apply a multilevel sort

1. Open the query and switch to Design view.

Locate the field you want to sort first. In the Sort: row, click
the drop-down arrow to select either an Ascending or
Descending sorf.

Products Tablg Menu ltems
. *
1D ¥
Categony ID F'rcuductl-D
K Product Name Sa.les Unit D
Description Price
[ T
L T . [
4
Field: | Product Types Product Mame Quantity
Table: |Categories Products Table Crder Items
Total: | Group By Group By Sum

Sort: || =

Showe
Criteria: || Descendin
or || (not sorted) _l




Apply a multilevel sort

Repeat the process in the other fields to add additional
sorts. Remember, the sorts are applied from left to right,
so any additional sorts must be applied to fields located
to the right of your primary sort. If necessary, you can
rearrange the fields by clicking the top of a field and
dragging it to a new location.

Field: | Product Types Product Mame Product Mame Quantity
Table: | Categories Products Table Sales Unit Order Items
Total: | Group By Group By Group By sum
Sort: | Ascending Descending ¥
Shows: I}g

Criteria:
or:

7o apply the sort, click the Run command.

Home Create External Data Database Tools

G+ 2zl B k2

i &) Pass-Through
View = Run Select Make Append Update Crosstab Delete Show |
- % Table B Data Definition EIE

Query Type

Results



Apply a multilevel sort

. Your query results will appear with the desired sort.

| % Employee Database Mavigation i =_?|:| Ordered Menu [tems *,

Product Types - Product MName » | SumOfQuantity -
Cakes Cheesecake 20
Cakes Buche de Moel (Christmas Cake)- Winter 12
Cakes Carrot Cake g9
Cakes Black Forest 8
Cakes Black Walnut 5
Cakes Italian Rum 4
Cakes Gingerbread - Winter 4
Cakes Coconut 2
Cakes French french vanilla 2
Cakes German Chocolate 2
Cakes Red Velvet 1
Cakes Cookies n' Cream 1
Cookies Fudge Brownie 7
Cookies Fudge Chocolate 6
Cookies Ginger Shortbread 6

3

.CCICIHiES Chocolate Chi




Apply a multilevel sort

% You can also apply multilevel sorts to tables that don't
have queries applied to them. On the Home tab on the
Ribbon, select the Advanced drop-down command in the
Sort & Filter group. From the menu that appears, select
Advanced Filter/Sort and create the multilevel sort as you
normally would. When you're finished, click the Toggle
Filler command to apply your sort.

Y %lAscending Y Selection ~

El Descending E Advanced 7
7+ Remove Sort Toggle Filt% _
Sort & Filter

Filter




Hiding fields within queries

Sometimes you might have fields that contain important
criteria, but you might not need to actuadlly see the
iInformation from that field in the final results.

For example, take one of the queries we built in our last
lesson: a query to find the names and contact information
of customers who had placed orders. We included Order
ID numers in our query because we wanted to make sure
we only pulled customers who had placed orders.

Hoywever, we readlly didn't need to see this information in

ouyr final query results. In fact, if we were just looking for

cstomer names and addresses, seeing the order number
ixed In there might have been distracting. Fortunately,
ccess makes it easy to hide fields while still including any
riteria they contain.



Hiding fields within queries

Open the query and switch to Design view.
Locate the field you want to hide.
Click the checkbox in the Show: row to uncheck if.

To see the updated query, select the Run command. The field
will be hidden.

Customers

Orders Table

&
%D x

First Name 7o

Last Name \ Customer 1D

Street Address Paid

State Pre Order

=N e e i
prone ks simply return to Design
Add to Mailing List? . V|eW and CIle the

Other Motes

checkbox in the field's
Show: row again.

11111111

Field: | City State Zip Code |8 Phone Number
Table: | Customers Customers Customers Orders Table Customers
Sort:
Showr:
Criteria: | Mot In [Raleigh’) % Like ["919*7)

arn

A \



Totals queries

Sometimes setting simple criteria won't give you the results
you need, especially when you're working with numerical
values. You may want 1o see your query results grouped or
counted in some way.

» For example, let's say we want to find out how many of
each menu item at our bakery has been ordered—how




Totals queries

First, the totals query will group all similar menu items from
separate orders (for example, Almond Croissants). Then,
the Sum function will add the values in the Quantity field
to calculate the total number sold for that item.

The ungrouped data
pdeum—r he un ShOL’JS EVEVH
Almond Croissant Single

1
Almond Crolssant Single 2 occurrence
Almond Croissant | Single . G]E Eaﬂh rtE I
aApple x single 1
.I’lFID'E‘ \ 5|ng]e 1
Apple . Single 1 |
Apple = Product Name w Sales Unit W Quantity -
Apple Crumb \ ' Almend Croissant Single
Apple Crumb | Apple Single
-'"F'D_'E‘ Crurmb Apple Crumb single
Black Forest _i- Black Forest Single
Black Forest Black Walnut
Black Forest
Elack Forest Single 1
Black Walrut Single 1
Black Walnut Single 1
flack Walnut Single 3

Our Total's query Fgroups all like values together.
The Sum function shows us how many

of each tew has been ordered.




Totals queries

The Sum function helped us find the desired information in this
example, but in other situations you may need to use a different
function to find the answer you need. There are several
functions you can choose from:

*» Count: Counts the total number of each item
“ Sum: Adds the values together

% Averfage: Finds the average of the values

* Maximum: Returns the highest value

% Minimum: Returns the lowest value

 First. Returns the first—or earliest—value

» Last: Returns the last—or most recent—value

»\\h our example, we created a subtotal for each menu item in
ur query. If you wanted to creafte a grand total for all of the
ms, you would need to add a totals row.




Creating a totals guery

or our example, we want to find the total number we've
old of each of our menu items, so we'll use a query showing
s all of the menu items we've sold. If you want to follow
long Iin our database, open the Menu ltems Ordered query.

1. Create or open a gquery you want to use as a totals query.

2. From the Design tab, locate the Show/Hide group, then
seleci/the Totals command.

Design Q Tell me what you want to do...

'I’j ED Insert Rows  “1YInsert Columns E Fr[! Property Sheet
/ Xvz
ough Delete Rows ' Delete Columns Table Names
Show Totals |Parameters
finition aple :\ Builder E Return: All v

Query Setup Show/Hide



Creating a totals guery

. A row will be added 1o the table in the design grid, with all
values in that row set to Group By. Select the cell in the
Total: row of the field you want to perform a calculation
on, then click the drop-down arrow that appears.

Field: |Product Types Product Mame Product Mame CQuantity
Table: | Categories Products Table Sales Unit Crder Items
Total: | Group By Group By Group By Sum

Sort: | Ascending Descending W
Show: [
Criteria:
ar:




Creating a totals guery

Select the calculation you want to be performed in that
field. In our example, we want to add the quantities of
products we've sold, so we'll select the Sum option.

Field: | Product Types Product Mame Product Name Quantity
Table: |Categaries Products Table Sales Unit Crder ltems
Total: | Group By Group By Group By Group B].d W

sort: | Ascending Descending Group By
Show:
Criteria: Avg

ar: Min

Max
Count
StDev

Var

First

Last
Expression
Where

hen you oré so’risfied -Wi’rh yoUr qUéry deéign, select the
un command on the Query Tools Design tab o run the

Home Create External Data

Database Tools

Peay

Make Append Update Crosstab Delete - Show
Table b4 Data Definition Table

View Run Select

Results

Query Type



Creating a totals guery

. The query results wil be displayed in the query's
Datasheet view, which looks like a table. If you want, save
your query by clicking the Save command on the Quick
Access Toolbar.

| = Menu ltems Ordered "\

Product Types -t Products Table.Product Name ~ | Sales Unit.Product Name - | SumOfQuantity -
Cakes Cheesecake Single 20
Cakes Buche de Moel (Christmas Cake)- Winter Single 12
Cakes Carrot Cake Single 9
Cakes Black Forest Single g8
Cakes Black Walnut Single 5
Cakes Italian Rum Single 4
Cakes Gingerbread - Winter Single 4
Cakes Coconut Single 2
Cakes French french vanilla Single 2
Cakes German Chocolate Single 2
Cakes Red Velvet Single 1
Cakes Cookies n' Cream Single 1
Cookies Fudge Brownie One Dozen 7
Cookies Fudge Chocolate Single B
Cookies Ginger Shortbread One Dozen 6
Cookies Chocolate Chi 5 B




More query options

A parameter query allows you to create a query that can
be updated easily to reflect a new criterion, or search
term. When you open a parameter query, Access Wwill
prompt you for a search term and then show you query
results that reflect that search.

» A find duplicates query lets you find all duplicate records
in yoyr database so you can delete them. Duplicate

recopds can negatively affect the integrity of your
datgbase.




Creating a parameter query

A parameter query is one of the simplest and most useful
queries you can create. Because parameter queries are
so simple, they can be easily updated to reflect a new
search term. When you open a parameter query, Access
will prompt you for a search term and show you query
results that reflect your search.



Creatfing a parameter query

When you're running parameter queries, search terms act
as variable criteria, which are query criteria that change
each time you run the query. For instance, let's say we
own a bakery and want to create a query that will quickly
look up orders that were placed on a certain date. We
could create a parameter query with variable criteria in
the Date field. This way, each time we run the query a
dialog box will appear prompting us to enter the date

Enter Parameter Yalue ? >

What Date?




Creatfing a parameter query

Locate the field or fields where you want the variable
criteria to appear, then select the Criteria: row.

Type the phrase you want to appear in the prompt that will
pop up each time you run your query. Make sure to enclose
the phrase in brackets [ ]. For example, in our parameter query
that searches for orders placed on a certain date, we might
type ouyf criteria like this: [What Date?].

| Orders Query *

11111111

Field: |Paid Pickup Date Zip Code
Table: | Orders Table Orders Table Customers
Sort:
th‘:"_"'"" Enter Pararneter Value ? >
Criteria: [What Date?]
ar: What Date?

o4/o5/2018] |




Creatfing a parameter query

On the Design tab, click the Run command to run your query. A
dialog box will appear with the specified prompt. Enter your
search term and click OK to view your query results.

Home Create External Data Database Tools Design

D I — E' +! /.! = : (D Union -’I-:

. @ Pass-Through |
View Run Select Make Append Update Crosstab Delete | Show §
- % Bl B< Data Definition Taple B

Results Query Type

3 Orders Query

Field: |Paid Pickup Date Zip Code
Table: | Orders Table Orders Table Customers
Sort: | |
th‘:"_"'"" Enter Pararneter Value ? >
Criteria: [What Date?]
ar: What Date?

o4/o5/2018] |




Tips for writing pdrameter queries

ldeally, the prompt you create for your query should make
it clear what type of information the search term should
be, as well as the desired format. For example, to
guaraniee users enter a search for a date in the format
used in our database, we could write the following in
the Criteria: row of the Pickup Date field like this: [What

Date? (mm/dd/yyyy)] .

| Orders Query

11111111

Field: | Pickup Date Zip Code
Table: | Orders Table Customers

Show: L]

Criteria: | (What Date? (mm/dd/yyyyl]

Enter Parameter Value ? =4

What Date? {mm,/ddfyyyy)

04/25/2018] |

Cancel




Tips tor writing parameter queries

The simplest parameter query will give you an exact-
match /criteria, meaning the query will search for the
exact text you enter in the prompt. However, you can furn
any type of criteria info a variable criteria. Simply type
your prompt text in brackets in the part of the criteria
where you would normally put a search term.




Tips for writing pdrameter queries

For example, in a normal query we could find orders that were
placed between two dates by using the criteria Between x AND
y and replacing x and y with the first and second dates,
respectively. To turn this info a parameter criteria, we would
simply replace the x and y with the text we want to appear in
the prompt. Our variable criteria might look like this: Between
[Enter the start date:] And [Enter the end date:]. These two
prompts will appear when you run the query.

| Orders Query

11111111

Field: | Pickup Date Zip Code
Table: | Orders Table Customers
Sort:
Show:
Criteria: | Between [Enter the start date:] And [Enter the end date:]
ar:
Enter Parameter Value 7 ot

Enter the start date:

I




Creating a Find Duplicates query

A find duplicates query allows you to search for and
identify duplicate records within a table or ftables. A
duplicate record is a record that refers to the same thing
Or person as another record.

» Nof all. records ' containing similar  information = are
duplicates.

% For/instance, records of two orders that were placed on

different dates but that contained idenfical items would not

e duplicate records. Likewise, not all duplicate records
contain completely identical information.

» For example, two customer records could refer to the same
person but include different addresses. The record with the
out-of-date address would be the duplicate record.



Creating a Find Duplicates query

Why is getfing rid of duplicate records so important?
Consider the example above. If we had multiple records
for one customer, it would be difficult to view an order
history for him because the information would be spread
across several unlinked records. We might even deliver his
order to the wrong address if the person entering the
order information selects an outdated record. It's easy to
see how having duplicate records can undermine the
Intfegrity and usefulness of your database.



Creating a Find Duplicates query

Fortunately, Access makes it easy to search for and locate
potential duplicate records. Nofte that Access won't
delete the records for you or help you figure out which
one is current—you'll have to do those things for yourself. If
you're familiar with the data in your database, though,
getting rnid of duplicate records will be a manageable
task.




Creating a Find Duplicates query

1. Select the Create tab on the Ribbon, locate the Queries
group, and click the Query Wizard command.

The New Query dialog box wil appear. Select Find
Duplicates Query Wizard from the list of queries, then click
OK.

bt

Create External Data Database Toaols Design

S M BlE =& 0OE

Mew Query ?

Simple Query Wizard

Crosstab Query Wizard

Application  Table Table SharePoint Cuery Query  Form  Form  Blank ‘
Parts - Design  Lists~ Wizard Design Design  Form

Templates Tables Cueries

.Find Unmatched Query Wizard L\& """""" ;

hdi (b

Forms |

This wizard creates a query that
finds records with duplicate field
values in a single table or query.




Creating a Find Duplicates query

Select the table you want to search for duplicate
records, then click Next. We're searching for duplicate
customer records, so we'll select the Customers table.

Find Duplicates Query Wizard

Which table or query do you want to search for duplicate field values?

For example, to find cities with more than one customer you would
=== choose a Customer table below.

Table: Categories
 Table: Customers
Table: Menu Items k‘

Table: Order Items
2 Table: Crders Table
2 Table: Orders: December

Table: Products Table
Table: Sales Unit

View

(@) Tables () Queries () Both




Creating a Find Duplicates query

Choose the fields you want to search for duplicate information
by selecting them and clicking the right arrow button. Only
select’ fields that should not be idenfical in nonduplicate
records. For instance, because we're searching for duplicate
customers we'll only select the First Name and Last Name fields
because it's unlikely that multiple people with the exact same
first and last names would place orders at our bakery.

When/you've added the desired fields, click Next.

Find Duplicates Query Wizard

Which fields might contain duplicate information?

For example, if you are looking for cities with more than one customer, you
would choose City and Region fields here.

Available fields: Duplicate-value fields:

1D

Last Name

Street Address

State

Zip Code

Phaone Mumber

City v

Cancel < Back Finish

S RTTT i — =1



Creating a Find Duplicates query

Select additional fields to view in the query results. Choose
fields that will help you distinguish between the duplicate
records, and choose which one you want to keep. In our
example, we'll add all of the fields relating to customer
addresses, plus the Phone Number field because records with
identical customer names might confain nonidentical
information in this field. When you're satisfied, click Next.

Find Duplicates Query Wizard

Do you want the query to show fields in addition to those with duplicate values?
“l
For example, if you chose to look for duplicate City values, you could choose |
CustomerMame and Address here. 3
Available fields: Additional query fields: |.:,
- Street Address |
State |
== | |Zip Code |
Phone Mumnber k
< 5

=
“l
1
/|
1
.
]
Cancel < Back Finish ]
EE U

T L e | B R PO BTSN bt L] S B | Y e P B e



Creating a Find Duplicates query

Access will suggest a name for your query, but you can
type a different name if you want. When you're satisfied
with the query name, click Finish to run your query.

Find Duplicates Query Wizard

What do you want to name your query? :
i

|

Do you want to view the query results, or modify the query design? i
(@) View the results, _
() Modify the design, g
-

#

|

|

i

|

i TR e S PSR Y e T




Creating a Find Duplicates query

If Access found any duplicate records in your query, they
will be displayed in the query results. Review the records
and delete any outdated or incorrect records as

needed.

| ﬂ] Find duplicates for Customers *,

First Name -~ | Last Name -

Street Address - State - Zip Code - | Phone Number - City -

David Barrett 434 Hill 5t. NC 27609 919-555-0b62 Raleigh
David Barrett A30 Hill St. NC 27609 919-555-0662 Raleigh
Magda Sremski 544 Wayne St. NC 27612 919-555-4001 Raleigh [
Magda Sremski 98 Tyler St. NC 27612 919-555-1024 Raleigh




Tips for resolving duplicate records

Save your duplicate records queries, and run them often.

Investigate potential duplicate records by looking at linked data
In other tables. You can do this by searching for these
records’ record ID numbers in related tables. Is one record linked
to mhostly old orders while another contains recent ones? The
latter is likely to be the current one.

Once ypu decide which record to delete, make sure you won't
be loging any information you might need. In our example,
befgfe we deleted our duplicate record we found all of the
ordeérs linked to that record's ID number and replaced them with
the ID number of the record we decided to keep.



Practice

Open practice database.

Open the Customers Who've Ordered from Nearby Towns query, and switch
to Design view.

Add a Totals row to the query.

Set the Totals row in the Orders Table ID field fo Count. This will let us count how
many orders each customer has placed.

In the Custemers table in the Object Relationship pane, double-click the
word City'to add another City field to the design grid below.

Click gnd drag the City field you just added so it is to the left of the First
Namg field. It should now be the leftmost field in the design grid.

ly the following multilevel sort:
e leftmost City field, apply an ascending sort.
Infthe Last Name field, apply an ascending sort.

ide the leftmost City field.

un the query. If you did it correctly, there should be 14 records in the query
sults. The first record should look like this:

First Name - Last Name - Street Address - | State - |ZipCode - | CountOfiD - | Phone Mumber -
76 Murphy Ave. NC 27513 1 919-555-4526 i

Katharine Kellerman




TAE END




