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MS Access: Advanced Tables and Queries
Lesson Notes
Author: Pamela Schmidt
Tables
Text Fields
(Default) Text or combinations of text and numbers, as well as
numbers that don't require calculations, such as phone numbers. Up to 255 characters
or the length set by the FieldSize property, whichever is less.
Microsoft Access does not reserve space for unused portions of a text field.
Format can be used to convert, or force operator, to a specific format.
i-e- E tblOwners : Table =] B3
Field Mame Data Tvpe Description =
< FOI‘CG a" CharaCtel’S tO FirstName Texk : First Mame of owner -
LastMame Texk Last Mame of owner
Iowe rcase. I |strectaddress Text Street Address of owner
i Text City of owner
> Force all characters to Text State of awner
Text Zipcode of owner
u ppe rcase. [ | Telephonefumber Text Telephone Mumber of owner
=l
Field Properties
General | Lockup |
Field Size: 2
Format =
Input Mask
Caption
Default Yalue e L] & value that is
Yalidation Rule automatically entered in
validation Text this field for news records
Required Mo
Allow Zero Length Mo
Indexed ]
Unicode Compression Mo
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Masking can be used for ease of data E thlOwners : Table [ [0 x]
Field Mame Data Type Diescription =
entry FirstMame Text : First Mame of owner : N
. . . - LastMarme Text Last Mame of owner
ie. Te|ephone numbers zip codes. social [ |addresst Text Streset Address of awner
. ! ! ity Texk City of owner
secu nty numbers etc. [ |stare Tet Shake of owner
! I |Ziprode Texk Zipcode of awner
[ Telephonerumber Texk Telephone Mumber of owner
|
Field Properties

[757) 428-1515

-

General | Laakup |

Field Size 10
Faormat

I:?E?:I 853'1 225 Input Mask 14999™ "000-0000;;
Capkion

Default Yalue
walidation Ruls
Walidation Text

Required Mo
Allow Zero Length Io
Indexed ‘es (Mo Duplicates)
Unicode Compression ‘es

A pattern Far all data to be
entered in this figld

Caption changes the name of the field for display purposes.

& tblOwners : Table |- (O] =]

H I Field Mame Data Type Description ‘l
i.e. Address1 can be changed to read rrtone Tort Firs Naaho of owiner |
H LastMame Text Last Mame of owner

StreEt AddI'ESS Llne 1 When USEd [ M| addresst Text Street Address of owner

ity Text City of owner

I |state Text State of owner

I |Zipcode Text Zipcode of owner

[ | Telephonemumber Text Telephone Mumber of owner

=l

Field Properties

Street Address Line 1

General | Loakup I

32 Gardina Circle Sl S 20
Eatata e - . ' Format
Input Mask,
Capkion Street Address Line 1

Defaulk Value
Yalidation Puls
Walidation Text

Required Mo
Allow Zero Length Mo
Indexed Mo
Unicode Compression Yes

The label for the figld when
used on a form. If you
dan't enter & caption, the
figld name is used as the
label. Press Fi for help on
capkions.
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Defaults and Validation

Default Value allows a value to be put into the field at the time the record is created. The
Default Value can be overwritten in the record at any time.

i.e. if the state is the same state most of the time, the state can
be entered as the Default Value so the operator does not have to

key in the state for each record..

[ ¥ state
| |Zipcode

% | Telephonetumber
||

Texk
Text
Texk

General | Lookup |

Field Size
Farmat

Input Mask
Caption
Default Yalus
Yalidation Rule

[

O

Validation Rule is used to list the valid entries for the field. The default value can be up to

2048 characters.

i.e. the state field may have all the state abbreviations in the Validation Rule so an operator

can not enter a state
abbreviation that is not valid.

Validation Text is displayed
when the data entered does
not match the criteria in the
Validation Rule. This might be
the direction for the operator if
their entry does not match the
criteria in the validation rule.
The validation text can be up to
255 characters.

i.e. if the validation rule has all
the state abbreviations, the
validation text might inform the

& tblOwners : Table = B3
Field Name Daka Tvpe Description -

| [FirstMame Text First Mame of owner _|

| [LastMame Text Last Mame of owner

| |Addressi Texk Street Address of owner

I |City Texk ity of mwner

| B[ State Text State of owner

|| |Zipcode Texk Zipoode of owner

% | Telephonefumber Texk Telephone Mumber of owner

N =l

Field Froperties

General | Lookup |
Field Size

Format

Input Mask

Caption

Defaulk Value
‘alidation Rule
‘alidation Text
Required

Allow Zero Length
Indexed

Unicode Compression

O
"YA"Or "MC" Or "MD" Or My

The skate musk be wa, BWC, MO, or Wy
Mo

Mo

Mo

Mo

operator that their entry is not a valid state

abbreviation.

Willlamsburg N

Microsoft Access

& The state must be W&, NC,

Help

An expression that limiks
the walues that can be
enkered in the field. Press
F1 For help on validation
rules.,

24562-1151

MO, oF W'
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Memo Field
Lengthy text or combinations of text and numbers. Up to 65,535 characters
Memo fields are searchable, but not @ iblVisitLineliems - Table [ [o]]
- Figld M Daka T ] ipki =
sort able InvoiceNu:?ber e MumbzreI = Inwoice Mumber S _
TreatmentCode Texk Treatment Code
Arnounk Currency Treatrnent Amount
. Treak kMak M Ents 18 ding this treat k.
Format, Capt|on, Default Value, reatmentMotes emo nter any comments regarding this treatmen o
Validation rule, Validation Text follow el et
the same rules as Text Fields. General | Lookup |
Format ;l
Zaption
Default Value The display
Walidation Rule layout far the
Yalidation Text ﬁslri'_ dfé?:ﬁ;tda
Required Mo format or enter a
Allow Zero Length Mo i Carmek,
Unicode Compression Yes Press F1 for help
on Formats.,
Number
Numeric data used in mathematical calculations.
Fleld Slze Field Mame Data Type Descripkion B
| InvaiceMumber Hurnber Invoice Number I
numbers can be: H e Jrmee
T TreatmentMotes Merno Enter any comments regarding this treatment,
Setting Stores :
Field Properties
Byte 0 tO 255 General ||_Uokup | :
(no fractions) ey et A | oo e mamers
Decimal Places Integer Ftiglgnt%:;nrﬁzzt
|ntegel’ _32,768 to IanLEF Mask - comn%ongiettingds
apkion are Double an
32 767 Defpault Walue Doul.Jle. Long Integer, IF
! . ‘alidation Rule Replication ID el s et
(no fraCt|OnS) Yalidation Text Decmal Ftioeﬁ au;DmN:;:Eteor_
Required Mo one relationship,
Long —2,147,483,648 Indered e et
Integer to 2,147,483,647
(no fractions)
(Default)
Single -3.402823E38 to -1.401298E-45 for negative values and from
1.401298E-45 to 3.402823E38 for positive values
Double -1.79769313486231E308 to -4.94065645841247E-324 for
negative values and from 1.79769313486231E308 to
4.94065645841247E-324 for positive values
Replicatio Globally unique identifier (GUID)
nID a unique 16 bit number used as a replication identifier.
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Setting

Description

General
Number

(Default) Display
the number as
entered.

Currency

Use the thousand

H tblVisitLineltems : Table

Field Marne

Data Tvpe

[_[O] ]

Description -

separator; display
negative

P | IrvoiceMumber
TreatmentCode
Amaunt
Treatmenthotes

numbers

Mumber
Text
Currency
Mermo

Inwvoice Number |
Treatment Code

Treatment Amount

Enter any comments regarding this treatment.

Field Properties

enclosed in
parentheses; the
default
DecimalPlaces It
property setting is Defat value

2 Yalidation Rule
Yalidation Text

General | Laokup |
Field Size

Format

Decimal Places
Input Mask.

Fixed

Required
Indexed

Display at least
one digit; the

Long Integer

General Mumber
Currency

Euro

Fixed

Standard
Percent

456,789
4$3,456,79
£3,486,79
3456.79
123.00%

3.46E+03

The display
layout For the
field, Select a

pre-definad

Format or enter a
cuskom Format,
Press F1 for help

Scientific

Mo

on Farmats,

default
DecimalPlaces
property setting is
2.

Standard

Use the thousand separator; the default DecimalPlaces property

setting is 2.

Percent

Multiply the value by 100 and append a percent sign (%); the

default DecimalPlaces property setting is 2.

Scientific

Use standard scientific notation.

Custom Formats

Custom number formats can have one to four sections with semicolons (;) as the list
separator. Each section contains the format specification for a different type of number.

Section Description

First The format for positive
numbers.

Secon The format for negative

d numbers.

Third The format for zero values.

Fourth The format for Null values.

For example, you could use the following custom Currency format:
$#,##0.00[Green];($#,##0.00)[Red];"Zero";"Null"
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Symbol Description

. Decimal separator
(period)

, Thousand separator.
(comma

)
0 Digit placeholder. Display a digit or O.

# Digit placeholder. Display a digit or nothing.
$ Display the literal character "$".
% Percentage. The value is multiplied by 100 and a percent sign is

appended.

Decimal Places
Allows the number of decimal places for numbers sizes that allow fractions, it has no effect

on other numbers. - .

Field Mame Data Type Descripkion =
| InvvciceMumber Mumber Invoice Mumber I
TreatmentCode Texk Treatment Code
Arnounk Currency Treatment Amount
TreatrentMotes Mermno Enter any comments regarding this treatment.

Field Properties

General | Lookup |
Field Size Long Integer
Faormat Standard T2 Ul

. digits ta the right
Decimal Places Ak = of the decimdl
Input Mask. separator, Select
Caption 0 "Auka" if you
Default Yalue 1 warit the Format
‘alidation Rule 2 ko determine the
Yalidation Text 3 number af
Required 4 places, Press F1

5 For help an

Indexed & - decimal places.

& tblVisitLineltems : Table -10) %

Field Mame Data Tvpe Description E

Input Mask is not used with numbers.

P | Invaicelumber Hurnber Invoice Number |
TreatmentCode Text Treatment Code
Arnounk Currency Treatment Armount
TreatmentMotes Merno Enter ary comments regarding this treatment.

Field Properties

General | Lookup |

Field Size Long Integer

Farmat Standard

Decimal Places Auto

Input Mask

c E - =] A pattern far &l

Minput Mask Wizard <)l datatobe
entered in this

W _ . . field

W The Input M ask ‘Wizard only works with Test or Date field types.

R

I

Caption, Default Value, Validation rule,
Validation Text follow the same rules as Text Fields, but must meet the criteria of the field
size. i.e. text can not be the default value for a number field.

Validation rule — individual numbers may be entered, or a range. i.e. Between 5 and 25
or <100.

Date/Time
Date and time values for the years 100 through 9999. 8 b EE AR I - 0]~
Field Name Data Type Description | *
6 321";5' e —
[ | InvvoiceMumber AutoMumber d

Field Properties

| ' |
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Setting Description
General (Default) If the value is a
Date date only, no time is

displayed; if the value is
a time only, no date is
displayed. This setting is
a combination of the
Short Date and Long
Time settings.
Examples: 4/3/93,
05:34:00 PM, and
4/3/93 05:34:00 PM.

Long Date Day of week, month, day date, year with four digits.
Medium Military date format. Day, month, year

Date

Short Date Month, day, 2 digit year.

Note: MS Access 97 stores four digits for the year. If only two
digits are keyed, MS Access 97 has to guess as to the first two
digits. The formula it uses is as follows:
30-99 = 1930 — 1999
00-29 = 2000 - 2029
le. 11/3/21 = November 3, 2021

1/5/30 = January 5, 1930

Long Time Hour, minute, second, am or pm
Medium Hour, minute, am or pm

Time

Short Time Military time (24 hour clock) hour, minute

Masking can be used for ease of data entry. An operator can be forced to enter a four digit

year by placing four zeros instead of two in the mask.
Figld Mame Data Type Description [~
Animal Mumber
i.e. 99/99/00;0;_ can be changed to 99/99/0000;0; ?ate. - Date/Tine Date of visit
Note: the format does not have to be set to use the T =l
masking, but if a format is set, do not set an Input Mask
. . . General | Lookup I
that will conflict with the format. Format Shart Date
InpuI.: Mask. 99/99000;0; ||
i.e. do not set format to be long date and the input mask Dbt value
H Yalidation Rule
to be Short time. walidation Text
Required Mo
Indexed Mo
Caption, Default Value, Validation rule, Validation
Text follow the same rules as Text Fields, but must meet
the criteria of the field size. i.e. text can not be the

7
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default value for a number field.

Default Value can be set to =NOW() to bring in the current date and time.

Currency
Currency values and numeric data used in mathematical calculations involving data with one
to four decimal places. Accurate to 15 digits on the left side of the decimal separator and to
4 digits on the right side. 8 bytes.

Follows the same rules as numbers for field properties.

AutoNumber
A unique sequential (incremented by 1) number or random number assigned by Microsoft
Access whenever a new record is added to a table.

AutoNumber fields can't be updated.

An Auto Number is treated as an integer for purposes of properties and relationships.

Yes/No
Yes and No values and fields that contain only one
of two values (Yes/No, True/False, or On/Off). 1
bIt Field Mame Data Tvpe Description |+
. [rak Date/Ti Date of Wisit
InaVDBiceNumber AStENLIlTnEer s —I
[ #| FollowUpRequired ves/Mo sit needed? _l
Note: Yes/True/On = -1, No/False/Off = 0 Field Praperties
General | Lookup |
Format Yes/MNo =
Caption True)False True
Defaulk Yalue
Yalidation Rule OO on
Walidation Text
Required Mo
Indexed Mo
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OLE Object
An object (such as a Microsoft Excel spreadsheet, a Microsoft Word document, graphics,
sounds, or other binary data) linked to or embedded in a Microsoft Access table. Upto 1l

gigabyte (limited by available disk space) T
' Field Mame Data Type Description B
TelephoneNumber Text Use the owner's telephone number

[% | animalMumber AutoMumber

|| animalType Text Enter the bype of animal. i.e. cat, dog, bi
|| animalame Text Animal Name
|| Datecfsirth Date)Time Animal Date of Birth
|| animalPicture OLE Object] =1l Place a picture of the animal here, ;l
Field Properties
General | Lookup |
Feaired o s
determines
the kind of
wvalues that
i
field. Press
F1 Far help
on data
types,
To insert the object into the record, right click on the field. From AnimalPicture|
the menu, choose Insert Object. '
v¥ Filker By Selectian
Filker Excluding Selestion
Eiletr For:
. Remove Filker/Sork
%l Sork scending
El Sork Descending
dht (it
Copy
E Paske
In the dialog box that appears, choose the type of file to create, Insert Object...
or choose Create from File to pull in a copy of an existing file. o=l .
Insert Object

el

adobe PhokoDeluxe Image

Bitmap Image Cancel |
Corel Photo House Document

Corel Presentations § Chart

Corel Presentations & Crawing

Corel Quattro Pro & Chart

Corel Quattro Pro & Motebook ;l [ Display as Icon

™ Create fram Eile

Result
Inserts a new Adobe PhotoDeluxe Image object

inko vour document,
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Hyperlink
Text or combinations of text and numbers stored as text and used |TelephoneNun OwneiEMail l
as a hyperlink address. A hyperlink address can have up to three 7571 4723505 | EEPREREERTN

parts: display text ¥ the text that appears in a field or control "% Fiter By Selection
address % the path to a file (UNC path) or page (URL).sub  Filter Excluding Selection
address % a location within the file or page. The easiest way to ol ey e

insert a hyperlink address in a field or control is to click Hyperlink WK Remove Filter/Sort
on the Insert menu. Each part of the three parts of a Hyperlink
data type can contain up to 2048 characters.

Hyperlinks can be to web address or to files stored on an

%l Stk Ascending
El stk Deseending

accessible drive. b Cut
. . . . Copy
To change an entered hyperlink, right click on the hyperlink. B past
Paste
From the menu choose Hyperlink, Edit Hyperlink.
Insert @hject, .
% Edit: Hyperlink. ..

Qpen

Cipen in Mew Window
Copy Hyperlink,
fdd to Favorites.
Display Text: Breed Description

Remove Hyperlink

In the dialog box make the desired changes.

Edit Hyperlink K E

Texk ko display: IBreed Description ScreenTip. .. |

Type the file or Web page name:

| 1 I Home! Breed Description, doc
SEAUNEIENE O select From list: Brawse For:

el P https:ffemsc.nawvyfou. orgicgi-bingiFsewac = File... |
& Recent o e, usps.gov) —
Files hiktp: f v, askjesves.comi web Page. .. |
http: f e, vahooligans. camf —
Object in This Browsed |kt ffue, cnn, com/
Database Pages http: f fwvs, hatmail.comf

hittps f v, sony  camyf
hittps f i, birkenstock, com

4y Inserted
i Links hittpe: v, acowhse, com
Lo |kt  mokorcycle-superstore, com) =|  Bookmark... |

Create Mew

Page

=

E-mail Address

Remaove Link 0Ok I Cancel

L

10
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Lookup Wizard
Creates a field that allows you to choose a value from another table or from a list of values

by using a list box or combo box. E thlVisilLineltems : Table = S
Clicking this option starts the Lookup Field Hlame Data Type Description -
. . . InvoiceMumber Murnber Irvoice Nurnber I
Wizard, which creates a Lookup field. TreatmentCode = =] Treatment Code
H Amounk Currency Treatment Amount
After yOU Complete the leard’ TreatmenkMaobes Memo Enter any comments regarding this treatmer
Microsoft Access sets the data type
based on the values selected in the =
. . . Field Properties
wizard. The same size as the primary
key field used to perform the lookup, SEIEEE B
. Display Control Carmbo Box
typ|Ca”y 4 byte Row Source Type Table/Query
Row Source SELECT [tbiTreatmentCodes].[Treatments The data type
Baund Calumn 1 determines the
Colurnn Count 1 kind of values
Calumn He.ads N.'.: Hl?gﬁ:ﬁﬁﬁ:n
E'Dl”;“n Widths ; figld. Press F1
ist Rows for hel
List Width 1" dDarta ?yppgg.
Lirnit T Lisk Mo
tLineltems : Table

:eHumhe|TreatmentEnd A
.00 &gl =
1.00)| clip
1 00| exam
2.00/(groom
3 0o | meds

4.00

5 10 shots
b.00 shot

11
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Importing Data

Data that was created in another database, spreadsheet, or text file can be imported into an
MS Access database.

To import data, from the menu choose File, Get External Data, Import.

File Edit View Insert Tools ‘Window Help

Chr4+-0 I
-
oo |

*[E Link Tables. ..

In the dialog box that appears, choose the desired file.

Import

Lok in: ID 35_Files d & |® b - Tools -

People.xls
trashout bwo (23, xls

Favorites

ﬁ File name: I

‘web Folders

o

- Cancel |
*ndag* mdes *ad<

¥

Impork

Files of type: IMicrosoFt Excel (*,xls)

[Microsoft Aecess (*.mdb:*. adp:*. rdw;

ACE Cls )
Text Files {*.bxt;* cav;* kab;*, asc)
Exchangel)
Cutlook)
Lokus 1-2-3 (*.wk*) =

Note: be sure to change the file type to the desired file so that the files will show in the dialog
box.

The wizard that appears will have screens appropriate for the type of file chosen to be
imported.

12



g)roliceyer gnc

MS Access: Advanced Tables and Queries
Link Tables

Tables can be linked from one database to another, or from an external file, such as an MS
Excel spreadsheet.

To create a linked table, from within the database choose File, Get External Data, Link
Tables.

JEiIe Edit Yew Insert Tools ‘Window Help
ﬁ-gpen...

J o |

A dialog box will appear. Choose the type of data source to be linked.

Link

7] x|
Look in: I[:I 55_Files d - | & X - Tools «
People.xls
e
" trashout bwo {23, x1s

ﬁ

My Documments

L+ §

Favarites

File: parme:

=l = Link I
Files of type:

Microsaft Excel {*,xls)

- Cancel |

Microsoft fccess (. mdb:*, adp:*,
iMicrosaft Exccel (s

Texk Files (*.bxk;* csv;* baby*. asc) |
Exchange()

Qutlonk)
Paradoyx (*.dhb)

Find the file, then choose the Link button. A wizard will appear with the steps to link the data
source.

Note: many properties of a linked table can not be changed. Data changed in the linked
table will be changed in the data source.

13
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Queries
Calculations

Calculations can be done in a query by creating a new field name in the query.

Note: this field will
display only, the
information will not
be stored back into

= Query1 : Select Query

the table. 'l.l'l.l'ldgEtNlebE
WidgetColor
\WidgetShape

Give the field a name WidgetQy

w
followed by a colon. < s
Put field names in Field: |widgetGhy Widgetyalue Tokalvalue: [WidgetQby ¥ Widgetvalue] 2
Table: |thhwidgets kblwidgets
the square brackets. Sark:
Shawa:
Criteria:
Symbols for math or: v
are: £ 3
N = powers
* = multiply
/ = division
+ = additions

- = subtraction
Parenthesis can be used in the equation.

Concatenate Fields
To combine two fields such as first and last name concatenation is need.
To concatenate two fields into one, create a new field in the query.
New field name is followed by a colon.
Each field name to concatenate is put in square brackets.
Use a & to actually concatenate the fields.
Put additional text in quotes. ie the space between first and last name.

FullName: [FirstName]&” “&[LastName]

14
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Make Table Query
A Make Table Query creates a new table copying data from an existing table based on
criteria.

To create an Make Table Query, first create a simple query with the criteria desired. Check
the query to verify it is pulling the desired records.

From the menu choose Query, Make Table Query. Query Took Window Help

{h@ Show Table. .,

Select Query

ﬂ Make-Table Query...

A dialog box will appear. Enter the name of the table to be ~ #* Update Query

created. %! Append Cuery...

Make Table K E

—Make Mew Table
Table Mame: Itl:ul.ﬁ.rchive| j

Cancel

i

¥ Current Database

¢ another Database:

File fames
To run the make table query:
from the design view, choose the run
button on the toolbar
from a closed query, open the query.
A message will appear . L
Microsoft Access

indicating that the query will

create a new table and the You are about to paste 11 row(s) into a new table.

number of rows in the table..
Cnce you click Yes, wou can't use the Undo command to reverse the changes,

Are you sure wou wank ko creake a new table with the selected records?

15
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Append Query

An Append Query adds records to a table copying data from an existing table based on
criteria.

To create an Append Query, first create a simple query with the criteria desired. Check the
query to verify it is pulling the desired records.
Query Tools Window Help

From the menu choose Query, Append Query. "B Show Table...

Select Quersy

E Make-Table Query. ..
1 Update Query

A dialog box will appear. Enter the name of the table to be

appended . Parameters. ..
Appenrd  HE| s
—Append To Ok
Table Mame: | de]Tgelgli= j p—

& Current Da kblwners
¢ another DA thITreatmentCodes
= thlvisitLineltems

e ames |kblvisits

To run the append table

query:
from the design view, choose the run button on the toolbar
from a closed query, open the query.

A message will appear indicating that the query will append rows to a table and the number
of rows to be added..

Microsoft Access |

You are ahout to append 4 row(s).

& once you click Yes, wou can't use the Undo command ko reverse the changes.,
Are you sure you wank ko append the selected rows?

16
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Delete Query
A Delete Query removes records from a table based on criteria.

To create a Delete Query, first create a simple query with the criteria desired. Check the
query to verify it is pulling the desired records.

From the menu choose Query, Delete Query. Ouery Tooks Window Help
H‘}E Shaow Table. .,

Select Query

B! Make-Table Query...
21 Update Query

g1 Append Query...,
Fad] Delete Query

Parameters. ..

bt
W

To run the delete query:
from the design view, choose the run button on the toolbar
from a closed query, open the query.

A message will appear indicating that the query will delete rows in the table and the number
of rows to be deleted.

Microsoft Access |

You are about to delete 4 row(s) from the specified table.

Cnce you click Yes, wou can't use the Undo command to reverse the changes,
Are you sure you wank to delete the selected records?

17
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Update Query
An Update Query allows information to be changed throughout a table based on criteria.

To create an Update Query, first create a simple query with the criteria desired. Check the
query to verify it is pulling the desired

records. Edit Wew Insert | Query Tools ‘Window Help
| (] |% & “‘H‘} Show Tahble. .
From the menu choose Query, Update ﬁﬁelect Query
Query. : FH Crosstah Query
E I'_'r' Make-Table Query. ..
_|:||:|:||'|-I ey
'|' ! append Query, ..
Invoiceh 71 Delete Ouery
Treatme
Amaunk Parameters. .,
Treatme -
J |
Field: |InvaoiceMumber TreatmentCode
Table: |thlvisitLineItemns tblVisitLineltems
Sork:
Shiow:
Criteria: "shots"
: nr:
The Update To line will appear in the design il [e—— —

. H My oICEMUmMber redatmenti_ode
grid. Enter the update value. Table: [thlvisitLineltems thlvisitLineItems
Note: When the query is switched to the '-'F'f';ffelg ::SEDE",,
datasheet view, only the field to be updated o o
will appear.

To run the update query: !

from the design view, choose the run button on the toolbar

from a closed query, open the query.

A message will appear Microsoft Access |
indicating that the query

will update the table. You are about to update 2 row(s).

once you click Yes, wou can't use the Undo command ko reverse the changes.,
Are you sure you wankt ko update these records?

18
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Crosstab Query
A Crosstab Query is used to create a view of data in a compact form.

MNew Query |

Desu;n Wiga

To create a Crosstab Query, create a new
guery using the Crosstab Query Wizard.

Fre

Flnu:l Dupllcates Query Wizard
Find Unmatched Guery Wizard

This wizard creates a
crosskab query that displays
data in a compack,
spreadsheet-like Format.

The wizard will start prompting for the
information needed to create the query.

I

Crosstab Query Wizard

‘which table or query contains the
Fields you want for the crosstab query
resulks?

Zancel

Choose the table or query upon which the query is to
be based.

thlanimals

thlarchive
thiCwners
thlTreatmentCodes

To includs Fields from more than one thiisits
table, create a query containing all the

figlds you need and then use this

query to make the crosstab query.

Vew
’1’-‘ Tables . Queries  Both ‘

| [neaders [Headerz [neaders |

[TOTAL

A el | Hext > I

2o |

|

Choose the fields to be used for the row headings,
then choose the fields for the column headings.

Crosstab Query Wizard Crosstab Query Wizard

Which fields' walues do you want as
raw headings?

Vou can select Up to three fields,

Select fields in the order you want

infermation sorted. For example, you

could sort and group values by
Country and then Region,

Available Fields: Selected Fields:

Arnount.

el el

InvoiceNumb|vieader1 _|Headerz  [neaders |
jIrvicehlumber JTOTAL
lInvoiceMumberd

firvciceRumber:
[invoicehumber:

st

< Back I et > I

cret|

Choose the field for the calculation, and the type of

calculation.

19

which field's values do you want as

column headings? Amount

For example, you would select
Employee Name to see each
employee’s name as a column heading.

InvoiceNumb| TreatmentCa| TreatmentCe| TreatmentCa|

[Irwoicehumber [TOTAL

[Irwoicehumberd
[Irwoicehumber.
[frwoicenumberd

< Back I Hext > I

| 5|

Crosstab Ouery Wizard

What number do you want calculated For Fields: Functions:

earch colurn and row intersection?

For example, you could caleulate the sum
of the field Order Amount for eath
employe (column) by country and region
(roui).

Do you wank to summarize each row?

[V ves, indlude row surns.

InvoiceNumb|

TreatmentCa TreatmentCc| TreatmentCal

[irvoicehumber 5um(Amount)

firvcicehumberd
lInvoicehumber
jinvoiceumber:

< Back I Next > I

Caneel | il |
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Find Unmatched Query
A Find Unmatched Query checks the records of one
table/query against another looking for unmatched
records.

To create a Find Unmatched Query, create a new query
using the Find Unmatched Query Wizard.

The wizard will start prompting for the information
needed to create the query.

Choose the table or query that has the records that may
not have matches in the next table or query selected.

Choose the table or query that has the records that the
first table should be matching.

Choose the field(s) that should match.

Choose the field(s) that are to display if an unmatched is
found.

20

Dresign Yiew

Find Duplicakes

This wizard creates a query
that finds records (rows) in
one table that have no
related records in another
kable.

[ ox ]

Simple Query Wizard
Crosskab Query Wizard

ILEL

Find Unmat ched Query '

Cancel

Find Unmatched Query Wizard

The g
nor

¥ you create wil st records in the table you
recon dect on the nex

select below that have
t screen. Fi

xxxxxx ofted‘Owneys

I
thlanimals

thiTreatmentCodes
thlvisitLineltems
Eblvisits

uer,
F elated records in the table you selec
2 ou can find customers that have no orders,
iz
+
Wi el o e A e e i vy sl
Sl
|

Find Unmatched Query Wizard

Wihich kable or query contains the related records?

thlArchive
thiTreatmentCades
thivisitLineTtems
thivisits

=
For example, if you've already selected customers and you're looking for
m cstamers wihou: crdars you woud hoass Orcers here,
1=

Find Unmatched Query Wizard

what piece of information is in both tables?

Fields in 'thlowners" : Fields in 't

Fer example, & Customers and an Orders table may both have a
CustomerID field. Matching fiekis may have different names.
Select the matching Field in 2ach Eable and then click the <= buttan,
=
=

blAnimals’ :

FirstName el umber
Lasthame AnimalNumber
wwwwwwwww
nimaliame
DiateCfBirth
Makching Fieds: | Telephonzhiumber <= TelephaneNumber |

Cancel | < Back I Mext > I Finish |

Find Unmatiched Query Wizard

hat: fields do you wank to see in the query results?

Available fields: Selected fields:

Firsthame

Lasthlame

ol L




Find Duplicate Query
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A Find Duplicate Query checks the records of one table/query against another looking for

duplicate records.

To create a Find Duplicate Query, create a new query
using the Find Duplicate Query Wizard.

The wizard will start prompting for the information needed

to create the query.

Choose the table or query that may have duplicates.

Choose the fields that are to be checked for duplicates.

Choose the fields to display if a duplicate is found.

21

New Query

Design Views
Sirmple Query Wizard
Crosstab Query Wizard

Ciery Wiz ard
This wizard creates a query Query Wizard
thak finds records with
duplicate field values in a
single table or query,

oK I Cancel

Find Duplicates Query Wizard

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

For example, to Find cities with mare than one customer you would
choose a Customer table below.

ImportedOwners
thlanimals
thlarchive

thiTreatmentCodes
thivisitLineTtems
thivisits

View
’76 Tables © Queries £ Both ‘

Cancel = Back I Mext = I FiRir

Find Duplicates Query Wizard

which fields might contain duplicate information?

For example, IF you are laoking For cities with more than one customer, you
would choose City and Region fislds here,

Available Fields: Duplicate-value fields:

PRy )

FirstMame

TelephoneNumber

=
=
=

Cancel < Back. I Mext = I Finish

Find Duplicates Query Wizard

Do you want the query to show Fields in addition to thase with duplicate values?

-

For example, if you chose ta look For duplicate City values, you could chaoose
CustomerMame and Address here,

NN -

Available fields: Additional query fields:

Addressl City

TelephoneMurnber

[
=

Cancel < Back I Mext > I Einish




