QUERIES AND FORMS

The design view of a Filter is pictured below.  Get used to this view because it is also the same as design view of a query which you will be using quite a bit.
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Queries Continued: 
Queries are very similar to a Filter/Sort with two differences.  The first difference is that queries allow you to ask more specific questions about your data.  For example, if you needed to find duplicate records you could only do that with a query not a filter.  The second difference is that you can save your queries for later use.  The Query design window is pictured below:
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There are several different types of Queries you can create.  The most common queries are the “Select” and the “Calculation” query.  The Select query allows the user to select specific records from a table and manipulate the data.  

To create a new query do the following:
· Go to the Query object tab in the database window and click on the NEW button.


· From the dialogue box choose the New Query button


· Add the table that you want to query to the grid using the following dialogue box:


[image: image3.png]=| Add Table

Table/Query: Add

Current Pay Rates.
Employee Rates
Hours and Rates
Input Rates and Hours
Pay Rates

Proiected New Rates
[Xinput Rates and Hours
[Xmy Rates and Hours
Xprojected New Rates

View
@ Tables O Queries O Both





Adding fields to the QBE Grid:


1. Choose the field from the Field row in the QBE Grid.


2. Choose the field from the Field List and drag down to an empty cell on the QBE grid.


3. Double click on each field individually and it will automatically be added to the grid.


4. Click on the first field you want to add, press and hold the <SHIFT> Key, click on the last field you want to add  (this will select all of your fields). Then click and drag down to the first blank cell of the QBE grid.


Once you’ve added your fields and criteria you can run your query.  Your run button looks like this:
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To make your query more specific you can use numeric operators and conditions.  Listed below are the numeric operators that Access accepts:

	Operator
	Meaning

	<
	Less than

	>
	Greater than

	=
	Equal t

	<=
	Less than or equal to

	=>
	Greater than or equal to

	<>
	Not equal to


With these operators you can create conditions.  The two most common conditions are “AND” and “OR”.  With an “AND” condition you can have criteria in multiple fields or multiple criteria in one field.  For example, if you need a list of all the people who work in Marketing Department and who make less than $25.00 an hour that would be creating an “AND” condition.  When you have multiple criteria in one field, that becomes a Between condition.  This is used when you want to see all employees who make between 10 and 20 dollars, because the word “and” is used in this statement it is considered an “AND” condition.

An “OR” condition is used when you want to meet two specific criteria at the same time.  For example if you want all the records that have the city as Boston and all the records for the city of Worcester that would be an “OR” condition because it needs to meet both criteria.

Other conditions you may use would be an “IS” and a “LIKE”:

· The “IS” condition is used to determine if the value in the criteria field meets a certain condition such as Is Null if a field is empty or Is Not Null if a field contains a value.


· The “LIKE” condition is used to compare values in a table to a specific criterion for example Like MK if you want to find the department code for Marketing.

In Access there are only two places where you can create a calculation, a query and a form.  You can perform only horizontal calculations in Access.  

To create a calculated field do the following:
1. Click in a blank field cell.

2. Type in calculation.

When creating a calculation in Access there are certain rules you must follow in order for it to work correctly.

· Any calculation involving fields must be enclosed in square brackets. For example if you wanted to create a calculation for Gross Pay you would multiply the fields Pay Rate and Hours.  You calculation would look like this:  [Pay Rate]*[Hours]


· Any calculation involving text would have to enclosed in quotes


· Any calculation involving a number doesn’t need any special characters.  For example, if a person’s pay rate were to be increased by 6%, the calculation would look like this:  [Pay Rate]*1.06.

Creating and Using Forms
A form is where you see a view of one record at a time.  It allows you to customize the way the data in the table is displayed.  Forms are used for data entry, to make it less confusing when entering large amounts of data.  To create a new form do the following:

1. Click on the form object tab.


2. Click on the new button.


3. In the dialogue box choose a table or a query to base the form on:
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4. Click on the Form Wizards button and follow the steps in the wizard.

Modifying a Forms Design
Fields from your table that have been added to your form are know as bound controls.  You can move, size, and delete any of the controls.  You can also add your own controls using the Toolbox feature and change the color of your forms by using the Palette feature:
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Creating and Using Reports
Reports are the finished product of you database.  They are what is printed after you’ve created and manipulated all of your other objects.  Reports can only be seen in two views Print Preview and Design View.  To create a report do the following:

1. Click on the Report object tab.


2. Choose a table or query to base your report on:
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3. Click on the Report Wizards button.


4. Follow the steps in the Wizard.

Creating a New Database
To create a new database from the File menu choose New Database.  Give the Database a name and click on OK.  Start creating your objects as needed.
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