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A major advantage to Database management system such as Access is the ability to ask questions of the database (in the form of a query) and obtain a set of records (rows) that can be listed in a report or used to create a new table or listed in a form.

Access provides two primary methods to create queries —

the Query Designer and the 

Query Wizard. 

Regardless of the tool you use, you follow some common steps when you create a select query:

Create a simple Query

1)  Start by choosing a source for the query. A source can be one or more tables (or more queries). The picture shows a table open in the Query Designer.
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2) From the record source (1), select the fields that you want to see in the query. The picture shows fields in the Query Designer, but you do the same thing in the Query Wizard.

3) Add any sorting, filtering, or other selection criteria to your queries. For example, if you use the criteria shown in the example, the query will only return data for assets purchased after May First of 2010. 

Note: You can also use criteria that make a query ask you for input before it runs, and you'll see that later in this course.

4) After you finish adding fields and any selection criteria, run your query to see if it gives you the correct results.
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You can refine your query by adding or removing fields, or by changing your selection criteria until you have just the data you need, and then you can put the query to work. That's next

Exercise









Create the following Queries using the Customer Table created in the previous session.

1) List all Customers from Walsall

2) List the CustomerID, Title, FirstName, Surname and Tel No of Customers in Kidderminster.

Table: Customer


Simple Query








In this example the table chosen is called Assets.





Double click or drag the fields into the columns of the query grid.





(2) Selection Criteria


Sort : allows you to sort the results in order.


Show: select which fields are shown in the result.


Criteria: set a conditional test for each record.
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