3. Queries

A “Query” lets you look at data in an organized manner. If you wanted to look at just cats, and sort them alphabetically, you would develop a query. 

Start by going to your main screen, and bringing the Queries tab to the front.
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Now we need to select the fields that are going to be actually printed out. 




If you wish to change the title, do so.  Make sure the rest of the form looks like the screen above.
Here's the result:

When you click Finish, the query appears. However, something doesn’t look right. You have the correct fields appearing, but you have all the animals, and they’re not sorted. So close it, by clicking on the inside (, then go to the Query tab and click Design. 


 The Design View for this query looks like this:

Follow these steps:

· Type “Cats” in the Criteria row under the Category field.  If you try “Cat” it won’t work, as it has to match the data completely.

· Click in the Sort row under the Description field.  A small arrow for a drop down box will appear.   Click on it and choose Ascending.  This means your descriptions will be listed from least to greatest, or from “A” to “Z" alphabetically. *
· Close this view by clicking in the inner (, and choose Yes to save changes.

· Now you're back at the Query tab.  Rename the query “CatsQuery.”  Do this by right clicking the title "Table1 Query" and choosing Rename. 

· Finally, select "CatsQuery" and click the Open button to see a table of cats, listed in the alphabetical order of their descriptions.

(*Note:  You can only check the Sort row for one of your fields.  The choice of field you make in the query will control the list order in the report you produce in Lesson 4 of this tutorial.  For example: if you include the field "PetID" and choose this field in the sort row, your report will list the records in the order of the ID numbers.  If you include and choose the field "Supplier," your records will be ordered alphabetically by the names of companies who supply the pets.)


Repeat the steps carefully, noting that in the first Simple Query Wizard box, you must select the name of your original table--Table: Table1--or else you will open the last query that you created, instead of your complete table of data.


Review of steps: 


1. At the Queries tab: Select New 

2. At the New Query box: Select Simple Query Wizard
3. At the Simple Query Wizard: Select Table: Table1 and your chosen Fields
4. Select Detail, Next,  rename if desired, and Finish
5. At the Table Query: Carefully close only the data table

6. Back at the Queries tab: select Table1Query and click on Design

7. At the Design View for the query, choose Ascending for one field

8. Key in the exact  name of the category

9. Carefully close only the query data table and save changes

10. Rename the new query (the critter's name) and click Open to view it
Click Detail.


Click Next.





Click here





Don't click here!!





Highlight Table1 Query then click on Design. 


[Remember: Choosing the correct button is very important at this step.]





Click New.  


[Note: Pay attention to which of these three buttons to select in later steps.]





You'll get this screen:





Highlight Simple Query Wizard and press OK








Click here to select





We’re not going to choose all the fields, but instead we’ll choose just 4 fields to include in our query.


Click on Category, Description, In Stock, and Price.  After each selection, click on the  > to select it.  Click Next.








Click Finish





Select Table: Table1 to open your full database





Choose a table or query--if it's your first query only your data table will be listed.





LESSON 3 ASSIGNMENT: 


Produce queries for TWO other categories of critters in your Pet Store database. 


For each: 	


Choose 4 fields


Use a slightly different group of fields 


Include at least 1 field that is a quantity field


In the Design View, apply Ascending order to 1 field 


To Print and turn in: Open your file called DBLesson1_3.doc.  Place your cursor under the paragraph you wrote for Lesson 1.  Keeping the Word document open, return to your database Query tab.  Open a query and go to Edit ( Select All Records, then copy and paste the table into your Word document.  Copy your second query beneath your first one in the word document.  Save and print a copy for your teacher.








Sort row





Criteria row 
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