Chapter 03: Retrieve Database Information

Create an Update Query

You can use an Update Query to change the data in your tables, and you can use an
update query to enter criteria to specify which rows should be updated. An update query
provides you an opportunity to review the updated data before you perform the update.
Let us go to the Create tab again and click Query Design.
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In the Tables tab, on the Show Table dialog box, double-click on the tblEmployees table
and then close the dialog box.
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On the Design tab, in the Query Type group, click Update and double-click on the field
in which you want to update the value. Let us say we want to update the FirstName of
“Rex” to “Max”.
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In the Update row of the Design grid, enter the updated value and in Criteria row add
the original value which you want to be updated and run the query. This will display the

confirmation message.

i Microsoft Access X

You are about to update 1 row(s).

Once you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to update these records?

Yes No

Click Yes and go to Datasheet View and you will see the first record — FirstName is
updated to “Max” now.
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Create a Delete Query

You can use a delete query to delete data from your tables, and you can use a delete
query to enter criteria to specify which rows should be deleted. A Delete Query provides
you an opportunity to review the rows that will be deleted before you perform the
deletion. Let us go to the Create tab again and click Query Design.
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In the Tables tab on the Show Table dialog box, double-click the tblEmployees table
and then close the dialog box.
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On the Design tab, in the Query Type group, click Delete and double-click on
the EmployeelD.
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In the Criteria row of the Design Grid, type 11. Here we want to delete an employee

whose EmployeelD is 11.
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Let us now run the query. This query will display the confirmation message.



Microsoft Access X

You are about to delete 1 row(s) from the specified table.

! Once you click Yes, you can't use the Undo command to reverse the changes.
' Are you sure you want to delete the selected records?

Show Help >>

] | w

Click Yes and go to your Datasheet View and you will see that the specified employee
record is deleted now.
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Create a Make Table Query

You can use a make-table query to create a new table from data that is stored in other
tables. Let us go to the Create tab again and click Query Design.



Show Table 7 X

Tables Queries Both

In the Tables tab, on the Show Table dialog box, double-click the tblEmployees table
and then close the dialog box.
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Select all those fields which you want to copy to another table.
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In the Query Type, select the Make Table option button.



- =]

e 1 Database- C\Users\Muhammad Wagas'\ Documents

ome Create Edernal Dota Databaze Tools Design Tell me % you want to ¢ Mubammaed Waqes

Ln ' r—‘D J +' /' F= l O Urion 1+— %= InsenFows 3" insent Columns Z f [ Property Sheet
t . i X 3 o -[7
vy Ny o > = X WD Pass-Thiough > X Uelete Hows X Dedete Columes & BT&ICN“
View Run Select Meke Append Update Cronstab Delete Show . Totals Patamnetars
3 Table b4 Data Definition Table \ Ezalde 2 Retures ANl .
Resuny Query hpe Query Setup howrede -~
» ]j) Query2 x
thifmployee =
¥ Emgloyeeld -
FiritName
LastName
address!
Address2
Cy
State
op
Prane
p PreeType
' Eman
3 -
2 JobTtie .
g q ;
Field: | EmployeelD FustNare LastMame JobTitse Address! Adaress) v Emar
Todie: | 18E * ¥ S Emetoy P 1€
Sort
Show: 2 2 & 1% %] “ O
Centenx
o
‘ ’
Ready Nom Lock H = e

You will see the following dialog box. Enter the name of the new table you want to
create and click OK.
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Now run your query.
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You will now see the following message.
Microsoft Access X
You are about to paste 9 row(s) into a new table.
! Once you click Yes, you can't use the Undo command to reverse the changes,
' Are you sure you want to create a new table with the selected records?
Pyes | | No

Click Yes and you will see a new table created in the navigation pane.
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