Handout 4

Carrying out Searches and Queries to solve problems.

Ways to search for information include:


Use of Find – This finds one item at atime and will move on to the next one it finds.


Use of Filter – This searches to find all the details in the table with a common name.


Use of Query – This allows for complex searches and multiple searches to solve a problem.

Examples of each described below.
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Applying a Filter

FILTER
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Carrying out a Query

To search for more complex solutions it is easy to use the Query from the Database List.
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Use the Query Wizard to help you set up your query.
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An example to search for all the events in Nitro for 18th Birthday parties only. I only need the Event Code Event Type and the Venue I do not need the other details.

Step 1

Open the query using the wizard and choose the events table.

Step 2

From the Event Table Listing choose:

 Event Code

Event Type

Venue 
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Using the Criteria Box. This allows you to only search for your chosen search. In this case all 18th Birthday parties in Nitro.
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1. Applies the Filter when the appropriate name is highlighted





2. Removing a Filter and seeing the full table.
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Note: That you have been using the table layout to conduct these type of searches. 
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Carrying out Queries
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Next
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Give the Query a suitable Name





Modify the Query and Finish
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Your Query should look like this
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Allows you to view you findings
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