PROCEDURES FOR DESIGNING QUERIES BASED ON TABLES USING LOOKUPS

CASE 1: THE TABLE FIELD HAS A DATA TYPE OF “NUMBER”

· This situation arises when you’ve used the Lookup Wizard to build a combo box to lookup values in a table that has a numeric primary key (ID number).

· In this case, the wizard builds a lookup to the primary key and stores numeric values in the table field, even though it appears that text values are in the table field.

· If you want to design a query from scratch (in Design View) that refers to this field in the table, you must actually build a “join” (a relation) in your query that explicitly represents the connection from this field to the table containing the lookup values.

· Here’s how:

1. From the Queries section of the Database Window, double-click on Create Query in Design View

2. Click on the table that contains the data to be selected (filtered) by the query, and click the Add button.

3. Click on the table that contains the lookup values provided to the first table (via the combo box), and click the Add button.

4. NOTE: If another field from the first table also has a combo lookup to the second table, you’ll need to repeat step 3.  This will add a second version of the second table (called XXX_1) to the query design.

5. Now, click the Close button on the Show Table window.

6. NOTE: In the Query Design window, the first table should show up on the left, and is referred to as the LEFT table.  The second table should show up on the right, and is referred to as the RIGHT table.

7. Draw a “join”.  Click-and-drag from the field with the combo box in the LEFT table to the numeric primary key field in the RIGHT table.  This will draw a line between these two fields.

8. Adjust the join properties.  Double-click on this line to bring up the Join Properties window.  In this window, select option 2, which says to include ALL records from the LEFT table (and only those records from the RIGHT table where the fields are equal).  Then click OK.  You will now see that the line is an arrow pointing from the LEFT table to the RIGHT table’s primary key.

9. NOTE: If you did Step 4, then you’ll need to do Steps 7 and 8 from the other field in the LEFT table to the other RIGHT table (XXX_1).

10. Now, build your query—drag the fields from the LEFT table onto the query design grid.  However…
11. …don’t drag the field from the LEFT table that has a join to the RIGHT table.  Instead, drag the field from the RIGHT table that contains the text lookup values.  But…
12. …be careful!  Don’t drag the numeric primary key field from the RIGHT table (even though this is the one that has the join going to it).  No!  Drag the other field, the one that provides the text values used by the LEFT table field’s combo box.

13. Now complete the design of the query (add criteria, groupings, etc.)

CASE 2: THE TABLE FIELD HAS A DATA TYPE OF “TEXT”

· This is much easier to work with.  Here’s the procedure:

1. From the Queries section of the Database Window, double-click on Create Query in Design View

2. Click on the table that contains the data to be selected (filtered) by the query, and click the Add button.

3. Now, click the Close button on the Show Table window.

4. Click and drag the fields you need from the table onto the query design grid.

5. Now complete the design of the query (add criteria, groupings, etc.)

