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Discover The 

Seven (7) Key Benefits 

Our mission is to provide you the best computer training manuals available, at the very best price.  Discover the Seven (7) key benefits of our CompleteVISUALTM step-by-step computer training manual, and compare them with what is available from our competitors. If you need further information, please contact us at info@computertrainingmanual.com or visit our web site at http://www.computertrainingmanual.com
	Unlimited Printing Rights 

	A single payment for our manuals allows you to print as many copies as you required and distribute the printed copies for use at the designated sites.  Imagine how much money you could save by not having to purchase individual textbooks for each user!
Other courseware: There are many computer training manual providers charge on per-book per -student basis. 

	No Annual Renewal Fees

	You can continue to use any manuals you have purchased for as long as you like. You do not have to pay an annual renewal license to keep using the manuals that you have purchased the rights to! 
Other courseware: You must renew your license for a nominal annual renewal fee after 1 year from the original purchase date.

	Affordable 

	Each comprehensive title only cost you less than US$200, and remembers - UNLIMITED PRINTING RIGHTS! Our manuals are affordable to all categories of computer training, includes commercial training companies, government agencies, internal company training departments, individual setting up their own computer training program, universities, colleges and school student. 
Other courseware: There are other training manuals with unlimited printing rights, but it cost you US$350-850 for each title. 

	Complete Visual Step-by-step

	The first ever-created complete visual manuals, with every single step fully illustrated by colorful diagrams, tables and screen snapshot to show how it looks on screen.  You are unlikely to make mistakes and can even learn without a computer!
Other courseware: Only text instructions with no or only few illustration diagrams for all steps.  You may not able to follow the step closely. 

	Easy To Understand 

	Our computer training manuals are written in non-technical writing style that is easy to understand. Complicated tasks are simplified for easier understanding and reference.  90% of the tasks in each chapter fit into a single page. All tasks are summarized to less than 10 steps with no irrelevant steps.
Other courseware: There are always too many repeating and irrelevant steps involved to perform a simple task.

	Independent and Flexible Hands-on Lessons

	No pre-installed files for all lessons. All lessons in the manuals are independent.  You are flexible to start any chapter you wish without having to finish the previous lessons.
Other courseware: Lessons are totally dependent on pre-installed files and dependent very much on the previous lessons outcome.

	Completely Customizable

	You can remove and rearrange the content of the manuals as you wish.  The table of content and the page numbering are updated automatically.  You can even add your organization's name and logo to help you build a more reputable and professional image.

Other courseware: Many training manual providers claim that their manuals are easy to customize, in fact they are NOT because their lessons and exercises are all interrelated. 
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Evaluation
 Version
All freely downloadable evaluation versions of our manuals are for evaluation purpose only and MUST NOT BE USED FOR TRAINING. All evaluation versions of the manuals can be viewed and printed.

If you would like to purchase the full version of our manuals, please visit http://www.computertrainingmanual.com/order.htm or contact us at order@computertrainingmanual.com for further information.

Send your comments and suggestions to suggestion@computertrainingmanual.com
	Copyright Notice

Copyright (2001 EBook Publishing. All rights reserved. No part of this publication may be reproduced, transmitted, or translated into any language, in any form or by any means, electronically or mechanical, including photocopying, recording, storage in a database or retrieval system, or otherwise, without the prior written permission of EBook Publishing.

Disclaimer

We take great care to ensure the accuracy of these material; however, EBook Publishing makes no warranty, express or implies, including without limitation any warranty concerning the adequacy, accuracy or completeness of such information or material or the results to be obtained from using such information or material. EBook Publishing reserves the right to revise this publication and to make changes in its content at any time, without obligation to notify any person or entity of such revisions or changes.


The CompleteVISUALTM step-by-step computer training manual is specially developed and organized based on the Instructional Design concepts, to ensure the effectiveness of the knowledge transfer.  

Most of the tasks in each chapter are fit into a single page for easy reference.  Most tasks are summarized to less than 10 key steps and accompanied with actual screen illustrations. Every step you go through is practical and relevant. All chapters are independent.  No exercise files need to be installed prior to the training. Therefore, you can start training from any modules that best suit you or your trainees.  However, you are recommended to follow the module sequence that we suggest to optimize your computer learning process.
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	Instructional Actions
	You are asked to

	Click File >> Save.
	Click the File menu to pull down the menu, then click the Save command from the pull down menu.

	Press <Shift>+<Tab>
	Hold down the Shift key while pressing the Tab key on the keyboard.

	Type Photo from Kevin Jeff.
	Type the phase Photo from Kevin Jeff.
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	Creating Advanced And Action Queries
	
	Objectives:

When you have completed these lessons, you will be able to:

· Create Multiple Related Tables Query

· Add Calculated Fields

· Change Field Title Display

· Change Field Display Format

· Combine Text Fields In A Single Column

· Solve Duplicated Field Names Problem

· Group And Summaries Records

· Create Parameter Query

· Create Crosstab Queries

· Create New Table Using Make Table Queries

· Add Records Using Append Queries

· Delete Records Using Delete Queries

· Edit Records Using Update Queries



	


Creating Advanced Queries 

You use queries to display, view, edit, and analyze data in different ways. You can also use them to gather, filter or select records from multiple tables and use the information as source of records for forms, reports, and data access pages. There are a few types of queries in Microsoft Access.

Select Query. A query that retrieves data from one or more tables / queries and displays the results in a datasheet where you can update the records (with some restrictions). You can also use a select query to group or summarize records.  
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Parameter Query. An interactive query, which will prompt you for certain information when it runs.  For example, you can design a parameter query to prompt the users for the minimum sales.  Microsoft Access then retrieves all sales that meet the parameter value.  
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Crosstab Query. A Crosstab query is useful to group and restructure data for analysis purpose.  You determine which 3 fields from a table or a query to be grouped as the Row Heading, Column Heading and Data in a Crosstab query.  The example below shows how the information in a table or query being transformed into a crosstab query.

An output from a table or a query
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An output from a Crosstab query

SQL Query. An SQL query is created using an SQL statement. You can use Structured Query Language (SQL) to query, update, and manage relational databases such as Access. When you create a query in Design view, Access translates query to the equivalent SQL statements behind the scenes. In fact, most query properties in the property sheet in query Design view have equivalent clauses and options available in SQL view.

Action Query. Query that runs to perform an action such as creating a new table, append records, edit records, delete records.  We will discuss action queries in detail later.

Create a new database and import all tables from the Northwind database before you start these lessons.  (Depends on your setup, the Northwind database might be in C:\Programs Files\Microsoft Office\Office\Samples).

	How To Create Multiple Related Tables Query


1. From the Object Bar, click the Queries button.

2. Double-click the Create query in Design view
3. Select the tables to be inserted into the query design.

4. Click the Add button.

5. Double-click the field names, which you want to display in the query.



You can click the Datasheet view button [image: image8.png]


 to see the query output.


	1. From the Object Bar, click the Queries button.
No queries are displayed because this is a new database.
2. In the queries list, double-click the Create query in Design view.
The Show Table dialog box is displayed. You want to create a new query that shows the sales person and the quantity of product being sold by them.
3. Select Employees, Orders and Order Details table into the Query design.
Although you need the information from Employees and Order Details tables, but they are not linked directly.  So, you have to insert the tables that link the both tables in order to get the right result.
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4. Click the Add button.
The three tables are added into the query.
5. In the Employees table, double-click the field First Name. In the Order Details table, double-click the field Quantity.
The fields appear in the design grid as illustrated. You can also drag the field names down into the design grid.
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	How To Add Calculated Fields


1. Open query in design view.

2. Type the formula in the Field row.



You use square brackets [ ]  to indicate it is a field name.


	6. Open the query in design view.
You can edit the previous query or create a new query.
7. In the Field row of the query design view, type the formula [Quantity]*[UnitPrice]*(1-[Discount]).
You can type the formula in a blank new column.
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8. Click the Datasheet view button [image: image12.png]


.
The query output is displayed as shown below.
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9. Click the Design view button [image: image14.png]


.
The query design is displayed.  Microsoft Access made some adjustments to the formula you type in as shown below.
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	How To Change Field Title Display


1. Open query in design view.

2. Type in the new field title to replace Expr1.
3. For non-calculated fields, right-click the field column in the design grid.

4. Click Properties.

5.  In the Caption box, type the new field title.



If you want to see the entire formula, increase the field width or you can click the formula and press <Shift>+<F2> to zoom and displays the formula in a new window.



	10. Open query in design view.
You can edit the previous query or create a new query
11. In the field row, type Sales: to replace Expr1:.
You want to change the formula field title display from ‘Expr1’ to  ‘Sales’. [image: image16.png][FRE [Quantity [[UnitPrice]*(1-{Discourt]
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12. Click the Datasheet view button [image: image18.png]


.
Note that the field title display is changed to ‘Sales’.
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13. Click the Design view button [image: image20.png]


.
Now, you will use Field Properties to change the title display for non-calculated fields.
14. In the design grid, right-click the First Name column. Click Properties from the shortcut menu. 
The Field Properties dialog box is displayed.
15. In the Caption box, type Name. Click Close button [image: image21.png]


.
You want to change the title display to ‘Name’. [image: image22.png]5
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16. Click the Datasheet view button [image: image23.png]


.
The field title display for first name filed is changed from ‘First Name’ to ‘Name’.
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	How To Change Field Display Format


1. Open query in design view.

2. Right-click the field column in the design grid.

3. Click Properties.

4. In the Format box, select the format you want.



	17. Open query in design view.
You can edit the previous query or create a new query
18. In the design grid, right-click the Sales column. Click Properties from the shortcut menu.
The Field Properties dialog box is displayed.
19. Click the Format drop-down arrow and click Currency.
Click close button after you have finished.
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20. Click the Datasheet view button [image: image26.png]


.
The ‘Sales’ display format is changed, as shown below:
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	How To Combine Text Fields In A Single Column


1. Open query in design view.

2. Type the formula using the + sign to combine the text fields, e.g.: [FieldName1]+
[FieldName2]



You can add any text between the content, for example, if you use ”,” to replace “ “, a comma will be displayed in between the first and last names.


	21. Open query in design view.
You want to show employees’ full name in the query.
22. In the Field row, type [FirstName]+[LastName]. 
When you use + for text fields, Access will concatenate (combine) both fields content.
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23. Click the Datasheet view button [image: image29.png]


.
Both the first and last names are combined and displayed in the same column.  Note that the title is Expr1 and the names displayed do not have space in between the first and the last names. 
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24. Click the Design view button [image: image31.png]


.
Now, you want to change the field title and the content display.
25. Edit the formula as shown below.
’Employee Name’ is the field title and the +”  “+ is to add a blank character between first name and last name to separate the names.
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26. Click the Datasheet view button [image: image33.png]


.
Both the first and last names are combined and displayed in the same column. 
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	How To Solve Duplicated Field Names Problem


1. Open query in design view.

2. Add the table name in square brackets [ ]  and followed by a period . before the duplicated field names, e.g. [TableName].
[FieldName]


Table name is not case sensitive but it must be an exact match of the original table name.  For example, use space in between the word Order and Details in this lesson.


	27. Create a new query.  Add Order Details and Product tables into the query.
28. Add the query content as below.
Double-click in the tables to add the fields and type in the formula manually.
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29. Click the Datasheet view button [image: image36.png]


.
An error dialog box is displayed to inform you that the UnitPrice field appears in more than one table listed in the query.  You have to specify the table for the field to be used in your formula. 
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30. Click the OK button.
The dialog box is closed.
31. In the formula, type [Order Details]. before the field UnitPrice.
You add the table name in square brackets and a period before the field name that caused the confusion.
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32. Click the Datasheet view button [image: image39.png]


.
The datasheet is displayed without problem.  Change the sales values to currency if necessary.
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	How To Group And Summaries Records


1. Open query in design view.

2. Click the Totals button [image: image41.png]


. 

3. In the Total row, select Group By and suitable functions for each field (Sum, Avg, Min, Max, Count, Var).


	33. Open query in design view.
Open the query created in the previous lesson.
34. Click the Totals button [image: image42.png]


 on the toolbar.
The totals row appears in the design grid as shown below.
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35. For the ProductID column, select Group By and for the Sales column, select Sum.
You want to add up all the sales values group by the ProductID. 
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36. Click the Datasheet view button [image: image45.png]


.
All the products are grouped and the total sales value for each product is displayed, as shown below.
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37. Click the Design view button [image: image47.png]


.
Microsoft Access made some adjustment to the formula.
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	How To Create Parameter Query


1. Open form in Design View.

2. In the Criteria row, type the parameter with square brackets 
[ ] for the field column you want to filter.

3. Click the Datasheet view button [image: image49.png]


.

4. Type the criteria when the Enter Parameter Value dialog box appears.

5. Press <Enter>.


The square brackets [ ] are used to replace the fix criteria and let users  enter the criteria whenever the query is run.

You can have multiple parameters in each query.  For example, in the Criteria row for ‘Sales’, type Between [Enter minimum value] And [Enter maximum value] 


	38. Open query in design view.
Open the query created in the previous lesson.
39. In the Criteria row, type >[Please enter the minimum sales you want to display in this query].
The text in the square brackets is the message displayed when you run this query to provide a guide to the user.
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40. Click the Datasheet view button [image: image51.png]


.
The Enter Parameter Value dialog box is displayed as shown below.
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41. Type 10000.
You want to list all records that are more than $10,000.
42. Press <Enter>.
The datasheet is displayed.  You will see that all the sales are more than $10,000.
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	How To Create Crosstab Queries


1. Open query in Design View.

2. From the menu, click Query >> 
Crosstab Query.

3. In the Crosstab row, select the appropriate field for 
Row Heading, 
Column Heading and Value 


	43. Open query in design view.
Open the query created in the previous lesson.
44. Add the Categories table.  Add CategoryName field into the design grid.
Use show table button [image: image54.png]


 to add new table into existing query design.
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45. From the menu, click Query >> Crosstab Query.
The Crosstab row is displayed in the design grid as shown below.
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46. For the ProductID column, select Row Heading. 
For the CategoryName column, select Column Heading.
For the Sales column, select Value.
Click the drop down arrow on the Crosstab row for the options.
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47. Click the Datasheet view button [image: image58.png]


.
The Crosstab query datasheet is displayed, as shown below:
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Exploring Action Queries

An action query is a query that carries out an action when you run the query.  You can use action query to create table, add, edit, or delete records in just one operation. There are four types of action queries:  

Make-Table Queries. Create a new table from existing table/tables.  The new table may contain all or part of the data from the original tables. For example, make-table query is used to create a table to keep old records.  It is also used to create a table for you to export to other Microsoft Access databases. 

Append Queries. Add a group of records from one or more tables to the end of another table/tables. For example, from time to time, you may want to send some old expired records to the backup table. To avoid typing all this information into your backup table, you can create the append query to append the records to the backup table. 

Delete Queries. Delete a group of records from one or more tables. For example, after you have appended the records into the backup table, you may want to delete the records from the current table to get rid of the expired records in the current table. The delete queries always delete entire records, not just selected fields within records. 

Update Queries. Makes global changes to a group of records in one or more tables. For example, you can raise unit price by 20 percent for all selected products.  The update query is being used to change data in existing tables.

	How To Create New Table Using Make-Table Queries


1. Create a new query.

2. Select the tables where the records are to be added into the new table.

3. Select fields for the new table.

4. In the Criteria row, set the criteria to filter the records for the new table.

5. From the menu, click Query >> 
Make-Table Query 

6. In the Table Name box, type the new table name.

7. Click the OK button.

8. Click the Run button [image: image60.png]


.
9. Click the Yes button.


The query icon [image: image61.png]


 will be shown for the Make-table query in the database window, if you save the query.


	48. In the queries list, double-click Create query in Design view.
The Query window is open and the Show Table dialog box is displayed.  
49. Double-click the Customers table and click the Close button. 
The Customers table is added into the query design view and the show table dialog box is close.
50. In the Customers table, double-click CustomerID, CompanyName and Country field 
You want to create a new table that contains only these selected fields.  The design grid is displayed as below.  To include all fields from the customers table, double click the * in the table.
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51. In the Criteria row for Country field, type UK.
You want the new table to keep customers from UK only.
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52. From the menu, click Query >> Make-Table Query.
The Make Table dialog box is displayed.
53. In the Table Name box, type Europe Customers.
This is where you specify the new table name.  Select Another Database if you want the new table to appear in another database.
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	54. Click the OK button
The Make-Table query is ready to be executed.
55. Click the Run button [image: image65.png]


.
The query is executed and the new table is created.  A dialog box is displayed to inform you the number of records that are added successfully into the new table.
[image: image66.png]You are about to paste 7 row(s) into a new table.

i





56. Click the Yes button.
The dialog box is close.  Then open the Europe Customers table in database window; the table contains records from UK as shown below.    
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	How To Add Records Using Append Queries


1. Create a new query.

2. Select the tables where the records are to be appended into the target table.

3. Select the fields to be appended into the target table.

4. In the Criteria row, set criteria to filter the records for the target table.

5. From the menu, click Query >>
Append Query.

6. In the Table Name box, type the new table name.

7. Click the OK button.

8. Click the Run button [image: image68.png]


.
9. Click the Yes button.


The query icon [image: image69.png]


 will be shown for the Append query in the database window, if you save the query.


	57. In the queries list, double-click Create query in Design view.
The Query window is open and the Show Table dialog box is displayed.    
58. Double-click the Customers table and click the Close button.
The Customers table is added into the query design view and the Show Table dialog box is close.
59. In the Customers table, double-click CustomerID, CompanyName and Country field.
You want to create a new table that contains only these selected fields.  The design grid is displayed as below.  To include all fields from the customers table, double click the * in the table.
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60. In the different Criteria row for the Country field, type USA and France.
You want to append customers from USA and France into the Europe Customers table.  You do not need to type the quotation marks as they appear automatically by Access.
[image: image71.png]Courtr,
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61. From the menu, click Query >> Append Query.
The Append dialog box is displayed.


	
	62. In the Table Name box, type Europe Customers.
This is where you specify the new table name.  Select Another Database if you want the new table to appear in another database.
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63. Click the OK button.
The Append query is ready to be executed.  Access made changes in the design grid, as shown below.
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64. Click the Run button [image: image74.png]


.
The query is executed and the selected records (customers from USA and France) are appended into the Europe Customers table.  A dialog is displayed to inform you the number of records that are appended successfully into the Europe Customers table.
[image: image75.png]You are about to append 24 row(s).
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65. Click the Yes button.
The dialog box is close.  Then open the Europe Customers table in database window; the table contains records for customers from UK, France and USA as shown below.    
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	How To Delete Records Using Delete Queries


1. Create a new query.

2. Select the tables where the records are to be deleted.

3. Select fields that are used to pick the records for deletion.

4. In the Criteria row, set criteria to filter the records for the deletion.

5. From the menu, click Query >>
Delete Query.

6. Click the Run button [image: image77.png]


.
7. Click the Yes button.



The query icon [image: image78.png]


 will be shown for the Delete query in the database window, if you save the query.


	66. In the queries list, double-click Create query in Design view.
The Query window is open and the Show Table dialog box is displayed.
67. Double-click the Europe Customers table and click the Close button. 
The Europe Customers table is added into the query design view and the Show Table dialog box is close.
68. In the Europe Customers table, double-click Country field.
You want to delete records from selected countries.  The design grid is displayed as shown below.
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69. In the Criteria row for Country field, type USA.
You want to delete the USA customer records from the Europe Customers table.  You do not need to type the quotation marks as they appear automatically by Access.
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70. From the menu, click Query >> Delete Query.
Access made changes to the query design grid as shown below.
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	71. Click the Run button [image: image82.png]


.
The query is executed and the selected records (customers from USA) are removed from the Europe Customers table.  A dialog box is displayed to inform you the number of records that are deleted from the Europe Customers table.
[image: image83.png]You are about to delete 13 row(s) from the specified table.
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72. Click the Yes button.
The dialog box is close.  Then open the Europe Customers table in database window; the table contains only the records for customers from UK and France as below.
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	How To Edit Records Using Update Queries


1. Create a new query.

2. Select the tables where the records are to be updated.

3. Select fields that are to be updated.

4. From the menu, click Query >>
Update Query.

5. In the Update To row for the field. type in the new value. 

6. Click the Run button [image: image85.png]


.
7. Click the Yes button.



The query icon [image: image86.png]


 will be shown for the Update query in the database window, if you save the query.



	73. Open the Products table to see the Unit Price for each product.  Then close the table.
[image: image87.png][ Product ID [ Product Name | Supplier [ Category | Quantity Per Unit_| Unit Price

- 1 chai Exotic Liguids Beverages 10 boxes x 20 bags | $18.00
e 2 Chang Exotic Liguids Beverages 24 - 12 oz bottles $13.00
mE 3 Aniseed Syup | Exotic Liquids Condiments 12 - 550 i battles $10.00
mE 4 Chef Anton's Cajun New Orleans Cajur  Condiments 48 -6 0z jars $22.00
mE 5 Chef Anton's Gumb New Orleans Cajur  Condiments 35 boxes §2135
mE 6 Grandma's Boysent Grandma Kelly's H  Condiments 128 oz jars §25.00
* 7 Uncle Bob's Organit Grandma Kelly's H  Produce 12-1 Ib pks. $30.00




74. In the queries list, double-click Create query in Design view.
The Query window is open and the Show Table dialog box is displayed.
75. Double-click the Products table and click the Close button. 
The Products table is added into the query design view and the Show Table dialog box is close.
76. In the Products table, double-click UnitPrice field 
You want to update the unit price for the records in the Products table.
[image: image88.png]et =

Field: [Lintrice

Table: [Products

Sort

Show

Crieria





77. From the menu, click Query >> Update Query.
The Update To row appears in the design grid.
78. In the Update To row for the UnitPrice field, type [UnitPrice]*1.1.
You want to increase all the product unit price by 10%.
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	Make sure you do not click the Run button [image: image90.png]


 more than once.  The unit price will keep increasing if you keep running the update query.




	
	79. Click the Run button [image: image91.png]


.
The query is executed and the unit prices for all the products are increased.
[image: image92.png]You are about to update 77 row(s).
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80. Click the Yes button.
The dialog box is close.  Then open the Products table in database window; the unit price was updated as below.  Note that the unit price for product Chai is now $19.80, which is 10% increment of the old unit price $18.00 before the updates.
[image: image93.png][ Product ID [ Product Name | Supplier [ Category | Quantity Per Unit | Unit Price |

- 1 Cha Exatic Liquids Beverages 10 boxes x 20 bags | $19.00
o 2 Chang Exatic Liquids Beverages 24 - 12 oz bottles 52090
o 3 Aniseed Syup Exotic Liguids Condiments 12 - 550 i battles §11.00
o 4 Chef Anton's Cajun New Orleans Cajur  Condiments 48 -6 0z jars 52420
o 5 Chef Anton's Gumb New Orleans Cajur  Condiments 35 boxes §23.43
o 6 Grandma's Boysent Grandma Kelly's H  Condiments 128 oz jars 52750
o 7 Uncle Bobs Organis Grandma Kelly's H  Produce 121 Ib pkgs. $33.00
o 8 Northwoods Cranbe Grandma Kelly's H  Condiments 1212 0z jars $44.00

9 Mishi Kobe Niku  Tokyo Traders Meat/Poultry 18 - 500 g pkgs $106.70






Exercises

Creating Advanced And Action Queries

1. Create a new database and save as m3exe2.

2. Import all tables from Northwind.mdb database.
Tips: From the menu, click File >> Get External Data >> Import.
3. Create a new query from multiple tables.  Select and format the information as below.  Change the first column heading to Customer Name and last column heading to Sales. Format the last column to currency.
Tips: Sales formula = UnitPrice * Quantity * (1-Discount).
[image: image94.png]Q Q P [=] 3

Customer Narne. [OrderiD|  Sales -
[ Affreds Futterkiste 10643 §513.00
|| Affreds Futterkiste 10843 §28350
|| Affreds Futterkiste 10843 $18.00
|| Affreds Futterkiste 10952 $380.00
|| Affreds Futterkiste 10952 $91.20
|| Affreds Futterkiste 10892 $678.00
|| Affreds Futterkiste 10835 $825.00
|| Affreds Futterkiste 10835 §2060
|| Affreds Futterkiste 11011 $503.50
|| Affreds Futterkiste 11011 $430.00
|| Affreds Futterkiste 10702 $60.00
|| Affreds Futterkiste 10702 §270.00
|| Ana Trujilo Emparedados y helados 10753 $320.00
|| Ana Trujilo Emparedados y helados 10926 $42.00
|| Ana Trujilo Emparedados y helados 10926 $60.00
|Ana Trujilo Emparedados y helados 10926 §64.40

Record: 14| ¢ T > o1 o] of 2155







4. Edit the query to include country information in the customer name column as below.  Change the first column heading to Customer. 
Tips: use combine text field in a single column to add country name in brackets after the customer name.
[image: image95.png]Q Q P [=] 3

Customer [OrderiD|  Sales -

[ [Wilman Kala (Finland) 10245 §168.00
[ Wilman Kala (Finland) 10248 595,00
[ Wilman Kala (Finland) 10248 §174.00
|| Tradicéo Hipermercados (Brazil 10249 §1595.00
|| radigéo Hipermercados (Brazil 10249 §167.40
[ Hanari Cames (Brazi) 10250 §1261.40
[ Hanari Cames (Brazi) 10250 §77.00
[ Hanari Cames (Brazi) 10250 521420
|| Victuailles en stock (France) 10251 $336.00
(| Victuailles en stock (France) 10251 $95.76
|| Victuailles en stock (France) 10251 §22230
|| Suprémes déiices (Belgium) 10252 §47.50

Suprémes délices (Belgium) 10252 §2462.40

Record: 14| T > [v1 k] of 2155




5. Edit the query to add product category information to the query as below.
Sort ascending the Customer column.
Tips: Add CategoryName from category table. Make sure you add product tables as well so that the category table is linked to order details table in the query.  Solve the field duplication problem as well before you run the query. 
[image: image96.png]Q Q P [=] 3

Customer [OrderiD]  Category |  Sales -

[ [Wilman Kala (Finland) 10248 Dairy Products §168.00
[ Wilman Kala (Finland) 10248 Grains/Cereals 595,00
[ Wilman Kala (Finland) 10248 Dairy Products §174.00
|| Tradigéo Hipermercados (Brazil 10249 Produce §1696.00
|| radigéo Hipermercados (Brazil 10249 Produce §167.40
[ Hanari Cames (Brazi) 10250 Produce §1.261.40
[ Hanari Cames (Brazi) 10250 Seafood §77.00
[ Hanari Cames (Brazi) 10250 Condiments 521420
(| Victuailles en stock France) 10251 Condiments $336.00
(| Victuailles en stock (France) 10251 Grains/Cereals $95.76
(| Victuailles en stock (France) 10251 Grains/Cereals §22230
|| Suprémes déiices (Belgium) 10252 Dairy Products §47.50

Suprémes délices (Belgium) 10252 Confections §2.462.40

Record: 14| T > [v1 k] of 2155




6. Remove the Order ID column.  
Group and summaries records by Customer and Category and find the total sales shown as below. 
[image: image97.png]Q Q P [=] 3

Customer [ Category | Sales
[ [ Afieds Futterkiste (Germany)  Beverages $553.50
|| Afieds Futterkiste (Germany)  Condiments §1.338.80
|| Afieds Futterkiste (Germany)  Dairy Products §1,255.00
|| Afieds Futterkiste (Germany)  Produce §604.20
|| Afieds Futterkiste (Germany)  Seafood §521.50
|| Ana Trujilo Emparedados y helado Beverages 560,00
|| Ana Trujilo Emparedados y helado Confections §64.40
|| Ana Trujil Emparedados y helado Dairy Products §1.078.80
|| Ana Trujilo Emparedados y helado Grains/Cereals $70.00
|| Ana Trujilo Emparedados y helado Produce $69.75
[ | Ana Trujilo Emparedados y helado Seafood $60.00
|| Antonio Moreno Tagueria (Mexico) Beverages §1759.00
| Antorio Moreno Tagueria (Mexico) Condiments 56500 1=

Record: 14| T > [oa[r] of 598




7. Edit the query to become a parameter query to filter the records that have sales more that a specific value.  The dialog below is shown when you run the query. 
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For example, enter 1000 and press <Enter>.  Only the records with the sales more than $1.000.00 are displayed.
[image: image99.png]P [=] 3

Customer [ Category Name | Sales

[ [ Afieds Futterkiste (Germany)  Condiments §1,338.80
|| Afieds Futterkiste (Germany)  Dairy Products §1.255.00
|| Ana Trujilo Emparedados y helado Dairy Products §1,078.80

Antorio Moreno Tagueria (Mexico) Beverages §1.75.00
|| Antonio Moreno Tagueria (Mexico) Dairy Products §2,182.70
|| Antonio Moreno Tagueria (Mexico) Meat/Paulry §1522.00
[ Around the Hom (UK) Beverages §1.227.00
[ Around the Hom (U Confections §4.807.70
[ Around the Hom (UK) Dairy Products §2,174.25
[ Around the Hom (UK) Grains/Cereals §2,128.00
[ Around the Hom (U Meat/Poultry §1,094.40
[ Around the Hom (UK) Produce §1,060.00
|| Berglunds snabbkap (Sweder)  Beverages §8.298 67
|| Berglunds snabbkap (Sweder)  Condiments §1,066.40
|| Berglunds snabbkap (Sweder)  Confections §4,190.70
|| Berglunds snabbkap (Sweder)  Dairy Products §2724.00
|| Berglunds snabbkap (Sweder)  Meat/Paulry §2,258 50
|| Berglunds snabbkap (Sweder)  Produce §2515.20

Berglunds snabbkop (Sweden)  Seafood §3.699.10

Record: 14 T > o] of 303

i

1=







8. Remove the parameter.

9. Then create a crosstab query to produce report as below.
[image: image100.png]P [=] 3

Customer | Beverages | Condiments | Confections | Dairy Products | Grains/Cereals |
[ [Alfreds Futterkiste (Germany) 55350 §1,338.60 §1,255 00
|| Ana Trujilo Emparedados y helado $60.00 6440 §107880 $70.00
|| Antonio Moreno Taqueria (Mexico)  §1759.00 $65.00 95893 | $2,18270 §367.75
[| Around the Hom (UK) §1.227.00 $460770  §217425  §2128.00
[ |Berglunds snabbkap (Sweder) $829867  $106640 8419070 $272400 §175.00
Blauer See Delikatessen (German: $342.00 §114.00 $36300 | §1008.00 §78.00
|| Blondel pere et fils (France) $3.975.92 §193800  $287200  §2217.10
|__|Bolido Cormidas preparadas (Spain $310.00 §422.40 $473.60
[ |Bon app’ (France) §227590  $3037.47 5238267 $191242  §244455
|| Bottom-Daollar Markets (Canada) §176275  $189857  §585667 3479055 $895.60
[ |B's Beverages (UK) §1,645.00 524000 $875.00 §29230 | §1405.40
Cactus Comidas para llevar (Argen  $1,091.00 §75.00 $37.50
Centro comercial Moctezuma (Me) $60.00 _'_I
Record: 14| < | T ol of of 83 <




10. Use Make-Table Query to create a new table (save table name as New Products) containing records for all products that are having unit price greater than  $60.00.

11. Use Append Query to append product records that are having unit price greater than $40.00 into the New Products table.

12. Use Delete Query to delete product records that are having unit price greater than $100.00 from the New Products table.

13. Use Update Query to increase the product unit price by 15% for all records in the New Products table.







Task Name.  Each task consists of a series of fully illustrated step-by-step instructional actions, which helps you to follow the hands-on activities precisely.





Visual step-by-step instructional actions show you the hands-on activities to accomplish the task.  These instructional actions appear as such.





The important commands or keywords are highlighted as such.





The texts that you need to type in appear as such.





Actual screen captured illustration such as the dialog boxes and the result outcomes are displayed to show you how they would appear on screen.  This helps you to learn visually and effectively.





A thick rectangle or circle is used to draw your attention to the part of the illustration that you are dealing with.





Detailed descriptions and explanations on each step help you to learn more about the step that you have just performed. 





Handy summary.  Each task concludes with a summary that reinforces the key steps in the task.  It also serves as cue card for a specific task.  





Appropriate tips, tricks, and shortcuts that you may find useful are included to further enhance your skill.





Section name.  Each section groups the related chapters under the same section to make sure you learn all the related features and skills in complete details.





Chapter introduction. Each chapter begins with a presentation and illustration to present the concepts you need to have a better understanding of a chapter before you begin.





Chapter name. Each chapter is an independent learning unit.  No exercise files need to be installed prior to the training.  This lets you start your training anywhere or anytime you like.
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Row Heading


The details in the Product field are grouped as the row heading in the crosstab query.�





SUMMARY





The user enters 10000 as the Parameter Value.





Access retrieves all records, which have sales value more or equal to $10,000.





An output from a Select Query: 


The example below shows that the product is grouped and the total sales are calculated.
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Column Heading


The details in the Category Name field are grouped as the column heading in the crosstab query.�





Value


The Sales values are totaled up in the crosstab query.�








