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Class Exercise :

Create the Database

1. Open Microsoft Access

2. Choose Blank Desktop Database

W

[T AT PR PR

3. Click on the yellow folder at the end oftheJ
File Name box and browse for the desktop

4. Use the file name: Patient Appointments

5. Click Create

Explore the Window
1. Close Tablel with the X under the ribbon, or by right-clicking on the name of the table

2. Explore the Ribbon
a. Home tab — Clipboard, Sort & Filter, Spell Check, Refresh Data, Format text
b. Create — Create a database object: Tables, Queries, Forms, Reports
c. External Data —Import and Export data

d. Database Tools — Advanced Features of Relationships and Data Analyzers

Create the Patients Table

1. Click on the Create tab and choose Table Design

Create External Data Database Tooks

— — — —— e — — T e o — P |

1 =l Form Wizard = = 2 Module
N | b b | b A i w Report Wizard e
1 ~ ~ [ Mavigation - . — w Class Module
Application  Tafle Table SRarePodnt  Cuery  Cuuefy Form  Form Blank f— Report Reporn Blank [y Labels Macio
Parts - Design  Jlists - Wicard Design Design  Form - Maorne Farms - Design Report =] Visual Basic

Templates Cseries Forms Aepans bacros & Code

2. Type the first Field Name: Pt Med Rec #
a. Data Type: Short Text, Description: Patient's Medical Record Number

3. Enter in the rest of the fields (descriptions not necessary):

: Patients x®
Field Name [ Data Type Description (Optional) -
Rec Short Text Patient's Medical Record Number

Pt First Mame Short Text
Pt Last Name Short Text
Pt Phone # Short Text
Pt Birth Date Date/Time

4. Setthe Pt Med Rec # to be the key
a. Click on the big yellow key on the toolbar

5. Save the Table as Patients
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Entering First Record

1. Turn to the Datasheet View

2. Enter our first Med Rec #: 123-456

3. Press tab move to the next field

University of Mohamed Khider Biskra

Pt Med Rec #

Pt First

Pt Last

Pt Phone #

Pt Birth Date

123-456

Sam

Franks

3525551234

1f1/1

a. First Name: Sa

b. Last

c. Phone #: 3525551234

Mame: Franks

No dashes

d. Birth Date: 1/1/1

If you set it as a DATE/TIME field Access will add in the "200" for 2001

Exit the Databas

e

1. Exit the database, Access will probably not ask you to save

a.

2. Open your database from the desktop

a.

But it did save the record, it does so automatically.

If necessary, Enable Content

3. Open the table (double-click) from the navigation pane

a.

Sam is still there!

Rearrange Fields

1. In Design View, move Pt Birth Date above the Pt Phone #

a. Click on the row heading, the grey box in front of the field name. Then Click/Drag the
line above the Pt Phone #

2. Switch to the Datasheet View and Save the table

a. Data saves itself, structural changes have to be saved manually

3. Enter the next record

Pt Med Rec #

Pt First

Pt Last

Pt Birth Date

Pt Phone #

789-012

lacob

Smith

2/2/92

3525554321

a. No hyphens in the phone number

Adding Fields

1. In Design View, create Pt Gender, Short Text field, above Pt Birth Date

a. Insert Rows from Design Tab, or from the right-click menu

2.

In Data View, enter "Male" (the whole word) for Sam and Jacob

Ms.Jamila Mammeri
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Modify Field Properties — Field Size

1. In Design View, set Field Size property of Gender at the bottom of the window to be 1

a. When you save you will get the following warning message saying data may be lost. We
want this to happen, click Yes.

Microsoft Access . ﬁ

Some data may be lost.

ki

The size of one or more fields has been changed to a shorter size. If data is lost, validation rules may be violated as a result.
Do you want to continue anyway?

Yes | E No ;

b. Datais lost, our Male entries should now only read M

Modify Field Properties — Format

1. In Design View, set the Format property for Pt Birth Date to be a Medium Date

a. MNotice there is no "field size" for a date field, because it doesn't matter how many
characters you type in, as long as it's a valid date.

b. Access recognizes dashes (1-1-2001) and slashes (1,/1/2001) for date formats

Enter a "trouble maker" Record

1. Enter the next record

Pt Med Rec # | Pt First | Pt Last | Pt Gender | Pt Birth Date Pt Phone #
555-555 Jane Williams F March 3, 1983 | 352-555-5555

a. Enter Gender as just one character

b. Enter birth date as March 3, 1983; it should change to 3/3/1983
c. Typeinthe hyphens for the phone number
2. Go to the Design view and then return to the Data view

a. MNotice Jane's record moves. This is because by default Access sorts by the primary key
field. Since Pt Med Rec # is our key, every time the data is refreshed it will sort the data

by the primary key field.

2 Patients
Pt Med Rec # = Pt First Name = Pt Llast Name - Pt Gender - | PtBirth Date - | PtPhone# - ClicktoAdd -
Sam Franks Male 1/1/2001 3525551234
5553-335 lane Williams F 3/3/1983 352-555-5555
789-012 lacob Smith Male 2/2/1992 3525554321

#*
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Modify Field Properties — Input Mask
1. In Deign View, set an Input Mask for the Phone Number
a. Clickin the Input Mash Property for Pt Phone #
b. Click the Build button (...) at the end of the line to launch the wizard
c. Inthe Input Mask Wizard, Phone Number is already selected. Click FINISH.

d. Save and View Results

3 Patients
Pt Med Rec # = Pt First Name = Pt Last Name = Pt Gender -« PtBirth Date «  PtPhone # « Click to Add =
123-456) 5am Franks M 01-Jan-01 (352) 555-1234
555-555 lane Williams F 03-Mar-83 352-555-5555
789-012 lacob Smith M 02-Feb-92 (352) 555-4321
#*

2. FixJane's Phone Number by taking out the extra dashes

Enter a New Record

1. Enter a new record

Pt Med Rec # | Pt First | Pt Last | Pt Gender | Pt Birth Date | Pt Phone #
527-594 Doris lones F Afaf74 3525555432

2. Close the Table

3. Open the Patient's Table

E Patients

Pt Med Rec # = Pt First Name » Pt Last Name = Pt Gender -f.PtBirth Date -  PtPhone# - ClicktoAdd -

Sam Franks M 01-Jan-01 (352) 555-1234
527-504 Doris Jones F 04-Apr-74 (352) 555-5432
555-555 Jane Williams F 03-Mar-83 (352) 555-5555
789-012 Jacob Smith M 02-Feb-92 (352) 555-4321

4. Close the Table

Create Female Patient's Query

1. Go tothe Create Tab and choose Query Design

Fale Home Create External Data Database Took ‘, ell me what vou want to

‘:. | _I h_ Em | . r == [ Form Wizard [ Ty 3] Report Wizard P g Module
=l ] T e e T Mavigation = o Class Module
Application  Table Table ShanePoint orm  Form Blank Report Report Blank [ | apeis Macro
. P : |-= Mare Forms = v 7 o | Visiaa | Baie
Paris Design  Lists ] Design Form Design Report
Templates Tabdes Farms Repns Wacros B Code
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Importing the N10EKS - How to do it:

1. Copy the 2010 Past Paper Walkthrough folder into your Data Manipulation

folder.

then click on the

Data tab

2. Select the External

Import Text File icon.
|

-.ﬂ:-‘ totorral Data | Dalabais Took
i »_| Test Fle 0

== b File

Sawed Saeed -

imparty  “0 FuarePaind Lint o Mo« 7 pmad Aepliey v i Sharsimart
Wpo Esgaat Colect Data shandPant Le

= | Impeart benl file

all Tanles

Tabdel o dals hom or bk to data m
& delimied or teed-wide sod Tk

BB Tathes :Tobke etk

A Proas IFL for moee halp.

IMPORTANT NMOTE: Files saved in .csv format are considered text files. Each data
item is separated from the next by a comma.

3. This icon opens up the Get External Data window like this:

| Select the source and destination of the data

‘Spectly the source of the data.

Elle name: |:\CES Workikey Stage #\GCSEL 1 - Data

‘Spectfy how and where you want o store the data In the current database.

Use the | srowse.. button to find
the file‘N10EKS.CSV’.

QO Import the e abie in database, 4
¥ the specified table does not ast, Acoess will creste £, I the specified table siready exsts, Access might oversrite its contents with the
imported dotn. Changes made 10 the scurce data wil not be reflected in the databass,

Append a copy of the records to the table: [ Ta0i0
¥ tha specfiad table mdsts, Accass will add the records to the table. ¥ the table doss not axst, Access will create it Changes mada to the
source data will not be reflected in the datsbase.

Link to the data source by creating 3 laked tabl.

Acess wil craate

@ table that wil maintain & ink o the source data, You cannat chamge or delete dat tat is inked fo & text file, However, you
can add new records.

NOTE: Ensure the top option
button is selected. This ensures
the data is saved in a new table.

Clickon| ok |,
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|
4. The Import Text Wizard window will

open.

—

5. Select the ‘Delimited’ This
option is for data that is separated by a

option.

comma (as is the case in .csv files)

Clickon | tex> |

Your dats seems to be in & Delmted format. ¥ £ i, Choose fhe format that more coredtly
describes pour data.

p— e e

6. For the next part of the wizard make sure that the Comma option is selected

using the option buttons.

Examine the first row of the data and

decide if it contains the fieldnames that

Wihat dabmiter separates your fisids?

Choose the delimeer ther separates

you need or if it contains the first row of D Qime- @ — O
First Gow Contaies Field Mames Tt Qualifer:  {nona} [7]
data.
Make podel Bize price |[pkill level ind :ondsle! = |
Flysurfer Ppeed 2 iz s ntermediate Medium and Board B
. - Flexifail [fen IIX 6.5 113B.95 [ntermediate [Low ite Surf
7. If the first row contains the Flysurter ppesd 2 k19 [acemediate pign and Board
Flexifoil [fon 111 14.5 [L0SB.95 frntermediats flow ite Sucf
- zane fnstinct Edge QA1 pa7 Experienced Medium ite Surf
H i 5 p1g di ‘ d d
fieldnames, click on the First Row pover tyon poergy IS B fkemediate pov = b
dirush Flow po f1a.95 Beginner pedium ite Surf
- - - izone fnstinct sport 15 99 ntermediate [Low ite surf
Contains Field Names tick box. As you ione  frenay £ 3 [154.95 Paperienced fov pocukite _
izane Manta II po [f49.95 [ntermediate Medium and Board / Snowkitd
Peter Lynn Eynergy [r24 fntermediate High ind Board
tick the box the first row changes from e i et i R e -
this to this. Adancad_ S cma | [_wees Enen
|
| ‘What delimiter separates your fields? Select the appropriate delimiter and see how your text is affected in the preview below.
I Choose the delimiter that separates your fields: I
() Tab () Semicolon @ Comma ") Space ) Other:
rst Row Contains Field Names Text Qualifier: {none} E
Ma ke Model Size |Price Skill level [Wind condition |[Use
[Flysurfer [Speed 2 nz n1179 Intermediate Medium Land Board -
Flexifoil [Ion III 16.5 [1138.95 Intermediate [Low Kite Surf
Flysurfer [Speed 2 2] 1979 Intermediate High Land Board
Flexifoil [Ton III 14.5 [1058.95 Intermediate [Low Kite Surf
zone Instinct Edge QA1 1927 Experienced ledium Kite Surf
[Peter Lynn [Synergy 18] 1914 [Intermediate [Low Land Board
Rirush Flow 1 B98.95 Peginner OW Kite Surf
Birush [Flow o B18.95 [Beginner edium Kite Surf
Ozone Instinct Sport [IS 1999 Intermediate [Low Kite surf
Lzone Frenzy FX n3 [754.95 [Experienced OW Bnowkite
Czone Manta II o [749.95 [Intermediate Medium Land Board / Snowkite
[Peter Lynn [Synergy 5 724 Intermediate High Land Board
ozone Yakuza 14 [715.95 Experienced oW Buggy Racing
zone Frenzy FX 3 [718.95 [Experienced ledium Fnowkite =
| >
Advanced... cancal | [ <Back [ mea> | Finish ]
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8. Click on [ aanwd. |to open the Import

Specification window.

Check that all fieldnames and data types match
those specified in task 35. In this case the Size, Price
and Stock Item fields are not correct. Make the

following changes:

= Size field needs changing to Long Integer
= Price field needs changing to Currency

Huraser |Long itmger | Yo {Cuplicaten 00} |
Shock dem [Lovg itmger_|1a

=% Stock Item needs changing to Boolean (Yes/No) I HeH

9. To make these changes, click on the Data Type
cell for each of the fields and use the drop-down
list to select the correct options as described in

the list above.

=1

When all of the changes have been made, click on E}

10.5elect twice.

11.0n the screen where Access is asking you about a Primary Key you should ensure

that you select the option ‘Let Access add primary key’.

Microsoft Access recomemsnds that you define a primary key for your new table. A primary key is used to
uriqualy idantify esch record in your table. It allows you to ratrieve data mare guickly.

Ma ke Model Colour PErice |SPrice |[Year |[EXtras

VR uscan Elack LBO00 RO305 [R006 plloy Wheels Air Conditio|=
reedes 200 Bilver 14955 5995 2002 pir Conditioning

oyota 2 roadster Electric blue [13%9%5 [ASES35S [2005 Leather Seats Alr Conditi
I 3 Mecallic black ME65 [F635 000 plloy Wheels

[Towota elica d 1595 4595 008 Bir conditioning Bllov HWh
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This adds a new field called ID to the table.

MOTE: Primary Keys ensure that each record can be uniquely identified.

12.Click on [ heis |-

That'w all thes infarmation B wirard resds 13 mport o Sela.

13.In the Import to Table: box
enter ‘tbiKites’.

MOTE: This is a meaningful table name. The ‘thl’ shows you that it is a table and

the ‘Kites’ gives an idea of what kind of data is being held.

14.Click on| gms  to import the data and then| o= | to close the wizard.

15.Double click on tblKites to display the imported information which should look
like this:

eate External Diata Diatabase Taals Datashiest
. 4 ¥ =
s i - EEE == oy mMew I Totaks Al | 9 Vi selection
A " | Bl = Hswe P speling | §) V= advanced -
vl‘rw i F i I'A "l 'llﬁ' el (=== El.:;l'-m X Deiete - EMore - || |, i o Toggle Filte
Views | Cliptoard & Font ] Rich Test Records o & Filter
Al Tables v e || T toikites
ID -| Make - Model - |5ize -| Price - Skilllevel - Wind condition - Use
1 Flysurfer Speed 2 12 51,179.00 Intermediate Medium Land Board
L 2 Flexifioil fam 1 16 51,138.95 InterMegiate Low Kite Surf
: o 3 Flysurfer tpeed 2 8 5979.00 Interme Land Board
thlKites - containing sflexifoil  lon il 14 105895 Interme|  IMported Kite Surf
the imported .csv data 5 Orone Instinet Edge 11 $327.00 Experief records Kite Surf
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Amending Field Properties - how to do it: = Home

1. Changes to the field types, or other properties, can be made frDW‘ﬁm g
Home tab. In the Views section, click on the Design View icon. . i

&

e | Priany Tari Vukdaticn
All Tabdes = E'—
T roboemn-Table LT

Maks
Model
i
Praw
Shill vl

canirul |iogias
bl v
Parrat
Dcorai Placsy
Ve bk
Varhne
Dafwakt ik
nakisan fu
Yallabze Trd
Fagersd

e eo

Srw T
et b

Deige e, 8w Selih punes 11 s S

Crems  Eoeral e Diabus Tagl
% e e
# Datate Bz

&% ook Cokun

n - g

Proparty mdmmn

e Mg

Fiedd Maime

Dt Typet Description

Kurrhser| Bl

ey

Tizsl

Wi candition Teal

Febid FLapaTis

I TR

Tha thets typs Satweminan the bind ol ko Hat
L

LIDEWE. ] g

2. The task instructed you to set the

Size field to 1 decimal place. You

| can check this by clicking the left

T mouse button in the Size field and
viewing the number of

=Decimal Places in the General tab

at the bottom of the window.

As you can see this is not set to 1

decimal place but set to ‘Auto’.

decimal places.

Te T 3 Click on  the cell [l
e Field Name . HuDutb:Tfpe Field Mame Data T
EoiNurmiber e T I
containing ‘Auto’ and use the |' AutoNumber
ke Tt & i T
= = drop-down list to set this to,1 | Mot Text
e Size Number
decimal place. Price Currency
i:f"""' - P ¥ chill level Text
ind condition - —
Wind condition Text
) ) Figld Praps
Genedal Loakup | T +
Field % Gereral ﬂhf
F-:rrnm“ Format
Decimal Flages Decimal Places figha =
Ingpd himsk Ingut Mask ity &
Laphon Caption i =
Drelindt vakee
isaion Use the same method to set | e E—
aication Tued i g valitation Ta 3
faaing : the Price field (which is ‘?/ 4
Smart Tags | o . i p
= ! currency data type) to 2 iy 7
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4. To change the Boolean field so that it [| = e ]

displays “Yes’ or ‘No’, click in the Stock—o|(7 o Se—— AutoNl?r:::E;rwe
Item field and in the General tab select Make L1
Maodel Text
the Format cell. Size Mumber
Price Currency
Skill level Text
Wind condition Text
™ Lise Text
\Numhel Mumber

Stock item Yes/MNo
Field Properties

.h General | Luohq)l

Format [ =sric) [=]|
Caption True/False True |
;‘W
5. Use the drop-down list to select the o Rule SOt =] |
waldation Text |
Yes/MNo option. Inctexed ™) { The displd
|| Text align General | | defined fonm

6. Save the database for later use by clicking the E symbol.

Save the data — How to do it:

To save the new records in the table simply press the Save button which you can

find to the right of the Office Button (top left of the screen). I
_g . = -
7“__/ | Home Create External Data Database Tools

% ; :; Calibri - 11_“__ - = 32
View || Paste (B 2 U|[A-|[S&-|[E]E-]

-

Views | Clipboard ™= Font

Creating the query - How to do it:

1. Click Create and then Query Wizard.

Database Toaols

Create External Data

Hame

j 8= J E E = i3 FivotChart E ﬂ 3 Labeis E Eﬂ@ _;,

4 ™BankForm == E [_] Blank Report ==

Table  Table SharePaint Table | Form  Split  Mumliple Form  Repart Repon ||| Query | Query Macro
Templates =  Lists*  Design Farm  Rems %MN! Forms = pesign i3, report Wizara Design || Wizard Design =
Tables Forms Reports Other

Ms.Jamila Mammeri Page 23



Module of computer science 2

Departement of Finance and Acounting University of Mohamed Khider Biskra

2. Select Simple Query Wizlard then click OK. @

B
Crogstab Query Wizrd

- Fiel Cuphcates Query Wizaid

Fiel Limaaiched Guery iz

3. On the next screen, you should make sure

that tblKites option is selected. Use the e p——

from tha feice you k.

arrows to move the fields from the

Available Fields: window into the

:

4.

T
Selected Fields: window.
S Quary Wizard .
- T, ‘Which Foeds b you want in your query] ol N7 | iihuch e do oo sant it your quiry?
- "‘E ; Vi can chooge from more than one table or guery. ;-n,_.'l)g i You an dhoase from mare fhan one bible o guery,
Tables Queres Tabbes Quering
Table: thiRes [=] Tabie: Biies = Selected
liistinde e ilable s Gected P Fields
- 3y =
e -
e 2l M~ Arrows i
Prige Price
i level < il leved
Wedcndion : << Wed ndon
, | ooar | Lo [ o | [ o =] (Lo
Available
Fields
|

Select the ‘Detail — show every field of
every record’ option then press Next.

(If the task required a summary of data | | =& ) ganary
then you would choose ‘Summary’) ' :
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5. Choose a name which suits the task. | suggest ‘Kites Order Query’.

Select the 'Modify the Query
Design’ option. This lets us

create our searches.

Click Finish.

Simple Query Wizard

‘What title do you want for your query?
Kites Ordier Query -+

That's all the information the wizard needs to meate your
query.
Cio you want to apen the guery or modify the query’s design?

1 Qpen the query to view information.

This takes us to the Query Design screen and from here we can tell Access which

data we would like to search for:

EhlGtes

fmo
Pk i
Madiel
Size
Price
Skl Il
"Wimd condition
Use
Humbei
Hack them

[ o

E

Query Design

[s] Pmeey [Model]
bl [ e T

Cll Cd

[¥ind coridiaan Lse] [Humiser] [Shovk Rem|
1EiKtes 1hIEHw 1Bltes - 1l L=

4 El o o

Creating the Calculated Field ‘Order’ - How to do it:

The problem: Produce a report which:

1. Contains a new field called Order which is calculated at run-time. This field wvill

calculate the Price multiplied by 3

Calculated fields only work during run-time. This means that the calculation is made

as the query is activated or ran.

MNOTE: It is important to understand that Calculated fields are ALWAYS created

within queries...... nowhere else.
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1. In guery design view find the Stock Item field.

2. Click the mouse cursor into the empty field to the right of Stock ltem.
i, 0

4

Field: | Madel [Gize] [Prics] kil lewel] [Wind conditior [Uss] [Humbei] [Stock item] zl :

Table: |ibiKites Ebiiines thises tolKites thlires Eblkite: thlkites EbiAes k!
Sort:

Shewe cd e s < c o o o

Criteria:
ar

-

] M [
—

1
3. Inthe empty field type Order: [Price] * 3

This creates a new field called "Order’.

The Order field will store the result of the
[Price] fieldmultiplied by 3.

[Stock item]
tblKites

Order: [Price]*3 |Z]

Breakdown of what is happening here:

This tells Access what to
name the new field

Jrder:

*3

[F'r! -:E-i

This tells Access which current
field to use in the calculation

This tells Access which
mathematical
calculation to use

Correct order

MOTE: It is essential that you follow the correct syntax. For example:

Using a colon ( 1) after the new field name

Using square brackets [ ] to surround the current field’s name

Using the correct mathematical symbol (see below)

Mathematical symbols are as follows:

- (multiply) f (divide) = (subtract) + (add)
N T |
)
| - Home Create
I ~—~ == -
4. Run the query by clicking the Datasheet View button. 1 ! ﬁ 1_!

WViewr Rumn Select | Make
» Table

Rasubts
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Your query result will be displayed with a calculated field called Order that

contains the Price field multiplied by 3.

=1 Kites Order Guery
I - Make ~-| Model - Size-

1 Flysurfer  Speed2 12

2 Flexifoil lan N 15

3 Flysurfer Speed2 B

4 Flexifoil lon N 14

5 Dzone Instinct Edge 11

Skill level -~ Wind conditior - Use = MNumber - Stock iten - rder - F
ntermediate  Medium Land Board ves $3,537.00
ntermediate Low Kite Surf Yes 53,416.85
ntermediate High Land Board Ves 52,937.00 I
ntermediate  Low Kite Surf No %3,176.85
sperienced  Medium Kite Surf Yes %2,781.00

FICE =
$1,179.00
$1,138.95
597900
$1,058.95
5927.00

- @ o @ wnm e - e

& PeterLynn Synergy 150 5914.00 Pntermediate Low Land Board Yes %2,742.00
T Airush Flow 154 5E98.95 |Beginner Low Kite Surf e 52,696.85
8 Airush Flow 10 SE18.95 ginner Medium Kite Surf Mo 52,456.85
9 Ozone Instinct Sport 15 5999.00 Pntermediate Low Kite Surf Mo 52,997.00
10 Ozone Frenzy FX 13] 5754.95 [Experienced Low Snowkite Yes 52,264.85
11 Ozone Manta il 10 5749.95 Pntermediate = 52,249.85

Order field multiplies the contents fe—y . .,
of the Price field and displays —

5724.00

12 Peterlynn  Synergy 8

Setting the ‘Order’ field to currency and 2 decimal places -
How to do it:

The Problem: Produce a report which:

2. Has the Order field set as currency with 2 decimal places

1. Open the Kites Order Query in Design [ | A/ T=0ks il
. thiKites S
View. To do this, right click the query and B thiKites : Table
then select Design View. T Kites Order Querv__
i Open
g Design View
2. Highlight the Order field then right click Export k
24| Collect and Update Dta via E-mail

and select Properties.

use Number SR — R

thiKites thiKites Totals

Table Mames 7

<
<
Foee BE M
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3. In the Properties Sheet change the Format

Property Sheet b 4
Selection type: Field Propefties

to Currency by using the drop-down list. [Gmeml I‘m.

| Description
4. Run the query in Datasheet View and check | Format Curren
i 2 Input Mask Long Date
to make sure that your Order field is set to || cption Medium Date
| Short Date
Smart Tags
Currency. [ 9 ek Thes
Text Format
['_T-‘ _u—c_y\ ™ = | Medium Time
W sonitior.- T —Tr—T— Shart Time
Medium Land Beoard 1 ves $3537.00 General Mumbe
Lowe wrte Surf 1 ves 5341655 -
High Land Board 1 Yes %2,937.00
Low ite Surf o Mo 53, 176.85

MNOTE: Currency fields should be set to 2 decimal places by default.

Creating some query search criteria - How to do it:

The Problem: Produce a report which:

3. Shows only the records where Number is less than 2 and Stock item is Yes

I | Al Tables i e | 1
1. Open the Kites Order Query in Design View. thllites = |
T tomotes : Table

=1 Kites Order Quens |
5 Open

1
2. Click in the Criteria: section of Number field:

Bl Design View
Export
""""" .

Fiste | Mske rModel Size Brice Skill level WWind conditicn Use Musmiber Stock item Dader: [Price] =3
Tabbe: |toikites oK EBIKites oS EBIKites oS abikites thKibes thikites oIS
Saort
Shome ] g = s el =i # ol i = s

or:

3. As the guestion requires us to search for only the records where the number is

less than 2 we need to type in <2
Use Number Stod
thlKites thiKites thIK
4 =i
-2

Breakdown of what is happening here:

This Operator Symibol This tells Access which

stands for ‘less than” |Q number to be less than
<< '

MNOTE: Operator symbols in the green cells can only be used on Number Fields or

Currency Fields. Other operator symbols include:

> (More Than) < {Less Than) | <= (Less Than or Equal to)
=>= (More than or equal to) Between And (Between 4 And 8 for example)
= (Equal To) OR (Low OR Medium OR High for example)

LIKE * * {(wordscontaining) LIKE a®* (starting with a) | LIKE *a ({ending with a)

Ms.Jamila Mammeri Page 28



Module of computer science 2

Departement of Finance and Acounting University of Mohamed Khider Biskra

Wildcards for partial matching

Access allows the use of wildcards that represent one or more characters when specifying

criteria. When using wildcards, the expression must be preceded by the keyword Like.

The asterisk symbaol * matches 1 or more characters:
s Like "ch®*” would return any names that begin with Ch such as Charles and Charlotte.
s Like “*.co.uk™ would return any email addresses that end with _co. uk.

= Like "*Theory*” would return ‘Quantum Theory for Beginners® and “Thermodynamics
Theory™.

A question mark ? will match a single character:

e Like "al?n™ would return ‘Alan” and “Alun’ but not "Allen”

Square brackets [] are used to match a list or range of values:

» Like “[a,e,i,0u]*" returns any value beginning with a vowel.
» Like “[a-d]*" returns any value beginning with the letter a,b,c or d.

To exclude a character use the | symbol:

s Like "[!a]*" returns all values that do not begin with the letter a.

4. Click in the Criteria: section of the Stock Item field:

Field: | Make Model Size Frice kil besrel Wind condition Use Humber Hock item Ordes; [Price]*3
Table: |toikites thikites thIEitEs thiktes ThAETEs tRAEres thIEitEs toikites \Kites thikites
Sort:
Shav: il Ld Cd o Cd v Cd i <
L

5. The question wants us to search for records where Stock ltem is “Yes'. To do this
simply type Yes into the criteria box.

Mumber Stock item
tblKites tbiKites

]
<2 Yes|
4

6. Run the query in Datasheet View and check to make sure that the database has

only returned records that match our criteria (Number less than 2 and Stock
Item of Yes).
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All numbers are less All stock items
than 2 are Yes

D - Make ~-| Model - Size - Price - Skilllevel - Wind conditior - Use Mumber - Stockitem - Order -
145 Best MNemesis 12 2979.00 Beginner Medium Kite Surf 1 Yes| 52,937.00
145 Alrush Flow 5 5699.00 Beginner High Kite Surf 1 Yes 52,097.00

1 Flysurfer Speed 2 12 5L,179.00 Intermediate Medium Land Board 1 Yes| 53.537.00

2 Flexifoil lon 1l 16 51,138.95 Imtermediate Low Kite Surf 1 Yes 5341685

3 Flysurfer Speed 2 & 587900 Imtermediate High Land Board 1 Yes 52,937.00

7 Airush Flow 15  5898.95 Beginner Low Kite Surf o Yes 5269685
10 Qzone Frangy FX 13 575495 Ewperienced Low Snowkite 1 Yes| 52,264.85
16 Flysurfer Pulse 2 6 5699.99 Intermediate High Land Board 1 Yas 5209997
31 Flexifoil Blade v 6 5409.00 Experienced Low Freastyle Buggy [ Land 1 Yes 51,227.00
37 Flexifoil Rage 2 5180.00 Beginner High Buggy / Land Board 1 Yes  5540.00
42 Flexifoll Blurr 3 5219900 Intermediate Medium Buggy 1 Yes  S897.00
49 Ozone Yakuza 2 5334595 Experienced High Buggy Racing 1 Yes  S704.85
50 Ozone Instinct Light 3 548100 Beginner High Kite Surf 1 Yes| 5144300
53 Ozone Cult 3 522995 Beginner Medium Land Board 1 Yes 5689.85
60 Pater Lynn Horraet 6 522495 Beginner L Buggy / Land Board 0 Yes S674.485
62 Peter Lynn Hornet 3 2142.95 Beginner High E’.uggn”' Land Board 0o Yes S478.85
109 Slingshot Turbo 2 ] STR.00  Intermediate Medium Kite Surf 1 Yes| 52,337.00
144 Airush Vapour 16 5999.00 Beginner Lo Kite Surf 1 Yes 52,997.00

[Mew)

NOTE: All records that do not match our criteria are omitted from the search result

Records where Skill Level Item field is Not Beginner

1. In the Labels Query click in the Criteria: section of the Skill Level field.

2. Type Ntl'.'rt “Beginner” into the Skill Level criteria field.

Feed: |[ID] [Make] [Madel] [5ize] [Price] [5kill kel Wind candition) [Use] [Mumier] [Stack item]
Table: thikites thliites hlkites. hiliites thikites hliites thites tolites hites lkines
Sort:
Show: bl = ~ i =4 EiEn 4 Ll + o
Criteria; Mot “Beginner” Like “Kite Surf* ¥es.

arn

NOTE: The Not “ “ criteria tell Access that you are looking for every other record
apart from the word included within the Not “ “ criteria.

In this example there were 3 types of record held in the Skill Level field:
* Beginner
s Intermediate

* Experienced

Including ‘Beginner’ within the Not criteria excludes it from the search and Access
will only look for records containing ‘Intermediate’ and ‘Experienced’.
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comensg characters following this letter to lowercase.

Fill the input mask from left to right in

character will be displayed a5 The charact

Characters enclosed in double quotes will be displayed as is.
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