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2010 Database Task — Walkthrough

Q35 Using a suitable database package, import the file N1OEKS.CSV

Assign the following data types to the fields:

Make Text

Model Text

Size Numeric/1 decimal place
Price Currency/2 decimal places
Skill Level Text

Wind Condition Text

Use Text

Number Numeric/Integer

Stock Item Boolean/Logical

Make sure that you use these field names. You may add another field as a
primary key field if your software requires this.

Save a screen shot showing the field names and data types used. Print a copy
of this screen shot.

Make sure that your name, Centre number and candidate number are
included on this printout.

The solution to task 35 will be detailed
over the pages 2 - 10.
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Opening a Database - How to do it:

1.

Open Microsoft Access by clicking:
e Start Button
e All Programs
e Microsoft Office
e Microsoft Access

Mark Nicholls — ICT Lounge

-~

2. Click the Office Button followed by New to open the BIanE Database pane on the

right-hand side in the window.

1
Enter a meaningful File Name: for the database\
For example ‘Kites’ would make sense as this is

the type of information that the database will
hold.

Blank Database

Create a Microsoft Office Access database that does not
contain any existing data or objects.

File Name:

Kites =
C:\Users\Mark Nicholls\Documents), a2
[ Create ] l Cancel

Click on the Browse button (yellow folder) and
choose where you would like to save your

database (Data Manipulation folder). o
e
8 videos

Press| ok | S —

Kites : Database (Access 2007) = Microg#ft Access:

Home Create External Data Database Tools Datasheet
Z = 8 4 Insert pe: = E“j
N == =l @ Data Type: =2
Lﬁ jJ _ﬂ] S g || &3 ==
# Delete || format
View New Add Existing Lookup = Relationships Object
Field Fields Column Rename || Seoim Dependencies

Views Fields & Columns Data Type & Formatting Relationships
All Tables v « (K5 Tablel\
Tablel S ID Add New Field

5 Tablet : Table * (New)
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Importing the N10EKS - How to do it:

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

the External Data tab then click

2. Select
| rfp@

Import Text File icon.
Datasheet (@]

on

— eate External Data Database Tools
W Access 3] Text File [ Excel ) 7
& |z 5 & Sl = i
#x Excel ##] XML File [T+ SharePoint List _*
Saved SR | . Saved = Create Manage Move to
Imports  #I SharePoint List %#! More = | g o pc |k PDFOrXPS %7 || E-mail Replies | Online SharePaint
Import Export Collect Data SharePoint Lists
All Tables * || Import text file I x|

Field

Tablel
EH Table1 : Table

Import data from or link to data in
a delimited or fixed-width text file.

@ Press F1 for more help.

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

3. Thisicon opens up the Get External Data window like this:
GE‘tExIeI DaextFil—J K - B _‘ . Y i

Select the source and destination of the data

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

Specify the source of the data.

File name: |:\CES Work\Key Stage 4\IGCSE\L 11 - Data 2010 Past Paper Walkthrough\N10EKS csv

Browse...

Specify how and where you want to store the data in the current database.

-

@) Import the source data into a new table in the current

Append a copy of the records to the table: |Tablel

IF the specified table does not exist, Access will create it. I the specified table already exists, Access might overwrite its contents with the
imported data. Changes made to the source data will not be reflected in the database.

<

NOTE: Ensure the top option
button is selected. This ensures

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it. Changes made to the
source data will not be reflected in the database.

the data is saved in a new table.

*) Link to the data source by creating a finked table.

Access will create a table that will maintain a link to the source data. You cannot change or delete data that is linked to a text file. However, you
can add new records.

Click on oK .

IMPORTANT NOTE: A large number of students perform poorly in this section of
the exam because they select the bottom option instead of
the top one.
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e

|
4. The Import Text Wizard window will

‘Your data seems to be in a "Delimited” format. F it isnt, choose the format that more correctly
describes your data.

open.

@ Delimited - Ch 2s comma or tab separate each field
) Foed Width - Fields are aiigned in columns with Spaces between each field

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

\CES WORKWEY STAGE 4{JGCSEVLESSONS\SECTION 11 - DATA MANFULATIONI2010 PAST PAPER WALKTHROUGH\N1DEXS.CSV

comma (as is the case in .csv files)

Click on [ _mees . |
|

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 [Smeeumas
decide if it contains the fieldnames that S R e e e
you need or if it contains the first row of e
data. . ijw B
A P T Sl o
7.1 the first row contains the [|ires TR
fieldnames, click on the First Row Y“ Y“Y ““
Contains Field Names tick box. As you T e
tick the box the first row changes from | L TR e s peerioeens for S
this to thIIS corcl 1:m ] i T |
[ = —_— —

What delimiter separates your fields? Select the appropriate delimiter and see how your text is affected in the preview below.

Choose the delimiter that separates your fields:

.__: ) Tab (i :__. Semicolon @_. Comma .'_: ) Space (i :__. Other:

i ?First Row Contains Field Names Text Qualifier: {none} El
Make Model Size [Price Skill level [Wind condition |Use
Flysurfer [Speed 2 12 1179 Intermediate Medium Land Board -
Flexifoil ([Ton III 16.5 [1138.95 [Intermediate [Low Kite Surf 'I
Flysurfer [Speed 2 t] 979 Intermediate High Land Board |
Flexifoil ([Ton III 14.5 [1058.95 [Intermediate [Low Kite Surf
ozone Instinct Edge [11 927 Experienced Medium Kite surf
Peter Lynn [Synergy 15 914 Intermediate [Low Land Board
Rirush Flow 15 898.95 PBeginner [Low Kite surf
Rirush [Flow 10 818.95 PBeginner Medium Kite sSurf |
ozone Instinct Sport [15 999 Intermediate [Low Kite surf
Ozone Frenzy FX 13 [7154.95 Experienced [Low IBnowkite
lozone Manta II 10 749.95 [Intermediate Medium Land Board / Snowkite
[Peter Lynn [Synergy ta] 124 Intermediate High Land Board
I. pzone Yakuza 14 [719.95 [Experienced [Low Buggy Racing

Ozone Frenzy FX 11 [718.95 Experienced Medium ISnowkite v|

S [ ms ] [ ) [

— — —

Page | 6




Section 11: Data Manipulation Mark Nicholls — ICT Lounge

8. Click on to open the Import
oo . . File Format: (@){Delimited Field Delimiter:
Specification window. .

Language: English
Check that all fieldnames and data types match | «®r= Viestern Ewopean (0%)

.o . . . . Dates, Times, and Numbers
those specified in task 35. In this case the Size, Price | weosw: v [5] o rouvgeses

Date Delimiter: v [] Leading Zeros in Dates

and Stock Item fields are not correct. Make the rone velgers |

following changes: Fld ormatn:

Field Name Data Type Indexed
Make Text
Model Text

4+ Size field needs changing to Long Integer s Dol

Skill level Text
4 Price field needs changing to Currency R
Number Long Integer Yes (Duplicates OK)
Stock item Long Integer No

4 Stock Item needs changing to Boolean (Yes/No)

File Format: (@) Delimited Field Delimiter:

9. To make these changes, click on the Data Type Crmedwdn e Qulfer
Language: English

cell for each of the fields and use the drop-down [ cere e o005

Dqes, Times, and Numbers

list to select the correct options as described in

DatXQrder: oMy [v] Four Digit Years

Date DM§miter: |/ [] Leading Zeros in Dates

the list above.

Decimal Symbol:

Field Informatior

Field Nam\ Data Type Indexed
Make Text ‘Nw
Model Text \Nn
Size Long Integer [ [No
Price
skill level

Currency s (Duplicates OK)
Single

Double

Date/Time
Text

=] N10EKS Import Specification

File Format: (@) Delimited Fiflld Delimiter:

Language: English

[x]
() Fixed Width Tkt Qualifier: {none} E|
[~]
[=]

Code Page: Western EuropeanffDOS)

Dates, Times, and Numbers

Date Order: DMY E| [Z Four Digit Years
Date Delimiter: / ["}| Leading Zeros in Dates
Time Delimiter:  |* Ddrimal Symbol:
Field Information:
Field Name Data Type Indexed Skip -
Make Texd ¥ | Mo
Model Text No
Size Long Integer No
Frice Currency No
Skill level Text No
Wind condition Text No
Use Text Mo
Number Long Integer Yes (Duplicates OK)
Stock item Yes/No No =
e
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When all of the changes have been made, click on 0K .

10.Select 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’.

% Import Text Wizard

Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
uniquely identify each record in your table. It allows you to retrieve data more quickly.

=

TR
2 nan wun Hun
= TR
21 wun R

@) iLet Access add primary key.

L SETHE TR i
(7)) Choose my own primary key. El
© No primary key.
Ma ke Model Colour PPrice |SPrice |Year [Extras
VR Tuscan Black 18000 [R0305 (2006 Rlloy Wheels Air Conditio|=+
ercedes |2200 Silver 4305 5995 2003 Rir Conditioning

oyota MR2 roadster Electric blue [13995 |[158%5 [005 [Leather Seats Rir Conditi
MW Z3 Metallic black 4665 5635 2000 Rlloy Wheels
ovota Celica Bed 19935 4695 008 Rmir conditioning Ellov ¥h

This adds a new field called ID to the table.

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

12.Click on .

13 . I n t h e I m po rt to Ta ble : box - That's all the information the wizard needs to import your data.
enter ‘tblKites’.

Import to Table:

IF E tbiKites

NOTE: 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| emsn  to import the data and then| <= | to close the wizard.
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15.Double click on tblKites to display the imported information which should look
like this:

Kites : Database (Access 2007) - Mic
eate External Data Database Tools Datasheet
=i A N ion *
M & T ks | 3 =i New E Totals =l f [7 Selection
— EE| =5 Save & speling | £/ W3 Advanced ~
Vi Paste - - ~|[|EH ~ A== Refresh Filt
o : F g B 2 OjA-|2 Il@ || l === fgdrf-5 X Delete - EMore~ || 45 e ' Togagle Filtel
Views | |Clipboard ™= Font (] Rich Text Records Sort & Filter
all Tables  +| « ([ = tbllﬁles‘\\
tblKites 2 D - Make - Model » | Size ~| Price ~ Skilllevel - Windcondition - Use
| tblKites : Table 1 Flysurfer Speed 2 12 51,179.00 Intermediate Medium Land Board
* 2 Flexifoil lon 1l 16 51,138.95 Interrfzdiate Low Kite Surf
o aA 3 Flysurfer Speed 2 8  5979.00 Interme Land Board
tbiKites — containing 4 Flexifoil lon Il 14 $1,058.95 Interme Imported Kite Surf
the imported .csv data 5 Ozone Instinct Edge 11 5927.00 Experie records Kite Surf
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Amending Field Properties - how to do it:

Mark Nicholls — ICT Lounge

1. Changes to the field types, or other properties, can be made from the

Home tab. In the Views section, click on the Design View icon.

View || Primary Builde
Key

Creste  ExternalData  Database Tools Desig
= 2= Insert Rows A =7
e B £7

Test Validation
Rules

= Delete Rows

2 Lookup Column

Property Indexes
Sheet

Views Tools Show/Hide
‘AII Tables v & || ] tblKites x
thiKites & Field Name Data Type Description
3 thikites : Table ¥ o AutoNumber E
Make Text
Model X
Size Number{ E
Price Currency
skill level Text

Wind condition

eeeee

Format
Decimal Places
Input Mask
Caption
Defautt Value
Validation Rule
Walidation Text
Required
Indexed

Smart Tags
Text Align

. \
N

No
No

General

Text
Field Properties

The data type determines the kind of values that
users can store in the field. Press F1 for help on

\\\\\\jjfi

’——’——,-".

Haome

Paste

Clipboar

2. The task instructed you to set the
Size field to 1 decimal place. You
can check this by clicking the left

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’.

Design view. F6 = Switch panes.

FL = Help

[EE=AT

cell

General | Lookup

Field Size
Format
Decimal Places
Input Mask
Caption
Default Value
Validation Rule
Validation Text
Required
Indexed

Smart Tags
Text Align

Long Integer

the

Price

field

decimal places.

Page |10

= i G 3. Click on the
Field Name Data Type
% ID AutoNumber H. { ’
o e containing ‘Auto’ and use the
Model Text H .
e . drop-down list to set this to,1
Price Currency d o I I
kill level Text ecimal place.
Wind condition Text
FielljPrope

Use the same method to set

(which
-

currency data type) to 2

is

fjtmum;\
Field Name Data Typs]
¥ |ID AutoNumber

Make Text

Model Text

Size Number

Price Currency

Skill level Text

Wind condition Text

Field Prope
General | Lookup
Format
Decimal Places Auto e
Input Mask Auto s
Caption 0 E|
Default Value 1 [
validation Rule 2 |
Validation Te 3
Re 4
™M Indexed 5

Smart Tags ?
Text Align
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4. To change the Boolean field so that it || = thikites |
. ‘ ’ PSRRI Field Name Data Type
displays ‘Yes’ or ‘No’, click in the Stock=| 3 o AutoNumber
Item field and in the General tab select Make Text
Model Text
the Format cell. Size Number
Price Currency
Skill level Text
Wind condition Text
N\ Use Text
Number Number
Stock item Yes/No
Field Properties
Format
Caption
Default Value
5. Use the drop-down list to select the ==t rule
Validation Text
Yes/No option. Indexed No The displ;
Text Align General defined form

6. Save the database for later use by clicking the H symbol.
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Taking a screenshot - how to do it: M

1. Open your Kites Table in Design View. =——p| View

2. The task asks you to take a screenshot of the Field Names and Data Types used
within the table. To do this, simply press PrtScn on
the keyboard.

3. Open up an empty Microsoft Word document and
then click Paste.

4. Add your Name, Centre Number and Candidate Number to the Footer.

Your finished screenshot should look something like this:

Lxternal Dats Database Tools

Description
AutoNumber
Text
Text
Number
Currency
Sl level Text
Wind condition Text
Use Text
Number Number
Stock item Yes/No

Pk Properten

Generat Lookup

ield Size Long Integer

New Values Incement

Format

Caption

Poexes Yei o Dapheaten)

Smart Tags A fiekd name can Be up 10 &4 charactens long,

Test Abgn Generst Inchading paces. Press 11 foe help on fuid
namey

Design view. 16 » Switch panes. 7l = Melp,

Mark Nicholls Gen Num: 001101 CanNum: 1100

5. Print a copy of your screenshot.
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KIBG Insert the following three records:

\

Make Model Size Price Skill Level | Wind Use Number Stock Item
Condition

Airush Vapour 16 999 Beginner Low Kite Surf 1 Yes

Best Nemesis 12 979 Beginner Medium Kite Surf 1 Yes

Airush Flow 5 699 Beginner High Kite Surf 1 Yes

Check your data entry for errors.

w37 Save the data.

/

Inserting new records - How to do it:

1. Double click on tblKites to view the records.

Irﬁg;\\ H 1 Table Tools ites : Database (Access 200
—E-’y Home Create External Data Database Tools Datasheet
y = A Wz ion *
I.E,Z T Sk N === | @ =i New X Totals z_l L[?' (7 Selection
""" EE | =8 Save & speling | %/ W3 Advanced ~
Vi = - || - - ||Ed ~ ||| Refresh Filt:
IEW ¥ B 7 UjA & l@ | ;ﬁe-s )( Delete ~ Er\dore v e
Views | Clipboard ™ Font (] Rich Text Records Sort & Filter
All Tables v | «i| T toiKites ||
thblKites 2 ID - Make - Model ~ | Size ~| Price ~| Skilllevel =~ | Wind condition - Use
=5 tblKites: Table 1 Flysurfer Speed 2 12 5$1,179.00 Intermedia Madinm Land Board
2 Flexifoil lon I 16 51,138.95 Intergggdiat] ite Surf
> & Database
3 Flysurfer Speed 2 8  5979.00 Intermedia bnd Board
tblKites 4 Flexifoil lon il 14 $1,058.95 Intermediat] Records ite Surf
5 Ozone Instinct Edge 11 5927.00 Experiencet—rr—cror ite Surf

2. Scroll to the bottom of the table and look for the row which is marked with an
asterix (*). The asterix indicates that this row is where new records are input.

141 Ozone
142 Peter Lynn
143/ Peter Lynn

(New) w

r

Instinct Light 7
Hornet 8 522495
Reactor 4 5219.95

A A A

$611.00 Beginner
Intermediate Low
Intermediate  Medium

New records inserted here

r

val

Medium

Kite Surf

Buggy / Land Board

Buggy

3. Enter the 3 new records as specified in task 36.

D - Make - Model Size = | Price ~| Skilllevel ~ | Wind condition - Use - | Number - | Stockitem - A
143 Peter Lynn Reactor 4 5219.95 Intermediate Medium Buggy 0 Mo
144 Airush Vapour 16  $993.00 Beginner Low Kite Surf 1 Yes
145 Best Nemesis 12 $979.00 Beginner Medium Kite Surf 1 Yes
146 Airush Flow 5  5$699.00 Beginner High Kite Surf 1 Yes

(New)
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Checking data entry - How to do it:

Mark Nicholls — ICT Lounge

All this requires you to do is to read through the new records that you have entered
and double check that they match those stated in task 36.

It is vital that your data entry is EXACTLY the same as the information stated in the

qguestion or you will run into problems when you come to search the database later

in the exam.

Remember task 36 required you to add the following records:

Make Model Size Price Skill Level | Wind Use Number Stock Item
Condition

Airush Vapour 16 999 Beginner Low Kite Surf 1 Yes

Best Nemesis 12 979 Beginner Medium Kite Surf 1 Yes

Airush Flow 5 699 Beginner High Kite Surf 1 Yes

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

Home Create
&{ o Calibri
...... ) ER
Wiew Paste
- - _,.-"
Views | Clipboard T«

mm“ -~ -

External Data

Database Tools

- 11 -~ |[= 3

B I U|lA - -||EH|[EE |

Font
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Q38 Produce areport which:

1. Contains a new field called Order which is calculated at run-time. This field
will calculate the Price multiplied by 3

Has the Order field set as currency with 2 decimal places

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

Shows all the fields and their labels in full

Fits on a single page

Has a page orientation of landscape

Sorts the data into ascending order of Make (with Airush at the top)

L

Calculate the total value of kites to be ordered and:

o Shows this total value at the bottom of the Order column

o Formats this total value to currency with no decimal places

o Has the label ‘Total order value’ for the total value
9. Include the heading ‘Kites we need to restock’ at the top of the page
10.Has your Name, Centre Number and Candidate Number on the left footer
of each page.

This task is the most difficult of them all. It requires you to produce a report.
However before you can make the report you must create something called a query.

What is a query?

A query is a way to search through the data stored in the database to produce
meaningful results.

In this question the query needs to search the database in 2 ways:

1. Search the information where Number is less than 2 AND Stock Item is ‘Yes’.
2. Includes a field called ‘Order’ which is calculated at run-time and multiplies
the Price field by 3.

What is a report?

A report is a method we use to display our information in the clearest way
possible. Reports are essentially the output of the database.

The report in this question only wants us to display information that meets certain
criteria and, therefore, we also need to create a query.
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NOTE: You MUST be able to determine the difference between a query and a report
in this task. In short:

e Any tasks which sound like you need to search for information are tackled
within the query.

e Any tasks which sound like they are talking about the display of the
information should be tackled within the report.

Creating the query - How to do it:

1. Click Create and then Query Wizard.

,nf .23\‘\ s M y Kites : Database (Access 2007) - Microsoft Access

i
—/ Home Create External Data Database Tools

= T =1 i
'j E j E = g fi PivotChart El = 2 Labels is @ @
— = jBIankForm —

= = i f | Blank Report ™= — iy
Table Table SharePoint Table Farm Split  Multiple

Form Report _ Report Query | Query Macro
Templates =  Lists~ Design Form  Items EIMO"E Forms = pesign EQ\REW"‘W'ZEW Design || Wizard Design -
Tables Forms Reports Other
| All Tables | 4 H |QueryWizard ‘
2. Select Simple Query Wizard then click OK. revoey U -
I isimple Query Wizard

Crosstab Query Wizard
Find Duplicates Query Wizard
Find Unmatched Query Wizard

3. On the next screen, you should make sure
that tblKites option is selected. Use the This wizrd restes  slct quey

arrows to move the fields from the
Available Fields: window into the

Selected Fields: window.
Simple Query Wizard Simple Query Wizard
Which fields do you want in your query? Which fields do you wantin your query?
You can choose from more than one table or query. You can choose from more than one table or query.
Tables/Queries Tables/Queries
Table: thilkites El Table: thikites El Selected
Available Fields: Selected Fields: Available Fields: Selected Fields: F|e|dS
D
Make
Arrows o

Size

Price
Skill level

Wind condition Wind condition
Use 57 Use

Skill level

Cancel Mext = ] ’ Finish ] -
Available ==
Fields
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4. Select the ‘Detail — show everylfield of | simple Query wizarg \
every record” option then press Next. s R ——
(If the task required a summary of data o © Sy
then you would choose ‘Summary’) e

e | s [ a1
A

concel || <Back |[ mext> |[ insh

5. Choose a name which suits the task. | suggest ‘Kites Order Query’.

Simple Query Wizard

Select the ‘Modify the Query =
Design’ option. This lets us Kites Order Query <€

What title do you want for your query?

create our searches.

That's all the information the wizard needs to create your

Click Finish. e

Do you want to open the guery or modify the query's design?

(7) Open the query to view information.
P @ Modify the query design.

Cancel ] [ < Back

This takes us to the Query Design screen and from here we can tell Access which
data we would like to search for:

=31 Kites Order Query ', X
thlKites E
*
¥ D
Make .
Model Query Design
Size
Price
Skill level
Wind condition
Use
Number
Stock item
-]
4 [ »
Field: | 1D] Izl [Make] [Model] [Size] [Price] [Skill level] [Wind condition [Use] [Mumber] [Stock item]
Table: | thiKites tblKites tblKites tblKites thiKites thiKites tblKites tblKites thiKites thiKites %
Sort:
Show:
Criteria:
or
L
Ly »
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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 will
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.

NOTE: It is important to understand that Calculated fields are ALWAYS created
within queries...... nowhere else.

1. In query design view find the Stock Item field.

2. Click the mouse cursor into the empty field to the right of Stock Item.

| T ~
- \ 4
Field: | [Model] [Size] [Price] [Skill level] [Wind condition [Use] [Mumber] [Stock item] ‘P IZ| =
Table: |tblKites tblKites thlKites thlKites tblKites tblKites thlKites tblKites E
Sort:
Showe 7 7 ¥ 7 7 il il il
Criteria:
4 | »
|
3. In the empty field type Order: [Price] * 3
[Stock item] Order: [Price]*3 [«
This creates a new field called ‘Order’. tbiKites
The Order field will store the result of the J 4
[Price] fieldmultiplied by 3.

Breakdown of what is happening here:

This tells Access what to

name the new field
= :l: This tells Access which
I:]rder: [Flrl EE1 3 mathematical

calculation to use

This tells Access which current
field to use in the calculation
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NOTE: It is essential that you follow the correct syntax. For example:

e Correct order

e Using a colon ( ) after the new field name

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

e Using the correct mathematical symbol (see below)

Mathematical symbo

Is are as follows:

(multiply)

[ (divide)

= (subtract)

+ (add)

I
4. Run the query by clicking the Datasheet View button.

\"‘:33/
=l

H9- ).

Create

=l 2
View Run | Select | Make

» Table
Results

Home

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

contains the Price field multiplied by 3.

“H Kites Order Query \ x
ID - Make ~| Model ~ Size ~J Price ~| Skilllevel - 'Wind conditior Use ~ | Number ~ | Stock item « Order -
1 Flysurfer  Speed2 12f $1,179.00 fintermediate  Medium Land Board 1 Yes $3,537.00
2 Flexifoil lon 11 16§ $1,138.95 fintermediate Low Kite Surf 1 Yes 53,416.85
3 Flysurfer  Speed 2 8] 5$979.00 fintermediate High Land Board 1 Yes 52,937.00
4 Flexifoil lan 1 14] $1,058.95 fintermediate Low Kite Surf ] Mo $3,176.85
5 Ozone Instinct Edge 11) 5927.00 fExperienced Medium Kite Surf 2 Yes 52,781.00
6 PeterLynn Synergy 15 5914.00 fintermediate Low Land Board 3 Yes 52,742.00
7 Airush Flow 15§ 5898.35 JBeginner Low Kite Surf 0 Yes $2,696.85
8 Airush Flow 100 5818.95 Beginner Medium Kite Surf 0 No $2,456.85
9 Ozone Instinct Sport 15 5999.00 fintermediate Low Kite Surf 0 Mo 52,997.00
10 Ozone Frenzy FX 13] 5754.95 JExperienced Low Snowkite 1 Yes $2,264.85
11 Ozone Manta Il 10§ 5$749.95 fintermediate M . Lo Yes $2,249.85
12 Peterlynn Synergy gl <724.00 Order field multiplies the contents ree—] $2,172.00
= — = of the Price field and displays - - amm
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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
View. To do this, right click the query and
then select Design View.

2. Highlight the Order field then right click
and select Properties.

All Tables

b3

thiKites
ZH tblKites: Table

b

'ﬁj Kites Qrder Queny
e
o]

=4

Open v
Design View

Export 4
Collect and Update Data via E-mail

Use Mumber Stael itam [=]
tblKites tblKites % Totals
EYZ
&y Table Mames
#& Cut
=2 Copy
= Paste
% Build...
_¢ Foom...
»| “F Properties...
3. In the Properties Sheet change the Format | Propery Sheet x
. . | 5election type: Field Propefties
to Currency by using the drop-down list. —'—|
General Lookup
Description
4. Run the query in Datasheet View and check || Format Currency
. . Input Mask Long Date -
to make sure that your Order field is set to || ;qtion Medium Date
Currency. Smart Tags short Date
Text Format t:' ﬂdﬂ_ T'm_?_
edium Time
3] Kites Order Query ' \ .
Wind conditior - Use - Number - |Stock iterr - Order - short Time
Medium Land Board 1 Yes $3,537.00 eneral Mumbe
Low Kite Surf 1 Yes $3,416.85 -
High Land Board 1 Yes $2,937.00 Eura
Low Kite Surf 0 No 5$3,176.85

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

| All Tables |
1. Open the Kites Order Query in Design View. thiKites

£ tblKites : Table

b3

| E3 Kites Order Quen
. 3 . 3 . . _'H
2. Click in the Criteria: section of Number field: E| Qpen Y
lg Design View
Export
......... \

Field: |ID Make Madel Size Price Skill level Wind condition Use Mumber Stock item Order: [Price]*3
Table: |tbIKites thiKites thiKites thiKites thiKites thiKites thiKites thiKites thiKites thiKites

Sort:

Shows v W J W v v W W W v b
Criteria: || ——1

3. Asthe question requires us to search for only the records where the number is

less than 2 we need to type in <2
Use Mumber Stoc
thiKites thiKites thKi
W W
:I 2 |
Breakdown of what is happening here:

This Operator Symbol This tells Access which
stands for ‘less than’ number to be less than

< |

NOTE: 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)
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4. Click in the Criteria: section of the Stock Item field:
Field: (1D Make Model Size Price skill level Wind condition Use Mumber Stock item Order: [Price]*3
Table: |tblKites thlKites thlKites tblKites tblKites thlKites tblKites tblKites blKites tblKites
Sort:
Show:
Criteria: | |
or:

5. The question wants us to search for records where Stock Item is ‘Yes’. To do this

simply type Yes into the criteria box.

MNumber
thiKites

<2

Stock item
thlKites

Ye 5|

6. Run the query in Datasheet View and check to make sure th

at the database has

only returned records that match our criteria (Number less than 2 and Stock

Item of Yes).

All numbers are less
than 2

All stock items
are Yes

N\

y 4

N\

ﬂ:‘ Kites Order Query

4

ID - Make - Model ~|Size » | Price ~ | Skilllevel - | Wind conditior ~ Use Number ~ Stockiten - Order -
145 Best MNemesis 12 $979.00 Beginner Medium Kite Surf 1 Yes $2,937.00
146 Airush Flow 5 $699.00 Beginner High Kite Surf 1 Yes $2,097.00

1 Flysurfer Speed 2 12 $1,179.00 Intermediate Medium Land Board 1 Yes $3,537.00

2 Flexifoil lomn 111 16 5$1,138.95 Intermediate Low Kite Surf 1 Yes $3,416.85

3 Flysurfer Speed 2 8  5$979.00 Intermediate High Land Board 1 Yes 52,937.00

7 Airush Flow 15  5898.95 Beginner Low Kite Surf 0 Yes $2,696.85
10 Ozone Frenzy FX 13 5754.95 Experienced Low Snowkite 1 Yes $2,264.85
16 Flysurfer Pulse 2 6  5$699.99 Intermediate High Land Board 1 Yes $2,099.97
31 Flexifoil Blade IV 6  $409.00 Experienced Low Freestyle Buggy / Land 1 Yes $1,227.00
37 Flexifoil Rage 2 $180.00 Beginner High Buggy / Land Board 1 Yes  $540.00
42 Flexifoil Blurr 3 $299.00 Intermediate Medium Buggy 1 Yes $897.00
43 Ozone Yakuza 2 523495 Experienced High Buggy Racing 1 Yes  $704.85
50 Ozone Instinct Light 3 $481.00 Beginner High Kite Surf 1 Yes 51,443.00
53 Ozone Cult 3 $229.95 Beginner Medium Land Board 1 Yes  5689.85
60 Peter Lynn Hornet 6  5$224.95 Beginner Low Buggy / Land Board 1] Yes  $674.85
62 Peter Lynn Hornet 3 $142.95 Beginner High Buggy / Land Board 1] Yes  $428.85
109 Slingshot Turbo 2 9 $779.00 Intermediate Medium Kite Surf 1 Yes $2,337.00
144 Airush Vapour 16 $999.00 Beginner Low Kite Surf 1 Yes $2,997.00

* | (New)

NOTE: All records that do not match our criteria are omitted from the search result
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Creating the report using the Kite Order Query - How to do it:

The Problem: Produce a report which:

. Shows all the fields and their labels in full
. Fits on a single page
Has a page orientation of landscape

N o un b

. Sorts the data into ascending order of Make (with Airush at the top)

Once we have our completed query we can take this information and display it in
the form of a report.

1. Click Create and then Report Wizard.

,-’/Qﬂ\\” s | ‘1 ~ Kites : Database (Access 2007) - Microsoft Access
s |

—/ Home Create External Data Database Tools

i E j [;; g = il PivotChart @ :: = Labels [E @ [@ _-,—,-

LLLE

= = jBIank Farm f_| Blank Report ™=
Table Table SharePoint Table Farm  Split  Multiple Farm Report . Report Query Query Macro
Templates~  Lists=  Design Form  Items :?'_EI"-’"’"E Farms = pesign &REFUWW'HFU Design || Wizard Design =~
Tables Farms Reports Other

2.0n the next screen, you should make sure that Kites Order Query option is
selected. |

Which fields do you want on your repart?

Report Wizard

You can choose from more than one table or query.

Tables/Queries Tables/Queries
Query: Kites Order Query Query: Kites Order Query E
Available Fields: Available Fields: Selected Fields:

F ———— o =
Make
Model D
Size
Pri.ce ’
Skill level Skill level A
Wind condiﬁ‘ ition
Selected

Available
Fields

Fields

Use the arrows to move the fields from the Available Fields: window into the
Selected Fields: window.

Press Next and the Next again.
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Sorting data into ascending order of make:

3. Inthe Sort Order section, use the drop-down box to select the Make Field.

Report Wizard

What sort order do you want for your records?

‘You can sort records by up to four Sia
ascending or descendingg «

Make sure that it is set to Ascending
(Low to High).

2 B

Click Next.

Cancel H < Back ” Next > ” Finish

Landscape page orientation: Report Wizard
How would you like to lay out your report?
4. Set the Page Orientation to Landscape s eneten
(Wide) and leave Layout as Tabular. © Ttnier

() Justified r’I
Click Next.

Adjust the field width so all fields fit on
a page.

concel | [ <Back [ mext> |[ mmsn

5. Choose a Design for your report (I chose | #hetsuewosyouiier

‘None’ option as it is easier to re-design ecess 003 E

Access 2007 T
Apex N

Aspect

later) v
Concourse
Equity

i Flow
TI t I € Foundry
Median
Metro
Module

Label above Detail

Control from Detail

Click Next. e a——

Cancel ] [ < Back M Next = ] l Finish
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6. Choose a report name which suits the task (I chose Kites Order Report).

Report Wizard

Select the ‘Modify the Query =

This
customise our report.

Design’ option. lets us

Click Finish.

What title do you want for your report?
Kites Order Report]

That's all the information the wizard needs to create your
report.

Do you want to preview the report or modify the report's
design?

() Preview the report.

> @ Modify the report's design.

Cancel ] [ < Back

Showing all fields and labels and making sure the report fits onto a

single page:

1. You should be in Report Design View. It looks like this:

Report Design Tools base (Access 2007)'= Microsoft Acces
External Data Database Tools Design Arrange Page Setup 'Q)
| A~ —Il._ [£= Group & Sort @ [ B |abl B~ 2 il (=] = m quj gm &
= - ..,f.ﬂ..,. 5 TCIEE Gridlines Logo ﬁ AEBLIM _ll ﬁ ?'9 = m Addjxisting Pr_operty f&,
=¥ = 5 Hide Details £ B aEEE 9@ 0 L5 5 Feds  sheet
Font Grouping & Totals Gridlines Contrals Tools
[ > |8 Kites Ordes Report x
_|L||"'2 1 © 3 1 . 1 -5 1 - ] -7 ] I
j” # Report Header . -
IR Some labels/fields are not
- Field Labels large enough to hold the data
S i er— ESSIISRS [22aseesesesee: T e T
Bk Yy ] vy v
H """ Sizalt cefskill|lav beriam)i |0
: Make HID HMGdeI tSize E|Plrice Hskillllevel I “Wind conditlion HUsel I tNumHﬂE
J . pa;; FOOter, ....................... e e EEREEETELLY Sar e e S e e e
ol (I [ S S
£ : |:N0w{} 'Page " & [Page] & " of " &
_E J # Report Footer

Clearly this report needs some work for the followi

e |tis messy

ng reasons:

e The labels and fields are not large enough to display the information

e The report does not fit onto a page.

- Haome Create Exte

If | ran this report in Report View you will see what | mean.
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Report View:

o

== Save g ) = GoTo~
View Paste | F 1l 1| | | | | :=||3* - ||| Refresh Filte Find
- J A e - | = | - Al X Delete More W Togagle Filte i Select -
Views ||Clipboard ™ Font Rich Text Records Sort & Filter Find

*

ne

& =, New X Totals | 7 Selection [;a 2.c Replace
Ei .
& Save 7 spelling || £} W3 Advanced ~

—
{2l Kites Order Report

Some labels/fields are not
Generally messy

Kites Order Report large enough to hold the data
V \ v
Make 1D Model /ize Price skill level Wind condition Use nber aml Crder
Airust 146 Flow 5  $699.00 Beginner High Kite Surf 1 =& zzzomms
Airust 7 Flow 15 $898.95 Beginner Low Kite Surf 0 i HHE
Airust 144 Vapour 16 5999.00 Beginner Low Kite Surf 1 o zmoomss
Best 145 Nemesis 12 $979.00 Beginner Medium Kite Surf 1 HEHE

Resizing Fields

2. Click the drop down arrow on the View option and select Design View. [ d = ©

- Home Creg

This lets us make the required changes.

| View

3. Click on the Make field and drag the handles out to create more space | " seortview

for the information. 0, prntprevew

E Layout View

;E‘./' > _
L;,__\/ Design View ‘..

# Page Footer

4. Click back on Report View to make sure that the field has been resized enough to

hold all of the information. It looks okay. \ e reerieper

— Make ID Model
Airush 146 Flow
Airush 7 Flow

5. Continue doing this until all of the fields are just the right size to hold the
information. You may need to reduce the size of some of them if they are too
large.

NOTE: Fields can also be resized to make them higher instead of wider. This is
useful to force longer pieces of data onto a new line and, therefore, take up
less room widthways.

|| # Page Header . . . . . . Frees‘t‘,-’le Bugg‘,.',-"
5 | ; Land Board

Page Footer
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2] Kites Order Report

Kites Order Report

Fields all large enough to hold the information

4 v N

Make 1D Model Size Price Skill level Wind condition Use Number  Stock item Order

Airush 146 Flow 5 $699.00 Beginner High Kite Surf 1 Yes  52,097.00

Airush 7 Flow 15  $898.95 Beginner Low Kite Surf 0 Yes  52,696.85

Airush 144 Vapour 16 $999.00 Beginner Low Kite Surf 1 Yes  $2,997.00
Aligning Fields Fields needs to be further apart

1. ID, Model, Price and Skill Level fields could benefit from being further apart. This

will make them easier to read.

2. Move the cursor into the

Page Header section and click on the ID label.

Model

”m

Price HSkiII level Wind condition

Use

Number

Stock item Order

||| # Page Footer

3. Centre the label using the Centre

\W\ -

Home Create External Data Database Tools Design

| A - &
. *ﬂ [2)]
= =

Alignment tool in the Design tab. — 2
B I U||=== o Conditional || Group
& Sort
Font Group
4. Repeat this for the ID field in the Detail section.
5. Use the same techniques to re-align the other problem areas in the report.
{2l Kites Order Report
Kites Order Report Much neater layout
Make ID Model Size Price skill level Wind condition Use Number  Stock item Order
Airush 146 Flow 5 $699.00 Beginner High Kite Surf 1 Yes 52,097.00
Airush 7 Flow 15 5898.95 Beginner Low Kite Surf 0 Yes 52,696.85
Airush 144 Vapour 16 $999.00 Beginner Low Kite Surf 1 Yes $2,997.00
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Calculating total value of kites on the report - How to do it:

The Problem: Produce a report which:

8. Calculate the total value of kites to be ordered and:
o Shows this total at the bottom of the Order column
o Formats this total value to currency with no decimal places

o Has the label ‘Total order value’ for the total value.

To add a total to the report you will insert a text box into the Report Footer section.

By default the Report Footer section is hidden from view and so you have to create

some room for the text box.

Creating some room in the Report Footer.
1. Position your cursor to the bottom of the Report Footer bar so that the cursor

changes to an arrow.
..... WIM_WWMWTE—”-WWF
EEEEEEEEEEEEEEEEEEEEE|EEEEEEEEEEEEEEEEEEEEEEE|EEEEEEEEEEEEEEEEEEEEE
="Page " & [Page] & " of " §

Page Footer

77N\
\/

-_—

# Report Footer

2. Hold the left mouse button down and drag the Report Footer row down a little

bit to make some room.
B L L= L™ T c\ TS ETIT v =T TUIT IO COT IO TCTTT g TOCIT Tt JTOC TOeTTT T
E L] INC | | | |
J e Footer \
J # Report Footer

|
3. In the Design section click the Text Box option.
Kites : Databasze (Access 20

-"/E-Ei;\\"' H ) - Report Design Tools -
Sy —
—/l Home Create External Data Database Tools Design Arrange Page Setup
4
! L [ Group & Sort [ ] B ||ablEB ™~ 7T 2 a2
B3 £% ;
b B J—‘-E b3 = * Totals ﬂ Aﬂjlzlpl_llﬁ?-')
View ——— Conditiona e Gridlines Logo
i === = {3 Hide Details R AEFEE o&E@0
Views Font Grouping & Totals Gridlines Controls
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Calculating the total value of the kites to be ordered.

1. Draw the text box into the Report Footer underneath the Order field.

skilllevel : !Wmd: conditio !

skill level Wind condition

¥ Fage Footer

¥ Report Footer

2. In the Unbound text box type =SUM([Order])

# 7 =Sum([Order])
P I Z:..|ZZ:ZZ:ZZ:Z.:ZZ:ZZ:ZZ:ZZ|ZZ:Z

This adds up all of the values stored in
the ‘Order’ field.

=SUM means ADD TOGETHER.

Breakdown of what is happening here:

This tells Access that we want to
add something (or total)

This tells Access which field

=SUM][[Order]) fi—mmes:

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

e Correct order
e Using an = sign in front of the calculation

e Using the SUM function if the task requires you to total something

e Using curved AND square brackets ([ ]) to surround the field’s name
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NOTE: In your exam you will be asked to use one of several possible types of
calculation within your report:

1. =([sum])

Used if the question requires you to total a field

2. =([COUNT])

Used if the question requires you to count the number of records in a field.

3. =([AVG]) - Used to calculate the average value of a field
4. =([MAX]) - Used to find the highest number within a field
5. =([MIN]) - Used to find the lowest number within a field

Formatting the total value to currency with no decimal places.

1. Make sure the report is open in Design View.

2. Click the text box which contains the calculation.

3. In the Design section click Property Sheet.

|
Home Create External Data Database Tools Design Arrange Page Setup v
a calibri -|A - :Fj = Group & Sort [ B |ablEBENM 22| = =k ‘I|4!‘j ZA 2
B I U|ln | & - B = Totals 9 ABEOFEES | = /B & = =] B
N e ———— Conditional || .. Gridlines Log0 pom | = v o 22 = o | o remm Add Existing |Property
==K = {1 Hide Details o R aEEE @0 £L-5 3 feds | sheet o
s Font Grouping & Totals Gridlines Contrals Tools
'ﬁj Kites Order Query | [5] Kites Order Report
[ T T - S 1 3 | n - | 1 |
- |
||| # Detail
* |pdel Price Skill level Wind condition Use
: ="Page " & [Page] & " of " &[Pages]|
J # Report Footer
L
=Sum([Order])
4. The Property Sheet for the text box will open. p | Property Sheet x
Selection type: Text Box
. ¢ » .
You should make sure that you are in the ‘All’ section. Tt [=]
|Format| Data IE\rent I Other| All |
Name Text29 -
[ | Control Source =5um([Order]}
. . Format
5. Find the Format setting and use the drop-down box to | oemairece: GeneralDat +
Visible Long Date
Medium Dat
select Currency. Tt Formet st sna e
Width ong Time
A Medium Tim
|Format| Data |Ever1t | Other| All I_ ?:;ght Short Time
Left General Mur
H H Mame Text29 Currency
6. Use the Decimal Places setting to Control Source —sum(Order] Back Style e
| - Format Currency Back Color Fixed
> . Border Style Standard
select 0. S_E_‘t'j”l"a' Places Ttt" Border Width Percent
isible uto -
Text Format
Datasheet Caption 1
Ll 2
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Adding the label ‘Total order value’.

1. Close the Property Sheet and click in the label for your calculated field

= K'.tesomerq.am'jéﬂ IGlesOldell!eport\ \
1 T T ] 1 5 1 -s---\--? | [ | R | i |
# Report Header

skill level

Wind condition

Stock |tem

="Page " & [Page] & " of " &[Pages]|

Sum([Order

2. Change the text to ‘Total order value’. (Resize or move label if necessary)

..:|Total order 1u':5|lu.:a:| || =Sum([Order]) |:
e IR Tl EE R N A EEEEEE .
(9o
—/ Home Create Ext
3. Runthe report in Report View and scroll to the bottom. =
I [.Visw\ %%igl; -
\g Report View :1\{%
Your calculated field and label should appear. Notice how e [
the Order Total has no decimal places:
Beginner High Buggy / Land 0 Yes 5428.85
Board
Intermediate  Medium Kite Surf 1 Yes 52,337.00

btal order value: 53?926

y 4

Total Value Label

Total Value Calculation
(0 decimal places)
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Changing the Report Heading to ‘Kites we need to restock -

How to do it:

The Problem: Produce a report which:

9. Includes the heading Kites we need to restock at the top of the page.

1. Make sure the report is open in Design View.

2. Move the cursor into the Report Header section.

=

Kites Order Report

O

skill level

Wind condition

Stock item

3. Click in the heading (label) we currently have and delete the contents.

4. Type in the required text — ‘Kites we need o

\ |

to restock’.

L

Eﬂmesomemeport\ /
. / I T

# Report Header /

»

# Page Header

id

Kites Order Repurt\

R R

# Report Header

Kites we need to restock‘

# Page Header
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5. Check in Report View that the new heading is:
e At the top of the page
e The EXACT words given in the question
e Spelt correctly.

It should look like this:

{2l Kites Order Report

Kites we need to restock

Make 1D Maodel Size Price Skill level Wind condition Use Number Stockitem Order

Airush 146 Flow 5 $699.00 Beginner High Kite Surf 1 Yes $2,097.00
Airush 7 Flow 15 5898.95 Beginner Low Kite Surf 0 Yes $2,696.85
Airush 144 Vapour 16 $999.00 Beginner Low Kite Surf 1 Yes $2,997.00

Adding Name, Centre Number and Candidate Number - How to
do it:

The Problem: Produce a report which:

10. Has your name, Centre Number and Candidate number on the left footer of each
page.

1. Make sure the report is open in Design View.

2. Move the cursor into the Page Footer section.

fEl Kites Order Report ',

IL”"""""""'2"""'3"""' I e e T R T

j" # Report Header

Price skill level wWind condition Use Mumber || Stock item Order

=Sum([Ordy{
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3. Delete the text box containing the formula =Now()

4. In the Design section click the Label tool.

Home Create External Data Database Tools Design
E | A | _','._ [£= Group & sort @ abl B ~ [ & il = 1
(B £ © P ! = Totals ANA/EE I M (542 & pt
Wiew — Conditional || .— Gridlines Logao ve. =]
o = = =K - 123 Hide Details o B aEEe @0 &-E
Views Font Grouping & Totals Gridlines Controls

5. Drag your label out in the Page Footer where the =Now() text box used to be.

="Page " & [Page] & "of " & [Pages]|§

Sum([Crd

6. Type your name, Centre Number and Candidate number into the label.

J # Page Footer

IName, Centre Number, Candidate Number

7. Use Report View and scroll to the bottom of the page to check that the required
information is fully visible. It should look something like this:

Ozone 10 Frenzy FX 13 §754.95 Experienced Low Snowkite 1 Yes 52,264.85
Peter Lynn 60 Hornet 6 $224.95 Beginner Buggy / Land 0 Yes 5674.85
Board
Peter Lynn 62 Hornet 3 $142.95 Begin High Buggy / Land 0 Yes $428.85
Board
Slingshot 109 Turbo 2 9 §779.00, Intermediate  Medium Kite Surf 1 Yes $2,337.00
Total order value: 533,926

|| Name, Centre Number, Candidate Number | Page 1of1l

Save and Print this report.
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/(140 Produce labels from all the data which: \

1. Fit two side by side on the page

2. Show only the records where Use field contains Kite Surf, the Stock item
field is Yes and the Skill level is not Beginner

3. Shows only the fields Make, Model, Size, Price and Wind Condition, each
on a separate line.

Displays the field name as well as the data
Are sorted into ascending order of Size
Include the heading ‘Special offer for kite surfers’ at the top of each label

. Has your Name, Centre Number and Candidate Number at the bottom of
\ each label. /

This task, again, requires you to produce a query that searches for the required
records described in task 2 of Q39.

N o u s

The rest of Q39 can be tackled in the process of making the labels.

Creating the query - How to do it:

NOTE: The question clearly requires you to make the labels based on all the data
so you should ensure that the query is sourcing tblkites and not your Order query.

1. Click Create and then Query Wizard.

I.-/'.;;\-,I"-. = - Kites : Database (Access 2007) - Microsoft Access
2 i
—-/ Home Create External Data Database Tools
- IE : fi/3] PivotChart &.:_l | [ Labels =] I@ .
& L =T ] g e
== jBIank Form == EJ Blank Report == ==

Table Table SharePoint Table Farm Split  Multiple Form Report . Report Query | Query Macro
Templates = Lists~  Design Form  Items EIMO"E Forms = pesign E_Q\Report\ﬂ.ﬂzard Design || Wizard |Design = =
Tables Forms Reports Other
| All Tables |« H | Query Wizard ‘
H H H ew Que B
2. Select Simple Query Wizard then click OK. vy . -
S 4 ]

Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select query
from the fields you pick.

caes
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3. On the next screen, you should make sure

Simple Query Wizard
that thKites Option iS Selected_ Use the Which fields do you want in your query?
arrows to move the fields from the e aee T  elected
Available Fields: window into the Selected | === - Fields
Fields: Window, Available Fields: Selected Fields:
D -
Simple Query Wizard :z:@ / 3

Size
. . Price
" ?
Which fields do you want in your query? ol el
Wind condition
‘fou can choose from more than one table or query. Use

Tables/Queries

Table: thikites El

Available Fields: Selected Fields:

wind condition
Use

- - Arrows
———

Available
Fields

| \
4. Select the ‘Detail — show every field of | smpiequer wiers
every record’ option then press Next. ““’?: :I“(":“de‘a“ Ty .
1 83| | mmmm—- |§| _E Il {Shows every Neld oT every recor
(If the task required a summary of data i e N QP T
then you would choose ‘Summary’) ad
5 Tib
4 | cc
5 ldd
6 | dd
6. Choose a name which suits the task. |

suggest ‘Labels Query’. Concel | [ <Boce | text> | [ g

Simple Query Wizard

What title do you want for your query?

Select the ‘Modify the Query
Design’ option. This lets us create

Labels Query

our searches.

That's all the information the wizard needs to create your query.

Do you want to open the query or modify the query's design?

Click Finish.

() Open the query to view information.

(@ Modify the query design.

o] [
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This takes us to the Query Design screen and from here we can tell Access which
data we would like to search for:

7o
Make
Model
Size
Price
Skill level
Wind condition i
o Query Design
Number
Stock item
»
Ly 3
Field: | [ID] El [Make] [Madel] [Size] [Price] [Skill level] Wind condition [Use] [Mumber] [Stock item]
Table: |thIKites tblKites thlKites thlKites tblKites thlKites tblKites tblKites tblKites thlKites =
Sort:
Show: v V! W Vi Vi v Vv Vi i v
Criteria:
on
b
Ly »

Specifying the query criteria - How to do it:

Yes and the Skill level is not Beginner

The problem: Produce labels from all the data which:

2. Show only the records where Use field contains Kite Surf, the Stock item field is

Records containing the words Kite Surf

1. Open the Labels Query in Design View.

2. Click in the Criteria: section of the Use field.

3. Type Like *KiteISurf* into the criteria field.

Field:
Table:
Sort:
Show:
Criteria:
or:

0] [Make] [Model]
tblKites thiKites thiKites

o o b

[Size] [Price] [Skill level] [Wind condition]
tblKites thiKites thiKites tblKites
v v v v

[Use] [Number] [Stock item]
tblKites tblKites thiKites
i i v

Like *Kite Surf*

NOTE: The ‘Like * *’ criteria tells Access that you are performing a wildcard

search. Any record containing the words ‘Kite Surf’ will be returned.

Wildcard searches should be used as the criteria for any search questions that ask
you to find records that contain specific words.
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Records where Stock Item field is Yes

1. Inthe Labels Query click in the Criteria: section of the Stock Item field.

2. Type Yels into the Stock Item criteria field.

Field: |[ID] [Make] [Model] [Size] [Price] [Skill level] [Wind condition] [Use] [Number]
Table: |thlKites thiKites thlKites tblKites thlKites thlKites tblKites thiKites thlKites
Sort:
Show: O
Criteria: Like "*Kite Surf*
or:
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 N?t “Beginner” into the Skill Level criteria field.
Field: | [ID] [Make] [Model] [Size] [Price] [Skill level] [Wind condition] [Use] [Number] [Stock item]
Table: | thiKites thbiKites thiKites thiKites thblKites thbiKites thblKites thiKites thiKites thiKites
Sort:
Show: \ 4 [
Criteria: Mot "Beginner"” Like "*Kite Surf* Yes

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:
e Beginner
¢ Intermediate
e 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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s : G AR
3. Run the query by clicking the Datasheet View button. DJ/‘
- Home Create
[ o=
N Wl ===
View Run |'Select | Make
Y Table

Results

Access will now search for the records that match all 3 of the search criteria that we
have created. Your results should look like this:

\

31 Labels Query |

1D Make Maodel Size Price Skill level Wind condition Use MNumber Stock item
2 Flexifoil lon Il 16 $1,138.95 Intermediate Low Kite Surf 1 Yes
5 Ozone Instinct Edge 11 $927.00 Experienced Medium Kite Surf 2 Yes
70 Best H.P Nemesis 13 14 $1,069.00 Experienced Low Kite Surf 2 Yes
91 Slingshot Rev 11 5$849.00 Intermediate Medium Kite Surf 2 Yes
109 Slingshot Turbo 2 9 5779.00 Intermediate Medium Kite Surf 1 Yes
130 Ozone Instinct Light 9 5$651.00 Intermediate Medium Kite Surf 2 Yes
137 Peter Lynn  Vortex 8 $561.99 Intermediate High Kite Surf 2 Yes
138 Ozone Instinct Light 5 $561.00 yermediate High Kite Surf 2 Yes

* (New) v |
Skill Level field does not Use field contains the Stock Item =

contain ‘Beginner’ words ‘Kite Surf’ Yes

Creating the Labels - How to do it:

The problem: Produce labels from all the data which:

1. Fit two side by side on the page

3. Shows only the fields Make, Model, Size, Price and Wind Condition, each on a
separate line.

4. Displays the field name as well as the data

5. Are sorted into ascending order of Size

Labels are a special kind of report. They are designed to provide a short, summary of
information and you are usually required to fit two labels side by side.
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1. Click on the Labels Query without opening it.

L
Home I| Create |I External Data Database Tools
E E m=== fi7] PivotChart EI 5 Labels
== == = =
— —_— ]Blank Form == Blank Report
Table Table ShargPoint Table Form  Split  Multiple Form Report . H
Templates - Lifgs~ Design Form  Items EIMOVEFO”“S' Design Report Wizard f
Tables Forms Reports
@ Security Warning C@rtain content in the database has been disabled Options...

All Tables

tblKites

1 thiKites : Table
Kites Order Query
Labels Query

Kites Order Report
Labels Labiels Query

2. Click Crelate and then Labiels.

Label Wizard

Fitting 2 labels side by side

This wizard creates standard labels or custom labels,

What label size would you like?

Product number: Dimensions:

Number across:

1. The task asks you to fit two labels

Co163
€2241

2
C2242 x 2" 3
C2243 112" % 112" 4
Unit of Measure Label Type
(@ English () Metric @) Sheet fe
Filter by manufacturer: Avery

side by side so select an option where

the ‘number across’ is 2.

Label Type option should be ‘Sheet

|

Feed’.

2. The next screen allows you

Click Next.

choose font styles and sizes but the task does not

specify any formatting so it would be advisable to leave this alone.

Label Wizard

Text appearance

What font and color would you like your text to be?

Fant name: Font size:

= I

Font weight: Text color:
Sample

ot ] ()

[ 1talic [ Underline

Click Next.
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Showing the correct fields and field names

Tasks 3 and 4 require you to do 2 things:

e Only show the fields Make, Model, Size, Price and Wind Condition each on a

separate line

e Show the field names as well as the actual data.

1. Type the field name ‘Make’ into the Prototype Label window (with a space at
the end of the letter ‘e’). \

#

Label Wizard

Available fields:

Size

Price
ill lewel

What would\you like on your mailing label?

label on the right by choosing fields from the left. You may also
type text thatYou would like to see on every label right onto the prototype.

PFDWWPEE} Space after the letter ‘e’
Make |

2. Click on the Make field and use the arrow to move it into the label.

!
*

Available fields: l

|
Label Wizard I /
What would you likgfon your mailing label?

Construct your labgl on the right by choosing fields from the left. You may also
type text that youf would like to see on every label right onto the prototype.

Prototype label:

v

Make {Make}

Make field inserted into the label
after the field name we added

3. Press enter to move the cursor to the line below.
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4. Add the other necessary fields and field names in the same way (Model, Size,
Price, Wind Condition).

- : Your label window
Label Wizard

_ ) should look like this:
7 What would you like on your mailing label?
» Construct your label on the right by choosing fields from the left. You may also
- type text that you would like to see on every label right onto the prototype. Cl |Ck Next
Available fields: Prototype label:

Make {Make}
Model del
kil level 5_0 ES{MD el
wind condition ize {Size}
Use Price {Price}
Bimbier = / Wind Condition {Wind condition}

Separate Lines

| cancel || <Back | mMext> | [ Fiish

Sorting Size field into ascending order

Task 5 needs you to sort the Size field into Ascending Order. Ascending means
‘From low to high’.

This means that the data will be sorted from the lowest kite size to the highest.

NOTE: Descending Order is the opposite — From high to low.

1. Click on the Size field and use the single arrow to move it into the Sort By:
window.

By default, Access will sort the field into Ascending Order.

Which fields would you like to sort by? Which fields would you like to sort by?
Available field o Sort by: Available fields:
VEERE TR Single Arrow et v
N[=)
Wind condition
Wind condition Use
Use % Number -

Click Next.
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. Label Wizard
2. Choose a suitable name for the
. What name would you like for your report?
label (I suggest Kites Labels). p e
That's all the information the wizard needs to create your labels!
. ¢ What do you want to do?
3' SeleCt the OptIOI’\ See the @) See the labels as they will look printed.
labels as they will look © Modify the label design.

printed’ and click Finish.

Your labels should look something like this:

Make Ozone Make Peter Lynn
Model Instinct Light . 4 Model Vortex
} Field names as well )
Size s P Cize g
Price 561 asthedata K3 Price 561.99
Wind Condition High Wind Condition High
Make Ozaone Make Slingshot
Maodel Instinct Light b Each field on a Maodel Turbo 2
Size 9 — . Size 9
Price 651 e SEEEmisine Price 779
Wind Condition Medium Wind Condition Medium
Make Slingshot All records sorted into Make Ozone
Model Rev ascending order of size Maodel Instinct Edge
Size 11 Sire 11
Price 849 Price 827
Wind Condition Medium Wind Condition Medium

Ammending the label’s heading and footer - How to do it:

The problem: Produce labels from all the data which:

6. Include the heading ‘Special offer for kite surfers’ at the top of each label.
7. Have your name, Centre number and Candidate number at the bottom.
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All Tables v |
thiKites
EH tbiKites : Table

Design View.
'ﬁj Kites Order Query
'ﬁj Labels Query
Your label should be switched into Design View:

{2 kites Labels

1. Right click your Kites Labels Report and select

b3

Lﬁ Open
,/ {8  Kites Order Rep - i

|I|| e e e 9/ . Layout View
||| # Page Header / &2  Design View

# Detail / Export v
T IR | TR - 7 | R EEEEETEEY : R

:[="Make = & [Make] / ; ename

{|="Model " & [Model] / :
-\ [="size " & [Size]

: |="Price " & [Price]
: |="Wind Condition " & [Wind condition]

J # Page Footer

2. You should see 3 sections to the label (Page Header, Detail and Page Footer).

Page Header ) For information that you only want to display ONCE at the
top of each page.

Page Footer JJ For information that you only want to display ONCE at the
bottom of each page.

Detail B Forinformation that you want to display over and over. For
example every piece of information should be displayed
one after the other until we have nothing left to show.

Because our heading needs to be displayed at the top of EACH label we need to
insert a label into the Detail section.

# Page Header
 Detail

3. Before we can insert a heading at the top of |l T T
[ B [ ]
i Mode! ” & [Model

each label we need to create some room. SSize "8 [5ize

o="Price ” & [Price]
= ="Wind Condition " & [Wind condition]

Click and drag around each of the fields to

select them. # Page Footer
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# Page Header

# Detail

_ | 57" Make = & [Make]

- || &="Model " & [Model]

A i..SI.Z& "& [SIZ.E]

1 & Price ™ & [Price]

- ="\Wind Condition ™ & [Wind condition]

|| # Page Footer

Mark Nicholls — ICT Lounge

4. Drag the fields down a little bit
to create some space at the top of the

label.

NOTE: You can make the Detail
section bigger by dragging the top of
the Page Footer bar downwards.

5. Click Design and then select the Label option.

J ) - Report De Tools Kites : Database (Access 2
Home Create External Diata Database TUP Design Arrang Page Setup
[ A& | By = Group & Sort ah|£\[t|#|1h’|:j
(B U | - | g =5 ¥ Totals # AﬂJﬂDP_'IEIE)
———— Conditional || .— Gridlines Logo
=== ¢ = " || i@ Hide Details || I ) mEREe o9& 0
Font Grouping & Totals Gridlines Controls

NOTE: Don’t confuse the Label tool with the Text Box tool
= Text Box Az |= Label Tool

ab

Draw your label in the Detail

section, just above the fields. ~

Type your heading into the
label (Special offer for kite
surfers).

Elmestabels\
@l---l---1---l---2---|---3---|--

# Page Header

T~ ‘ DEtEl' .......... | BT EEEEEEEEETEEERTE) | EEEEEEETENE)

:|Special offer for kite surfers

. LR | ................... I ........
— |} |="Make " & [Make]

i [="Model ™ & [Model
{|="Size " & [Size]
: [="Price " & [Price]

: [="Wind Condition = & [Wind condition]

| # Page Footer

Repeat this underneath the
label with your Name, Centre
number and Candidate
number.

Eﬂlﬁlesubels\
@|---|---1---|---2---|---3---|--

# Page Header
 Detail

_ |l [Fmake = & Make)
- ||} [="Model ™ & Model
|| [=size " & [Size] 5
\ | * [="Price " & [Price] K
- 'l= Wind Condition ™ & [Wind condition] E

# Page Footer
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8. Expand the View menu and select Print Preview.
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Do,\ lﬂ - P #Report Design Tools S—— a Kites : Database (AchUUH.— Microsoft Access

~

External Data

Database Tools

Design
[£= Group & Sort

% Totals

1 Hide Details

Arrange

Page Setup

L ahlﬂ\EIr'ﬂh’l—;
M ABOFSES

Logo

= = ‘i"

Add Existing Property

: 4 = B =aEGEe @0 L Fields  Sheet Lo
F Font Grouping & Totals Gridlines Controls Tools
E Report View
ertain content in the database has been disabled Options... 23
—}ﬁ Print Preview IS Kites Labels 52
== [wl C oz 1 - 1 C 4 1 1 g 1 7 1 S ' 1
LI ||| # Page Header
||| # Detail
M Design View
The final labels should look something like this:
Special offer for kite surfers ‘ Special offer for kite surfers
Make Ozone Make Slingshot
M eodel Instinct Light Model Turbo 2
Size 9 Size 9
Price 651 Price 775
Wind Condition Medium Wind Condition Medium
Hame Centre Mumber Candidate Mumber Hame Centre Mumber Candidate Mumber
Special offer for kite surfers Special offer for kite surfers
Make Slingshot Make Ozone
Model Rev Model Instinct Edge
Size 11 Size 11
Price 845 Price 827
Wind Condition Medium Wind Condition Medium
Hame Centre Mumber Candidate Mumber Hame Centre Mumber Candidate Mumber
Special offer for kite surfers Special offer for kite surfers
Make Best M ake Flexifoil
ModelH.P Nemesis 13 Model lon 11
Size 14 Size 16
Price 1069 Price 1138.95
Wind Condition Low Wind Condition Low
Hame Centre Mumber Candidate Mumber Hame Centre Mumber Candidate Mumber

Save and Print the Labels.
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/Q42 Produce an extract from all the data which: \

1. Selects only:
o Small kites of less than size 3
o Those suitable for beginners
2. Shows only the fields Make, Model, Size and Price.
\ 3. Sorts the kites into ascending order of price. /

The first thing to note here is that the question does not require you to produce a
report. An extract of information is purely a query.

Creating the query - How to do it:

NOTE: The question clearly requires you to create the extract based on all the data
so you should ensure that the query is sourcing tblkites and not your Order query.

1. Create a query in the usual way making sure that you use the tblkites table as the
source and not one of your queries. ExErs

‘What title do you want for your query?

» Extract Query
v

2. Save the query with the name ‘Extract
Query' and then open it in design view, That's all the information the wizard needs to create your query.

Do you want to open the query or modify the query's design?

() Open the query to view information.

<[] v (@) {Modify the guery design.

Field: [ [ vakel [Model] | [Size] [Price] (skill level]  [wind condition] | (Use] [Number] | [Stock item]
Table: |tbiKites tbiKites thlKites thiKites thiKites thiKites thlKites thlKites tbiKites thiKites

Sort:
Show:

Criteria:

Adding criteria to select small kites and those suitable for beginners.

1. The question stated that kites of less than size 3 should be queried so find the
— criteria section of the Size field and type_<|3.

Field: | [1D] [Make] [Model] [Size] [Price] [Skill level] [Wind condition] [Use] [Mumber] [Stock item]
Table: |thiKites thikites thikites thiKites thiKites thlKites thlKites thlKites thlKites thiKites
Sort:
Show
—}I Criteria: | }

ar:
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2. Kites which are suitable for beginners should be queried so you should find the

criteria section of the Skill Level field and type Beginner (Not Beginners).

Field: |[ID] [Make] [Model] [Size] [Price] [Skill level] [Wind condition] [Use] [Mumber] [Stock item]
Table: |thlKites thlKites thlKites thikites thikites thikites thiKites thlKites thlKites thiKites
Sort:
Show: |
Ly [Cireria] =
or: |

NOTE: To make sure you are typing the correct words in the query always check

the data in the table to see how it is spelt or worded etc.

For example.. If we typed ‘Beginners’ into our query it would fail because there
are no records named this in the Skill Level field. If we checked the table we
would see that the records in this field are called ‘Beginner’.

Showing only the Make, Model, Size and Price fields.

1. The question stated that only the Make, Model, Size and Price fields should be
displayed in the query so we need to ‘hide’ the rest.

Field: | [ID] [Make]
2. Look for the Show: section of query Design View. You | Table: |tbikites thlKites
will see check boxes with ticks in them. Sort:
» Show:
Criteria:
Tick = Show the field when the query is run.
No Tick = Do not show the field when the query is run.

3. To hide the fields we do not want to show just un-tick the boxes in the Show:

— section. (Make sure you leave ticks in the fields we need to show).

Field: | [1D] [Make] [Model] [Size] [Price] [Skill level] [Wind condition] [Use] [Number] [Stock item]
Table: |thIKites thlKites thlKites thlKites thiKites thiKites thiKites thiKites thlKites thiKites
Sort:

< EX 0 O O O
Criteria: <3 "Beginner”
= \ f / /
\

Removing ticks from the fields we do
not want to show.

Page |48




Section 11: Data Manipulation Mark Nicholls — ICT Lounge

NOTE: Even though we have hidden the Skill Level field, the query criteria will
still play its part and affect the results. We just won’t display the contents of the
Skill Level field.

Sorting the query into ascending order of price.

1. The question stated that the kites should be sorted into ascending order of price.
To do this you need to find the Sort: section of the Price field.

\

. . . A ¥
2' CIICk In the Sort: SeCtlon Field: |[1D] [Make] [Maodel] [Size] \Price] [Skill level] [Wind condition]
. Table: |tblKites thiKites tblKites tblKites blKites thiKites thlKites
of Price and use the o]
Show: ] O (I
drOp-dOWI‘I bOX tO Se|eCt Criteria: <3 Descending| "Beginner”
. . or: (not sorted
the Ascending option.
Your completed query should look like this:
All fields hidden apart from
Price is sorted in Ascending order Make, Model, Size and Price
Field: | [1D] [Make] [Model] [Size] \ [Price] [Skill level] [Wind condition] [Use] [Mumber] [Stock item]
Table: | thlKites thlKites thlKites thiKites thiKites thlKites thiKites thlKites thiKites thiKites
Sort: Ascending
Show: D . D D D D
Criteria: <3
or:
”

Size is less than 3

Skill Level is Beginner

Run the query in Datasheet view. It should look like this:

/

Make, Model, Size and
Price fields.

3 Extract Querrﬁ\"x g
Make Model Size Price
Peter L\_.rnn| Hornet 2 5114.95*
Flexifoil Rage 1 $150.00
Ozone Cult 2 S$178.95
Flexifoil Rage 2  5180.00
Ozone Cult 2 5204.95
*

Showing data from sizes
less than 3 and prices
sorted from low to high.
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Q44
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saved in step 34.

Save this data in a form which can be imported into the document that

Import this data into your document as a table after the paragraph which
ends: ‘Here are some small kites suitable for a beginner, some of which will
still be suitable as you progress to intermediate skills’.

Make sure that all required fields and their labels are fully visible and that there is

one blank line above and below the table.

ym

/

Question 43 is asking you to save the data so that it can be used within a Word

document.

Saving data for use in another document is known as Exporting data.

Exporting the data - How to do it:

To export the extract of data created in Q42 you must Right Click the query.

Kites Order Reporl .

Labels Labels Que

Caollect and Update Data via E-mail

All Tables *) « || =3 Bxtract Query
tblKites % Make
T tblKites : Table Peter Lynn
;j] Extract Query N Flexifail

@ Spgn
=_5,:J Kites Order Query A .

Lg Deflign View
=_3,=J Labels Query

Export

=
F|

Rename

Hide in this Group
Delete

Cut

Copy

Object Properties
Check Web Compatibility

-

(=]
==}
-

@

CEFLREE DR

Model ~ | Si
Hornet
Rage
Cult
Rage
Excel
SharePoint List
Word RTF File g
PDF or XPS
Access
Text File
XML File
ODEBL Database
HTML Document
dBASE File

Word Merge

From the menu choose

Export.

As the data is going to end

\up in a Word document, the

best format to export the
data to is a Word RTF file.
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Click the check box which says ‘Open the destination file after the export operation
is complete’ (This lets you view the file when export is complete).

Export - RTF File - P - T |-

Select the destination for the data you want to export

Specify the destination file name and format.

File name: |z WM Micholls - ICT\Organised StuffiCES Work\Key Stage 4\IGCSELessons\Section 11 - Data Manipulz Browse. ..
S

Spedfy export options.

Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

»

— Open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and have redprds
selected.

CK ] [ Cancel

Click Browse to select a location to save the exported data and make sure to give it
a descriptive name.

[A] File Save
— S —
@Uv| | < Secti.. » 2010 Past Paper Walkthrou... b ~ | 42 || Search 2010 Pas
. . Organize v Mew folder 4== = I@l
Ensure that the file type is set : .
=, Recent Places  *  Name Date modified Type
to Rich Text Format then ——_ | 1. Opening a database and Importing Re...  1/15/2012138 PM  Filefolder
lick S faj'D'a"ES | 2. Ammending Field Properties 1/15/20121:38 PM  File folder
£ Documents
clic ave. J N | J 3. Queries and Calculated Fields 1/15/2012 .39 PM File folder
1 Music
“ o J 4. Creating and Ammending Database Re...  1/15/2012 1:38 PM File folder
| Pictures
é - J 5. Creating Labels 1/12/2012 845 AM  File folder
e | 6.TBD 1/12/20128:45 AM  File folder
N Y Computer
'& etwork
Click OK. ~ | ' r
File na Extract of Datal -
Save as type: | Rich Text Format v]
=« Hide Folders Tools - [ Save ] ’ Cancel ]
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Your exported data (in RTF format) will appear.

(w]| = (LHE T Do [Compatibility Moda# oo Word | [

e
Home Insert Page Layout References Mailings eview View Add-Ins Design Layout @ 0
““J J calibri T A A A EOF = 3T m,&asbcw( AaBb( AaBbC: AaBb( AaBbCcl | % ?ﬂ:::;ﬁ
Pa'ste f‘FurmatPainter ?1 U - abe x, X° aﬁ?vév | 3 R TMormal |7 MNoSpaci.. Headingl  Heading 2 Title Subtitle  |— gg",’gff :cse‘ﬂt,
. |1----.--puﬁ‘w:---/q--n‘-‘:w--‘n‘-z--‘x---4"-n--‘s---nj‘ws----‘-7‘-‘| I@
o
v
- | DVIake | Model ‘ Size ‘ Price ‘
: Peter Lynn Hornet 2 $114.95
- Flexifoil Rage 1 $150.00
B Ozone Cukt 2 $17895
= Flexifoil Rage 2 $180.00 =
H Ozone Cult 2 420495
)
Importing the data into the Kites Word document - How to do
it:
This task is very easy. All you need to do is copy and paste the extracted data from
the RTF file into your Kites Word document.
NOTE: Make sure you paste the table into the correct location. Read the
instructions in the question carefully.
]| e U ls " Etractof Data [Compatibility Mode] - Microsoft Word | T —
Home Insert Page Layout References Mailings Review View Add-Ins Design Layout
3 ii:;y Catibr MUEMEN S T | naebceoe | aaebceoe AaBb( AaBbC AaBb( AaBbec R ]
Pafte \;'Formatpaintar B J U ~ake x, X° & . A' Hie fMMormal | T Mo Spaci.. Headingl Heading 2 Title Subtitle | ;‘
Clipboard Font Styles

R O N O R O R O R O O O

Calibri x5
BJIEW-A-d- - <F
\ #
H cut
& cu [ Make Model | Size | Price |
- | n G
1 _'J =opy - Peter Lynn Hornet 2 $114.95
F [ Paste Options: —
N E & (& [ Flexifoil Rage 1 $150.00
- = Ozone Cult 2 $178.95
= [nsert " Hexifoil Rage 2 $180.00
H [ peteteTable Ozone Cult 2 $204.95
[ Bl Merge Cells o
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Extra Info: Summarising Data

Although this exam paper question did not ask you to summarise data, it is
something that does appear in exams from time to time.

To practice this | have added an extra question to the 2010 exam paper:

[Q45 Produce a new report from all the data which: \

e Shows a summary of only the Make and Price fields
e Performs a count of each kite make
e C(Calculates the sum of the Price field for each kite make

e Sorts the Make field into ascending order. J

-

Summarising the data - How to do it:

NOTE: Summaries are a form of query. Like all queries, you should ensure that you
source the table data and not one of your other queries.

6. Click Create and then Query Wizard.

—-/I Home Create External Data Database Tools
i+ PivotChart fmm| 2 Labels ffm] .
=l e = <l = # =& T
— — e jBIank Form — { | Blank Report = i —
Table Table SharePoint Table Form  Split  Multiple Form Report ) Report Query | Query Macro
Templates = Lists =  Design Form  Items %hﬂore Forms ~ pesign EQ\REDUWW'IEM Design || Wizard Design  ~
Tables Forms Reports Other
‘ All Tables > | 4% H ‘ Query Wizard |
o . . =
7. Select Simple Query Wizard then click OK. Ny R =
isimple Query Wizard
Find Duplicates Query Wizard
Find Unmatched Query Wizard
This wizard creates a select query
from the fields you pick.
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8. Make sure that you are sourcing the data

frO m t h e kites ta b I e . ‘fou can choose from more than one table or query.
\ Tables/Queries
Table: thliites [=]

9. The question required the summary to be vl P Selct el
performed on only the Make and Price =
fields so move these into the Selected

Fields: window.

Click Next.

Mark Nicholls — ICT Lounge

Simple Query Wizard

Which fields do you wantin your query?

A

10.Select Summary from the two options and then click Summary Options.
L Simple Query Wizard
Would you like a detail or summary query?
® Detail (shows every field of every record)
L [, S—
NOTE: For ALL other normal queries you =N

would be sure to select the Detail option.

Summary option is only used where
guestion needs you to summarise data.

Cancel I l < Back " Mext > ] [ Finish

Summary Options

What summary values would you like calculated?
Field Sum Avg Mn Max
Frice 2 O I A

4

Count records in
thikites

6. To count each kite make «click the
__— Count records in tblkites tick box

7. To calculate the sum of the Price field tick the
Sum tick box.

8. Click Ok then Next

9. Give the Summary Query a name (Summary will do just fine).

10.Click Finish
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The Query will then summarise all the different Kite Makes with totals (Sums) for
Price.

The Query will also Count how many times each Kite Make appears in the database.

The completed summary query should look like this:

Make ~ Sum Of Price ~ | Count Of tblKites ~
$10,057.50 12
Best 58,570.00 10
Flexifoil 513,470.45 24
Flysurfer 515,658.96 15
Ozone 526,835.45 47
Peter Lynn 58,983.35 21
Slingshot 513,713.00 17

END OF GUIDE
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