ICT IGCSE

Databases (Access)
A database is a collection of data or information stored in a logical format.

Paper Based Database:

* Before computer based databases became available data would be kept on
paper and stored in filing cabinets.

* Atypical example would be a doctors surgery use of a paper based
database. Each patient would have their information stored in a folder
which would be kept in a filing cabinet.

Disadvantages:

* Difficult to search and sort information.

* Takes up physical storage place.

* Difficult to make copies or edit data.

Computer Based Database: a— :
* Allows for information to be organized in such a way that a computer o e A
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program can quickly select specific pieces of data. = N
* An example of a Database package is Microsoft Access. : } .
* A computer base database is made up of tables, records and fields. i ﬂ
Advantages:
* Using specific criteria data can be easily found.
* Requires no physical storage space and can contain vast amount of data.

* Easier to edit and create copies of data.
* Reports can be easily generated based on specific records.
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Database Structure - Table Table:

e Atablein database will be created to store

Home Creating a Table: Will contain specific types of data for each field.

BZ| AB 17 .. . . * Once the data type has been selected then only that
— View >> Design View

(@) g s

=5 ] Mobile Phone Sales specific pieces of data (A number of records).
% . Field Name Data Type * First of all the suitable field names will have to
(=g i

3 Coremer e TRt becreated.

- o o . o po

- PPN 2ccress Line 1 Memo * Fields will contain specific data for a record.

m le s. " .

oo ) Postcode Jumber

o Contain |I¥Fr Date/Time Example:

= specific |Clelt Currency » A customer sales database will contain many
Q data for Date of Purchase AutoMumber i

Price Yes/MNo )

§ each Sales Person OLE Object * Each customer in the database will be know
3 record |[F%EE Hyperlink as a record.

'g Student Discount Attachment *  Fields wills store specific data for each

— Image Calculated

] oG customer (e.g. Customer Name).

6.
S @wavTTTa. Data Types:

>

o

o

[}

[72]

(72
—

View | Tet Hum specific type of data can be entered into that field.
* Example: Data and Time will only allow for a data to
[7] ostasheet view be entered.
74 : Design View -
G mnns e TEXT NUMBER (INTEGER) DOUBLE (DECIMAL) CURRENCY

DATE/TIME BOOLEAN OLE OBJECT
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Database Structure: Data Types, Fields & Records Code  MovieName | InStock -
Genre -  Date of Release - Type -
n .o .o .
= Contain specific data for each record Price - || Sold - Rating - | Duration(Min) - Actors
=
P

()
] Code - Movie Name - InStock - | Genre - DateofRelease - Type - Price - Sold - Rating - Duration{Min) - Actors -
[ 110023 oblivion Yes action WTIH DVD F15.00 4 PGE-13 124 tom cruise morgan freeman andrea riseborough
o0 110024 the hunger games Yes action 04/07/2012 blu-ray £15.25 40 PG-13 142 Jennifer Lawrence josh hutcherson liam hemsworth
e 110025 the call No Crime 05/07/2013 DVD £15.00 4R 94 halle berry
U 110026 Bridge To Terabithia Yes Drama 29/06/2007 DVD £15.00 2 PG-13 96 Josh Hutcherson AnnaSophia Robb
Q) 110027 A Walk To Remember Yes Drama 24/06/2002 Blue-ray £15.35 2 PG 101 Mandy Moore Shane WesifReter Coyote
E," 110028 Marley & Me Mo Drama 30/06/2008 DVD £15.00 T 3 PG-13 115 Owen Wilson Jenniferﬁ.n?}n Eric Dane
§ DATA TYPES BOOLEAN DATE/TIME CURRENCY NUMBER TEXT
= EXAMPLES (INTEGER)
©
S
m L e i L . SR WA Rl (RS MFY NP
=
o ] Movies
> -
— Code Movie Name In Stock Genre Date of Release Each Movie is a record in
(J: 110023 oblivion Yes action 05/07/2013 [ this table
= 110024 the hunger games Yes action 04/07/2012 b )
7] 110025 the call No Crime 05/07/2013 [
m - - -
= 110026 Bridee To Terabithia Yes Drama 29/06/2007 6 Records Shown

110027 A Walk To Remember Yes Drama 24/06/2002 B

110028 Marley & Me Mo Drama 30/06/2008
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In a typical database exam question you will be asked to import a CSV file into a suitable
database package (Microsoft Access).

Make sure that you use these field names. The VIN is the Vehicle Identification
Number, and|each car will have a different VIN

(@)

5

© 30| Using a suitable database package, import the file N122CARS.CSV

®

: Assign the following data types to the fields.

2 VIN Text Tip:

o Model Text

& Power Text Double check the data types.
< Engine_size Text They have to be correct or you
) Price Numeric / Currency y ] y
3, Colour Text may get import errors.

'8 Discount applied Numeric / Integer

o Location Text

o Date_sold Date

S Sales person Text

> Sold Boolean / Logical

(@)

(@)

o

(72

<L

Primary Key: This will be the unique field for each record. The VIN will be
the primary key as each car will have a unique VIN.

\1‘!
L
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Importing CSV Tip: Always check the currency and the format
" T TR of the date.
n .;—.:;J;‘;m- oot Mt e of 2w st Suse t.rrn-':' £ o Pounds
: PR L L L N ——r T Y- - \
Q SO Al - You are now going to prepare some reports. Make sure all currency values display the £ sign and are
-2. == = S to two decimal places.
o = '.Z 01-Jan-2016
oHo = == —
& =5 — - Date_Opened Date dd-mmm-yy
Q T oo [ a
&
2 Tip: Always check data types when importing CSV File. If you do not then you run the risk of
g getting import errors.
-5. NAME DATA TYPE FORMAT i i General |Lookup
:_ D Text FIEld lI'I'FDFI'I'IEhDI'I: Field Size Double
Q - Format Standard
:'.. Sountry Toxt FIEld Mame Data T'!|I'|:|E Decimal Places 1
(o) Number Number Integer D Text ¥ Input Mask
o } Name Text Caption
— Distance Number 1 decimal place .I\' ':I:ILII'ItI"!.I' Text p DEf_E'-”t_ Value
?,’ ~Operatonar | BooTeanTLogIeaT | oSN T —liumber Long Integer Y | Ushashon B
8 Capacity Number Integer Nm Text I Required Mo
n Dot Bumber jotefler Distance | Double I | Indexed No
(72 ; :
~— r .;k.alght Number 1 decimal place I ':ll:IEFEIﬁEII'IEll |"I"E5,|'NI:I |r‘_ ?2:;}';35 cemera
iameter Number Integer
Tip: If it asks for decimal places Tip: You can then format the number in design view. If a
then during the import leave the number is not showing to a certain decimal value then
data type as double. you can set the format to standard.
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Databases (Access)
Importing CSV O e O

B R R e e L

St Dmnws il m st w W wew iy 2a® S

Fant et Tamh v gl v Aevn w® g e ve® St

7 i) - [ -
Home Create External Data Databa
Fﬂj - =1 ,:,::.; ¥ | Text File
y EE ;LF} s s S e e
! 2 ’ |}’ lA IR, Nosel, Powes, Eagene sise, Prioe, Coloes, B3 anmes
ALl £ . o z

GEiies lasatiem, Dete sl feiss jel e

Sttt the somoe and Sestratun if the dats o

® Jengurt the soarne detn e 3 veow tabde 1 e current detabase
T fu mmt (e Taen 7ot e, AcE w6 Teen 1 1w Rt D0 @wady SVER ATIEE MY e 1 e 4

b ta the dats sty by Oveting 3 bebad tatse

Acsems i e & e Pt Wl merter 2 I 0 S U Sete T SRt Guege o Qs Sats Tud & et © & et e
"Deesr e D addrws W

Dates, Times, and Numbers
|7 Date Order: DMY »
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1) Click on External Data Tab and select Text File.

2) Browse and Select the CSV File.

3) Click OK

4) Click on Advanced and check the format of the date so it is set to DMY. Then click Ok and Next.
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Importing CSV

=
m -
go) What delimiter separates your fields? Select the appropria —
-+ (WG pees Saun .
m e Euge TRle gl
- 5 Choose the delimiter that separates your fields: Saaan Coa e -
Tab Semicolon Comma g Qe i - i
m D_ O_ @_ D Cate Drreie Landng Deas 0 Daes
oe
U [w[First Row Contains Field Names - oot
m : Fead | A et
- [ e I o ~
o VIN Model Power [Engine =i . 5 i = =
g FE1A15423001 MicroZed [ h2o0 6 ~ - =
Q) 361R15423002 MicroEco E /B r~
: 361R15423003 MicroB = 1500 T
- 361R15423004 Micro & 500 A
-g I361R15423005 MicroSE H 1200
361115423006 MicroEco [E M/ I _Ell —N?
m F61RA15423007 MicroEco E /o e l
(=g} 561415423008 MicroB [5 500 Rute 8
o 361R15423009 MicroSE H 1300
> B61A15423010 Micra 5 500 S B S S Ry
A 361A15423011 Micro G GOD | Ay AT st et A g R T et (1 TR B S A
p~ 561415423012 Micro 5 600 7 RSt
(@) 361R15423013 Micro = 600 Sl g st oy by VB I
(o] 361R15423014 MicroEco E /B o
()
m KN A T e e ey S vy
— =l T - Basce eives te
42338 | Pas hais &
Advanced... e : k hseo : P
3 = b b | FTEEY "N b
()LetAccess add primary key.
(®)Choose my own primary key.  {VIN W
(TIMo primary key.
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5) Click on First Row Contains Field
Names and then click on advanced.

6) Double check all the data types.
You would normally always have to
change the Boolean field.

7) Select the Primary Key or let
Access choose. If you have a unique
data for each record in a field then
select this as your primary key.

8)Click on Next then Finnish to
import the CSV file.

0 e s s S v — ) -
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In this exam question you have to first create the table zi Home | Create | Exter LT
A (Including Fields & Data Types) and then import the CSV file. S | E T |2 e 12 €
5 Application] Table Table SHarePoint Text Number Cu
Q) Ye . for the Mak il Jues - nds Parts v Design Lists v —
o ae/d_arel%c)u?gntgoprepgrelsc;me reports company. Make sure all currency values are in pou s e B teavee

sterling (0] decimal piaces. | EE™
-+
)
- 33 Create a database with the following field names and data types: D
; Code Numeric/Integer (this field contains unique data)
6 Country Text raben

able Mame:

Y Product Text M1SPRODS
'Y Stock Numeric/Integer
g Reorder Numeric/integer
o Price Numeric/Currency
:_5' Special Boolean/Logical (to be displayed as Yes/No or a checkbox) 4 I = M1 SPROD\SR\\
-g Notes Memo or Text Field Mame Data Type
o Select an appropriate field and set it as the primary key. 7 | code Number
[ Import the file M15PRODS.CSV to your database. Country Text
(@] Product Text
‘s Reorder Number
(@) T Price Currency
8 When importing — — Special Yes/No
wn the CSV file you Notes Text v
e L ——

copy of the records D i e B e i T ity ot

to the table you " O R S
y / ¥ e weatet Min veni bt vl i P e W Be e T e e s o s, Al o snen . Ongen we
created. =
':::::L;;:.::;:.'::. st ® Append a copy of the records to the table: | M1sPRODS v

If the spedified table exists, Access will add the records to the table. If the table does not exist, A
to the source data will not be reflected in the database.
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Print Screen Evidence

8T 491dey)

VIN

Model
Power
Engine_size
Price
Colour

Location
Date_sold
Sales_person
Sold

(sse22y) uonendiue eieq
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Discount_applied

Text

Text

Text

Text

Numeric / Currency
Text

Numeric / Integer
Text

Date

Text

Boolean / Logical

Using a suitable database package, import the file N122CARS.CSV
Assign the following data types to the fields.

Place a screenshot showing the field names and data types used into your evidence
document.

Tip: When you print screen your data types ensure you also show the formats.
Don’t crop the bottom part off.

General |Lgokup

Format Eura
Decimal Places = E
nout kask

2 M2zaars | General Lookup
Field Name Data Type
7 lvin Text F::urr_nat Euro
Model Text Decimal Places = 2
Power Text / lnmit Bdsclk
Enginn ii T xd
Price Currency v
CUTUAT IEAal
Discount_applied Number
Location Text General Lookup
Date_sald Date/Time 7 ;
= r
Coloc morcqn Towt / FCI rmat \rIES NCI
Sold Yes/No Ceneral Tookup
Display Control Text Box

Check Box
Combao Box
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Formatting

You are now going to prepare some reporis for the company. Make sure all currency values display the

€ sign and are to 0 decimal places.

25 = Using a suitable database package, import the file J226 YACHTS.CSV
* Use these field names and data types:

Yacht ID Text

Yacht_Name Text

Type Text

Length Number Format to 1 decimal place
Builder_ID Text \

Price Numeric/Currency \

(ss222y) uonendiuey eyeq :gt1 4913dey)d

General Look

General LodNeup

Euro

i

Dollar

Field Size Long Integer Field Size Double
Formal Euro Format Standarg
Decimal Places 0 Decimal Places |

WWW.YAHMAD.CO.UK

Pound
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Shops Book Table Authors
Field Data Fleld Data Field Data
Shop Code Text BookiD Author Code  Text
Author Name Text

Relationship Database

Number

Shop Name  Text Te.

A 'relational’ database is one that

Online Boolean Nationality Text
contains two or more tables of data, e S o -
connected by key fields. i i

Sold Number Key Fields {Primary)
Price Currency _
Teacher % Students The 'One' side is usually the primary key
(Primary Key) (Foreign Key) The 'Many' side is usually the foreign key

A relational database has more than one table and the tables are linked using key fields.
Advantages:

* Teacher details only need to be entered once into the database.

Mistakes are less likely to happen when entering data if it already exists.

Avoids duplicating data.

Data can be accessed using key fields (Primary and Foreign Keys).

* Queries and reports can be created using data (fields) from a number of tables which have a
relationship.

WWW.YAHMAD.CO.UK
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Databases (Access)

Relationship Database

Mobile Phone Sales

ColasCtff

¥ Customer_|D
Customer Mame
Address Line 1
Postcode
Maodel
Brand
Date of Purchase
Price

SalesPersonCode

CELTdS
Student Discount

% sales Persons Code

Sales_Person_Mame
Full_Time
Pay_Per_Hour
‘Weekly_Hours

Table/Query:
SalesStaff

Related Table/Query:

w Mobile Phone Sales W

Sales_Persons | v | SalesPersonCode ~

L

Enforce Referential Integrity

| SalesStaff "l.:j Mobile Phone Sales

[] cascade Update Related Fields

[] cascade Delete Related Records

Relationship Type:

One-To-Many

Cancel

Join Type..

\ Create Mew..

Click the Enforce Referential Integrity.
Ensures no orphan records.

Sales Persons Code -

Sales Person_Mame

~ | Full Time -

+ ALA
BIO
HHA
YAH

Alan Lawson
Ben lones

Yasar Ahmad

= Sabesstafé""] =] Mobile Phone Sales -

Customer_ID -  Customer Name -

1001
1002
1003
1004
1005

Pay Per Hour - Weekly Hours - |(

Tip: The same
data should

Lionel Messi

Cristiano Ronaldo
Xavi 35 Albert Road
Andres Iniesta

Mo £9.00 15
Yes £12.00 35 appear in both
Hattem Hassine Yes £13.50 40 fields
Yes £12.00 30
\/

Addresslinel - | Postcode - Model - | Brand - Date of Purc - | Price SalesPerson - Extras - | Student Disi -
23 Kings Road K43 K54 Lumia 525 Nokia 12/12/2013 £175.50 YAH 5 MP camera Wi-Fi GPS Yes
43 Evergreen Road E45 EYU | phone 5 Apple 12/12/2013  £350.00 BIO LCD display 8 MP cametr No

A53 PO | phone 4 Apple 14/12/2013  £250.00 BIO 5 MP camera Wi-Fi GPS Yes
35 Cresset Road C32GB4 | phone 5 Apple 15/12/2013  £350.00 ALA LCD display 8 MP cametr No
33 Baker Street B34 5HG | phone 4 Apple 15/12/2013  £250.00 ALA 5 MP camera Wi-Fi GPS No

Zlatan lbrahimovic




ICT IGCSE

Databases (Access)

Relationship Database

g 3 Auﬂmsl'j Book'rabhéhx'l-._lj Shops.."'-.‘
Q) Author Cody ~ | Author Name ~ | Nationality - DOB - University - email
-2. + D555 James Dashner  American 26/11/1972 Brigham Young University JD@hotmail.com
2 + 1G345 Jlohn Green American 24/08/1977 Kenyon College JG@hotmail.com
= + JK100 . Rowling British 31/07/1965 Exeter University JK@hotmail.com
9 + JR200 1. . Tolkien British 07/01/1892 University of Oxford JR@hotmail.com
O + RR750 Rick P\grdan American 05/06/1964 University of Texas RR@hotmail.com
9.",. + SCA50 SuzannaCollins  American 10/08/1962 New York University SC@hotmail.com
o + WRT00 Veronica American 19/08/1988 Northwestern University VR@hotmail.co.uk
g E
Q - S : .
E. - suthors 1 = BookTable | = Shops ',
-g BooklD ~ Book Mame = | Author_ID ~ Genre Shop - CurrentStock - Sale - Sold - | Price - |C
—= Catching Fire scaso ama222 5  Yes a5 £4.00 There are
9.’.. 1002 The Fall of Arthur JR200 pows54 25 Yes 85 £6.50 book
o 1003 Harry Potter And The Go JK100 vin343 3 No 3 £4.00 More books
> 1004 Insurgent VR700 Science Fiction pows34 25 Yes 36 £5.75
‘s 1005 The Hunger Games Adventure amaz222 17 Yes 34 F4.00
) 1006 The Heroes of Oly RR750 Adventure pow554 12 No 53 £4.50
(@)
m —_— 2 I —
L’L - Authors l'j E e 1 = Shops
Shop Code "~ [ Shop Name - Online v Headgquarters - Owner -

+ abebooks Yes Victoria British Columbia Canad Hannes Blum

+| ama222 Amazon Yes Seattle Jeff Bezos

* bam555 Books A Millio Mo Birmingham Alabama United 5t Clyde W. Anderson

* pow554 Powell's Book: Mo Portland Oregon United States Emily Powell

+ vin343 Virgin Mo London Richard Branson
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Relationship Database

Create a one-to-many relationship as a link between the Builder ID field in the Builders table

and the

Builder_ID field in the Yachts table.

Create a one-to-many relationshi
table and the| Activity_Rating field in the J216RATINGS table.

Create a one-to-many relationship as a link between the
Distributor table and the Distributor field in the Cars table.

(ss222y) uonendiuey eyeq :gt1 4913dey)d

as a link between the |Rating field in the J216ADSPOHTS|

Distributor code field in the

icess Objects =) « . Home Create External Data Ostabase Tools
Segreh. » ,"__ ,s:] ! 3 = Ly 4 Dotabose Documenter i
Tables a N | = = A4 Analyze Peformance =
T3 S16CARS Compact and Visual Run Heléliot'mp'. Object — saL
Repair Database | Baskk Maoo ¢ yependencies 35 Analyze Tadble Sarvel
] STENSIbItacs nnl Matro Heiationships Analyre
‘ \RS ’ 516Distributors 4 1) C|Ose the tables
¥ N 7 Distributar_Code | : .
ol C Table Query: Relsted Table Query: | create 2) Click on Database Tools
Power First_Name 15Dstrbutors 3 16CAF g
E siz s . — | Cancel 1 1
c(;?zli:r'u:e ::SMU Distributor_Co v | Distributor ~ | >> Re|atI0nShlpS
Colout I Region T . .
outoutor By port o| D 3) Link the Key Fields
Dispatchea Country Create New
¥ Enforce Referental Integrty = 4) Select Inforce
Cascade Update Related Felds . . .
e e Referential integrity and
Relatorsho Type: click ok.
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| VIN - Model  ~ Power - Engine_size - Price - Cole
1 61A154230( 4| SortAtoz £11,000.00 Blue
61A1542300 Z| sortztoa £13,000.00 Silver
361A154230( £7,500.00 Gold
36141542300 £o canon Cibubr
3614154230 Text Filters » Equals... -
361415423 MA”] s Does Mot Equal... r

(ss222y) uonendiuey eyeq :gt1 4913dey)d

— M .
W T e o cEgmEs S - [ e oo - D 8 b5 SRR 6 F )
R Wl o il 3 3 : "
Discount
VIN Model Price | Colour Date sold | Sales person | Soid
377015423003 | MicroZed | 11000 | Biuve 10 06/05/2012 | Algier Yes
WIIOSe23010 M 2300 _Regd 10 02052012 Algier _____ Yes
lolour - Discount ap - | Location - Date sold - Sales perso - Sold - Clicki
e 10| Paris 06/05/2012 Algier Yes
No
N122cars
4 VIN =ic  Model - Power - Engine_c
377C1542300 4 | sortAtoz
a3 Z| sertzZtoa

G Clear filter from VIN

WWW.YAHMAD.CO.UK

You will be asked to either add, edit or delete
data. In this example you are asked to update
3 records.

The best way to update an existing record is to
use the filter tool and search by the Primary
Key (VIN).

1) Select the VIN Field >> Text Filters >>
Equals.

2) Type in the Primary Key (377C15423003)
and press Ok.

3) Update the record according to the details
on the exam paper.

Discount Applied: 10
Date Sold: 06/05/2012
Sales Person: Algier
Sold: Yes

4) Clear the text filter and repeat the same
process with the next two records.
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A Data entry form is used to enter new records into a database table. The form is a more user
friendly way to enter new records.

N
\z TheBookShop

CATEHING
FIRE

On-screen forms should:

* Appropriate spacing for each field.

* Screen filled/not too much white space.

* Clearly defined input area for each field.

* An easy to read font/font size.

* Asensible font colour/background colour.
* Drop down lists and tick boxes.

* No overlapping of items.

The Book Shop

o W

Author_ID SC450 » i)
2 ”¢

Adventure v SUZANNE

COLLINS
|

Add Record

(ss222y) uonendiuey eyeq :gt1 4913dey)d

Delete Record . . .
= Navigation aids
Tick boxes/radio buttons Drop down lists to Buttons:
to enter choices choose an option * Go forward or
backwards Add Record
* Add, Save and

delete records Save Record

Delete Record

Create a data entry form which will:

WWW.YAHMAD.CO.UK

o include all fields from the Adsports table
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Lockup Wizard
Create Drop Down Menu
) This;'lizard ﬁeates a Ic:cékup field, which d:splﬂsg Iizt of 'u'alL_Jes you
g o use a drop down menu in the Location field to accept only: E,ZTUE;DSE om- Fow o you want your lookup iEd o getits
Q Cornwall
2 Ireland b(‘ L Cut ()1 want the lookup field to get the values from another table or
2 Scotland View Paste e Copy e
= Wales - . Format P @I will type in the values that I want.
oo France D Datasheet View
o ; | —
= 1. Go to Design View B2’ Design View 3. Select | will type in the values that | want.
g --- ettt e lebes Lookup Wizard
(Y} House Short Text
R v shor Tet - | i o v T o
] (=4
£ Long Text o e A e o v v ot r e e
(b E:‘tn;,?'l'eirr‘ne yd Number of columns: [1
g Currency : Colt
7 .
> \f::;r:”‘;‘mber 8 4. Type in the values for the drop
9
= OLE Object 510 down list.
g . | Hyperlink ¥ 1
7} _Enm. Lookup Attachment
= :::rlr::t'ze 253 Calculated
Input Mask Lookup Wizard... What label would you like for your lookup field?
2. Select Lookup Wizard for the field you Yr Group
) . . . —_—
would like to add the drop down to. Do you want to limit entries to the choices:
[+]Limit To List

5. Select Limit to List

WWW.YAHMAD.CO.UK
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Databases (Access)

Drop Down Menu Evidence

What label would you like for your lookup field?

YrGroup - |0

7

T

|Yr Group

Do you want to limit entries to the choices?

Evidence 1:
Limit to List Box Ticked

Evidence 2:
Print screen of LOOKUP

A 4

8
9

[“]Limit To List

General Lookup

Display Control combo Box
Row Source HEe111
Eound Column 1

Column Count 1

Column Heads Mo

Column Widths 2.54cm

List Rows 16

List Width 2.540m
Limit To List Yes

Allow Multiple Values Mo

WWW.YAHMAD.CO.UK

10
11

Evidence 3:
Dropdown Menu

Evidence of
Validation

S
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Create Data Entry Form

E H

FILE HOME

1. Go to Create >> Form Wizard

ha TAELE TOOLS

CREATE EXTERMAL DATA DATABASE TOOLS

FIELDS

TAELE

8T 191dey)

5 B8 M

R &

& — F‘g’iFﬂrm Wizard
=

Mavigation =

Design  Form = More Forms -

oo Application  Table Table SharePoint Query Query  Form  Form Blank
Parts - Design  Lists = Wizard Design
Templates Tables Queries Forms

2. Select the correct table and then all fields.

3. Click on Next >> Finish

M Y AL

LY LML L I LY LML

(sse22y) uonendiue eieq

Form Wizard Form Wizard
Which fields do you want on your form? L What title do you want for your form?
student2
You can choose from more than one table or query.
Tables/Queries A
bl Y | , Include suitable name
Ta e Table: student2 vl your
- form.
Available Fields: Selected Fields: Do you want to open the form or modify the form's design?
StudentID
First Name (®) Open the form to view or enter information.
- Surname : 5 S
. <z Modify the form's design.
Fields —> | ocs O
House
<
<<

WWW.YAHMAD.CO.UK
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Create Data Entry Form Navigation Options

Command Button Wizerd

student2

What action do you wart 10 hagoen when e buttin &
pressed’

Defferer acnons are avalate for aach CMeQ0ry

8T 191dey)

of the Form. Fon

3 Data Entry Form ‘ |

» Catmgonies fcvons
StudentlD 112 et Mt
Record Oper ptors Fd Recoed
Farn Oper stors
Repert Oper i Go To Lt Rocord
UK First Name Michael :‘t‘ »hon '}“Z”:""":“
U =dsnens Go To Prevous Record
Q s
=1 urname Jones
e carcn o
g DOB 24/07/2009
House Currie v
g “ HOME  CREATE  EXTERMALDATA  DATABASETOOLS  O€5 & T
=) ¥r Group 7 v ==
© _{\31 IS Colors + — . Hleg
= Ab [ i = | ) Tithe
: Vies » - S— | Ingernt pens
— 4 < -] 2 mage 255 Dt
) - "
6. In dESIgn view All Access Obje... @ « || = Data Entry Foem
Cut Foers A "2 '3 ' L N | C 4] bl 18 =
= you can format % - 2N [ rsmnesse
E ablen -
> the appearance - ER) Cor o JE & Data 5
View Paste B < s
n orms -
(@)
()
wn
(7]
—

D Form View . ; a ‘ Add Hcmu:i — 1
You can also add : _m_t e — I g == g N -
. . . 2 ) , irst Name I I H 4 » "
navigation aids == Layout View : mﬂ e == T
(buttons) ‘ [ |

BN Design view
[RAMLLLE |
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When you are in Form View you can add or navigate through the existing records using the
buttons. In the exam you could be instructed to add a new record using the form.

(@)
5
o] Add the following record to the Adsports table using your form:
[l
)
= Course_ e : ; : . Course_ :
; Code Activity Type Rating | Location | Residential Cost Duration
6 C0029 Zap Cat | Water | 4 Cornwall | Yes 471 6
=
Q - . :
g T_§| Data Entry Form 'J.j student2
= Data Entry Form
S, EBHOS- o 'y
©
rY) Add Record
= D HCDh:
S 2 <[
= View  Themes Font . L "
= -
I
g ‘| [ Form View T .
2 — e[
E;, Evidence:
[s/‘ Design View 8 You could be asked to print screen
] I .
= 0 the form showing the new record
1 has been added.
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Tip: When you are creating a report ensure you have identified all query and reports

tasks.

Query

Selecting Fields
Search criteria

(ss222y) uonendiuey eyeq :gt1 4913dey)d

WWW.YAHMAD.CO.UK

Calculated run-time field + formatting

Search Criteria: When creating the query only
select the fields stated.

However you may have to insert additional
fields later to complete your search. These
fields must not be shown.

Report Title: Name the query as the report
title.

Report

Sort

Page orientation

Report header/footer

Calculation (Count, Sum, Max & Min)
Labels for formulas

Show labels in full
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Annotating Exam Paper

2’

Course_Cost:[ Daily_Cost ]*[Duration]+[Insurance]

36 Produce a report from all the data which: A ]

Query e contains a new field called Course_Cost which is calculated at run-time. This field will
calculate the Daily Cost multiplied by Duration plus the Insurance

has the Course Cost field displayed as currency

shows only the records where the Level is Extreme, Residential is Yes, Duration is 10
days or less and excludes those activities located in Ireland

shows only the fields Course Code, Activity, Type, Location, Level, Daily Cost,
Duration and Course Cost in this order with all data and labels displayed in full

sorts the data into @SCeNding orderoftocation and then into déscending orderon

ﬁt_' | i 1) Level - Extreme, 2) Residential - Yes,
s on asingle page wide 3) Duration - <=10, 4) Location - not "Ireland"

has a page orientation oflandscape
calculates the @verage Paily Cost, positioned below the Daily Cost column and

formatted as [GUFFEREY

has a label to the left of this number j[Average cost per day
includes the heading Extreme Outdoor Activities at the top of the page

has your name, Centre number and candidate number on the fight at'the top of the
report.

(ss222y) uonendiuey eyeq :gt1 4913dey)d

1) Write the Run Time Formula
2) Identify the search criteria
3) Identify Keywords

WWW.YAHMAD.CO.UK
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shows only the fields Course_Code, Location, Activily, Level, Duration, Residential and
Daily_Costin this order with data and labels displayed in full

shows only the fields Yacht Name, Builder_Name, Type, Length, Price, Build_Year,
Build_Country and Total _Berths in this order with data and labels displayed in full

shows only the fields VIN, Model, Power, Engine_Size, Cost Price, Colour, Port,
Distributor and Delivered Price with their labels and data fully visible

T E VTS 1 v Uesign Keport Ll TN

u_reatel External Data

Which fields do you want in your query?

]t :

== 7 S

';*-"_EZI ‘j ‘\?'\, hL You can chaose from more than ane table or gquery.
Application = Table Table SharePoigt Query (|

Parts ~ Design Lists Wizard D
Templates Tables Queri|

Tables, ’Quenes

rable S16CARS

1. Create >> Query Wizard
2. Select Fields
1. You may select fields from
different tables in a
relationship database.

WWW.YAHMAD.CO.UK
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includes the report title Residential Water Activities|at the top of the page

includes the heading [Yachts less than 6 years olcl at the top of the page

includes the heading [Dispatch manifest (port: Brest) at the top of the page

What Utle do you want for your query?

— A
Dispatch manifest (port: Brest) . Que“a 2

'51 Dispatch manifest ([port: Brest)

Thats al the information the wizard needs to aeate your
query.

Do you want to open the query or modfy the query’s design?

I iy Flat File Database: Query name will
() Mosify the query desgn. automatically appear at the top of the report.

(ss222y) uonendiuey eyeq :gt1 4913dey)d

Relationship Database: Report title will
have to be re-entered in report wizard.
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shows only the records wherg Build Year was after 2010

and |Length is 40 or less

Build_ Year: >31/12/2010 or >=01/01/2011
Length: <=40

shows only the records where the Jype is Water

Residential is Yes| |Duration is 12 days

or less and excludes those activities located In Scotland

Type: Water, Residential: Yes
Duration: <=12
Location: Not “Scotland”

shows only the records where the
dispatched

(ss222y) uonendiuey eyeq :gt1 4913dey)d

Country is Francel and the cars have not been

Field: | Power

Table: | 516CARS
Sort:

Shaoaar [ [ [

Engine_Size
S16CARS

Cost_Price
S16CARS

Calour Part
516CARS 516Distributors

Distributor
S16CARS

[zl

I3
-]

Country
516Distributaors

Dispatched
S16CARS

= =

Criteria:

= —

“France’ Mo

WWW.YAHMAD.CO.UK
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Brand Tip: You can search
SalesStaff Mobile Phone Sales Tlp' Extend the Mobile Phone Sales by a fIEId and then
o S s hide it. Before
7 Sales_Persons_Code 7 Customer_ID tables just |n case .. .
oty ou mav need to — > hidingit check to
Pay_Per_Hour Postcode y y - NURIE' []r IAppIEI see if the search
Weekly Hours Mode! select and use teria h
. criteria has
Date of Purchse another field.
SalesPersonCode worked'
Extras
Student Discount
LI}
Field: | Customer Name Address Line 1 Model Erand Price Sales_Person_Mame | Full_Time Sale_Price: [Price]*0.9 extras
Table: | Mobile Phone Sales | Mobile Phone Sales | Mobile Phone Sales | Mobile Phone Sales | Mobile Phone Sales | SalesStaff Salesstaff Maobile Phone Sales
Sort:
Show: £
Criteria: <> "Lumia 525" “Mokia® Or “Apple” Like “5 mp**

or

e T Tip: Always check the number of records after
' Zi you have typed in one search criteria.

The number of records should reduce every time
you type in a search criteria.

(ss222y) uonendiuey eyeq :gt1 4913dey)d

Record: >4 1 of 10 kB
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- Actors -
14 Allison Miller Zach Gilford Sam Anderson

Wild Card — Sometimes a field may contain more than —> )7 >t

13 Patrick Wilson Vera Farmiga Ron Livingston

one word. To find something specific you need to writea e Eere

13 Miles Teller Shailene Woodley Kyle Chandler

wildcard search. — 13 kristen bell
[Actors] 13 Dylan O'Brien
Movies 13 Owen Wilson

13 james franco

Like "*Channing Tatum *rr 13 brad pitt mireille enos daniella kertesz

Like “*Channing Tatum*'| 13 jesse Eisenberg

13 max irons

13 Leonardo DiCaprio

13 lulianne Housh Insh Mithamel Cobie Smulders

Between Between 01/01/2010 And 02/02/2012
Between 100 And 150

(ss222y) uonendiuey eyeq :gt1 4913dey)d

Or‘ North Sea Or‘ Ir‘|sh Sea Jdld TR UIVIANIPUIAUIUN/ IVIOVIE o2 U 1 dSKSVIUED Fos ULUL
" ” b Actors -
NOt NOt Horror 013 Dwayne Johnson Channing Tatum Adrianne Palicki
013 channing tatum
<9O Less than <9O 012 Rachel McAdams Channing Tatum Sam Neill
012 channing tatum Jonah hill eric morson
010 Channing Tatum Amanda Seyfried Richard Jenkins
>9O More tha n >90 008 Robert Hoffman Briana Evigan Channing Tatum
006 Channing Tatum Jenna Dewan-Tatum
>=90 More than and equal to >=90
37* Fields starts with 37

Only field containing
*37 Fields Ends with 37 Channing Tatum are

shown
WWWYAHMAD.CO.UK
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Calculated Run time is used when we have to calculate specific values Enter New Calculated
using data from existing fields. Run Time Field here !
e

Field: | Book Mame Genre Shop Mame Current Stock Sale Price Author Mame Mew Stock Level: [Current Stock]+5

Table: | BookTable BookTable Shops BOORTanIE BookTable BookTable Authars

Sort:

Show:
Criteria: “amazon”

an

New Stock Level:[Current Stock]+5 ﬁ Number of
M Design View f f Books Added

.

(ss222y) uonendiuey eyeq :gt1 4913dey)d

Name of new Required Field in to Stock
: field Square Brackets
%A Property Sheet | -
E -
a Property Sheet X
Selection type: Field Properties . . .
General |Lookup In Design View using
e : g;:;r;gﬁﬂ" - the Property Sheet
pvi Ao * | | the formatting can be
e *‘;ﬂt"ggs : set for the new field.

WWW.YAHMAD.CO.UK
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contains a new field called [Total_Berths|which is calculated at run-time. This field will
calculate the total number of berths by adding |Sleepd plug Crew

Total_Berths:[Sleeps]+[Crew]

contains a new field called|Daily_Cost |which is calculated at run-time and displayed as
currency. This field will calculate the Course_cosﬂdivided by|Duration

Daily Cost:[Course_Cost]/[Duration]

contains a new field called| Delivered_Price which is calculated at run-time. This field
will calculate the|Cost_Price|of the car plus a standard delivery charge of 200|Euros

Delivered_Price:[Cost_Price]+200

(ss222y) uonendiuey eyeq :gt1 4913dey)d

Field: |Di5tri|:uutn:ur Country Dispatched Delivered_Price:[Cost_Price]+200
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Report — Sort & Page Orientation

0 : : :

> sorts the data into ascending order of Type and then descending order of Length

o

®  sorts the data into ascending order of Activity within ascending order of Location

%

o sorts the data into ascending order of Admin_Port and then descending order of

g. Length

g .-.dﬁ T s v b . . .

g [ESWEETI vt e has a page orientation of portrait

— AYR 38.6

g o) ur records?

c . .

ﬂ_) You can sort records by up to four fields, in either HASTINGS 2.3 Layout Orientation

=+ ascending or descending order. HASTIMNGS 18.2 () Columnar (@) Portrait

g 1 |Admin_Port v Ascending HASTINGS 17.0 @Iabular OlLandscape

— () Justified
HASTINGS 14.0

(E 2 |Length " . Descending | F

e} HASTINGS 13.9

g LOWESTOFT 11.7

= Remember to put the fields in MILFORD HAVEN 1.9  Report Wizard:

to the correct order after the PLYMOUTH ol o e cneln e e e
SORT. PLYMOUTH 1.7 you would do it in the report wizard.

PLYMOUTH 11.4

* You can also set the page orientation in the

report wizard.
WWWYAHMAD.CO.UK
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Report — Show Labels and fit to a single page wide =

Layout View

et Poree Lawe

What title do you want for your report?

Discount Phone Sales

CEL |

e v -

1) Make sure Report title is the same as the Report Header
2) Format the report in Layout View making sure al field names and data is visible.

Page Footer/Header:
Anything information
will appear each printed

Report Footer/Header:
| | ’ ] [ ] ] Anything information
————————will appear on only the

(ss222y) uonendiuey eyeq :gt1 4913dey)d

page either in the — f e - f b f it i first (header) or last
(header) or (footer) of N ™ ome T e e T em e T e o page (footer) of the
the report. ‘ report.

WWW.YAHMAD.CO.UK
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Report — Show Labels and fit to a single page wide

n L] L -
© fits on a single page wide
<
o Dispatch manifest (port: Brest)
q
H e - ) By e WIT P ~ ) 3 orice
00
6 365815423017 MicroZed D 1200 Sppanains Red Brest FMD SA B
Q 365C15423016 MicroSE H 900 spnpaanns Rgd Brest @ FMD SA tpnmany
O -
Q 365C15423020 MicroZed D 1200 sEnnneans Red Brest FMD SA R Ry
g 366A15423008 MicroSE H 900 Hehpnanns \White Brest FMD SA raRmany
Q
=
e
= & : Aal B Cotors Dispatch manifest (port: Brest)
%". (lose‘Pnnt Vlfw Thi-nw', AlFonts JIN Mode Dowe wgine_Siz

pfhjlew < 365815423017 MicroZed D 1200 €11,000.00 Red Brest FMD SA
: | [EVIEW F :L:J R
s — i ,] Report View 365C15423016 MicroSE H 900 €12,000.00 Red Brest FMD SA
(@) \ 365C15423020 MicroZed D 1200 £€11,000.00 Red Brest FMD SA
8 SR Tafees. 366A15423008 MicroSE H 900 €12,000.00 White Brest FMD SA
o b
< ==

E=f Wput View * In layout view adjust the column widths to ensure all data
> I i .
b | psonve | is shown

* Press Shift to select the Field Name and Data so you can
adjust both pieces of data at the same time.

WWW.YAHMAD.CO.UK
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Formulas in the Report Home  cre

E| nColor

(@) \ Vlew ‘ Themes [A]Fonts
o  We can use a number of formula in the report to calculate f;lj .
3 Report View
t . . ] ] - 4]
o values from fields including: Sum, Average, Count, Max, Min
f' R Print Preview B
o . | g A d
q
etc. You need to ensure you are in layout view. # ‘
= ==
m == Layout View
s e =
S Function Tool L, pesion view
=+ .
Q X Totals = = HLogo l EM
¥ leedswim D Dir B =
Sum sert Page Add Existing Property
(Y} Average Im age - | Mumbers ,E)Date and Time Fields Sheet
- Controls Header / Footer Tools
: Count Records [ E -
-— b
g o) Count Values ds—l SookTable-
E | w
Q) Min
:I-. Standard Deviation
(@] Variance Genre Shop Name Current Stock  5ale Price Author Namg Mew Stock Leve
=] _Harryporterandthe Half§Blood Prince Adventure Amazon 13 No £4.00 J.K.Rowling 18
p—
> Harry Potter And The Order Of The Phoenix ~ Adventure  Amazon 12 No £4,00 J.K.Rowling 17
(@)
a Drama Amazon 12 No £3.75 John Green 17 Selected
g Harry Potter and the Deathly Hallows Adventure  Amazon 7 No £4,99 J.K.Rowling 12 F Id
(72 Harry Potter and the Prisoner of Azkaban Adventure  Amazon 0 No £4.45 J.K.Rowling 5 ields
= = e . |
Database Tools : Design | Arange Forma ‘Repor‘t Footer

(=]

I I I
g‘ﬁb—l Ao = J Q |» number Tptal tyrbineg in opprati ||=Sulm([NLimeeri]} |

Jetails [

k\éu Design View | »
In Design View you can add a label for your

WWW.YAHMAD.CO.UK calculation. Make sue formula is in Report footer.
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Formulas in the Report

calculates thgq average Length positioned below the LENGTH column and formatted to
1 decimal place

has the label Average length to the left of this number

calculates the |total number of Course_Codes|in this selection and positions this number
under the Course_Code column

has the label Total water codes to the right of this number

calculates the|total number of cars|in this selection and places it at the bottom of the
report

has a label to the left of this number Total cars for France

X Totals =|

(ss222y) uonendiuey eyeq :gt1 4913dey)d

1 | tabase Tools l‘ design Arrange Format
2 ol Aa - = : T T T T
- 7 . F’-J:a cars fpr Frafice rzl::nunt{*}
- Count hcordi i l ‘ Y - o L
[ .o abD | | [ [
count values EIGSQ) |L= v S . I Aa Sepmmeadl —— o0 . : . .
Inifes

... has your name, Centre number and candidate number at the bottom of the report.

365815323017 Micro . - _'F _q
v b= Rt y _,-L T
365C15423016 Micro FELEIFH | -|E|'j. R F —\1-4"-

365C15423020 Micro | |

WWW.YAHMAD.CO.UK In Design View you can also add your candidate details.
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Labels

9_ 34 Produce a report which: Retail_Price [Cost_Price]*1.2

Q) Query * contains a new field called Retail_Price which is calculated at runtime.

'2. This field will calculate the Cost_Price plus 20% Criteria 1) Connection: Wireless or Dual

() shows only wireless or dual connected Gaming mice <_Criteria 2) Gaming: Yes

: is sorted into descending order of Retail_Price

00 is in label format with 2Jabels side by side and 8 1abels to the page
fits on one page wide in portrait layout \L—When creating the label in report
includes the title Micefor Gamers afthaiopioreachiabe) |wizard include the title.

shows only the fields Make, Model, Connection, Retail_Price, and Notes
'shows suitable text to identify the fields
has an increased font size for the title Mice for Gamers

has your name, Centre number and candidate number at the bi

(sse22y) uonendiue eieq

Retail Price: {Retail_Price}
Motes: {Motes
Yasar Ahmad, 1234, 5678

[,

Create the query first for your
labels using the specified fields
and search criteria.

1. Select the labels icon.

2. Select the dimensions and
the number across (2).

3. Write in the heading, Field
names and select the field
data.

4.In design view can you
format the label.

e '
: . | 4
B A mca oy |
ﬂ Report Wizard W e o - e Aa
W D (4] e Geen {550 N .
7 What would you like on your mailing label? ‘o ~ Bepal
jl La b g I g 1 , Construct your label on the right by choosing fields from the left. You may also fisn e T v | s T hn I Attt
- - type text that you would like to see on every label right onto the prototype. b A YOO, N B VW v et
Tabdee 3 € Page 1 ande
T seaithis P
Available fields: Prototype label: Owrles v T o Gamers
- . 3 . R
' o - E Make Mice for Gamers T e e : :"I" oy
; . e - Mode! ElT=HEIGE] rpar [ Eagded :,‘".‘;
Connection . | st e .
I W Motes > | |Model: {Model} I i i sl I v T
Soareset avks Connection: {Connection}

Mice for Gamers

Make: Razer
Model Naga

Loy
- - Cancel < Back

WWW.YAHMAD.CO.UK

Finish

Connection: Wireless
Retail Price; 65.988
Notes:

Field Names are displayed  y;saranmag 1234 5578
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Labels 2016 March

9_ You are going to prepare attendance badges for a meeting.
Y] ce
'g.. 23 + Produce labels from all the data which: / Search Criteria
: o are arranged in two columns
o o only include employees whose Job_Description contains Engineer and who work in the
w) offices in Mumbai or Bangalore
]
5" o show only the fields First Name and Family Name on one line, with their Job_Description
= on the next line.
g o include this heading, in a larger font size, at the top of each label:
S Mana Project Development
c
o o include your name, Centre number and candidate number at the bottom of each label.
()
6.
>
‘J'; Field: |[Family_MName] [First_MName] [Job_Description] Office
8 Table: | M16EMPLOYEES MI1EEMPLOYEES MI16EMPLOYEES M16OFFICES
3 Sort:
.3 Show: []

Criteria: I_ik.e “*engineer® “‘Mumbai® Or "Bangalore’

or:
engineer Field is hidden

WWW.YAHMAD.CO.UK

Record: M 1 of 20 1 20 records found
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Labels 2016 March

9_ You are going to prepare attendance badges for a meeting.
)
'g.. 23 + Produce labels from all the data which:
: o are arranged in two columns
o o only include employees whose Job_Description contains Engineer and who work in the
w) offices in Mumbai or Bangalore
(Y]
5" o show only the fields First Name and Family Name on one line, with their Job_Description
= on the next line.
g o include this heading, in a larger font size, at the top of each label:
'E:' Mana Project Development
o o include your name, Centre number and candidate number at the bottom of each label.
()
=
i Available fields: Prototype label:
> .
a Family_Name Mana Project Development
@ First_Mame
s Job_Description .

e e - {First_Mame} {Family_MName} No fields

{Job_Description} names are
displayed
Yasar Ahmad, 1234, 5673

WWW.YAHMAD.CO.UK
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Labels 2016 March

You are going to prepare attendance badges for a meeting.

23 +» Produce labels from all the data which:
o are arranged in two columns

c  only include employees whose Job_Description contains Engineer and who work in the
offices in Mumbai or Bangalore

o show only the fields First Name and Family _Name on one line, with their Job_Description
on the next line.

o include this heading, in a larger font size, at the top of each label:

Mana F—‘mject ﬁevelupment

4 include your name, Centre number and candidate number at the bottom of each label.
The page layout may look like this:

# Page Header

(ss222y) uonendiuey eyeq :gt1 4913dey)d

- €Detail | | | |
L L] il * |="Mana Project Development
| = == — I I | [ [
|—| I—I _— = - _;Triml:[First_Name]&"“&[Famir'_.r_Name]} | ﬁ\ AdeSt the label
I e | [ | size to ensure you
—"vasar Ahmad, 1234, 678" fit 8 labels per
page

WWW.YAHMAD.CO.UK ¥ Page Foater
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Su m m e ry Qu e ry 4 Model Sum Of Price: Price  Count Of N122¢ars: C Sold Location
N122cars N122¢ars N122cars N122cars
Z Group By Sum Expression Group By Group By
i v | v ] ]
Find only the McroEco cars that have beenysold |n IMadrid MicroEca : — “Madrig

Using this selection produce a new report which:
» shows only the Sales_person, Model and Erice
« | calculatesjthe total value of these sales for each Sales_person

You can also enter search criteria
into the summery query

8T 191dey)

e | counts the number of these cars sold by each Sales_person

On most occasions a summery
query will ask for calculation
and a count. One of the fields
will contain numerical values

Save this report in a form which can be imported into another document.

domilunt s > || which can be calculated.
e Field Sum Rvg Min  Max Cancel
T lamy Pnce [ZJ ‘77J * 1
— . — Calculate Total Value of records
122cars

(sse22y) uonendiue eieq

“31 Summery Query =
z_ Count — Sales_perso | Model - [SUmOfPrice > Count Of N1 -
Leon MicroEco £39,000.00 3
4

Would you ke a detai or summary query? Machado MicroEco £52,000.00
Marcos MicroEco £52,000.00 4
() Detad (shows every field of every record) x
: T Sanchez MicroEco £195,000.00 15
@ fummary villalobos  MicroEco £91,000.00 7
Sq.mtgy Options ...

WWW.YAHMAD.CO.UK
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Extracting Data Tip: To extract a query

. or report you have to

9— 37  Save and print this report. This Extract will be imported ] htpl' ky d select th
Q Nord Docume ri CliCK and selecC
S 38 Produce an extract frm into a Word Document & ] €
Fp" Query e selects only those export option.
: e containing Snow Critena 1) Activity - Like "“snow"” or "“ice™ You may be required to
00 e located in Scotland <—{Cntena 2) Location - Scotland export into Excel to
°* « where the Type is Thi Criteria 3) Type - Thrill P

Query create a graph.

e shows only the fields Course\ Code, Level and Activily in this order

Query * sorts the Activity in ascending Riphabetical order -

39 Save this data in a form which can be imported into the document that you saved in
sep £y

40 Import this data into your document as a table after the paragraph which ends: .. even the
most demanding thrill seeker.

(sse22y) uonendiue eieq

. I L' 2 t All= A Delete = =9 More - ~ Scp
Wi (hpboard ’ ort & Filter Hecoras
AT P BETEZ) e Pe e e ewT T ST
All Access Dbjects @ « || Z)aeacivines | T extract equipment is the latest hvailable
Segroh. 0 Course Cod ~ Level - Activity S S
Tables s SC024 Extreme Alpine Snow Skiing b —— ——— e —— — WINTER SN
3 J14ACTIVITIES SCo013 Extreme Ice Climbing
. HACIRATES SO0 adiancad Tl Srvo &% rA——— During the wirter you can enjoy a
Querles £ e b dusbadooll, o OEE———— unique and unforgettgble expenence in the
o R SCo23 Extreme Snow Tobogganing > stunning hlgh|a(1ds of Bcotiand. We offer a
= i3 Qoen Advanced snowboarding e+ o o . . . o T variety of exciting out@oor snow sports which
| = E & Design View Advanced Snowmobiling - -— are ideal for those wip like their sport to be
Report exhilarating From fsnowmobiling to ice
& Export | e Exe climbing we have a ter sport to meet the
% Coliect and Update Data vis E-mail L Shacaboiot L needs of even the Wnost demanding thrill
ek
15 Rename (W) Word RTF File -
Hide In this Group - . [ Course_Code | tevel | Adivity .
= = SC024 Extreme  Alpine Snow Skiing
— . SC013 Extreme  Ice Climbing
W Wotd RTF File SC004 Advanced | Nordic Snow Skiing
= — n sco28 Extreme  Snow Tobogganing
5C026 Advanced Snowboarding
WWW YAH MAD CO K $C033 Advanced Snowmobiling
2




