Microsoft Access Project 2 & 3

Review Project 1

Queries, finding records

Copy Db to floppies (if available), how many records?

Finding records, sorting columns, find all “may”, notice that all columns get moved


By record number, double-click number, type new number


Specific occurrence of a value in a field



Select field, click find on toolbar, find what, select other options


Replace



Select field, edit, replace, find what, replace with


Wildcards *, ?



Find all S ( s*

Filtering records


Filter by selection, pick from an existing value in the form


Filter by form, blank, fill in


Right-click on field, find person from Dubai

Queries


Query, new, simple query wizard


Criteria Row ( set value here


Click on datasheet view

New, design view, tables, your table

Field (downarrow), firstname

Field, lastname, sort ascending

Field, state, criteria, VA

Add a record to the query.  Is it in the table?  Delete from the query deletes from the table!

Make a report using the Query


Report, new, report wizard, select one of the queries, ok

Make a more complicated query


Specify two criteria

Finding duplicates using a query


Query, new, find duplicates, table, address, etc.

You can save tables, queries, reports in RTF and open it in Word.

