Lab 20 — Microsoft Access E

Topics covered in this lab

Start

e Save the file on your Q drive, inside the ITE100 folder, inside ”J

Create a report and a form from a query
Perform calculations and calculate statistics in queries

From Blackboard, download the file named lab20_student_file

Double click on the file to open it

Calculate statistics in queries

Queryl

Query?2

From the Create tab, click on Query Design

Select Item, click Add once

Click Close

From the field list, double click on Cost to add to the query

>

Totals
From the Design tab click on
Choose Avg from the Total row for Cost

Field: [ Cost
Table: [Hem
Total: | efglilem= w
Sort: || Group By
Criteria: | |fa]
ar flin

Go to View > Datasheet View
You should get $9.38

Bl save Object As

Click Ok

Queryl-avg

— Use criteria in calculating statistics

Click on Home, View > Design View
From the field list, double click on Vendor Code to add to the query
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e Choose Where from the Total row for Vendor Code
e Inthe criteria row for Vendor Code, type TM

Field: | Cost YVendaor Code
Table: |Ttem Item
Total: | Avg Where
Sort:
Show: ]
Criteria: TrA
ar

e Goto View > Datasheet View
e Youshould get $11.13, this is the average cost for vendors with code TM

Gl Save Object A
o | B saveObjectfs Query2-Vendor Avg

e Click Ok

Query3 - Grouping

e We want to find the average cost for each vendor (GG, TM, AL)

e Click on Home, View > Design View

e Choose Group By from the Total row for Vendor Code

¢ Remove TM from the criteria row for Vendor Code, make sure the check box is checked

Field: | Cost Vendor Code
Table: [Ttem Item
Total: | Avg Group By
Sort:
Show: ¥
Criteria:
e (o to View > Datasheet View
ﬁ Queryl-avg

e Youshould get 511.12 |TM
EN cave Obiect A
. [#. Save Ohject As OUery3-Group Avg

e Click Ok

Perform calculations in queries
Query4
e Click on Home, click on the Create tab, then click on Query Design
e Select Item, click Add once
e Click Close
e From the field list double click on Item ID, On Hand, and Selling Price to add them to the query
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e Rightclick on the fourth empty field, choose Zoom

,\
Field: |Item ID OnHand Selling Price o
Table: |Ttem Item Item X Totals
Sort: iz
&= Table Mames
Show: i
Criteria:

o

o Type Total Sales: [OnHand]*[Selling Price], press Ok

e Click on View > Datasheet View

e Notice a new fourth column created with the specified calculation. This new fields has the name
Total Sales, and multiplies OnHand by Selling Price

| Bl save Object As

Click Ok

Query4-calculations

Query5 —to change a caption

e Click on Home, View > Design View
e Click on Hand once

Field: |Item ID \OHHandl » | Selling Price Total Sales: [OnHand]
Tahble: |Ttem [tem [tem
Sort:
Show:
Criteria:

e From the design tab, click on L' Property Sheet
e From the property sheet pane on the right, for Caption, type Quantity
Property sheet X
Selection type: Field Properties
| General |Lookup)
Description
Format
Decimal Places
Input Mask
Caption Cuantity
Smart Tags
e Close the property sheet
e Goto View > Datasheet View
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» Notice the caption for the second column changed from OnHand to Quantity
H QueryS-calculations | ] Hem |
ltemID -~ | Quantity ﬁe!iing Price »  Total Sales -

e 15 $15.00 $225.00
DMOS 5 517.00 585.00
ORO1 25 54.00 $100.00

e - car aan Lt R T N

| Bl save Object As

e Click Ok

Query5-caption

Query 6 — To create a Top-Values Query

e Click on Home, View > Design View

: 0 = .
e From the Design tab, choose 5 from the Return box arrow == 4™ 3

e Go to View > Datasheet View
e Theresultis like query 5, but only the first 5 records will be returned

| Bl save Object As |Q@@L5
e Click Ok

Create a report from a query

e C(Click on Home
e From the left menu, click only once on Query6-top5 to select it (don’t double click)
[tem A

Item : Table
Queryl-avyg
Query2-VYendor Avg
Query3-Group Avg
Query4-calculations

QueryS-caption

L

Queryb-top5s
« Click on the Create tab, then click on =% Repert Wizard
e Click the add all fields button [ =

e Click Next

e Click Next

e Click Next

e Click Next

e For the title, type Report-Query6
e Click Finish
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Close Print
e Clickon Preview

e Goto View > Report View

Create a form from a query

e From the left menu, click only once on Query6-top5 to select it (don’t double click)

o
o

[tem

B Item: Table

@ Queryl-avyg

@ Query2-VYendor Avg
@ Query3-Group Avg
@ Query4-calculations
@ QueryS-caption
'ﬁj Querys-top5s

Form

e From the Create tab, click on
. | Save Ohject As Form-Ouervé

e Click Ok

e Show your work to your teacher
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