BMSP4004 Generating Business Data & Analysis
Guide to practical exercises


WEEK 9

SKILLS OUTLINE

Basic Skills (required for assessment)				Tick box when competent

· Sort data in queries

· Basic queries

· Create a report in the format of a CV




QUERIES

The major benefit of a database is the ability to see data you want in the order you want it. Once you decide what information you want, Access provides a means for you to view and analyse the data.

A “QUERY” is the means that allow you to access information.  In order to action a query, you must decide upon the fields of information you want to see first.

For example:

“Give me a list of all employees with salary > 20,000” is a typical query.

These types of query are known as ‘select queries’.  With this type you can view, analyse and edit data displayed as a result of the query.  Other forms of queries exist and are listed at the end of the section.

After you run a query - you will display a list of matched records i.e. those that match the selection criteria.  These records are known as a ‘dynaset’.  The output looks like a table but isn’t since it can contain fields from many tables.  When you close a query, the dynaset no longer exists, although all your data remains as it was originally.


Using queries to retrieve and view data from the database

SustainableLC query the database when they wish to ask questions about the data and view it in a particular way.  For example: 

They may wish to view the consultants details with the family name in ascending order or 

find out how many of SustainableLC’s customers are based in England?



When a relationship is created between tables the data in a query can come from one or more tables.  The retrieved data is called a Dynaset.  The data in a dynaset can be saved and reports, forms or even other queries can be generated from them.










EXERCISE 1 	Sorting Data

Open SustainableLC database.

Data can be sorted in forms, tables or queries.

Figure 5 - THE QUERY WINDOW

The field list shows the fields from the selected table


										QBE GridSort Line

                                                     			Fields included in QueryCriteria Line




Design	Datasheet
View	View 

Save the following queries, once saved they become dynasets.  We will be using these dynasets to generate reports and forms.

Exercise	-	Sort the course codes into descending order

1. Select Create from menu, then click on the Query Design button.

2.	Select Course from Show table and click on Add, then Close.

3.	Double-click the title bar (Course Details) of the field list to select all the fields.  Move the pointer onto the highlighted fields, hold down the left hand button on the mouse and drag  all 	the fields onto the QBE grid (see figure 1).  Then release the button on  the mouse.

4.	Click in the Sort box under Course Code and then click on the drop down arrow in the Sort 		box. Click on Descending.

5.	Click on View from the main menu and click on Datasheet to run the query.

6.	Click on File then Save.  Type Course Codes Descending.  Click on File  then Close.



EXERCISE 2	Sorting Data


Sort the consultants Family Name into descending order and Software Experience into
ascending order?
(Use the Consultants table)

1	Select Create menu, then click on Query design.

2	Select Consultants from Show table and click on Add, then Close.

3	Double-click the title bar (Consultants) of the field list to select all the fields.  Move the pointer onto the highlighted fields, hold down the left hand button on the mouse and drag  all the fields onto the QBE grid (see figure 1).  Then release the button on  the mouse.

4	Click in the Sort box under Family Name and then click on the drop down arrow in the Sort 		box.  Click on  descending.    Click in the Sort box under Training Experience and then click 	on the drop down arrow in the Sort box.  Click on ascending. 

5	Click on  View from the main menu and click on Datasheet to run the query.

6	Click on File then Save.  Type Name and Experience.  Click on File  then Close.


EXERCISE 3	Sorting Data

Sort Company Code into descending order and Date Time Course Run into ascending order, and display the Company Name.
(This involves three tables,  Booking,  Session  and  Client Company)

1. Select Create menu, then click on Query Design button.  

2. Select Booking from Show Table and click on Add, then click on Client Company and click on Add, then click on Session and click on Add and click on Close.

3. Click on Company Code from the Booking table and drag into the QBE grid.  Click on the drop down arrow and select descending.  Click on Date Time Course Run from the Session table and drag into the QBE grid.  Click on the drop down arrow on the sort line and select ascending.   Click on Company Name in the Client Company table and drag into the QBE grid. Select Course Code from the Session table.

4. Click on the View menu and click on Datasheet to run the query.

5. Click on File and select Save. Type Course and Company. Click on File and click on Close.
 		
	 











SPECIFYING CRITERIA

In a query you will more than likely wish to use selection criteria.  When you use selection criteria, this is known within Access,  as using an expression.  This can either be simple or quite complex. If you want to find every employee who lives in ‘Anytown’, at the city field within the query, set the criteria to be equal to:

	= Anytown - without quotes 
	or = “Anytown” - with quotes

NOTE:

Entering expressions
1	Do not include symbols or commas for currency fields
2	If a string of text has more than one word, use quotation marks “Orchard Avenue” 
	


EXCLUDING FIELDS

If you do not want fields to be shown on the dynaset, click the Show box and remove the check box.



OTHER SELECTION CRITERIA

There are many more selection criteria than you can use within a query. Below is a list of some possibilities.

LOGICAL EXPRESSIONS

1	BETWEEN....................AND

	This is useful for dates, times or values.

2	=, >=, <=, >, <, <>.


WILD CARD

Wild cards enable a general as opposed to a specific query to be made. This may be necessary when a general search is being done. There are various types of wild cards:

?	Represents one character that may be not known in a query

*	Represents multiple characters that may not be known in a query



NOT OPERATOR

For example, NOT T*.  This will list the database excluding all fields whose names begins with T.  Must be entered into the selection criteria for one field.


AND/OR OPERATORS

Australia AND New Zealand - will find only records which include both Australia and New Zealand
Brown OR Singh - will find records including either or both Brown or Singh.

USING MULTIPLE CRITERIA FOR  SEVERAL FIELDS

This uses the AND and OR Statements.  If you select multiple fields for criteria, such as all accounts whose name begins with F, and who are based in Australia.  In this instance, place both criteria for the AND statement on the same line.

If you wish to select the OR statement the criteria should be shown on a different criteria row.  Using both AND and OR together requires special rules.


CALCULATION FIELDS

Within a query you can set up calculations which will perform actions on your fields.  For example, total all  the salary fields, or perform things like [unit price]*[quantity].


Examples of Selection Criteria

Logical expressions		Examples

These are useful for dates, times or values
	

Between..........and............		Between 1-Dec-17 and 31-Dec-17

	
=, >=, <=, >, <, <>			>=25000	



Wild Card


*	Represents multiple characters  		Hert*	
	


AND/OR Operators


London AND Bedford


Brown OR Smith







EXERCISE 4


1. What courses does this company offer to customers?
	This is a simple query.




2. Which consultants are booked on a particular date, say 02-01-2018 to 17-01-2018?  
	This will involve using a logical expression e.g.
	BETWEEN 02-01-2018 AND 17-01-2018




3. Which consultants have had at least 10 years experience delivering  Leadership courses? 
	IMPORTANT  Save this query as Leadership Experience.





4. View all the courses with a course code beginning with the letters SL and list the description relating to each.  This will involve using a wild card.





ANSWERS	-	to  questions 1-4 are shown on the next page.





ADDITIONAL EXERCISES


Try creating your own queries using various selection criteria described on the previous page.


















ANSWERS TO EXERCISE 4

1. What courses does this company offer to customers?

1.	Select Query object, then click on the New button, Click on New Query.
	2.	Select Course Details from Add table and click on Add, then click on the Close button.
	3.	Click on the Course Title  field from the Course Details table and drag into the QBE grid.  
	4.	Click on View on the menu bar and click on Datasheet to run the query.
	Save the query as Courses on Offer.  Close the query.


2.	Which consultants are booked on a particular date, say 02-01-2018 AND 17-01-2018?  
This will involve using a logical expression e.g.
	BETWEEN 02-01-2018 AND 17-01-2018

1.	Select Query and New, Click on New Query.
2.	Select Bookings  from Add Table and click on Add.
3.	Select Consultants from Add Table and click on Add.
4.	Select Session from  Add Table and click on Add
5.	Select Course Details from  Add Table and click on Add
6.	Select Client Company from Add Table and click on Add then Close.
7.	Drag the Personnel Number from the Session Table onto the QBE grid.  
8.	Drag the Company Code from the Booking table onto the QBE grid. Drag  the Family Name, Given Name, Course title, Company Name and  DateTime Course Run fields onto the QBE grid.
9.		Type BETWEEN 02-01-2018 AND 17-01-2018  on the Criteria line under the DateTime Course Run field.
10.	Choose View from the main menu and select Datasheet to run the query.
	Save the query as Between January dates and close Query.


3.	Which consultants have had at least 10 years experience delivering Leadership courses?
 
1.	Select Query and New, Click on New Query.   
2.	Select Consultants from Add Table and click on Add, then click on the Close button.
3.	Double click on the table title bar (consultants) and the fields appear highlighted 
	(they appear Blue).
[bookmark: _GoBack]4.	Move the mouse pointer inside the highlighted fields.  Hold down the left hand button on the 	mouse and drag the fields into the QBE grid.
5.	Scroll across and find the Training Experience field.  Scroll across ad find the field Years Training Experience and 	in the criteria box type >=10.
6.	Click on View on the menu bar and click on Datasheet to run the query.
		Save this query as Leadership experience and close Query.


4.		View all the courses with a course code beginning with the letters SL and list the description relating to each.  This will involve using a wild card.
1.	Select Query and New, Click on New Query.   
2.	Select Course Details from Add Table and click on Add, then click on the Close button.  
3.	Click on the Course Code field.  Hold down the left hand button on the mouse drag the field into the QBE grid.  Click on the Course Description field.  Hold down the left hand button on the mouse drag the field into the QBE grid.  
4.  	Click in the Criteria box under Course Code and type SL*.    
5.	Click on View on the menu bar and click on Datasheet to run the query.  
	Save this query as Courses Beginning with SL and close Query. 






REPORTS

Reports are an effective way to present your data as a printed document.  
Creating a report is similar to creating a form.



EXERCISE 5 

CREATE A RESUMÉ FOR EACH CONSULTANT

1. Select Creatae Report Design.  Under the Design menu select Add Existing Fields.  Select the Conultant table, and include all fields.  Drag and drop the fields and arrange into a clear presentation format.

2. If the Page Header/Footer is not displayed click on the Form and right click on the mouse - click on Page Header/Footer. 

3. Stretch the height of the Header area.  Move the cursor inside the page header area just above the grey Detail line.  The cursor will change to a double dagger shape.  Hold down the left hand button on the mouse and drag the mouse down so that an increased Header area is available so that a title for the Report may be displayed.

4. Stretch the height of the  Footer area.  Click on the page footer area.  Move the cursor to the outside of the page footer area and the cursor will change to a double dagger shape.  Hold down the left hand button on the mouse and drag the mouse down a little to increase the area available to place a page number control.

5. Click once on the Label button on the Toolbox toolbar.  Move the mouse inside the page header and draw a rectangular box.  Type Consultant Resumé and press the enter or return key on the keyboard.  This Label box now appears with handles around it.

6. Use the ab|   button to create a field which will  automatically generate page numbers.   Drop this control field in the FOOTER.


7. The formula for page numbers is:	=page    Click inside the field box in the footer and type =page and press the enter or return key on 	the keyboard. 


8. Using the ab|  button create a field to automatically generate dates. Place this field in the HEADER.  The formula for date is:	=date()
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