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TABLE (Exercises)

1. Open up Microsoft Access and create a Blank database. Call the database “TEST”.

2. Create a new TABLE using the Wizard. Select the “Contacts” template. 

3. Create a new TABLE using the Design view. Add EmployeeID as a Text field and 
FullName as a Text Field. Save it as“EmployeeDesign”. with No Primary Key.

4. Delete both TABLEs, Queries, Forms, and Reports.

5. Import from your “Flash” drive the Employees.xls spreadsheet.

6. Open up the Employees TABLE in datasheet view.

4



1. Open up Microsoft Access and create a 
Blank database. Call the database “TEST”.

5



Click on “Access”

Click on the Window at the very 
bottom.

2

1

6



Click on “Blank database”

7



Type “Test” and then “Create”

Test

2

1

8



You can click on the down arrow and add your fields this way.
But it is not the best way to create the fields. Best to close this out 
by clicking on the “X” on the top right-hand side. The table on 
the left side will disappear.

1

2
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Before we go on, we must turn off the warnings

If you do not turn them off, macros will be declared 
unsafe and will not run

To do this go to File

10



Click on “Options”
11



Click on “Trust Center”
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Select “Trust Center Settings”
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Click on “Macro Settings”



Click on “Enable all macros” 
Then click on “OK”

1

2

15
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2. Create a new TABLE using the Wizard. 
Select the “Contacts” template. 
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Click on the “Contacts” template

1

2

3
Click on the “Create” TAB and then select “Application Parts”
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An entire Database will be created for you.

Click on the Contacts table

19



You can see the design view or properties of a table by clicking on 
“View”.
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Displays the view, 
which allows you 
to enter raw data 
into your database 
table

Displays the view, which 
allows you to create and 
modify fields, data-types, 
and descriptions into your 
database table. 

21



By right clicking on the “Contacts” table, you can 
also see the different views.

Click on “Design View”

1

2

22



23

Primary Key



Click on the down arrow
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3. Create a new TABLE using the Design 
view. 

Add EmployeeID as a Text field and 
FullName as a Text Field. 

Save it as“EmployeeDesign”. with No 
Primary Key.
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All New Objects are created using the “Create “TAB
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Click on the “Table Design”

27



28



Field properties are listed below.

Add EmployeeID as a Text field 
and FullName as a Text Field. 

1

2

29



1

2

Change the EmployeeID to a Number. 
Look at the Field Properties

30



Click on the “X” at the right

1

Select “Yes”

2

31



Table1 will  be the default name.

32



Type in “EmployeeDesign” and select “OK”

33



Select No

34



“EmployeeDesign” Added

35



4. Delete both Tables, all Queries, Forms, 
and Reports.

36



1

2

You can “Right Click” on 
the object and select delete. 
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Select “Yes” 

38



And it’s gone from the list
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You can also highlight any object and push the “Delete” key on your 
keyboard. Go ahead and delete all objects.
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Your “Test” database should look like this.
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5. Import from your “Flash” drive the 
Employees.xls spreadsheet.
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1

2

Then the “Excel” ICON

Click on the “External Data” TAB. 
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The Import Options will display. The default is the “Import the 
source data into a new table in the current database”.
This is what we will use. Click on “Browse”.
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Click on the “Removable Disk (E:)”

45



Double Click on the “150 CenSARA”.

46



Double Click on the “Employees”

47



Select “OK”.

48



Select “Next”.

49



You will want to 
check the box.

2 1

The First Row contains Column Heading. 
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Select “Next”

51



The Field 
Highlighted will 
show the import 
properties.

Select “Next”

1

2
52



Select “Next”

Select “No Primary Key”1

2
53



Access will assign a name here.
You may over type the name. 

1

2

Select “Finish”

54



The “Save import steps” is used if you are importing the 
save table on multiple occasions. The import Excel 
spreadsheet must have the same name and have the same 
“Path” (Location).

1

2

Select “Close”

55



Your database should have this display.
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6. Open up the Employees TABLE in 
datasheet view.

57



Double click on “Employees” and view the records.

58
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Endof 

60



CENTRAL STATES AIR RESOURCE AGENCIES
150 (CenSARA) – Student Workbook

Hands On

61



TABLE (Exercises)

7. Create the following TABLE: “Personnel Action”
Add the following fields:

Type
a. PActionID Autonumber No Primary Key
b. PType Lookup field Award; Disciplinary Action;

Grevience; Other
c. PDate Date Default Value to today’s date
d. Comments Long Text

8. Create the following TABLE: “Payroll”
Add the following fields:

Type
a. SalaryID Autonumber No Primary Key
b. FLSA Lookup field - Exempt; Non-Exempt
c. PayRate Currency
d. PayType Lookup field Salary; Hourly
e. PositionDate Date Format Short Date – Input Mask

9. Create the following TABLE: “Departments”
Add the following field:

Type
A. Department Short Text

10. Set the relationships between the TABLES. Do what is necessary to create them.62



7. Create the following TABLE: “Personnel Action”
Add the following fields:

Type
a. PActionID Autonumber No Primary Key
b. PType Lookup field Award; Disciplinary Action;

Grievance; Other
c. PDate Date Default Value to today’s date
d. Comments Long Text

63



1

2 Select “Create” TAB

Select “Table Design” 

64



Type “PAction ID” Make 
it an AutoNumber

Type “PType”

2

3

Use Lookup Wizard

1

65



1

2

This box will appear. Select the bottom toggle.

Select “Next” 
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1

2

Select “Next” 

Populate the ColumnsGrievance

67



3

Select “Finish” 

Other Options, leave unchecked2

Name of field can be 
changed here

1

68



Select “Lookup” TABShort Text

69



Combo Box

1 What will be on the 
drop down list

2

Limit to List is “No”

3

Short Text

70



Select the down arrow 
on the “Format” 
property.

1

Choose the Short Date

2

Short Text

71



1

Type “Comments” and make it a “Long text” field (Memo)

2

Exit by selecting the lower “x”

Long Text

72



1Select “Yes”

2Type “Personnel Action”

3Select “OK”

4Select “No”

73



Your database should have this display.

74



8. Create the following TABLE: “Payroll”
Add the following fields:

Type
a. SalaryID Autonumber No Primary Key
b. FLSA Lookup field - Exempt; Non-Exempt
c. PayRate Currency
d. PayType Lookup field Salary; Hourly
e. PositionDate Date Format Short Date – Default Date

Today’s date.

75



1

2 Select “Create” TAB

Select “Table Design” 

76



2

Type “SalaryID” and 
make it an 
“AutoNumber”1

Type “FLSA” and use 
the “Lookup Wizard”

Short Text

77



1

2

This box will appear. Select the bottom toggle.

Select “Next” 
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1

2

Select “Next” 

Populate the Columns

79



3

Select “Finish” 

Other Options2

Name of field can be 
changed here

1

80



Type “PayRate” as “Currency”

1

2

Type “PayType” 
Use “Lookup 

Wizard”

Short Text
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1

2

This box will appear. Select the bottom toggle.

Select “Next” 
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1

2

Select “Next” 

Populate the Columns

83



3

Select “Finish” 

Other Options, leave unchecked2

Name of field can be 
changed here

1

84



2

In the “Default Value Property, 
type =Date() Do not use Now()

Type “PositionDate” and make the 
Data Type  a “Date”

1

3

Close the TABLE by selecting the “X”

Short Text

85



Using a Default Value Date Property

=Date()  Is equal to today’s date

=Now() Is equal to today’s date and time
It would make a difference if you would a difference if calculating a future date.

86



1Select “Yes”

2Type “Payroll”

Select “OK”

4Select “No”

3
Payroll

87



Your database should have this display.
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9. Create the following TABLE: “Departments”
Add the following field:

Type
Department Short Text
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1

2 Select “Create” TAB

Select “Table Design” 
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1

2

Close the TABLE by selecting the “X”

Type “Department” and make the 
Data Type  a “Text” field

Short Text
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1Select “Yes”

2Type “Departments”

Select “OK”

4Select “No”

3

92



Your database should have this display.
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10. Set the relationships between the TABLES. Do what 
is necessary to create them.
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1

2 Select “Database Tools” TAB

Select “Relationships” 

95



Select all the TABLES and select “Add”

96



What is wrong? Why can I not 
establish a relationship between 
the tables?

There are no corresponding or 
matching fields. Where are my 
PRIMARY and Foreign KEYS?

1

2

Close the Relationships view by selecting the “X”
Do Not Save!
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1

2

Right click  on the “Personnel Action” 
TABLE.

Select “Design View” 

98



Type “EmployeeID” and make the Data Type a Number.

2

3

Close the TABLE by selecting the “X”.
Save the Changes.

1

Click into the 
PAction ID and 

select the 
Primary Key
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1

2

Right click  on the “Payroll” TABLE.

Select “Design View” 

100



Type “EmployeeID” and make the Data 
Type a Number.

2

3

Close the TABLE by selecting the “X”.
Save the Changes.

1

Click into the 
Salary ID and 

select the 
Primary Key

101



1

2

Right click  on the “Employee” TABLE.

Select “Design View” 
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1

Click into the 
“EmployeeID” 
and select the 
Primary Key

2

Close the TABLE by selecting the “X”.
Save the Changes.
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1

2 Select “Database Tools” TAB

Select “Relationships” 

104



Select all the TABLES and select 
“Add”

105



Your database should have this display.
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Hold the Left click button down on “EmployeeID” in the “Employees” TABLE and 
move your mouse over to the “EmployeeID in the “Payroll” TABLE

107



1

2

Select “Enforce Referential Integrity”

Select “Create” 

108



Why? “EmployeeID” in each TABLE are Numbers!

Select “OK”
1

2

Close the Relationships by selecting the “X”.
Save the Changes.

109



1

2

Right click  on the “Employee” TABLE.

Select “Design View” 

110



Look at the Properties on the Field Size. It’s a “Double”. 
In the other TABLES it’s a “Long Integer”

111



1

2

Click into the “Field Size” box 

3

Click on the “Down Arrow”

Change the property to “Long Integer”.

2

Close the TABLE by selecting the “X”.
Save the Changes.

112



1

2 Select “Database Tools” TAB

Select “Relationships” 

113



Your database should have this display.
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Hold the Left click button down on “EmployeeID” in the “Employees” TABLE and 
move your mouse over to the “EmployeeID in the “Payroll” TABLE

115



1

2

Select “Enforce Referential Integrity”

Select “Create” 

116



Your database should have this display.
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Hold the Left click button down on “EmployeeID” in the “Employees” TABLE and 
move your mouse over to the “EmployeeID in the “Personnel Action” TABLE. 
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1

2

DO NOT SELECT “Enforce Referential Integrity”

Select “Create” 

119



Look at the difference in the connection. One has the “Infinity” sign and one 
doesn’t. It’s because on has “Referential Integrity” enforced and one doesn’t.

2

Close the Relationships by selecting the “X”.
Save the Changes.

1

120



Endof 
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PARAMETER QUERY (Exercises)

Using the “Employees” TABLE.

1. Create a select query on the PositionTitle field with a criteria of all the “Production 
Worker I”Name the “qryProductionWorkers.”

2. Create a select query on the Department field with a criteria of all the departments 
that start with an “A”. Use the Query Wizard. Name the query “qryDeptA”.

3. Create a select query on the HireDate field with a criteria of less than (<) 12/31/2002.
Name the query “qryLess.”

4. Create a select query on the HireDate field with a criteria of greater than (>)
12/31/2002. Name the query “qryGreater”.

5. Create a select query on the HireDate field with a criteria from 01/01/2001 to 
12/31/2003. Name the query “qryBetween.”
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ACTION QUERY (Exercises)

6. Append the Department records to include all departments in the Employees 
TABLE.

7. Change the Department field in the Employees TABLE to make it a lookup field 
based on the Department TABLE.

8. Create a delete query on the Title field with a criteria of all the “Production Worker 
I”.  Name the query “qryDeleteProductionWorkers.”

9.  Import from your “Flash” drive the EmployeesDelta.txt file. 

10. Create a make TABLE query on the EmployeesDelta TABLE and name the TABLE 
“EmployeesSep”.  (What about the employee name?) Name the query 
“qryMakeDelta”.

11. Create an append TABLE on the EmployeeSep TABLE and append the records into 
the Employees TABLE. Match up the fields. Name the query “qryAppendEmployees”.

12. Create an update query on the Employees TABLE for the new employees. Make the 
new employees Status to Full and HireDate as 01/012009. Update that field to today’s 
date and give each employee an email address. Name that query 
“qryUpdateEmployees”. 

124



13. Create a crosstab query on the Accounts TABLE with all the fields.

14. Create a Find Duplicates query that display a numbered count on the EmployeesX
TABLE.

15.  Create a Find Duplicates query that will allow you to edit or delete duplicates on 
the EmployeesX TABLE.

CROSSTAB & FIND DUPLICATES QUERY (Exercises)
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1. Create a select query on the PositionTitle field with a 
criteria of all the “Production Worker I”.

Name the “qryProductionWorkers.”

Using the “Employees” TABLE.
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1

Select “Create” TAB

Select “Query Design”

2

127



1

Select “Employees”

2Select “Add”and then “Close”

128



Your database should have this display.

129



This Area is called the “QUERY BUILDER”

130



Left “Click” on the “EmployeeID field, 
hold the “Shift” key down and scroll 
down and left click  on Email. This will 
highlight all of the fields. 

131



Hold your mouse left button down over 
and open area and drag it to the “Query 
Builder” below and release the mouse 
button. 

132



Your database should have this display.

133



1

In the “Criteria” row , type Production Worker I

2

Select the Explanation Point“
This is also called a “BANG”

134



1

This “Parameter” Query filtered out all record 
that were not Production Worker I

2

Close the Query Builder by selecting the “X”.

135



2

Select “Yes”

Type “qryProductionWorkers”

Select “OK” 3

1

136



Your database should have this display.

Notice the QUERIES are located below the TABLES in our database 
order.
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2. Create a select query on the Department field with a 
criteria of all the departments that start with an “A”. Use 
the Query Wizard. 

Name the query “qryDeptA”.

Using the “Employees” TABLE.

138



1

Select “Create” TAB

Select “Query Wizard”

2

139



1

Select “Simple Query Wizard” 

Select “OK”

2

140



Select the “Employees” TABLE

141



Select the “Double Arrows”.

142



Select “Next”.

143



1

Select “Modify the query design”

Select “Finish”

2

144



Your database should have this display.
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1

In the Department Column, type in the 
Criteria box type “A*” If will 
automatically change it to Like "A*“.

Select the BANG

2

146



Close the Query Builder by selecting the “X”.
Save the Changes

2

1

Your query should display only records that start with an “A” in the 
“Department” field

147
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1

Right click on the “Employees Query”.

Rename the query to 
“qryDeptA”

2

149



Your database should have this display.

Notice the QUERIES are in Alpha order

150



3. Create a select query on the HireDate field with a 
criteria of less than <12/31/2002.

Name the query “qryLess.”

Using the “Employees” TABLE.

151



1

Select “Create” TAB

Select “Query Design”

2

152



1

Select “Employees”

2Select “Add”and then “Close”

153



Your database should have this display.

154



2

In the Criteria Row 
type “<12/31/2002”

3

Select the BANG

Drag “EmployeeID”, “LName”, “FName”, 
and “HireDate” to the Query Builder

1

155



Your query should only return records that have a “HireDate” before 
“12/31/2012”. 

156



Close the Query Builder by selecting the “X”.

1

Save the Changes as “qryLess”

2

157



Your database should have this display.
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4. Create a select query on the HireDate field with a 
criteria of greater than >12/31/2002. 

Name the query “qryGreater”.

Using the “Employees” TABLE.
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1

Right click on “qryLess”

Select “Copy”

2

160



1

Right click on any open 
area in the Object Box.

Select “Paste”

2

161



1

Type “qryGreater”

Select “OK”

2

162



Your database should have this display.
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1

Right click on “qryGreater”

Select “Design View”2

164



2

In the Criteria Row change the 
“<“ to “>”. 

2

Select the BANG

165



Close the Query by selecting the “X”.
Save the Changes

2

1

Your query should only return records that have a “HireDate” after 
“12/31/2012”. 
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5. Create a select query on the HireDate field with a 
criteria from 01/01/2001 to 12/31/2003. 

Name the query “qryBetween.”

Using the “Employees” TABLE.
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1

Right click on “qryLess”

Select “Copy”

2

168



1

Right click on any open 
area in the Object Box.

Select “Paste”

2

169



1

Type “qryBetween”

Select “OK”

2

170



Your database should have this display.
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1

Right click on “qryBetween”

Select “Design View”
2

172



2

In the Criteria Row change the “>” to 
“Between 01/01/2001 and 12/31/2003”. 

2

Select the BANG

173



Close the Query by selecting the “X”.
Save the Changes

2

1

Your query should only return records that have a 
“HireDate” between 01/01/2001 and 12/31/2003.

174



Your database should have this display.

175



6. Append the Department records to include all 
departments in the Employees TABLE.

Name the query “qryAppend.”

Using the “Employees” TABLE.
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1

Select “Create” TAB

Select “Query Design”

2

177



1

Select “Employees” TABLE

Select “Add”

2

178



Drag the “Department” field to the “Query Builder”

1

Select the 
“BANG”

2

179



1

Select “Design View”

2

The returned should display (65) Records 

180



Select “Totals”

181



1

Select “Design View”

2

The returned should display (6) Records 

182



Select “Append”

183



Select the Down Arrow

1

Select “Departments”

2

Select “OK”

3

184



Select the 
“BANG”

185



Select “Yes”

Close the Query Builder by selecting the “X”.
Name the Query, “qryAppend”

2

1

Warning only 
run one time !

186



Your database should have this display.

187



Double Click on the 
“Departments” TABLE

2

1 (6) records have been populated to your 
“Departments” TABLE

3

Close the TABLE by selecting the “X”.
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7. Change the Department field in the Employees 
TABLE to make it a lookup field based on the 
Departments TABLE.

Using the “Employees” TABLE.

189



Right Click on the 
“Employees” TABLE

2

1

Left Click on “Design View”

190



Click on the “Down 
Arrow” in the 
“Department” field.

2

1

Left Click on “Lookup Wizard”

191



Select the “I want the lookup field to get 
the values from another table or query” 2

1

Select “Next”

192



Select the “Departments” TABLE

2

1

Select “Next”

193



Select the “>>”

2

1

This will move the “Department“ 
field to the right.

3

Select “Next”

194



195



196



197



Select “Yes”

198



Open the “Employees” TABLE

199



Select the “Down Arrow”
Notice that you have a dropdown list 
for the Department Field.

2

Close the TABLE by selecting the “X”.

1

200



Your database should have this display.
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8. Create a delete query on the Title field with a criteria 
of all the “Production Worker I”.  Name the query 
“qryDeleteProductionWorkers.”

Using the “Employees” TABLE.

202



1

Select “Create” TAB

Select “Query Design”

2

203



1

Select “Employees”

Select “Add”

2

204



2

Select  the 
“Bang” 

1

Drag the “Position Title” into the Query 
Builder. In the Criteria type “Production 
Worker I”

205



Select “Design View”

2

1

This will only display records that have 
“Production Worker I” in the “Position Title” field

206



1

Select “Delete”

2

Select the “Bang”
3

Select “Yes”

207



1

Close the QUERY by selecting the “X”.

2

Select “Yes”.

208



Type “qryDeleteProductionWorkers” and select “OK”

209



Your database should have this display.

210



9.  Import from your “Flash” drive the 
EmployeesDelta.txt file. 

Using the “Employees” TABLE.

211



1

Select “External Data” TAB

Select “Text File”

2

212



Select “Browse”

213



Select “Removable Disk (E) ”

214



Open  “150 
CenSARA” folder

1

2

3
Select “EmployeesDelta”

Then Open
215



Select “OK”

216



Select “Next”

“Delimited” is OK 

217



Select “Next”

Access automatically separate the fields by where the commas are.

218



Select “Advanced…”

219



Rename the Fields to 
the following:

EmployeeID
Title

Name
Address

City
State
Zip

Race
Sex

HireDate

Select  “OK” 
when done

1
2

220



Your display should 
look like this.
Select “Next”

221



Select  “No Primary Key” 1

2

Select “Next”

222



Select “Finish”

223



Select “Close”

224



Your database should have this display.

225



Open  “EmployeesDelta”

226



Close the TABLE by selecting the “X”.

227



10. Create a make TABLE query on the EmployeesDelta
TABLE and name the TABLE “EmployeesSep”.  (What 
about the employee name?) Name the query 
“qryMakeDelta”.

Using the “Employees” TABLE.

228



1

Select “Create” TAB

Select “Query Design”

2

229



1

Select “EmployeesDelta” 2

Select “Add” Then “Close

3

230



Drag all the fields to the Query Builder

231



Hold your mouse above the “Name” field 
until a small Black arrow displays.  Left 
“Click”

232



The field will turn black. Hit the delete key on your keyboard.

233



At the top of the ribbon select “Insert 
Columns”. Do it twice.

234



Your query should have this display.

235



Place your mouse on the edge of the column 
and widen the fields.

236



Your query should have this display.

237



In the first Column type:
“LastName: Left([Name],InStr([Name],",")-1)”

In the Second Column type:
FirstName: Right$([Name],Len([Name])- InStr(1,[Name],",")-1)

Much easier to open up the Concat.doc on your Flash Drive and copy 
and paste.

238



Select the “Bang”

239



The name has been separated into two fields.

Select  “Design View”

240



1

Select “Make Table”

Type “EmployeesSep” then “OK”

2 3

241



Select the “Bang”

242



Select “Yes”

243



Your database should have this display.
Notice that you have a new table.

2

Close the QUERY by selecting the “X”.

1

244



21

Save the query as “qryMakeDelta”, then select “OK”

245



Your database should have this display.
Notice that you have a new query.

246



11. Create an append TABLE on the “EmployeesSep” 
TABLE and append the records into the “Employees” 
TABLE. Match up the fields. Name the query 
“qryAppendEmployees”.

Using the “Employees” TABLE.

247



1

Select “Create” TAB

Select “Query Design”

2

248



1

Select “EmployeesSep” 2

Select “Add” Then “Close

3

249



Drag all the fields except “EmployeeID”  
to the Query Builder.

1

2

Select “Append”

250



1

3

2

Select “Down Arrow”
The TABLEs will display.
Select “Employees” and 
“OK”

251



Fields that are identical will automatically 
match up. You can select the others and 
match them up manually. 

252



By Selecting the “Down Arrow” you will 
see a display of all the fields in the 
“Employees” TABLE.  

253



Your query should have this display.

Select the “Bang”

254



1

2

Select “Yes”

This Error that it can’t append all the records. Actually none of the records 
will append. WHY? 

Go ahead and select “Yes”
255



Close the QUERY by selecting the “X”.

256



Save as “qryAppendEmployees
Select “OK”

1

2

257



Right “Click” on the “Employees TABLE.

1

2

Left “Click” on “Design View”

258



Look at the “EmployeeID” field. It 
has a primary Key

259



Look at the “EmployeeID” field. It 
has a “Primary Key”

“Indexed” property is set to no 
duplicates.

260



Uncheck the “Primary Key” by “Clicking” the 
Primary Key icon on the ribbon.

261



This notice will display. Why can’t the “Primary Key” be 
removed?  Select “OK”.

262



Close the TABLE by selecting the “X”.

263



1

2 Select “Database Tools” TAB

Select “Relationships” 

264



The “Relationships” from the “EmployeeID must be removed 
between the TABLES before the “Primary Key” can be removed.

265



1
2

Left “click” on the line and hit the “Delete” key on your 
keyboard. This warning will display. Select “Yes”. 

266



Your Relationships should have this display.

Close the RELATIONSHIPS by selecting the “X”.

267



Right “Click” on the “Employees TABLE.

1

2

Left “Click” on “Design View”

268



Uncheck the “Primary Key” by “Clicking” the 
Primary Key icon on the ribbon.

269



Close the TABLE by selecting the “X”.

This time you were allowed to remove the “Primary 
Key” to allow duplicates.

270



You will asked if you want to save the changes.  Select “Yes”

271



“Double Click” on “qryAppendEmployees” QUERY

272



This warning will display. 
Select “Yes”

2

The second warning will 
display that 92 records are 
going to be appended. 
Select “Yes”

1

273



“Double Click” on “Employees” TABLE

274



There should be “146” Records

Use the “Scroll Bar” and move the display 
to the right.

275



Some of the fields do not have any or incorrect data.

276



Close the TABLE by selecting the “X”.

277



12. Create an update query on the Employees TABLE for 
the new employees. Make the new employees Status to 
Full and HireDate as 01/012009. Update that field to 
today’s date and give each employee an email address. 
Name that query “qryUpdateEmployees”. 

Using the “Employees” TABLE.

278



1

Select “Create” TAB

Select “Query Design”

2

279



1

Select “Employees” 2

Select “Add” Then “Close

3

280



In the “Criteria” row, type Is Null. 
2

1

Drag the “Status”, “HireDate”, and “Email” fields into the “Query Builder”

Select the “Bang”

3

281



Your Database should have this display.

This will only return records that have 
nothing in the “Status” field (all the records 
from the “EmployeeSep” that you 
appended.

Select “Query Design”

282



Select “Update” 

1

2 A new “Update To” row is 
displayed

283



In the “Update To” row type:

Full into the “Status” 

01/01/2009 into the “HireDate”

[FName] & "." & [LName] & 
"@wizardcreations.net“ into the “Email”
(Copy and paste from Concat.doc)

1

Select the “Bang”

2

284



This warning will display. 
Select “Yes”

285



Close the QUERY by selecting the “X”.

286



Save the query as 
“qryUpdateEmployees”

Select “OK”

1

2

287



“Double Click” on “Employees” TABLE

288



These fields have been updated
See Anything wrong?

289



Close the TABLE by selecting the “X”.

290



13. Create a crosstab query on the Accounts TABLE with 
all the fields.

Using the “EmployeeWithData” DATABASE.

291



1

2

Click on “All Programs”

Click on the Windows Ball or 
Start, depending on the operating 
system you are using.

292



2

Click on “Microsoft Office”

Click on “Microsoft Access 2010”

1

293



Click on the “Open”

294



Click on the “Removable Disk (E:)”

295



Double Click on the “150 CenSARA” folder

296



Click on the “EmployeesWithData”

Open

297



Your Database should have this display.

298



1

Select “Create” TAB

Select “Query Wizard”

2

299



1

Select “Crosstab Query Wizard”

Select “OK”

2

300



1

Select “Accounts” TABLE

Select “Next”

2

301



1

Move “Customer No and Customer “ 
to the right by highlighting them and 
selecting the “>”

Select “Next”

2

302



It added those fields as Rows to the 
Crosstab Query

303



Select “Next”

2

Select “Posting Date”
This will make the 
Column Headings 

1

304



Select “Next”

2

Select “Year”
This break down the 

data into years

1

305



Select “Next”

2

Select “Sum”
This will Sum your data by year

1

306



Select “Finish”

2

The QUERY default name is OK

1

307



Close the QUERY by selecting the “X”.

308



Click on the “Down Arrow” 

309



Select “All Access Objects

310



Your Database should have this display.

311



14. Create a Find Duplicates query that displays a 
numbered count on the EmployeesX TABLE.

Using the “EmployeeWithData” DATABASE.

312



1

Select “Create” TAB

Select “Query Wizard”

2

313



1

Select “Find Duplicates Query Wizard”

Select “OK”

2

314



1

Select “EmployeesX” TABLE

Select “Next”

2

315



1

Highlight the field and select the “>” to move all the fields to the 
right . There is a limitation to 10 fields.

Select “OK”

2

316



Select “Next”

317



Do not move any additional fields over. Select “Finish”

318



By scrolling to the right you can see a filed named, “NumberOfD” This will display how 
many duplicates of the record there are. This QUERY is READ ONLY.

319



Close the QUERY by selecting the “X”.

320



Your Database should have this display.

321



15.  Create a Find Duplicates query that will allow you 
to edit or delete duplicates on the EmployeesX TABLE.

Using the “EmployeeWithData” DATABASE.
.

322



1

Select “Create” TAB

Select “Query Wizard”

2

323



1

Select “Find Duplicates Query Wizard”

Select “OK”

2

324



1

Select “EmployeesX” TABLE

Select “Next”

2

325



1

This time only bring LName and FName over to the right. 

Select “Next”

2

326



1

Bring the rest of the fields over by selecting the “Double Arrows”.

Select “Finish”

2

>>

327



Select “Yes”
328



This time you can click here and hit the “Delete” key on your keyboard and the record 
will be deleted.

329



Select “Yes”
330



Close the QUERY by selecting the “X”.

331



Your Database should have this display.

332



Endof 
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334



PARAMETER QUERY (Exercises)
Using the “EmployeeWithData” DATABASE.

1. Create a Calculation query on the Employees TABLE on the Gender field and sum 
up the totals. Name the qrySumofGender.

2.  Create a Calculation query on the Employees TABLE with Gender and Race fields. 
Sum up the totals of Males, Females, White, Black, Not White and Black, and a Total.

Males: IIf([Gender]="M",1,0) 
Females: IIf([Gender]="F",1,0) 
White: IIf([Race]="White",1,0) 
Black: IIf([Race]="Black",1,0)
Not White or Black: IIf([Race]<>"White" And [Race]<>"Black",1,0)

3. Create a Calculation query on the Employees and Payroll TABLEs with LName & 
FName (concatenated), call the field Full Name. 

Add PType and PayRate fields. 

Use the criteria of “Salary” in the PType field. Define the Monthly, Bi-Weekly, 
Weekly and Hourly wages on the Salary Staff. 

Add a calculated field named Total Employee Costs that also reflect an extra 
20% rate for benefits. Make sure that you format the rows to reflect currency.

335



ACTION QUERY (Exercises)

4. Modify the qrySalaryBreakdown query. Use the Top function in the query to 
determine the top 1 salary worker. Use either the Properties or the Icon to do this.

5. Modify the qrySalaryBreakdown query. Use the Top function in the query to 
determine the top 3 salary workers.

6. Create a query using the Query design. Add the Invoices table and the fields; 
Customer & Sales to the query. Create a Domain Aggregate query on Sales. Sum on 
sales. Save the query as qryAggregate.

336



1. Create a Calculation query on the Employees TABLE 
on the Gender field and sum up the totals. Name the 
qrySumofGender.

Using the “EmployeeWithData” DATABASE.

337



1

Select “Create” TAB

Select “Query Design”

2

338



1

Select “Employees”

2

Select “Add” Then “Close

3

339



1

Select the “Gender” field and drag it to the 
“Query Builder”

Select “Totals”

2

340



A new “Total” row is displayed

Select the “Bang”

2

1

341



This will group the different “Gender” types 
in the field. But it does not display how 
many of each.

Select “Design View”

2

1

342



Type Total Gender = 1
and Sum in the “Total “row

1

Select the “Bang”

2

343



1

Close the QUERY by selecting the “X”.

This should be the results

2

344



This warning will display. 
Select “Yes”

1

2

3

Type “qrySumofGender

Select “OK”

345



Your Database should have this display.

346



2.  Create a Calculation query on the Employees TABLE 
with Gender and Race fields. Sum up the totals of Males, 
Females, White, Black, Not White and Black, and a Total.

Males: IIf([Gender]="M",1,0) 
Females: IIf([Gender]="F",1,0) 
White: IIf([Race]="White",1,0) 
Black: IIf([Race]="Black",1,0)
Not White or Black: IIf([Race]<>"White" And 
Race]<>"Black",1,0)

Using the “EmployeeWithData” DATABASE.

347



1

Select “Create” TAB

Select “Query Design”

2

348



1

Select “Employees”

2

Select “Add” Then “Close

3

349



Open up the Word Document “Concat.doc” and copy and paste the 
expressions into the QUERY BUILDER

350



Select the “Bang”

2 Your QUERY should have this display.

1

351



Go back to “Design View”

352



Select the “Totals” and select the “Sum” in 
the Total row in your “QUERY BUILDER”.

1

Select the “Bang”

2

353



Close the QUERY by selecting the “X”.

354



This warning will display. 
Select “Yes”

1

Type “qrySumofGender
and Race

Select “OK”

2

3

355



3. Create a Calculation query on the Employees and 
Payroll TABLEs with LName & FName (concatenated), 
call the field Full Name.

Add PType and PayRate fields. 

Use the criteria of “Salary” in the PType field. Define the 
Monthly, Bi-Weekly, Weekly and Hourly wages on the 
Salary Staff. 

Add a calculated field named Total Employee Costs
that also reflect an extra 20% rate for benefits. Make sure 
that you format the rows to reflect currency.

Using the “EmployeeWithData” DATABASE.

356



1

Select “Create” TAB

Select “Query Design”

2

357



1

Select “Employees”
and “Payroll”

2

Select “Add” Then “Close

3

358



Open up the Word Document “Concat.doc” and copy and paste the 
expressions into the QUERY BUILDER

359



Drag and Drop the “PayRate” and “Ptype” 
into the QUERY BUILDER

360



In the “Criteria” row type in “Salary”

1

Select the “Bang”

2

361



Anytime the display has “######” it is because the data 
is wider than the default columns.  Why are these 
columns not formatted to “Currency”.

Go back to “Design View”
1

2

362



Select the “Property Sheet”

1

2

Select the Column by using 
you Left Mouse Button

363



To format to Currency, you can either type “Currency” or 
select it using the “Down Arrow” . Do it to all.

364



Select the “Bang”

365



Close the QUERY by selecting the “X”.

366



This warning will display. 
Select “Yes”

1

Type 
“qrySalaryBreakdown”

Select “OK”

2

3

367



4. Modify the qrySalaryBreakdown query. Use the Top 
function in the query to determine the top 1 salary 
worker. Use either the Properties or the Icon to do this.

Using the “EmployeeWithData” DATABASE.

368



Select “Design View”

Right “Click” on “qrySalaryBreakdown

2

1

369



Type a “1” in the “Return” (TOP)

1

Select the “Bang”

2

370



Is this the Top salaried worker?

Go back to “Design View”

1

2

371



Change the “Sort” row to “Descending”

1
Select the “Bang”

2

372



Close the QUERY by selecting the “X”.

373



This warning will display. 
Select “Yes”

374



Your Database should have this display.

375



5. Modify the qrySalaryBreakdown query. Use the Top 
function in the query to determine the top 3 salary 
workers.

Using the “EmployeeWithData” DATABASE.

376



Select “Design View”

Right “Click” on “qrySalaryBreakdown

2

1

377



Type a “1” in the “Return” (TOP)

1

Select the “Bang”

2
3

378



Close the QUERY by selecting the “X”.

Why (4) Records? 

1

2

379



This warning will display. 
Select “Yes”

380



6. Create a query using the Query design. Add the 
Invoices table and the fields; Customer & Sales to the 
query. Create a Domain Aggregate query on Sales. Sum 
on sales. Save the query as qryAggregate.

Using the “EmployeeWithData” DATABASE.

381



1

Select “Create” TAB

Select “Query Design”

2

382



1

Select “Invoices”

2

Select “Add” Then “Close

3

383



Drag and Drop the “CustomerNo” and 
“Sales” into the QUERY BUILDER

1

Select the “Bang”

2

384



Go back to “Design View”

385



Select the “Bang”

3

2

Sales Total: DSum("[Sales]","[Invoices]")
In the “Total” row select “Expression”

1
Select “Totals”

386



Go back to “Design View”

387



Select the “Bang”

2

1

In the “Total” row select “Sum” for the 
“Sales” field. 

388



Go back to “Design View” 
and Format the “Sales Total”

389



Select the “Bang”

2

1

Type “Sales Total: FormatCurrency(DSum("[Sales]","[Invoices]"),2)”

390



Close the QUERY by selecting the “X”.

391



This warning will display. 
Select “Yes”

1

Type “gryAggregate”

Select “OK”
2

3

392



Your Database should have this display.

393



Endof 
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395



Using the “EmployeeWithData” DATABASE

1. Create a form using the Wizard on the Employees TABLE. Save and name the form 
frmEmployeesW.

2. Create a form using the “Design View”. Select the “EmployeeID”, “PositionTitle”, 
“Department”, “LName” and “FName” from the Employees TABLE. 

3. Create a query of salary employees and name the query qrySalaryEmployees. 

4. Open up the frmEmployeesW and change the record source to qrySalaryEmployees.

5. Create a form based on the Personnel Action TABLE. Name the form 
frmPersonalAction.

6. Embed the frmPersonalAction into the frmEmployees form. Look at the Master and 
Child fields. This matches up the Employees with their Personal Actions. Why 
doesn’t any have matching records? 

7. Create a combo lookup field to find Employees.

8. Change the combo box to look up by Last Name in Ascending order. 
Hide the EmployeeID field. 396



1. Create a form using the Wizard on the Employees 
TABLE. Save and name the form frmEmployeesW.

Using the “EmployeeWithData” DATABASE.

397



1

Select “Create” TAB

Select “Form”

2

398



Close the FORM by selecting the “X”.

399



This warning will display. 
Select “Yes”

1

Type “frmEmployeesW”

Select “OK”
2

3

400



Your Database should have this display.

401



2. Create a form using the “Design View”. Select the 
“EmployeeID”, “PositionTitle”, “Department”, 
“LName” and “FName” from the Employees TABLE. 
Save and name the form frmEmployees.

Using the “EmployeeWithData” DATABASE.

402



1

Select “Create” TAB

Select “Form Design”

2

403



Select “Add Existing Fields”

404



Select “Show all tables”

405



Select  the “+” on the “Employee” TABLE

406



“Double Click” on the “EmployeeID”, 
“PositionTitle”, “Department”, “LName” and 
“FName”

407



Close the FORM by selecting the “X”.

408



This warning will display. 
Select “Yes”

1

Type “frmEmployees”

Select “OK”
2

3

409



Your Database should have this display.

410



3. Create a query of salary employees and name the 
query qrySalaryEmployees. 

Using the “EmployeeWithData” DATABASE.

411



1

Select “Create” TAB

Select “Query Wizard”

2

412



1

Highlight the “Employees” TABLE 

Select “Simple Query 
Wizard”

2

Select “OK”

3

413



1

Select the “>>” and move all the fields 
to the right.

Select “Next”
2

>>

414



1

Type in the box to change the QUERY name to “qrySalaryEmployees”

Select “Modify the query Design”

2

Select “Finish”

3

415



Select “Show Table”

416



Select “Payroll”

1

Select “Add”

2

417



Drag the “PType” into the 
“Query Builder” 1

Type “Salary” into 
the “Criteria” row

2

Select the “Bang”

3

418



Your Query should have this display.

Close the QUERY by selecting the “X”.

419



Select “Yes”

420



4. Open up the frmEmployeesW and change the record 
source to qrySalaryEmployees.

Using the “EmployeeWithData” DATABASE.

421



Select “Design View”

Right “Click” on “frmEmployeesW’

2

1

422



Select the “Property Sheet’

423



Select the “Down Arrow” on 
the “Record Source”

Select “qrySalaryEmployees”

1

2

Select “X” to close the form

3

424



Close the FORM by selecting the “X”.

425



5. Create a form based on the Personnel Action TABLE. 
Name the form frmPersonalAction.

Using the “EmployeeWithData” DATABASE.

426



1

Make sure that the 
“PersonalAction” TABLE is 
highlighted. 

Select “Create” TAB

Select “More Forms” and “Multiple Items”

2

427



Your LAYOUT should have this display.

Close the FORM by selecting the “X”.

428



This warning will display. 
Select “Yes”

1

Type 
“frmPersonalAction”

Select “OK”

2

3

429



Select “Design View”

Right “Click” on “frmPersonalAction”

2

1

430



Left “Click” on “PActionID” to highlight

431



Right “Click” on the outline

Select “Layout”

1

2

Select “Remove Layout”

2

432



Expand the form to view the bottom of 
the field.

1

Highlight all the fields and reduce the 
field size.

2

433



Remove the picture and Text and reduce the heading size by highlighting 
and hitting the “Delete” button on the keyboard.

434



Close the FORM by selecting the “X”.

435



Close the FORM by selecting the “X”.

1

2

“Double Click” on “frmPersonalAction” and view the records.

436



Your display should look like this.

437



6. Embed the frmPersonalAction into the 
frmEmployees form. Look at the Master and Child 
fields. This matches up the Employees with their 
Personal Actions. Why doesn’t any have matching 
records? 

Using the “EmployeeWithData” DATABASE.

438



Select “Design View”

Right “Click” on “frmEmployees”

2

1

439



Hold the Left Mouse Button down on the “frmPersonalAction” 
form and drag and drop the form into the “frmEmployees” form.

440



Select “ FormView”

Expand the “frmPersonalAction” to make it taller.

2

1

441



Your FORM should have this display.

Select “ Design View”

442



Select “Property Sheet”

Left “Click” on the outside of the form 
to highlight the box.

2

1

443



Select inside the box. 
“Click” the “3 Dots”

21

444



Select “OK”

2

If the fields are the same in both FORMS then they will populate automatically

1

445



Select the  “>” to get to the second record

1 of 46
446



Close the FORM by selecting the “X”.

447



7. Create a combo lookup field to find Employees.

Using the “EmployeeWithData” DATABASE.

448



Select “Design View”

Right “Click” on “frmEmployees”

2

1

449



Single “Click” the “Down Arrow ” to show all of the “Tools” available. 

450



Single “Click” the “Combo” box and drag and drop over a blank area. 

451



Select “Cancel”

2

This COMBO box is missing a feature 
to find a record. The one below has 
that extra feature. Why does this not 
display the extra feature?

1

452



Select the “Property Sheet”

453



This is an SQL statement which has no criteria.
Select the “Down Arrow”

454



Select the “Employees” TABLE and Select the “X”

2
1

455



Single “Click” the “Combo” box and drag and drop over a blank area. 

456



Select the “Find a record on my form…..”Select “Next”.

2

1

457



Move the “EmployeeID”, “LName”, and “Fname” to the right by 
selecting the field and the “>”.  Select “Next”.

2

1

458



Select “Next”

459



Change the LABEL to “Select Employee”. Select “Finish”

2

1

460



Make this field wider

1

Select “ Form View”
2

461



Select “Taylor DeKeisha”

462



Your FORM should have this display.

463



8. Change the combo box to look up by Last Name in 
Ascending order.  Hide the EmployeeID field.

Using the “EmployeeWithData” DATABASE.

464



Select “ Design View”

465



1

2

Highlight the “Combo box” and select “Property Sheet”

466



1
2

The example uses “Combo14” the one 
on your screen may have a different 
number Use the “Scroll Bar” and  

move it down to “Row 
Source” (See next slide)

467



1
2

“Click” into the “Row Source” row
Select the “3 dots” that appeared.

468



Change the “LName” and “FName” “Sort” row to “Ascending”

Close the QUERY by selecting the “X”.

1

2

469



This warning will display. 
Select “Yes”

470



Select “ Form View”

471



The “Combo Box” is now in Alpha order

Close the FORM by selecting the “X”.

1

2

472



Your display should look like this.

473



Endof 
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Using the “EmployeeWithData” DATABASE.

1. Create a report using the Wizard on the Employees TABLE. Select the EmployeeID, 
PositionTitle, Department, LName, and FName. Group the employees by 
Department. Sort by LName & FName. Save and name the report rptEmployeesW.

2. Create a report using the “Design View”. Select EmployeeID, PositionTitle,   
Department, LName, and FName from the Employees TABLE. Group the employees 
by Department.  Save and name the report rptEmployees. 

3. Modify the qrySalaryEmployees and add the PayRate field into the query. Close and 
save. Create a report using the Report Wizard. Make sure that qrySalaryEmployees
is high-lighted. Select LName, FName, PayRate and Department. Group on 
Department. Sort on PayRate in Ascending order. Sum on the PayRate. Save and 
name the report rptSalaryEmployees.. 

4. Create a report based on the Personnel Action TABLE using the Report Wizard. 
Remove the Report header.  Name the report rptPersonnelAction.

5. Embed the rptPersonnelAction into the rptEmployees report. Link the Master and 
Child fields. Look up Kenneth Sheets.

476



1. Create a report using the Wizard on the Employees 
TABLE. Select the EmployeeID, PositionTitle, 
Department, LName, and FName. Group the 
employees by Department. Sort by LName & FName. 
Save and name the report rptEmployeesW.

Using the “EmployeeWithData” DATABASE.

477



1

Make sure that the “Employees” 
TABLE is highlighted. 

Select “Create” TAB

Select “Report Wizard”

2

478



Select “EmployeeID”, “PositionTitle”, “Department”, “LName”, and “FName” and 
move them to the right using the “>”

1

2

Select “Next”

479



4
Select “Next”

1

Highlight“Department”

Select “>”

2

Notice the “Department”  is in “Blue”

3

480



2
Select “Finish”

1

Sort by “LName” and “FName”

481



Close the REPORT by selecting the “X”.

482



Select “Rename”
Rename the “Employees” 

report to “rptEmployeesW”

Right “Click” on “Employees”

2

1

483



Your Database should have this display.

484



2. Create a report using the “Design View”. Select 
EmployeeID, PositionTitle,   Department, LName, and 
FName from the Employees TABLE. Group the 
employees by Department. Save and name the report 
rptEmployees. 

Using the “EmployeeWithData” DATABASE.

485



1

Select “Create” TAB

Select “Report Design”

2

486



Select “Add Existing Fields”

487



1 Select “Show all tables” 

Select  the “+” on the 
“Employees” TABLE 2

488



1

“Double Click” on “EmployeeID”, “PositionTitle”, “Department”, “LName”, and 
“FName”

Select “X” to close the box

2

489



Select “Group & Sort”

490



Select “Add a group”

491



Select “Department”

492



Hold the left button on the mouse down 
and move the “Department” field to the 
new “Header”

1

2

Select “Report View”

493



Your Report should have this display.

Close the REPORT by selecting the “X”.

494



This warning will display. 
Select “Yes”

1

Type “rptEmployees”

Select “OK”2

3

495



Your Database should have this display.

496



3. Modify the qrySalaryEmployees and add the PayRate
field into the query. Close and save. Create a report 
using the Report Wizard. Make sure that 
qrySalaryEmployees is high-lighted. Select LName, 
FName, PayRate and Department. Group on 
Department. Sort on PayRate in Ascending order. 
Sum on the PayRate. Save and name the report
rptSalaryEmployees.

Using the “EmployeeWithData” DATABASE.

497



Select “Design View”

Right “Click” on “qrySalaryEmployees”

2

1

498



Hold the mouse left 
button down and drag 
the “PayRate” field into 
the “Query Builder”

499



Close the QUERY by selecting the “X”.

500



Select “Yes”

501



1

Make sure that the “qrySalaryEmployees” 
QUERY is highlighted. 

Select “Create” TAB

Select “Report Wizard”

2

502



1

Select  “Lname”, “FName”, “PayRate” and “Department” and move 
them to the right using the “>”

2

Select “Next”
503



4
Select “Next”

1

Highlight“Department”

Select “>”

2

Notice the “Department”  is in “Blue”

3

504



4

Select “OK”

1
Select “PayRate”

Select “Summary Options”

2

Check “Sum”

3

505



2

Select “Next”

1

Select “Next”

506



2

Select “Finish”

1

Change the “qrySalaryEmployees” 
to “rptSalaryEmployees”

507



When “#####” are displayed on 
REPORTS it means the field is not 
wide enough.

508



Select “Design View”

Right “Click” on “rptSalaryEmployees”

2

1

509



Hold the “Shift” key down and select 
“PayRate” and the (2) “Sum” fields and 
widen the fields.

510



Select “Report View”

511



Close the REPORT by selecting the “X”.

512



Select “Yes”

513



4. Create a report based on the Personnel Action TABLE 
using the Report Wizard. Remove the Report header. 
Name the report rptPersonnelAction

Using the “EmployeeWithData” DATABASE.

514



1

Make sure that the “PersonalAction” TABLE  
is highlighted. 

Select “Create” TAB

Select “Report ”

2

515



Select “Design View”

516



To remove the “Report” and “Page” headers, “Right Click on 
the Box at each header.

1

Select “Report Header/Footer ”

2

517



518



Select “Yes”

519



2

Remove the “Layout”

1

“Click” to highlight the outer box.
Then “Right Click” on it.

“Click” on the “EmployeeiD and 
Label and DELETE them.  Also 
Delete the “Page Number”

3

520



Reduce the size of the “Footer” and resize the overall box.

1

Close the REPORT by selecting the “X”.

2

521



This warning will display. 
Select “Yes”

1

Type “rptPersonalAction”

Select “OK”2

3

522



Your Database should have this display.

523



5. Embed the rptPersonnelAction into the rptEmployees
report. Link the Master and Child fields. Look up 
Kenneth Sheets.

Using the “EmployeeWithData” DATABASE.

524



Select “Design View”

Right “Click” on “rptEmployees”

2

1

525



Left “Click and Hold” the mouse button 
down and drag and drop the 
rptPersonalAction” Report on a blank 
area of the “rptEmployees” REPORT.

526



Expand the Bottom REPORT to make it larger.

Select “Property Sheet”

1

2

527



“Click” inside the “Link Child” row and
3 dots will display. “Click” on the “Dots”

…

528



“Click” inside the “Link Child” row and
3 dots will display. “Click” on the “Dots”

529



The “EmployeeID” field will display on both sides

1

Select “OK”

2

530



Close the “Property Sheet”

531



Select “Report View”

532



Scroll down until Kenneth Sheets is displayed

1

Close the REPORT by selecting the “X”.

2

533



This warning will display. 
Select “Yes”

534



Endof 
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536



Using the “EmployeeWithData” DATABASE.

1. Create a blank form. Create an unbound combo box that lists all employees, sort by
ascending order. Concatenate the LName and FName fields. Save the form as
frmSelectEmployee.

2. Modify the query for rptSalaryEmployees and place into the criteria the reference to
reference the frmSelectEmployee Combo0.

3.  Create a command button to run the rptSalaryEmployees report. 

4. Open up the frmSelectEmployee form in design view. Create (2) text fields. Name
the first text field BegDate and the second EndDate. Format both fields as Dates and   
use an Input Mask for each.

5. Create a new query on the Employees TABLE using the Query Wizard. Save the 
query as qryEmployeesX. Modify the design and the Criteria for the HireDate and 
reference the BegDate and EndDate text fields for the frmSelectEmployee form. Add 
a Hire Date Button to run the report.

537



1. Create a blank form. Create an unbound combo box 
that lists all employees, sort by ascending order. 
Concatenate the LName and FName fields. Save the 
form as frmSelectEmployee.

Using the “EmployeeWithData” DATABASE.

538



1

Select “Create” TAB

Select “Form Design”

2

539



Select the “Combobox” by 
single left “click” and drag 
and drop into a open space. 

540



2

Select the “Employees” TABLE and 
then “Next”

Select “The values from 
another table” and then Next”1

541



2

Do not SORT, Select “Next”

Select “EmployeeID”, 
“LName”, and “FName” by 
using the “>”.1

542



Change the combobox label to “Select 
Employee”, then Select “Finish”

1

Select “Next”

2

543



Move this over to separate the Label 
from the Combobox and make it wider

Select the “Property Sheet”

1

2

544



Change the Column Widths from 0”;1”;1” to 0”;2”

Change the “Column Count” from 3 to 2. 

1

2

545



This should be the “Property Sheet” Display

546



Use the “Scroll Bar” and go down to the 
“Row Source” and “Click” into the box.  

3 Dots will display. “Click” on the “Dots”

1

2

547



Highlight the “LName” and “FName” fields

Hit the Delete Key on your Keyboard.

1

2

548



Select the “X”

1

3

Type FullName:=[LName]&", "&[FName] into the first column 
to the right of the “EmployeeID” 

Sort by Ascending Order

2

Ascending

549



This warning will display. 
Select “Yes”

550



Close the FORM by selecting the “X”.

551



This warning will display. 
Select “Yes”

1

3

2
Type “frmSelectEmployee”

Select “OK”

552



Your Database should have this display.

553



2. Modify the query for rptEmployees and place into the 
criteria the reference to reference the 
frmSelectEmployee Combo0.

Using the “EmployeeWithData” DATABASE.

554



Select “Design View”

Right “Click” on “rptEmployees”

2

1

555



Select the “Property Sheet”

556



“Click” on the “3 Dots”
In the “Record Source” row

557



In the “Criteria” row type 
[Forms]![frmSelectEmployee]![Combo0]

Select the “X”

1

2

558



This warning will display. 
Select “Yes”

559



Close the REPORT by selecting the “X”.

rptEmployees

560



This warning will display. 
Select “Yes”

Close the rptEmployees.
This warning will display. 

Select “Yes”

561



3.  Create a command button to run the rptEmployees
report. 

Using the “EmployeeWithData” DATABASE.

562



Select “Design View”

Right “Click” on “frmSelectEmployees”

2

1

563



Select the “Button” by 
single left “click” and drag 
and drop into a open space. 

564



Change the button label to 
“Continue”, then Select “Finish”

3

2

Select “Report Operation” and 
“Next”

Select “rptEmployees and “Next”
1

565



Select “Form View”

566



1

Select “Sheets, Kenneth”

2

Select “Continue”

Sheets, Kenneth

567



Close the FORM by selecting the “X”.

568



This warning will display. 
Select “Yes”

569



4. Open up the frmSelectEmployee form in design view. 
Create (2) text fields. Name the first text field BegDate
and the second EndDate. Format both fields as Dates
and use an Input Mask for each.

Using the “EmployeeWithData” DATABASE.

570



Select “Design View”

Right “Click” on “frmSelectEmployees”

2

1

571



Select two “Text Boxes” by 
single left “click” on each 
and dragging them and 
dropping into a open space. 

572



Change the Label on “Text5” to “Beginning Date” and “Text7” to 
Ending “Date” You can do this by “Clicking into the Label box 
one at a time.

573



Select the “Property Sheet”

1

Highlight both Text Boxes

2

574



In the “Format” row,  select “Short Date”

575



Scroll down to the “Input Mask” row and 
“Click” into the box. The 3 Dots will 

display. “Click” on the “3 Dots”

1
2

576



Select the “Short Date”

Select “Finish”

1

2

577



Select the “x” to close the “Property Sheet”

578



Select “Property Sheet”

2

“Click” on the two “Unbound” boxes (one at a time) to 
highlight them. 

1

579



Change the “Text7” to “EndDate”Change the “Text5” to “BegDate”

2
1

3

Select the “x” to close the “Property Sheet”

580



Close the FORM by selecting the “X”.

581



Close the FORM by selecting the “X”.

Your display should look like this.

582



5. Create a new query on the Employees TABLE using 
the Query Wizard. Save the query as qryEmployeesX.
Modify the design and the Criteria for the HireDate
and reference the BegDate and EndDate text fields for 
the frmSelectEmployee form. Add a Hire Date 
Button to run the report

Using the “EmployeeWithData” DATABASE.

583



1

Make sure that the “Employees” TABLE is 
highlighted and select “Create” TAB

Select “Query Wizard”

2

584



2

Select “Simple Query Wizard”

1

Select “OK”

2

Select “Next” 1

Select “EmployeeID,”, “LName”, 
“FName”, and “HireDate and move 
them to the right by using the “>”

585



1

Select “Modify”

Type “qryEmployeesX” 2

Select “Finish”
3

586



1

Close the QUERY by selecting the “X”.

2

Type Between [Forms]![frmSelectEmployee]![BegDate] And 
[Forms]![frmSelectEmployee]![EndDate] into the “Criteria” row

587



This warning will display. 
Select “Yes”

588



Select “Design View”

Right “Click” on “frmSelectEmployees”

2

1

589



Select the “Button” by 
single left “click” and drag 
and drop into a open space. 

590



2

Select “Miscellaneous” and “Run 
Query”

Select “Next”

2

Select “Next”

1

Select “qryEmployeesX”

1

591



2

Select “Finish”

1

Type “Hire Date”

592



Select “Form View”

593



3

Select “Hire Date”

1

Type 01/01/2000

2

Type 12/31/2002

594



Close the QUERY by selecting the “X”.

595



Close the FORM by selecting the “X”.

596



This warning will display. 
Select “Yes”

597



Your display should look like this.

598



Endof 
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600



Using the “EmployeeWithData” DATABASE.

1. Create a new form using the Form Design. Name the form “frmSalaryBonus”. 
Create the following text fields:

Hourly Bonus Rate [Text0]
Salary Bonus Rate [Text2]

2. Create a query to determine the following bonus. Use the frmSalaryBonus to
determine the:

Hourly Bonus Rate = 8%
Salary Bonus Rate = 12%
Employees with Part Time are not to receive a Bonus.
Hint: Make (1) Make TABLE query and (1) Append Query.

3.  Create a macro to run your queries from your form. This will require a command 
button to run the macro. Name the macro “MacroBonus”.

4. Turn off the warnings and set a message to let you know that the Bonus Amount 
has been updated (Use the VBA method).

601



1. Create a new form using the Form Design. Name the 
form “frmSalaryBonus”. 
Create the following text fields:

Hourly Bonus Rate [Text0]
Salary Bonus Rate [Text2]

Using the “EmployeeWithData” DATABASE.

602



1

Select “Create”

Select “Form Design”

2

603



Select two “Text Boxes” by 
single left “click” on each 
and dragging them and 
dropping into a open space. 

604



Change the Label on “Text0” to “Hourly Bonus” and “Text2” to 
Ending “Salary Bonus” You can do this by “Clicking” into the 
Label box one at a time.

605



606



Select the “Property Sheet”

1

Highlight both Text Boxes

2

607



In the “Format” row,  select “Percent”

1

Select the “x” to close the “Property Sheet”

2

608



Select “Property Sheet”

2

“Click” on the two “Unbound” boxes (one at a time) to 
highlight them. 

1

609



Change the “Text2” to “SBonus”Change the “Text0” to “HBonus”

2
1

3

Select the “x” to close the “Property Sheet”

610



Close the FORM by selecting the “X”.

611



This warning will display. 
Select “Yes”

1

3

2
Type “frmSalaryBonus”

Select “OK”

612



2. Create a query to determine the following bonus. Use 
the frmSalaryBonus to

determine the:
Hourly Bonus Rate = 8%
Salary Bonus Rate = 12%

Employees with Part Time are not to receive a Bonus.

Hint: Make (1) Make TABLE query and (1) Append 
Query

Using the “EmployeeWithData” DATABASE.

613



1

Select the “Create”

Select “Query Design”

2

614



Select “Add”

2

1

Select the 
“Employees” and 
“Payroll” TABLES

615



1

Drag and drop the “Lname”, 
“Fname”, “Status”, “PayRate”, 
“PType” to the “Query Builder”. 
Type “Full” in the Status and 
“Hourly” in the PType

1

Type Bonus: [PayRate]*2080*[Forms]![frmSalaryBonus]![HBonus]

Full Hourly

616



Full Hourly

Select “Make Table”

617



Select “OK”

Type “Bonus”

2

1

618



Select the “Bang”

619



Leave the “Parameter Value” 
blank and select “OK”

1

Select “Yes”

2

620



Close the QUERY by selecting the “X”.

Full Hourly

621



This warning will display. 
Select “Yes”

1

Type “qryMakeBonus”

Select “OK”
2

3

622



1

Select the “Create” 

Select “Query Design”

2

623



Select “Add”

2

1

Select the 
“Employees” and 
“Payroll” TABLES

624



1

Drag and drop the “Lname”, 
“Fname”, “Status”, “PayRate”, 
“PayType” to the “Query 
Builder”. Type “Full” in the 
Status and “Salary” in the PType

1

Type Bonus: [PayRate]*2080*[Forms]![frmSalaryBonus]![SBonus]

Full Salary

625



Select “Append”

626



627



A new “Append To” row will appear and all of the fields will match up

Close the QUERY by selecting the “X”.

628



This warning will display. 
Select “Yes”

1

Type “qryAppendBonus”

Select “OK”2

3

629



3.  Create a macro to run your queries from your form. 
This will require a command button to run the macro. 
Name the macro “MacroBonus”.

Using the “EmployeeWithData” DATABASE.

630



1

Select the “Create” TAB

Select “Macro”

2

631



Select the “Down Arrow”

632



Scroll down and select 
“OpenQuery”

633



1

Select the qryMakeBonus

Select “qryAppend Bonus”

2

Close the MACRO by selecting the “X”.

3

634



This warning will display. 
Select “Yes”

1

Type “MacroBonus”

Select “OK”
2

3

635



Your display should look like this.

636



Select “Design View”

Right “Click” on “frmSalaryBonus”

2

1

637



Select the “Button” by 
single left “click” and drag 
and drop into a open space. 

638



Select “Miscellaneous”

Select “Run Macro”

Select “Next”

1

3

2

639



Select “MacroBonus”

Select “Next”

1

2

640



Type ”Computer

Select “Next”

1

2

641



Select “Form View”

642



Select “Compute”

Type 10 in the “Hourly Bonus” and 8 in the “Salary Bonus” fields

1
2

3

643



Select “Yes ” for all of 
the warnings

644



Open up the “Bonus“TABLE

1

Close the TABLE by selecting the “X”.

2

645



Close the FORM by selecting the “X”.

646



This warning will display. 
Select “Yes”

647



4. Turn off the warnings and set a message to let you 
know that the Bonus Amount has been updated (Use 
the VBA method).

Using the “EmployeeWithData” DATABASE.

648



Select “Design View”

Right “Click” on “MacroBonus”

2

1

649



On the Ribbon select the “Show All Actions”

650



Add two new “SetWarning” events. Make one “No” and one “Yes”.  Move the 
“No” one to the top of the events. 

1

2

Use the “x” to close the MACRO

651



This warning will display. 
Select “Yes”

652



Open up the “frmSalaryBonus”

653



Select “Compute”
No “Warnings” will display

Type 10 in the “Hourly Bonus” and 8 in the “Salary Bonus” fields

1
2

3

654



Open up the “Bonus“TABLE

1

Close the TABLE by selecting the “X”.

2

655



Close the FORM by selecting the “X”.

656



Endof 

657



658


