Resource I

Microsoft Access 2003
Pre-Test / Post-Test

	Chapter 7
	Pre Test / Post Test Questions


Fill in the blanks:

1. Normalizing your data improves _____.
2. There are _____ primary types of relationships.
3. To speed up the processing of queries, ensure that the _____ key fields stored in related child tables are indexed.

4. In a _____ _____ join, a query’s dynaset includes all of the records from Table A, but only those records with matching key values in table B.

5. A _____ _____ is the set of rules that you adhere to when assigning names to your database objects.

6. The _____ _____ button on the Database toolbar can be used to display the highest 5 percent of results from a query.

7. The _____ function is used to assign number values to specific items and null values to all others.

8. The _____ function is used to assign numeric values to specific items and another value to all others.

9. _____ queries prompt the user for criteria at run time.

10. The _____-_____ query creates a table structure and then populates it with records.

Multiple choice:

11. Redundant data does which of the following?

a. slows data retrieval

b. wastes disk space

c. creates maintenance problems

d. all of the above

12. Which type of relationship occurs when a record in parent table A is related to one or more records in child table B?

a. one-to-one

b. many-to-one

c. one-to-many

d. many-to-many

13. Which type of relationship means that for each record in table A, there can be many related records in table B, and vice versa?

a. one-to-one

b. many-to-one

c. one-to-many

d. many-to-many

14. SQL stands for:

a. Structured Query Language

b. Simple Query Language

c. Simplified Query Language

d. none of the above

15. Which SQL keyword(s) specifies the tables that contain the fields selected for display?

a. SELECT

b. FROM

c. WHERE

d. ORDER BY

16. Which SQL keyword(s) limits the records or rows returned for display using a criteria expression?

a. SELECT

b. FROM

c. WHERE

d. ORDER BY

17. How is a zero-length string stored in a table?

a. “0”

b. null

c. “”

d. “zls”

18. Which function can convert a null value to a zero-length string?

a. NN

b. NZ

c. NullToZLS

d. NullToZ

19.  The Zoom window is opened by typing which keystrokes?

a. Shift+F2

b. Alt+F2

c. Ctrl+F2

d. F2

20. Which of the following types of queries enables you to perform global changes to your data?

a. Select Query

b. Append Query

c. Make-Table Query

d. Update Query

True / False:

21.  A key principal of relational database design is normalization.

22.  Forms are the primary mechanism by which you can rejoin tables for use in reports.

23.  There are three general integrity rules of which you should be aware when creating a database.

24.  In a right outer join, a query’s dynaset includes all of the records from table B, but only those records with matching key values in table A.

25.  When you build a query in Design View, Access generates the SQL code silently in the background.

26.  Literal values are those which are entered surrounded by double quotes.

27.  The IN operator specifies a search pattern for values.

28.  A crosstab query is a special-purpose query that enables you to display a static table of summarized numerical values.

29.  Parameter query text prompts in criteria expressions must be entered surrounded by curly braces.

30.  A delete query can be reversed.

	Chapter 7
	Pre Test / Post Test Answer Key


Fill in the blanks 
1. efficiency (7.1:AC 7-3)
2. three (7.1.1:AC 7-3)
3. foreign (7.1.1:AC 7-9)

4. left outer (7.1.2:AC 7-9)

5. naming convention (7.1.2:AC 7-15)

6. Top Values (7.2.1:AC 7-30)

7. switch (7.2.4:AC 7-39)

8. IIF (7.2.4:AC 7-39)

9. parameter (7.3:AC 7-47)

10. make-table (7.4:AC 7-61)

Multiple choice:


11. D (7.1:AC 7-3)

12. C (7.1.1:AC 7-3)

13. D (7.1.1:AC 7-3)

14. A (7.1.3:AC 7-16)

15. B (7.1.3:AC 7-16)

16. C (7.1.3:AC 7-16)

17. C (7.2.2:AC 7-33)

18. B (7.2.2:AC 7-35)

19. A (7.2.3:AC 7-37)

20. D (7.4:AC 7-61)

True / False:

21. T (7.1:AC 7-3)

22. F (7.1:AC 7-3)

23. F (7.1.1:AC 7-4)

24. T (7.1.2:AC 7-9)

25. T (7.1.3:AC 7-16)

26. T (7.2.3:AC 7-35)

27. F (7.2.3:AC 7-35)

28. T (7.3.3:AC 7-52)

29. F (7.3.4:AC 7-56)

30. F (7.4.2:AC 7-65)

Resource II

Microsoft Access 2003
Teaching Materials

	Chapter 7
	Creating Advanced Queries


Overview

Chapter 7 deals with advanced queries and their development and use.  Topics covered in this chapter include creating table relationships, viewing a query as SQL, and using complex expressions and functions to develop query fields and query criteria.  Query properties, custom sort orders, and the Find Duplicates and Find Unmatched Query Wizards are also introduced.  The chapter closes with the introduction of a variety of action queries, such as Update, Delete, Make-Table, and Append.

Tips and Teaching Strategies

Office 2003 help relies on online resources to a great extent. In order to fully utilize Access 2003 help files, an internet connection is a necessity. Searching for help regarding a particular function, for example, the CCUR or ROUND functions discussed in the textbook in Section 7.4, can help further explain the functions to the students. 

Section 7.1 – Relating Tables and Setting Joins

Section 7.1 covers creating table relationships, optimizing queries using the Indexed property of a table field, understanding and setting join properties, displaying a query in SQL view mode and displaying data in a PivotTable or PivotChart.

Section 7.1.1 – Creating Table Relationships

Concept:
Creating table relationships

Method:
To create relationships between tables in a database, click the Relationships button on the Database toolbar.  Click the Show Table button, select the desired tables in the Show Table dialog box, click the Add button to add the tables and click the Close button.

To create a relationship, drag a field from one table and drop it on a related field in a second table. In the Edit Relationships dialog box, select the Enforce Referential Integrity check box and click the Create command button to create the relationship.

Notes:
None.

Concept:
Optimizing queries of related tables

Method:
To optimize the querying of related tables in a database, index the foreign keys of the tables involved.  Open the desired table in Design View and click the row selector button for the desired foreign key field.  Click the Indexed property text box in the field properties pane and select Yes (Duplicates OK) from the property’s drop-down list.

Notes:
None.

Section 7.1.2 – Understanding and Setting Join Properties

Concept:
Setting a join type in the Relationships window

Method:
To set a join type (inner, left outer, or right outer) from the Relationships window, open the database Relationships window and double-click on the relationship (line) you wish to edit.  Click on the Join Type command button.  In the Join Type dialog box, select the desired type of join and click the OK button.

Notes:
None.

Concept:
Setting a join type in the query Design window

Method:
To set a join type from a query Design window, open the query in Design View, and double-click on the relationship line that you wish to edit.  Select the desired join properties and click the OK button.

Notes:
None.

Section 7.1.3 – Displaying a Query in SQL View Mode

Concept:
Displaying a query as SQL

Method:
To display a query in SQL view mode, open the desired query in Design View and choose the SQL View menu item from the View menu.  Alternatively click on the View—SQL button on the Database toolbar.

Notes:
None.
Section 7.1.4 – Display PivotTables and PivotCharts

Concept:
Displaying data in a PivotTable

Method:
To display data from a table or query in a PivotTable open the desired table in Datasheet View and choose PivotTable View from the View menu or click on the View—PivotTable View button on the Database toolbar and drag and drop table items in the filter, row, column or detail sections of the layout area.

To create a PivotTable using the AutoForm wizard click the Forms button in the Objects bar and click the New button on the Database window toolbar. Choose a table or query from the drop-down list box and double-click AutoForm: PivotTable.
Notes:
None.

Concept:
Displaying data in a PivotChart

Method:
To display data from a table or query in a PivotChart open the desired table in Datasheet View and choose PivotChart View from the View menu or click on the View—PivotChart View button on the Database toolbar and drag and drop table items in the filter, row, column or detail sections of the layout area.
To create a PivotChart using the AutoForm wizard click the Forms button in the Objects bar and click the New button on the Database window toolbar. Choose a table or query from the drop-down list box and double-click AutoForm: PivotChart.
Section 7.2 – Working with Select Queries

Section 7.2 covers additional details of working with select queries.  Additional details include displaying the highest or lowest values from a query, testing for null values and zero-length strings, entering complex expressions, presenting data using a custom sort order and setting query properties.
Section 7.2.1 – Displaying the Highest or Lowest Values

Concept:
Modifying a query to display only the highest or lowest values

Method:
To modify a query to restrict the query dynaset to only the highest or lowest values, display the desired query in Design View.  For the desired field, choose an ascending sort order to display the lowest values or a descending sort order to display the highest values.  Select a value or percentage from the Top Values button on the Database toolbar to set the Top Values property for the query.
Notes:
None.

Section 7.2.2 – Testing for Null Values and Zero-Length Strings

Concept:
Testing for null (or not null) values in a query

Method:
To display records containing or excluding null values, use the Null, Is Null, or Is Not Null operators in the Criteria row of the query in the Design Grid.  If a criterion is Null or Is Null, only those records with null values for the specified field will be returned.  If a criterion value is Is Not Null, only those records with non-null values for the specified field will be returned.

Notes:
None.

Concept:
Testing for zero-length strings in a query

Method:
To display records containing a zero-length string, type “”(with no spaces) in a field’s Criteria row of the query Design grid.  Only those records with strings of zero-length will be returned.
Notes:
None.

Section 7.2.3 –Entering Complex Expressions

Concept:
Complex expressions

Method:
Complex expressions can be entered to create new fields or complex criteria in queries.  This section covers such topics as operators (BETWEEN…AND, IN, LIKE, and NOT), functions (DATE, DATEADD, DATEPART, MONTH, and YEAR), literal values (“NY”), and constants such as True, False or Null.
When dealing with multiple tables in a query, you may need to qualify an identifier by preceding it with a table name and exclamation mark (!, also called the bang operator.) Operators are the symbols and words that you use to define an expression’s logic and to perform an action, such as a calculation or comparison.
Notes:
The Zoom window is introduced in this section (Shift+F2 keystroke) to provide a larger editing area for field name and/or criteria development.

Section 7.2.4 – Presenting Data Using a Custom Sort Order

Concept:
Assigning a value to specific data (and then using it to sort)

Method:
Integer values can be assigned in a query to data to build a custom sort order.  Create a new query field using the SWITCH function.  For example:

Switch([insCity]=“Seattle”,1,[insCity]=“Bellevue”,2,
[insCity]=“Lynnwood”,3,[insCity]=“Edmonds”,4,
[insCity]=“Bothell”,5)
In the above statement, certain values of cities are associated with integer values.  Cities not listed in the switch statement are associated with a null value.  The switch function’s result is then the value of the new field created (as the function was entered as the name of a new field).  This field can then be sorted in ascending or descending order, and hidden from the results of the query, if desired. (This method is used only when the custom sort list has relatively few entries.)
Notes:
The IIF function can be used to assign a single value to a single item, and a second value to all other items.  The following use of IIF assigns a 1 to matched values of “Seattle” and a 2 to all other matched values.

IIF([insCity]= “Seattle”,1,2)

Section 7.2.5 – Setting Query Properties

Concept:
Setting query properties

Method:
Query properties, such as customizing individual fields, the top values setting, limiting the display of data to only the unique values or records in a table, modifying table relationships, granting access to secure data and others, can be edited by right-clicking on the Table pane (upper portion of the Design View) and selecting the Properties menu item from the shortcut menu.  Modify any of the properties listed above, as well as others, using the Query Properties dialog box.

Notes:
None.

Section 7.3 – Creating Special-Purpose Queries
Section 7.3 introduces four special-purpose queries.  These include queries to find duplicate records and values (Find Duplicates Query Wizard), unmatched records (Find Unmatched Query Wizard), as well as crosstab and parameter queries. 

Section 7.3.1 – Finding Duplicate Records and Values

Concept:
Using the Find Duplicates Query Wizard

Method:
The Find Duplicates Query Wizard can be used to find duplicate records or field values in a table.  To use the wizard, click the Queries button in the Objects bar of the database.  Click the New button on the Database toolbar, and double-click the Find Duplicates Query Wizard list item.

The Find Duplicates Query Wizard will open; complete the following steps to build the query: 

· select the desired table or query to search for duplicate records or field values 

· Specify the field(s) to search for duplicate values
· select any other fields that you want displayed in the dynaset
· name the query
Click the Finish button to complete and execute the query, displaying the results.

Notes:
This wizard is especially useful for checking results after importing data from another table or database.
Section 7.3.2 – Finding Unmatched Records

Concept:
Using the Find Unmatched Query Wizard

Method:
The Find Unmatched Query Wizard displays the records from one table that do not have related records in another table. To use the wizard, click the Queries button in the Objects bar of the database.  Click the New button on the Database toolbar, and double-click the Find Unmatched Query Wizard list item.

The Find Unmatched Query Wizard will open; complete the following steps to build the query: 

· select the table or query that contains the primary key values for which you want to search
· select the child table containing the related records
· confirm the common joining field
· specify the field(s) to display in the query’s dynaset
· name the query

Click the Finish button to complete and execute the query, displaying the results.

Notes:
This wizard allows the user to specify the “one” side in a relationship and then searches the “many” side for related child records.

Section 7.3.3 – Creating a Crosstab Query

Concept:
Creating a crosstab query in Access using the Crosstab Query Wizard

Method:
A crosstab query can be created in Access by clicking on the Queries button in the Objects bar.  Click on the New button on the Database toolbar and double-click the Crosstab Query Wizard item.

The Crosstab Query Wizard will open; complete the following steps to build the query:
· select the table or query on which to base the query
· specify the field(s) to use in grouping the data into row headings (order runs from left to right, if you specify more than one row, ensure that the leftmost row is the primary grouping heading)
· select the field to use in preparing column headings for the query
· the grouping interval (if appropriate)

· specify the field and function for calculating the data area of the query
· name the query

Click the Finish button to complete and execute the query, displaying the results.

Notes:
You cannot change the data appearing in the crosstab query datasheet, since the results are based on aggregate values.

Section 7.3.4 – Creating a Parameter Query

Concept:
Creating a parameter query

Method:
You can easily create a parameter query in Access.  Type the criteria expression, substituting the actual criteria values for textual prompts enclosed in square brackets, in the criteria text box for the field you need to match with the query.
For example, [Enter admin id].  When the query is executed, the prompt will first appear to the user, awaiting the user’s input.  The input provided will then become part of the criteria of the query for the specified field.

By default, Access saves a parameter as a text value. By changing the default data type, you can ensure that only valid dates are entered into the parameter dialog box. Open the query in design view; choose Parameters from the Query menu. In the left column of the Query Parameters dialog box enter the parameter (without square brackets) exactly as it appears in the Design Grid. In the right column, select the appropriate data type from the drop-down list.
Notes:
You can specify as many parameters as needed, but be careful not to alienate your users by asking for too much information.

Section 7.4 – Creating Action Queries

This section covers four action queries in Access and how to create each of them.  The queries covered by Section 7.4 include the Update Query (performs global changes to data quickly and easily), Delete Query (delete matching records in a single action), Make-Table Query (creates a table structure and then populates it with records), and Append Query (add records to another table). Always back up a table prior to running an action query because you cannot reverse an action query once it has been run. Also note that action queries do not return valid dynasets and cannot be used as the basis for a form or report
Section 7.4.1 – Creating an Update Query

Concept:
Creating an Update Query

Method:
Update queries can be used to makes changes to a specific group of records.  To create an update query, open an existing query in Design View (or create a select query), and click the down arrow on the Query Type button on the Database toolbar.  Select Update Query from the menu.  Click in the Update To row for the desired field to update, and enter an update expression.

Notes:
This section introduces the ROUND (rounds a specified value a specified number of decimal places) and the CCUR functions (converts a number to a currency data type).

Section 7.4.2 –Creating a Delete Query

Concept:
Backing up a table object

Method:
To backup (copy) a table object, right-click on the table object in the Database window and choose the Copy menu item from the shortcut menu.  Right-click in the blank area surrounding the list of tables and choose the Paste menu item from the shortcut menu.

In the Paste Table As dialog box, provide a table name and select what you would like to be pasted (the table’s structure or the table’s structure and data).  Full backups of data would usually involve the second choice.  Finally, click the OK button to paste the copied table object into the database, creating a copy (or backup).

Notes:
None.

Concept:
Creating a Delete Query

Method:
A delete query can remove records matching a criteria specification from one or more tables.  To create a delete query, create a new select query.  In the Design View for the new query, click the down-arrow attached to the Query Type button on the Database toolbar and select Delete Query.  Click in the Delete row for the desired field and enter delete criteria.  All records with fields matching the delete criteria will be removed from the specified tables.

Notes:
A delete query cannot be reversed and may have an effect on related tables, especially when referential integrity is enforced.

Section 7.4.3 – Creating a Make-Table Query

Concept:
Creating a Make-Table Query

Method:
A Make-Table query is used to produce new tables (in the current database or an alternate database) from the result of the query.  To create a Make-Table query, create a select query and then click the down-arrow attached to the Query Type button on the Database toolbar.  Select the Make-Table Query menu item from the menu.

In the Make Table dialog box, enter a new table name and select the destination of the new table.  Click the OK button to complete the creation of the query.  To execute the query, click the Run button on the Database toolbar.  The new table will be created and populated with the data obtained from the select portion of the query.

Notes:
A Make-Table query does not append records to an existing table (see section 7.4.4 – Creating an Append Query).

Section 7.4.4 – Creating an Append Query

Concept:
Creating an Append Query

Method:
An Append Query is used to append data to an existing table of similar structure.  To create an Append Query, create a select query and click the down-arrow attached to the Query Type button on the Database toolbar.  Select the Append Query menu item from the menu.

In the Append dialog box, select an existing table from the Table Name list, and select the destination database (current or alternate) and click the OK button.  To execute the query, click the Run button on the Database toolbar.  The query’s resulting data will be appended as the result of the executed query.

Notes:
None.

Resource III

Microsoft Access 2003
Extra-Curricular Activities

	Chapter 7

	Extra Curricular Activities


Activity 1 Open the AC0700 sample database and create a new query which returns the first name, last name, and rate for the top five instructors in the database.  Be sure to sort the data according to the rate to obtain the correct result.  Print the query’s resulting datasheet and write on the printout the SQL statement needed to produce the query.

Activity 2 Create a new query which returns the first and last names of each instructor who does not have a work phone or fax number in the database.  Print the query’s resulting datasheet and write on the printout the SQL statement needed to produce the query.

Activity 3 Create a new query which returns a set of information for each instructor.  The data should be reported according to the instructor’s city in this order:  Bellevue, Lynnwood, Seattle, Edmonds, and Bothell.  For each record returned, provide the instructor’s first and last names (concatenated into one field), their address, city, state, and zip code.  (Note: when concatenating first and last names, be sure to include a space between the values!)  Print the query’s resulting datasheet and submit it to your instructor for grading.

Resource IV

Microsoft Access 2003
Answers to End-of-Chapter Review Questions

	Chapter 7

	Answers to End-of-Chapter Questions


Short Answer

1. The entity integrity rule states that a primary key field must contain unique values. Furthermore, primary key fields cannot contain duplicate, null, or empty values. The referential integrity rule states that a database must not contain any unmatched foreign keys.

2. In addition to ensuring that foreign key fields have the same name as the primary key fields upon which they are based, try to match the data types exactly. If, however, the primary key field is an AutoNumber data type, select a Number data type with a Long Integer field size.

3. Unless otherwise specified, Access applies an inner join setting to a relationship. In an inner join, only those records with matching values in both tables are included in a query’s dynaset.

4. The following statement may be entered on a single line or using multiple lines: SELECT * FROM tblPuppy ORDER BY pupBreed
5. To create an expression, you combine symbols (quotation marks, colons and asterisks), values (literals, constants, and functions), identifiers (field names), and operators (+, -, *, /, and various keywords.)

6. Create a new query and add the “City” field to the Design grid. Then display the Query Properties dialog box and select “Yes” in the Unique Values property text box. When you run the query, an alphabetical list of cities appears in a datasheet window.

7. The quickest and easiest way to accomplish this request is to use the Find Unmatched query wizard. For example, specify tblInstructors as the “one” side of the relationship and tblContracts as the “many” side. When you run the query, only those instructors who are not listed in the foreign key field of tblContracts are displayed.

8. Although you can specify as many parameters as needed, you risk alienating your users by asking them for too much information. For each parameter value that you use, a dialog box must be displayed before processing can begin. With too many parameters, these dialog boxes become annoying.

9. Because an action query can modify your data quite drastically, you should always back up a table prior to running the query. You should also run the query as a select query first and then convert it to an action query once you are satisfied with the results. Remember—an action query cannot be reversed!

10. You must also add the specific fields that you want to use in the criteria specification to the Design grid. After typing the criteria in the Criteria row, ensure that the Show check box for the column is not selected.

True/False

	1.
	T
	6.
	T

	2.
	F
	7.
	T

	3.
	F
	8.
	T

	4.
	F
	9.
	F

	5.
	F
	10.
	T


Multiple-Choice

	1.
	c
	6.
	c

	2.
	b
	7.
	a

	3.
	c
	8.
	a

	4.
	d
	9.
	b

	5.
	d
	10.
	d
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