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1.0Openthe start fle ACOTS SKilReview-S-1.
2.0)If necessary, enable active content by clicking the Enable Content button in the Message Bar. The file will be renamed
automatically to include your name. Change the project file name if directed to do so by your instructor.
3. Create a calculated field named RemainingHours at the end of the Students table to calculate the remaining required credit hours
for each student by subtracting the students’ current credit hours from 160,
a.(J Open the Students table in Datashest view.
b. () Scroll to the far right of the table. Click Click to Add, point to Calculated Field, and click Number.
<0 the Expression Builder, type: 160~
4.0 In the Expression Categories box at the bottom of the Expression Builder, double-click Credits.
() Click OK.
£.0) Type: RemainingCredits and then press
g.() Save the table, but don't close it yet.
4. Display the Total row and calculate the average remaining hours for allstudents.
2.7 On the Home tab, in the Records group, click the Totals button.
b.() I the Total row, click in the RemainingCrediits field to expand the list of functions.
[ Select Average.
d.() Save the table, but don't close it yet.
5. Add a field validation rule to the GPA field to prevent a GPA of greater than 4.0.
a. (] Switch to Design view.
b. () Select the GPA field.
(] In the Field Properties pane, in the Validation Rule box, type: <=4
d.[J)In the Validation Text box. type: GPA cannot be greater than 4.0
.0 Save the table.
.0 Click Yes to test the data integrity against the new field validation rule.
g.0) Close the table,
6.1n the Departments table, modify the format for the DeptCode field so the text appears in all uppercase letters.
2. (] Open the Departments table in Design view.
b. () Verify that the DeptCode field is selected.
(] In the Field Properties pane, in the Format box. type: >
d.(0) Save the table.
. Switch to Datasheet view and test the format by entering a new record with the following values:
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7.0 Close the table.
7. In the Courses table, create an input mask for the CourseNumber field to require that the field use the format ABC 123 where the

first three characters are required letters displayed in uppercase, followed by a dash, which should be entered automatically,
followed by three required numbers. You should not store the literal text in the database. Use the _ character as the placeholder.

a. () Open the Courses table in Design view.

b. [ Select the CourseNumber field,

<0 the Input Mask box in the Field Properties pane, type: >LLL"

d.[) Save the table.

‘. [ Switch to Datasheet view and test the input mask by entering  new record with the following values;

Eng-201 NG Survey of American Lit E

£.0) Close the table.
8. Create 3 make table query for all graduating seniors,

2.001On the Create tab, in the Queries group, click the Query Design button

b.0)In the Show Table dislog, double-click Students. Cick Close.
£ Office 365 NOTE: The Show Table dilog in your version of Microsoft Access may appear different due to Office 365
updates.

. [)/Add the following felds to the Query design grid in this order:
StudentD, FirstName, LastName, Credits, Classification, GPA

d. () Under the Credits feld, in the query design grid, in the Criteria row, type: >123

.0 Under the Classification feld, in the query design grid, in the Criteria row type: SI*

£.0] Under the GPA fild, in the query design grid, in the Criteria row type: >=2.0

9. 01 Switch to Datasheet view to check the query results. There should be 12 records in the resuls.

h. 0] Switch back to Design view:

1.0 On the Query Tools Design tab, in the Query Type group, click the Make Table button.
«J Alternate On the Design tab, in the Query Type group, click the Make Table button.
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J-0In the Make Table dialog, in the Table Name box. type NewAlumni and then click OK.
& ([ On the Query Tools Design tab, in the Results group, click the Run button.
«J Alternate On the Design tab, in the Results group, click the Run button.

1.0 Access should warn you that you are about to paste 12 rows into a new table. Click Yes.
m. [ Save the query as: MakeAlumni
9. Change the MakeAlumni query to a delete query to remove graduating seniors from the Students table,
2.0 Click the File tab. Click Save As. Click Save Object As and then click the Save As button. Type De leteGraduates and
then click OK.
b. (] On the Query Tools Design tab, in the Query Type group, click the Delete button.
«J Alternate On the Design tab, in the Query Type group, click the Delete button.

<.(JOn the Query Tools Design tab, in the Results group, click the Run button.

«J Alternate On the Design tab, in the Results group, click the Run button.

d. [ Access should warn you that you are about to delete 12 rowi. Click Yes:

.0 Save and close the query.

10. Create an update query to change Jr to Sr.

2.0 On the Create tab, in the Queries group, click the Query Design button.

b. (]I the Show Table dislog, double-click Students, Click Close.
J Office 365 NOTE: The Show Table dialog in your version of Microsoft Access may appear different due to Office 365
updates.

< [0)In the Students table field lst. double-click Classification.

d.(J On the Query Tools Design tab, in the Query Type group. click the Update button. An Update To row displays in the query
grid
+J Alternate On the Design tab. in the Query Type group, click the Update button. An Update To row displays in the query
grid

. () Under the Classification field, in the Update To row, type: SI*

£.0) Under the Classification fild, in the Criteria row, type: J1*

9. 00 Switch to Datasheet view to check the query resuits. There should be 6 records in the resuits.

h. 0 Switch back to Design view.

i.( On the Query Tools Design tab, in the Results group, click the Run button.
«J Alternate On the Design tab, in the Results group, click the Run button.

J- 00 Access should warn you that you are about to update 6 rows. Click Yes.
k. [ Save the query as: UpdateJRtoSR
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11. Modify the update query to change So to Jr.

2.0 Under the Classification field, in the Update To row, type: 1

b. (] Under the Classification fild. in the Criteria row, type: SO

[0 Switch to Datasheet view to check the query results. There should be 9 records in the resulfs.

d. 0 Switch back to Design view.

(] On the Query Tools Design tab, in the Results group, click the Run button.
«J Alternate On the Design tab, in the Results group, click the Run button.

.0 Access should warn you that you are about to update 9 rows. Click Yes.

9. 0] Click the File tab. Click Save As. Click Save Object As and then click the Save As button. Type UpdateSOtoJR and then
click OK.

12. Modify the update query to change Fr to So.

13.

2.0 Under the Classification field, in the Update To row, type: SO
b. (] Under the Classification fild, click in the Crieria row, type: FI*
[ Switch to Datasheet view to check the query results. There should be 4 records in the resulfs.
d. 0 Switch back to Design view.
(] On the Query Tools Design tab, in the Results group, click the Run button.
«J Alternate On the Design tab, in the Results group, click the Run button.
£.0) Access should warn you that you are about to update 4 rows. Click Yes.
9. 0] Click the File tab. Click Save As. Click Save Object As and then click the Save As button. Type UpdateFRt0SO and then
click OK.
h. 0] Close the query.
Create 3 query to append incoming freshmen to the Students table.
2.0 On the Create tab, in the Queries group, click the Query Design button.
b. ]I the Show Table dislog, double-click IncomingFreshmen. Click Close.
J Office 365 NOTE: The Show Table dialog in your version of Microsoft Word may appear different due to Office 365

updates.
(] Double-click the IncomingFreshmen table title bar to select all fields. Click within the highlighted field list and drag the

fields into the query design grid to add al the fields at once.
d. (3 On the Query Tools Design tab, in the Query Type group, click the Append button.

«J Alternate On the Design tab, in the Query Type group, click the Append button.
&.(In the Append dialog, expand the Table Name list and select Students. Click OK.
.0 Switch to Datasheet view to check the query results. There should be 7 records in the resuits.

.0 Switch back to Design view.
h.[J On the Query Tools Design tab, in the Results group, click the Run button.
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i. ) Access should war you that you are about to append 7 rows. Click Yes.
j.[0) Save the query as AppendIncomingFreshmen and then close the query.
14, Use the Crosstab Query Wizard to create a crosstab query to total the number of classes per course. The existing query
CoursesByDept contains the fields for the crosstab query results
a.()On the Create tab, in the Queries group, click the Query Wizard button.
b, In the New Query dislog, click Crosstab Query Wizard. Click OK.
<0 the first step of the Crosstab Query Wizard, click the Queries radio button to display the list of available queries. Verify that
Query: CoursesByDept is selected and click Next.
d.() Use the CourseNumber and CourseDescription fields as the row headings. In the Available Fields list, double-click
CourseNumber and then double-click CourseDescription. Click Next.
. Use the DeptName field as the column headings. Verify that DeptName is selected and then click Next.
£, To count the number of classes for each course number, verify that ClassCode is selected in the Fields st and Count is
selected in the Functions list. Vrify that the Yes, include row sums. check box is checked. Click Next.
4.0 Accept the suggested name CoursesByDept_Crosstab. Click Finish to view the query results.
h.(0) Close the query.
15. Modify the FreshmanClassOfferings query in SQL view to create a query to display sophomore course offerings.
2. (] Open the FreshmanClassOfferings query in Datashest view. Observe that there are 10 records in the results and each
course number begins with the number 1 after the hyphen.
b, On the Home tab, in the Views group, click the View drop-down arrow. Select SQL View.
<[ The following SQL code displays
SELECT Classes.ClassCode, Classes.CourseNumber, Classes.Section, Classes.Time, Classes.Room, Classes.Professor
FROM Classes
WHERE ((([Classes]. [CourseNumber]) Like “*-1*");
4.0 In the SQL window, in the WHERE clause, in the last line, change the 1 in Like “*-1*" to 2 to return records where the value in
the CourseNumber field includes -2.
. On the Query Tools Design tab, in the Results group, click the Run button. Observe that there are now 15 records in the
results and each course number begins with the number 2 after the hyphen.
J Alternate On the Design tab. in the Resus group, click the Run button. Observe that there are now 15 records in the
results and each course number begins with the number 2 after the hyphen.
£.0) Click the File tab. Click Save As. Click Save Object As and then click the Save As button. Type
SophomoreClass0Offerings and then click OK.

9. Close the query.
16. () Close the database and exit Access.




