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Copy and Paste Append

Click the record selector for record(s)
you want duplicated.

Click the Copy button on the toolbar.

Choose Edit: Paste Append. A copy
of the entire record is pasted to the
end of the table.

Modify the new record.

Press the down arrow. The record is
saved.
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Create a New Query

1. Click Queries on the Objects bar.
Click New in the Database window.

Select Design View in the New Query dialog
box, and click OK.

Select a table or tables.

Click Add.

When finished adding tables, click Close.
Drag fields to QBE grid.

Save Query.

Run Query.
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Create a New Query

Microsoft Access

File Edit Wiew Insert Tools Window Help
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Create a New Query (cont.)
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Create a Select Query Using
Multiple Tables

Click Queries on the Objects bar.
Click New in the Database window.

Select Design View in the New Query dialog
box, and click OK.

Select the tables.
Click Add.

Verify that the tables are joined by common
fields.

Add fields to the QBE grid.
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Create a Select Query Using
Multiple Tables

File Edit Wiew Insert Tools Window Help

Microsoft Access

§85 PASAT : I}ata M fi Click New Select Design

(75 Open MQESE File Edit Wiew Inzert Tools Window Help V|eW

Objects
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Click OK
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Create a Select Query Using
Multiple Tables (cont.)

File Edit View Insert Query Tools Window Help
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Add a Table to a Query

. Switch to Design View.
. Click the Show Table button.

. Select the table to query, and
click Add.

. Verify tables are joined.
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Design View
button

Add a Table to a Query

Microsoft Access - [Abstracts : Select Query]

File Edit View Insert Format Records Tools Window Help
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Create a Query using
AND/OR Ciriteria

Click Queries on the Objects bar.
Click New in the Database window.

Select Design View in the New Query dialog
box, and click OK.

Select the tables.
Click Add.

Verify that the tables are joined by common
fields.

Add fields to the QBE grid.
Set two or more pieces of criteria.
Click the Run button.
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Create a Query using
AND/OR Ciriteria
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Create a Grouped Report

Click Reports on the Objects bar.

Click New in the Database window,
and select Report Wizard.

Click the Tables/Queries down arrow,
and choose a table or query.

Add fields to the report.

Select fields to group the report by,
and set the sort order.

Select a layout and style for the report.
Name the report, and click Finish.
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| Employees

Microsoft Access - [PASAT : Database] |
File Edit View Insert Tools Window Help

Create table in Design view Students
Create table by using wizard
Create table by entering data
Abstract

Abstractimportance
AbstractValidity
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Education using a wizard.

Click Reports
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&
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g Design 7
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Groups
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Create report by using wizard

Create a new report without

Choose the table or query where
the object's data comes from:

Create a Grouped Report

Microsoft Access - [PASAT : Database]

Eile Edit View Insert Tools Window Help
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Objects

Click Report
Wizard

Design View

Report Wizafd
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EducationbyCaseMameAndStudent
EducationRevisedByCaseNameAndStudent
FollowUpByCaseMameAndStudent
FollowUpRevisedByCaseMameAndStudent
Initial_DiagnosisByStudent
Initial_Diff_Diagnosis_Case
KeywordByCaseMame
LabsProceduresbyCaseMameAndStudent
LabsProceduresRevisedbyCaseMameAndStudent
MedicationbyCaseNameAndStudent
MedicationRevisedbyCaseNameAndStudent
ReferralsbyCaseMameAndStudent
ReferralsRevisedbyCaseMNameAndstudent
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StudentMedicationsByCaseMName
StudentMedicationsByCaseMameAndAbstract
StudentMedicationsRevisedByAbstract
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Report Wizard

Tables/Queries

il [

Available Fields:

Click
Tables/Query
down arrow

Report Wizard

[Query: StudentMedicationsByAf_~ |

To remove a grouping level that you
added, dick on it, then didk <.

Select a grourﬂ
to report by

Grouping Options ...

] L

Priority

N

Cancel

Which fields do you want on your report?

You can choose from mere than one table or query.

Report Wizard

Tables/Queries

Which fields do you want on your report?

You can choose from more thang

Available Fields:

|Quer\,r: SmdenmedicaﬁonsByAtj

Add fields to
the report

Format the
report

Selected Fields:

~

‘Ahstractl‘lame

Medication

= Back | Mext > |

Einish

Abstractiame
iMedication

Report Wizard

How would you like to lay out your report?

QOrientation
¥ Portrait
KMKX XHHX KHEX HAHK HHKX . " Landscape
e ]
R " putline 1 A
HEHHE HEHHA HRHHE r Outine 2
HEHEE HHEEE MEMEN Liting
R .
W R MR " Align Left 1
HEERE RREE RRHER i
R " Align Left 2

WREEE AR HHRRE
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RN AR R

W Adjust the field width so all fields fit on
a page.

Cancel Finish
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