
Computer Skills

MS Access
Work Sheet # 4
Topics Covered:

Queries (Creating a Query Using Wizard, Creating a Query Without Using Query Wizard, Saving a Query, Adding Criteria to a Query, Querying Text Values, Querying Number Values, Querying Dates, Querying Yes/No Data, Multi-Criteria Query, Performing Calculations, Hide a Field in a Query)
Working Steps:
1. Create a new database, name it “University”

2. Create a new table with the following fields:

a. St No

number

b. St Name
text

c. Gender

text

d. Dept

Text

e. Mark1

number

f. Mark2

number

3. Set “St No” as the primary key.

4. Save the table as “Students”

5. Enter the following data in the created table:

	Students

	St No
	St Name
	Gender
	Dept
	Mark1
	Mark2

	1
	Salma
	F
	MIS
	80
	90

	2
	Ahmad
	M
	MIS
	88
	91

	3
	Mohammad
	M
	CIS
	78
	77

	4
	Jana
	F
	CIS
	64
	68


6. Create a query containing “St No”, “St Name” and “Mark1” (Use the wizard). Name the query “S1”
7. Create a query containing “St. No”, “St Name” and “Mark2” (Don’t use the wizard). Name the query “S2”
8. Check “Query Design Window” and its parts.
9. Save the query

10. View the two queries in Design View and Datasheet View.
11. Open query S1 in Design View
12. Add a new field “Gender” to the query

13. Uncheck “Show” for field “St No”, and check the resulted query

14. Sort the data in the query, according to the St Name, Ascending.
15. Open “Students” table, and add new data:
	Students

	St No
	St Name
	Gender
	Dept
	Mark1
	Mark2

	5
	Ahmad
	M
	CIS
	66
	67

	6
	Ahmad
	M
	CS
	77
	78


16. Create a new query to show only the students of name “Ahmad” (hint: use criteria)

17. Create a new query to show the students with marks over 80, in mark1.
18. Create a new query to show the students with name “Ahmad” and mark1 over 80.
19. Create a new query to show the students with names “Yasmin” or “Jana”
20. Create a new query to show the female students
21. Create new query to show Male students with mark2 < 70

22. Go to table “Students” and add a new field “Date of Birth”, with type “Date/Time” and format “Medium Date”
23. Add the following dates for the existent students:
	Students

	Date of Birth

	26-Dec-84

	12-Jun-85

	01-Dec-85

	08-Jul-88

	25-Oct-83

	25-Oct-83


24. Create a query to show students with date of birth after 1-1-1985 (hint: dates are enclosed in ##)
25. Create a query to show students with date of birth within year 1985.
26. Enter the following data into the same table

	Students

	St No
	St Name
	Gender
	Dept
	Mark1
	Mark2
	Date of Birth

	1
	Salma
	F
	MIS
	80
	90
	26-Dec-84

	2
	Ahmad
	M
	MIS
	88
	91
	12-Jun-85

	3
	Mohammad
	M
	CIS
	78
	77
	01-Dec-85

	4
	Jana
	F
	CIS
	64
	68
	08-Jul-88

	5
	Ahlam
	F
	CIS
	66
	67
	27-Mar-86

	6
	Ahmad
	M
	CS
	77
	78
	25-Oct-83

	7
	Ayman
	M
	CS
	90
	97
	01-Jan-86

	8
	Aya
	F
	MIS
	87
	88
	08-Jan-88


27. Create a query to retrieve students with names start with “A”

28. Create a query to retrieve students with names end with “a”

29. Create a query to retrieve students with names contain “ma”

30. Create a query to retrieve students with departments start of any character and ends with” IS”.

31. Create a query to retrieve students with marks within 90-99, in mark2.

32. Add the following data to table “Students”

	Students

	St No
	St Name
	Gender
	Dept
	Mark1
	Mark2
	Date of Birth

	9
	Ana
	F
	MIS
	75
	77
	06-Jan-84

	10
	Ala
	F
	CIS
	84
	85
	05-Jun-85


33. Create a query to retrieve students with names start with “a”, ends with “a” and the inner letters are either “n” or “y”.

34. Create a query to retrieve students with names start with “a”, ends with “a” and the inner letter is not “n”

35. Create a query that sums mark1 for all students and calculate the average of mark2 for all students. Click on Run(!) to see the results.

36. Change the two columns titles to “SUM” and “AVG”

37. Create a query that counts number of records in table “Student” and gets the Maximum Mark1, Mark2, and Minimum Mark1, Mark2.
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