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‘Automate the Rate Look-up
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'DLOOKUP Function

Z@ Microsoft Visual Basic for Applications - Timekeeping - [Form_frmTime (Code)] - IDl_X_]
‘% File Edit View Insert Debug Run Tools AddIns Window Help -8 X
Bl % REA9 > 0@ NFY R @t !
| ICIient _v_| IClick ;]
: Private Sub Client AfterUpdate () E

Me.Rate.Value = DLookup("BillingRate”, "tblClients", "ID =" & Me.Client.Value) )

e~ A A N
End / \b /\ N\
F &, 1 / L 1 '\

Rate is the name of the field that
we want to update on our form.

The third argument provides the criteria. Weﬂ
want DLOOKUP to look in the Client field
and find a match on the choice that we made

We are returning

data from tbiClients.

We want to return data from the in our Client combo box (drop-down list).
BillingRate field in our Clients table.
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la Import File... Ctrl+M T —
Export File Ctrl+E lé Do you want to save changes to the design of form ‘frmTime’'?
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== < Close and Return to Microsoft Access Alt+dQ g — 7 — —————————
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/Create the Time Summary Query
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g tbiClient
g e Client
g tbiTime BillDat x T
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2 X Shift, and click on Hours.
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‘ | frmTime Field: |Client BillDate | Description | Rate 'Hours| = :.‘..;
Reports A Table: |tbiTime tbiTime tbiTime tbiTime tbiTime ‘
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Show: a
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or: =
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“grySumofAmount
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B tbiTime Description
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= gryTime === t 74 =~
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or| v
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> Form View
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_"EI qryTime
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E frmClients

Layout View
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@ grySumOfAmo..,
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Sign in
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lick to create
a textbox.

lick to create
a textbox.
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Design View
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Create a Summary Report
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,:3 tbiTime : Client BillDate Description Rate Hours
1 Client1 6/20/2018 || Consulting Work $100.00 4]

Forms

E frmClients

E frmTime

Layout View
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/I\/Ianaging Report Totals and Counts
M]Eﬂ aryTime \, -

‘ﬁj qryTime 1 Q qryTlmt; ; X
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Click here and press
Delete to remove the sum.

File
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View
- Fonts ~

Views

Image

Themes Average
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You can also count records by
selecting the field you want to count

Count Records

—~

lick on the border

2
qcand press Delete.

Search..
Tables
B8 tbiClients

N
A

Jo

N

Count Values
Max

Min

and selecting Count Records here.
¢ 05, 2017
17:31 PM

&3 tbiTime
Queries A
@ qgryClients
B qrySumofA..,
:3.-1 qryTime
Forms A

E frmClients 4|

Standard Deviation
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E frmTime
Layout View
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Format

HS -
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T .’:ﬁ 3 I 3 ——— - —
Client 1 6( 8 : L $100.00 || 4.00|| $400.00
‘ : e Report is now reformatted. ‘ 4L P

www.studentsexcel.com

Need help? Email: support@studentsexcel.com


file://CONSULTING-PC/Users/David/Dropbox/Images/619.snag

Slide ID: 620

Sort the Report
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'Add Report Button to Time form

H ©- 5  Timekeeping: Database- C:\Users\HP\Do... Form Design Tools Sign in
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'Add Report Button to Time form

Command Button Wizard Command Button Wizard

What action do you want to happen when the button is
pressed?

Different actions are available for each category.
Categories:
Record Navigatiol

Print Report
Send Report to File

difrate ] BillDate 32 SasnEna
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'Add an Add New Client Button

Format Q Tell me what you want to do Command Button Wizard

Do you want the button to find specific information to
display in the form?

For example, the button can open a form and display
the data for a specific ernployee or customer,

lick here, and click on the
form to create a button.

What action do you want to happen when the button is
presseda: R | e o e T :

Different actions are available for each category. ;
Categories: Actions:
Apply Form Filter

Record Navigation

r perabons
Application
Miscellaneous

Print Current Form
Refresh Form Data

8l Command Button Wizard

N Blllmg Summary (Add New Cllents
2} The Add New Client &=
button has been created.
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‘Have Time Form Open Automatically
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Access Options .

General

Current Database )

Datasheet

D Options for the current database.

Application Options

Object Designers Application Title:
Save

Proofing Application Icon: | | | Browse...

Save As Language

; Client Settings Display Form:
Print
Customize Ribbon

Display Staty
Close Quick Access Toolbar :

Document Windo

Add-ins ' () Qverlanpina Windows
Mi ft A X
Ao ——_— icrosoft Access B x|
You must dose and reopen the current database for the spedified option to take effect. | - 6 P e N =i
Feedback 7 OK > Cancel
................. L 4
Options Was this information helpful?
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- Timekeeping Yoy can also follow steps A-E if you wantto Compact and Repair your database
CREATE everytime you close it. If you have a large database this might take a long time each
time the database is closed. If the Compact and Repair fails, you will find temporary
Info

HOME

files of the database in your respective folder: db1.mdb, db2.mdb, etc...

Timekeeping | | ]
p g Genexl ‘ Application Options .
C: » Users » Lauren » = B
3 [ ' Application Title: | ,
W Datasheet Application r
iT . ' e | Browse...
= Object Designers St i
Compact &
\ Repair Database Proofing : M 3
‘ | Display Form: ‘ (nonre) v |
Larighisge . (nong) ¥
z T Client Settings Display Status Bar
A CintoiiaeRibbon Doc_ument Window Options
: ) Overlapping Windows
Enicaypt Wit Quick Access Toolbar .
Account Password ‘®) Tabbed Documents
‘ Add-ins Display Document Tabs
Options Trosk Canter | Use Access Special Keys (&
: Cancel
' v/}
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7  Database : Database- CG:\Users\HP\Docu... Table Tools Sign in

File Home Createe Fields Table Q Tell me what you want to do
e F ’_' [_‘ f_| [@Ij PR Access
b ‘;U 9@ Q)‘@ Em Word Merge
Select File, New and double-click SavES Brcek Tl SME S POE Emall oo
on Blank desktop database. B A RED b %

Export ~

All Access Ob_] Get External Data - Text File

Search.. Select the source and destination of the data
Tables
EEH Tablet Specify the source of the data.

File name: IT: \Examples\Transactions.csv

Specify how and where you want to store the data in the current database.

{¢ Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

" Append a copy of the records to the table: I'rat.iel ;J

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it. Changes made
to the source data will not be reflected in the database.

(" Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. You cannot change or delete data that is linked to a text file.
However, you can add new records. / 5

oK P Cancel
Datasheet View

Students . _
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Import Text Wizard

BE& Import Text Wizard

Your data seems
zscribes your ¢

B8 Import Text Wizard

Choose the delimiter that separates your fields:

What delimiter separates your fields? Select the appropriate delimiter and see how your text is affected in the preview below.

zcdb (Access 2007 - 201... Sign in

" Tab ("~ Semicolon (¢ Comma " Space " Other: l—
Smj————————‘e dam ﬁlom ﬂ‘ L Text gjaliﬁer: ﬁ{none} =

FREE HER HEE
2 KRR RRE RRE
A RER HER HER

; :ILD;Ving?i; AR ] BB Import Text Wizard
SR You can speci "
3p.1,2,1/17 ; i Rt BBl 1mport Text Wizard
4103,1,3,1/2¢ Field Options = Microsoft Access recommends that you define a primary key for your new table, A prima
3 £ 3 Field Name: m uniquely identify each record in your table. It allows you to retrieve data more quickly.
! 4 i | s 1 1 Let Access add primary key.
Indexed:

=D

* Choose my own primary key. EID

rl o
No primary ke) permrpmmrrr——

Product |[SaleDate | Save [mport Steps

ID |Vendor

B/16/2016 163 importing file T: \Examples\Trmsactlons csv

1/17/2016 [6C Do youwanthosave these import,

[ S

1/29/2016

[y

Next =

Navigation Pane

? h /24/2016 Je8 3 : |
= h AZ File Open

"—‘\7_\[

AT

. v Computer v Excel Training ~ Examples

‘Z_L] Cities.csv
Products.csv

2L] Regions.csv

Follow steps 1-13 to create

these four additional tables. ﬂ

251 Vendors.csv
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Create a Query

- =

=
File Homeo@ External Data Databd

A P3| Signin

@ &L D Click on Cities, hold down the E[‘ o
T S ; N Shift key, and click on Vendors. oy
Application = Table Table SharePoint Query| Que Macro
6 )L eft click on the tables to drag %
. 5 Macros & Code ~
~— them to your desired location. x
» -
Products Transactions I Vendors I Cities I Regions =
! ; @) O —~
% 1D g0 ¥_ID % ID _
Product 'ZC Vendor - - Vendor i City Regions
a K Product ~ ) £ Gty  Region
= SaleDate
o
= o, ¢ Quantity
2 U Drag the Products ID to the Product
o field in the Transaction table.
5
-
| [«] ] [¥]
Ready Num Lock L | B
Excel S
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‘Run and Save the Query

5 Database? : Database- C:\Users\HP\Docu...

Home Create External Data

Database Tools

Query Tools

Sign in

Q Tell me what you want to do

U3 Insert Columns

x Delete Columns

FL'-[-?] Parameters

. :=| Property Sheet

V ) : — (i v Totals —
> ,.A Table ‘% Delete  E< DataDefinition  Tapje o™ Builder £ Return: |All - 5 Table Names
. = Query Type Query Setup = Show/Hide 7
@j Datasheet View I T E—— 3
S ® « 3 Query1
j Regions ~ City Product ~ SaleDate ~ Price v | Quantity -~ 1]
SQL SQ'. View p | . i VT - ——
[‘/. North GA  Atlanta Fruit R Us
. Design View NorthGA  Atlanta Bob's Fruit ! Do you want to save changes to the design of query 'Query1'?
= NorthGA  Atlan Bob's Fruit = T 4 ’
= Reajons North GA  Atl Fruitju ;Bb No | Cancel |
= (2 o
T 3 i 3 PPTES O/ IZ7 2010 B3 T70%
~ You can now view your Query in Datasheet View. 4
= v orense: ET R 21|
ad Apples 2605
North GA BlueRidge Mountain Fruit Orang 5} 6415
North GA  BlueRidge Mountain Fruit Apples 6426
North GA  Clarkesville Fruit Direct Oranges Cancel I 686
North GA  Clarkesville Fruit Direct Apples ' 8203
IMidGA____ Macon. Middle Georgi: Oranges ___5/9/2016 13 5469 _ Lx
. L] Record: M 10f20 | » M) % F Search (4] d
Datasheet View Num Lock QL 7
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‘Type Mismatch in Expression

Sign in

Q Tell me what you want to do

Navigation Pane

% ID
Vendor
Product
SaleDate
Quantity

Price

T3 Transactions \

=1 Vendors \

Field Name Data Type
Number
‘Number

Number
Date/Time
Number

Number

www.studentsexcel.com

e (:;: Insert Rows  “§“Insert Columns () Parameters
e % Delete Rows % Delete Columns Property Sheet

View \ Run . Totals g

. / 2 Builder £ Return Table Names

Results Show/Hide
s || 38 Fruit) To remove a link, click once on the link and press Delete.
Products Transactions Vendors Cities Regions
' ) %D ? D 7D ? 10
Product Z C Vendor — Vendor City X Regions
Product City Region

Field Name Data Type
% D Number
Vendod ‘Short Text
City Number
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B @ e = Database? : Database- C:\Users\HP\... Query Tools Sign in

File Home Create External Data Database Toolscw Q Tell me what you want to do

2 ! ! D-j l:! +' 21 Update (D Union g‘-‘- Insert Rows n- Insert Columns "‘\:' ~ % Parameters

* B Crosstab @ Pass-Through Delete Rows = x Delete Columns s 5| Property Sheet
| Run Select Make Append ' A = , Totals . e
Table % Delete £ Data Definition  Builder £ Return = Table Names
Query Type Query Setup Show/Hide ~

Datasheet View

1 ﬁ] Fruit \

,Fransactiv::ns.Quantit;g [Quantity]*[Price] AS Total
HFROM (Reaions [[][]EE 'H” (Cities INNER JOIN Vendors ON Cities.ID = Vendors.City) ON Regions.ID = Cities.Region} INNER JOIN

ctions ON Products.ID = Transactions.Product) ON Vendors.ID = Transactions.Vendor
[Laaaasue Customize Quick A\ir:clbar...
= Shaw Quick Access r Below the Ribbon

="Apples” Or (Products.Productl="Oranaes’)}:
= T Mg Right-click on SQL View, and click here.

4 This is the SQL Statement for the Query. |
BH Ver Collap aalelg

Queries S

“H Fruit

Follow Steps A-B to add the SQL View shortcut to the Quick Access Toolbar.

=
Form View Num Lock oL BZ

==

Students . _
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/

SQL View

= Database? : Database- C:\Users\HP\...

Sign in

Home Create External Data Database Tools

EL__IT' +' #!Update (D Union ‘5'; : €= InsertRows  “f'Insert Columns T Parameters
% . ] Crosstab &5 Pass-Through Sh X Delete Rows % Delete Columns = . :=| Property Sheet
e ow | ———| lotals
SELECT indicates the fields that we  [Data Definition | .5 w2 Builder £ Return: | - | = Table Names

wish to retrieve from our data source. Query Setup Show/Hide ,\
X
Cities.City, Vendors.Vendor, Products.Product, Transactions.SaleDate, Transactions.Price, -

Juantity]*[Price] AS Total i

JIN (Cltles INNER JOIN Vendors ON Cltles ID = Vendors.City) ON Reglons ID = Cltles Region) INNER JOIN

sQuantlty [Quantlty} Prlce] AS Total

eglons INMNER JOIN (Cities INNER JOIN Vendors ON Cities.ID = Vendors.City) ON Regions.ID = Cities.Region) INNER JOIN
(Products INNER JOIN Transactions ON Products.ID = Transactions.Product) ON Vendors.ID = Transactions.Vendor
WHERE (((Products.Product)="Apples” Or (Products.Product)="0Oranges”);

WHERE limits the data that is returned.

Form View - Num Lock "—'- % el
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SELECT

5  Database? : Database- C:\Users\HP\... = Query Tool: Sign in
Home Create External Data Database Tools
mm ' @ ' #1Update (D Union 'é'— €= InsertRows  “fYInsert Columns (t5; Parameters
7 y ¥ ' B Crosstab 3 Pass-Through X Delete Rows % Delete Columns = (=] Property Sheet
| Malke — otals
eturn ‘ Ez Table Names
Show/Hide ~
e X
SELECT Regions.Regions, Cities.City, Vendors.Vendor, Products.Product, Transactions.SaleDate, Transactions.Price, A«

Search. P | [Transactions.Quantity, [Quantity]*[Price] AS Total
SELECT Regidns.Regions, Cities,City, Vendors.Vendor, Products.Product, Transactions.SaleDate, Transactions, Pnce
Transactions.Quantity, [Quantity]*[Price] AS Total

@ Products
@ Regions

Regions, City, Vendor, Product, SaleDate, and Price are field names.

SELECT indicates the fields that we wish to retrieve from our data source.
Field order in the SELECT statement determines the column order in your Excel spreadsheet.

Form View
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s  Database? : Database- C:\Users\HP\... Sign in

v

Home Create External Data Database Tools

U3 Insert Columns rﬁ[‘, Parameters

= #1Update (D Uni dom= Ze InsertR
igis ! g% == +! #'! Update nion g j, nsert Rows i
: S 2 B Crosstab & Pass-Through 5X Delete Rows X Delete Columns Property Sheet
View Run  Select Make Append Show | | Totals [,
T v De initi L turn. y ‘ r= Table Names
Show/Hide A
- X
SELECT Regions.Regions, Cities.City, Vendors.Vendor, Products.Product, Transactions.SaleDate, Transactions.Price, -
Search. A | {Transactions.Quantity, [Quantity]*[Price] AS Total :
Tahles N FROM (Regions INNER JOIN (Cities INNER JOIN Vendors ON Cities.ID = Vendors.City) ON Regions.ID = Cities.Region) INNER JOIN =
- 2 {Products INNER JOIN Transactions ON Prod_ucts.ID = Transactions.Product) ON Venpors.ID = Trans_at;tions.Vendor
FROM [Regions INNER JOIN (Cities INNER JOIN ¥endors ON Cities.ID = Vendors.City] ON Regions.[D = Cities.Region} INNER JOIN
[(Froducts INNER JOIN Transactions ON Praducts.iD = Transactions,Product] ON Mendors,[D = Transactions,Vendor
@ Regions
@ Transactions
@ Vendors
Queries X
A Fur
l FROM indicates the data source. I |
Eorm Miew Num Lock oL B2
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—

WHERE

QL = Database? : Database- C:\Users\HP\...

Home Create External Data Database Tools
ﬁ | T"i F; ' #!Update QD Union ‘j €= InsertRows 1" Insert Columns T Parameters
» o ! = = l - i - L4
5 =T 2 B Crosstab & Pass-Through 5X Delete Rows X Delete Columns . :=| Property Sheet
View Run  Select Make Append Show @ o +| Totals
v Table -x Delete !-‘_:g: Data Definition = 7,52 w0 Builder £2 Return: ™| = Table Names
Results Query Type Query Setup Show/Hide ~
z 3 Fruit X
All Access Obje... @ « (8 Fruit)
SELECT Regions.Regions, Cities.City, Vendors.Vendor, Products.Product, Transactions.SaleDate, Transactions.Price, -
Search. A | {Transactions.Quantity, [Quantity]*[Price] AS Total :
Tables N FROM (Regions INNER JOIN (Cities INNER JOIN Vendors ON Cities.ID = Vendors.City) ON Regions.ID = Cities.Region) INNER JOIN
& (Products INNER JOIN Transactions ON Products.ID = Transactions.Product) ON Vendors.ID = Transactions.Vendor
@ Cities WHERE (((Products Product] ‘Apples']] OR (((Products Product] 'Oranges"j},
Products .".'HERE anroducts Procluct}- ApplesTit OR {tiProducts.Product} ="Cranges ]}

Transactions

ERdors | These are the fields that we're limiting on. '
Queries

=
@ Regions
=
=

»

WHERE limits the data that is returned. . _:[
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H ©- sgt -  Database2: Database- C:\Users\HP\... = Query Tool: Sign in

Home Create External Data Database Tools

§= Insert Rows  “§"Insert Columns [T_‘['?l Parameters
iX Delete Rows 3 Delete Columns [] Property Sheet

Totals

' #1Update (D Union

, - . [ Crosstab @Pass-Through
Select Make Append Show

¥ l XYZ

JIable Names

Insert Top n to limit the records to the top n number of records Top n must be inserted into the

ide "~
SQL statement. This cannot be accomplished via the Query Wizard or Microsoft Query interface. ‘ <
= SELECT TOP 5 Regions.Regions, Cities.City, Vendors.Vendor, Products.Product, Transactions.SaleDate, Transactlons Price, -
Search. P | [transactions.Quantity, [Quantity]*[Price] AS Total B
Tahles FROM (Regions INNER JOIN (Cities INNER JOIN Vendors ON Cities.ID = Vendors.City) ON Regions.ID = Cities.Region) INNER JOIN
(Products INNER JOIN Transactions ON Products.ID = Transactions.Product) ON Vendors.ID = Transactions.Vendor
@ Cities WHERE (((Products.Product)="Apples’)} OR (((Products.Product)= 'Oranges")),l

SELECT TOP 5 Regions.Regions, Cities.City, Vendors.Vendor, Products.Product, Transactions,SaleDate, Transactions.Price,
Transactions.Quantity, [Quantity]*[Price] AS Total

FROM (Regions INNER JOIN (Cities INNER JOIN Vendors ON Cities.ID = Vendors.City) ON Regions.ID = Cities.Region) INNER JOIN
(Products INNER JOIN Transactions ON Products ID = Transactions. Product] ON Vendors,ID = Transactions,Vendor

WHERE (((Products.Producti="Apples™)) OR [[[Products.Product)='Oranges']],:|

Queries x
Form View Caps Lock [ &l- bz
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TOP n - The Resulting Query

H ©- soL 5  Database? : Database- C:\Users\HP\...  Query Tools Sign in

Home Create External Data Database Tools ™

| Bl

> " - =3 U+ - ——— o 4
L__#!Update D Union €= Insert Rows [nsert Columns S~ i Parameters

imns s Property Sheet
Run  Select Make Appé€ Totals
Table r= Table Names

Query Type Show/Hide A

& < 3 Fruit )/, X

' i y Regions.Regions, Cities.City, Vendors.Vendor, Products.Product, Transactions.SaleDate, Transactions.Price, -

SQL SQL View £ Transa ions.Quantity, [Quantity]*[Price] AS Total
x FROM (Regions INNER JOIN (Cities INNER JOIN Vendors ON Cities.ID = Vendors.City] ON Regions.ID = Cities.Region) INNER JOIN

R ~ (Products INNER JOIN Transactions ON Products.ID = Transactions.Product) ON Vendors.ID = Transactions.Vendor
b/ Design View WHERE (((Products.Product}="Apples’)} OR [((Products.Product]='Oranges')];|
j Regions
EH Transactions H Fruit \
EH vendors Regions ~ City Vendor ~ | Product - SaleDate -
Queries A NorthGA  Atlanta  FruitRUs Oranges  3/16/2016
F Fruit North GA  Atlanta FruitRUs Apples 1/17/2016

North GA  Atlanta b's Fruit Oranges 2/15/2016
NorthGA  Atlanta s Fruit Apples 6/2/2016
North GA  Atlanta_ Fr Oranges 5/19/2016

* 5)

'Rercord: 4 1of5

This is the resulting Query.
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More Resources

) Microsoft Access - database x §

<« C & [ office.microsoft.com/en-us/access Ty

] Office Install Office Signin | Unitec—

HOME PRODUCTS SUPPORT TEMPLATES STORE OFFICE ONLINE

Access 2013 training

This book is available for Access 2007, 2010, and 2013.

Links to purchase from Amazon.com are available at : : -
www.acctadv.com/accessbooks Buy with Office Try 1 mon
-

Step o
. Step

Microsoft | k
Access 2013 . .

www.studentsexcel.com Need help? Email: support@studentsexcel.com


file://CONSULTING-PC/Users/David/Dropbox/Images/627.snag

/——\
Thank you for attending!
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I'm happy to hear from you (e-mail is best):

David Ringstrom
Accounting Advisors, Inc.
614 Park Avenue SE
Atlanta, Georgia 30312
404-784-0275

david@acctadv.com

Get notifled when | write new articles about Excel and other topics:
2 www.twitter.com/excelwriter
www.facebook.com/accountingadvisors
Y www. linkedin.com/in/davidringstrom
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