	Lesson Notes for Microsoft Access 2013

	Lesson 3: Retrieving the Data You Want
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	111
	2-3
	Lesson Objectives
	
	Review the objectives with students so they know what will be covered in the lesson.
	
	5-10

	112
	4
	Retrieving Data
	
	[bookmark: _GoBack]Retrieving data is one of the main purposes of maintaining a database.
These data retrieval features become extremely important when tables contain a large number of records.
	
	5-10

	112-113
	5
	Finding Records
	2.3.5
	Discuss the Look In drop-down list and the Match drop-down list. Make sure that students understand how these affect the search. Point these lists out on Slide 5.
Encourage students to explain why they might want to modify the value in the Search drop-down list. If necessary, remind them that some tables may contain hundreds of thousands of records.
Discuss the effects of the Match Case and Search Fields As Formatted options.
	
	20-40

	113
	6
	Finding and Replacing Data
	
	The Replace tab operates in much the same manner as the Find tab; except that part of the operation replaces the found value with a new specified value.
Most students should be familiar with the Find and Replace dialog box from using other applications in the Office suite.
	
	

	113-115
	
	Learn the Skill
	
	Students find and replace records in the Products table in the GardenShop3 database.
	Required File(s):
GardenShop3.accdb
	

	115
	7
	Using Wildcards
	
	Although this course makes only minimal use of wildcards, students should understand their value in locating data. Review the wildcard characters listed in the table on Slide 7.
Time permitting, propose a hypothetical table and ask for values that should be retrieved, then challenge students use wildcards to find the desired information.
	
	

	116
	
	Learn the Skill
	
	Students use wildcards with the Find feature to locate records in the Products table.
	Required File(s):
GardenShop3.accdb
	

	116-117
	8
	Sorting Records
	2.3.6
	Ask students if they have sorted records in spreadsheets and ask them to compare the process between the two applications. Which do they think is easier?
	
	10-20

	117-118
	
	Learn the Skill
	
	Students sort records in the Customers table in Datasheet view.
	Required File(s):
GardenShop3.accdb
	

	119
	9
	Filtering Records
	2.3.7
	Make sure that students understand that filtering data does not remove any data from the table.
Ask students to describe scenarios in which filtering would be a useful skill to understand and use.
	
	25-50

	118-119
	10
	Filter by Selection
	
	Ask students to describe the limits of filtering by selection.
	
	

	120-121
	
	Learn the Skill
	
	Students filter records in the Customers table.
	Required File(s):
GardenShop3.accdb
	

	121-122
	11
	Filter by Form
	
	Challenge students to create filter criteria that uses wildcards.
	
	

	122-123
	
	Learn the Skill
	
	Students create filters by form to filter data in the Customers table.
	Required File(s):
GardenShop3.accdb
	

	123-124
	12
	Creating Queries
	3.1.1
3.1.6
3.2.2
	Explain that a select query is a SQL SELECT statement that is executed each time the query is run.
Time permitting, encourage students to open a query and then switch to SQL View to examine the SELECT statement.
	
	30-60

	124-125
	13
	Creating a Select Query in Query Design View
	
	Make sure that students are comfortable using the design grid. They should be able to view the design window and accurately describe which fields will be included in the result set.
	
	

	125-126
	
	Learn the Skill
	
	Students use Design view to create a select query based on the Customers table.
	Required File(s):
GardenShop3.accdb
	

	126-127
	14
	Creating a Select Query with the Query Wizard
	
	After students create the Orders1 query using the Query Wizard, encourage them to switch to Design view. Do they see how the design relates to the appearance of the result set?
	
	

	127-128
	
	Learn the Skill
	
	Students use the Query Wizard to create a query that selects records from the Orders table.
	Required File(s):
GardenShop3.accdb
	

	128
	15
	Modifying Queries
	3.2.3
3.2.4
3.2.5
	Because queries are stored as database objects, you can modify them to meet your changing needs. 
Modifying an existing query can be faster and simpler than creating a new one.
	
	20-40

	128
	
	Adjusting Fields
	
	Encourage students to practice adding, repositioning, inserting and deleting fields from the Design grid.
Explain that you can add a field to the design grid as many times as you want it to appear in the result set.
	
	

	129
	
	Sorting Query Fields
	
	Sorting query fields can help to highlight significant information, such as which salesperson brought in the most money for the quarter.
	
	

	129
	
	Hiding Query Fields
	
	Students should understand that you can sort a query by the values in a hidden field. Hiding a field does not remove it from the query; it merely prevents it from showing up in the result set.
	
	

	129-132
	
	Learn the Skill
	
	Students open the Customers1 query and insert and rearrange query fields, specify sort fields and hide fields.
	Required File(s):
GardenShop3.accdb
	

	132
	16
	Adding Query Criteria
	3.3.4
3.3.5

	The ability to specify criteria gives the query its power. Access uses query criteria to select the records you want to see.
Point out the criteria row in the Design grid on Slide 16.
	
	45-90

	132-133
	17
	Arithmetic Operators
	
	Arithmetic operators are used to perform mathematical operations such as addition or division. They are used to calculate values.
	
	

	133
	18
	Comparison Operators
	
	Comparison operators are used to compare Text, Number and Date fields.
You can compare one text field to another or you can compare a text field to a string value.
You can compare number fields with one another or with a specific value.
You can compare date fields to one another or to a specific value.
	
	

	133
	19
	Concatenation Operators
	
	Concatenation operators are used to join text strings together.
	
	

	133-134
	20
	Logical Operators
	
	Make sure that students understand the difference between AND and OR.
	
	

	134
	21
	Special Operators
	
	Special operators are used to evaluate the characteristics of the value contained within a field.
	
	

	134
	
	Learn the Skill
	
	Students add criteria to the Customers1 select query.
	Required File(s):
GardenShop3.accdb
	

	134-135
	22
	
	
	Adding a Logical OR to a Query
Ensure that students understand when to use the Or row in the design grid.
	
	

	135
	
	Learn the Skill
	
	Students use a logical OR in the Customers1 select query. The focus of the exercise is to draw attention to the Or row in the query design grid.
	Required File(s):
GardenShop3.accdb
	

	135
	23
	
	
	Adding a Logical AND to a Query
Students should understand that criteria that form part of a logical AND must be on the same criteria row in the design grid.
	
	

	135-136
	
	Learn the Skill
	
	Students use a logical AND in the Customers1 select query.
	Required File(s):
GardenShop3.accdb
	

	136
	24
	Working with Joined Tables
	
	Students should understand that using queries is an easy way to view related data from different tables.
	
	20-40

	136-138
	
	Learn the Skill
	
	Students work with joined tables in the Orders1 select query. The example shown in the exercise illustrates a fairly complex SELECT statement with inner joins. Each join represents a relationship between the tables.  
	Required File(s):
GardenShop3.accdb
	

	138
	25
	Performing Calculations in Queries
	3.2.6
3.3.1
	Students should understand that totals are pre-defined functions that you can add to a query. Calculated controls are creating by typing an expression.
	
	40-80

	139
	26
	Adding Calculated Fields to a Query
	
	As students work through the exercise, explain that using the Zoom box can help them view the text and make sure that they are entering the expressions correctly.
Explain that even a single typographical mistake can generate an error when Access tries to run the query. 
Encourage students to experiment with expressions – the more they use them, the more comfortable and competent they will become.
	
	

	139
	27
	Formatting Query Fields
	
	When you want to add formatting to the design of a query, you must use the Property Sheet.
	
	

	140-141
	
	Learn the Skill
	
	Students add calculated fields to the Orders1 select query. As students work more with expressions, they should begin to become comfortable with their syntax
	Required File(s):
GardenShop3.accdb
	

	141-143
	28
	Using the Expression Builder
	
	Emphasize that students should use the Expression Builder when they are first learning to create expressions. Point out the components of the Expression Builder shown on Slide 28.
Syntactical errors can be extremely frustrating to new users, as Access does not provide much detail about precisely what generates the error. The Expression Builder can guide users through specifying all required components of a function, and can insert accurate identifiers (table names, field names, properties/methods).
Encourage students to explore the Expression Builder and to become comfortable using it.
	
	

	143
	
	Learn the Skill
	
	Students create a new query called PricingOptions and use the Expression Builder to create an expression for the query. 
In Step 6, walk students through a translation of the identifier [Products]![UnitPrice] by explaining that [UnitPrice] field belongs to the collection that precedes the bang operator; that is, the [UnitPrice] field is part of the [Products] table.
	Required File(s):
GardenShop3.accdb
	

	144
	29
	Displaying Totals in a Query Result Set Datasheet
	
	Students should understand that totals are different from calculated fields. Totals are used to add aggregate functions to a query.
Students should understand that when you use totals, you cannot display the details of the data rows at the same time.
	
	

	144-147
	30-31
	Grouping and Summarizing Query Data
	2.3.8
3.3.3
	The Total row in the query design grid allows you to group by certain fields, and use aggregate functions to show totals for other fields.
Point out the Total row in the design grid on Slide 30.
Aggregate functions are listed on Slide 31.
	
	30-60

	147-149
	
	Learn the Skill
	
	Students copy the Orders1 query and paste it into the database as OrderTotals. Students then add grouping and totals (aggregate functions) to the OrderTotals query which group the records by OrderID and calculate totals for the LineItem, UnitPrice, and ExtendedPrice fields.
	Required File(s):
GardenShop3.accdb
	

	149-150
	32
	Creating Parameter Queries
	3.1.3
	Changing a select query to a parameter query allows a user to use the query to find different sets of data each time the query is run.
Slide 32 shows the parameter expression in the design grid and the message box that prompts the user for the parameter.
	
	10-20

	150-151
	
	Learn the Skill
	
	Students create a new query called Order-by-number, change the new query to a parameter query, then run the parameter query. This exercise shows a simple way to make a query more “customizable” because a user can run the query for any order number by typing in the OrderID value.
	Required File(s):
GardenShop3.accdb
	

	151-152
	33
	Using Conditional Logic in a Query
	3.3.2
	Present a few immediate IF statements to the class and ask the students to explain the logic and to predict the results when you give them specific values to evaluate.
	
	10-20

	152-153
	
	Learn the Skill
	
	Students use an immediate IF statement in the PricingOptions query to determine an appropriate price markup.
	Required File(s):
GardenShop3.accdb
	

	153
	34
	Creating Action Queries
	3.1.4
3.1.7
	The vast majority of queries used in a database are SELECT queries. 
Caution students (again) to backup data before running an action query because action queries can make sweeping unexpected (and unrecoverable) changes to a database.
	
	45-90

	153-154
	35
	Creating Update Queries
	
	Update queries can be used to change a large number of records at once. 
Challenge students to name a few scenarios in which they might want to use an update query.
	
	

	154-155
	
	Learn the Skill
	
	Students create a copy of the Products table called MarkedUpProducts, then create and run an update query on the MarkedUpProducts table to change the unit prices.
	Required File(s):
GardenShop3.accdb
	

	155-156
	36
	Creating Make-Table Queries
	
	Make-table queries are generally used to create independent subsets of data.
Challenge students to name a few scenarios in which they might want to use a make-table query.
	
	

	156
	
	Learn the Skill
	
	Students create and run a make-table query on the Customers table to create a table named NYCustomers, which includes only records for customers who live in New York.
	Required File(s):
GardenShop3.accdb
	

	157
	37
	Creating Append Queries
	
	Spend some time reviewing the key considerations when creating an append query. Small errors can result in very unexpected results.
	
	

	157-158
	
	Learn the Skill
	
	Students create and run an append query to add records to the WestCoastCustomers table.
	Required File(s):
GardenShop3.accdb
	

	159


	38
	Creating Delete Queries
	
	Caution students to be sure to back up their files before running a delete query. A poorly constructed delete query can remove all the records in a table.
Challenge students to name a few scenarios in which they might want to use a delete query.
	
	

	
	
	
	
	A word about deleting records from related tables
Students should understand how referential integrity rules affect actions that can be taken on related tables. Review this section on Page 159 and ensure that students understand the constraints imposed by enforcing referential integrity.
	
	

	159-161
	
	Learn the Skill
	
	Students create and run delete queries that demonstrate the constraints imposed by referential integrity rules.
	Required File(s):
GardenShop3.accdb
	

	162
	39
	Creating Crosstab Queries
	3.1.2
	Ask students to compare the OrderHist_Crosstab query to the OrderHist query. How easy do they think it would be to grasp the same information in the OrderHist query? What if the OrderHist query had 2,000 records instead of only 51 records?
	
	15-30

	162-165
	
	Learn the Skill
	
	Students create a crosstab query that shows total sales per state by vendor.
	Required File(s):
GardenShop3.accdb
	

	165
	40-41
	Lesson Summary
	
	Review the objectives as a quick summary so students recognize the skills they are starting to build.
At the conclusion of the lesson, you can refer students to the CCI Microsoft Office 2013 microsite at http://2013.ccilearning.com. The microsite contains additional exercises, projects or activities which they can complete for extra practice, or for homework.
	
	5-10

	166
	42-46
	Review Questions
	
	Encourage students to complete the review questions to ensure they comprehend the concepts and are comfortable with the topics in this lesson. 
Answers to the Review questions are found in the Instructor Resources and can be used at the end or beginning of a class. Alternatively, you can also assign these for homework and then mark them at the beginning of the next class.
	
	15-30

	
	Total (Hours)
	6-12



