Microsoft Access — Creating relational databases

What is a Database?

The computer's fast retrieval and large storagaluéifes make it an ideal tool for managing infation

in the form of a database. Many historians refaruopresent time as the "Information Age" primalike-
cause of the ability databases have given us te attd manipulate huge amounts of information.

A database is an application that is used to orgaaund store related data. For example, a company's
inventory, customer information, and order inforimatcan all be organized into a database. A da&gbas
stores digital information including text, numetidata, photos and graphics, sound files, e-maitesses,
and hyperlinks.

A database can store millions of pieces of dathérrelatively small area of a hard disk. If pajfoems
were used to store this information, numerousdibinets would be required. The data in a datatase
also be retrieved quickly. For example, in lessithaecond, a specific order from three monthscagde
retrieved from a company's database. If paper féraasto be searched for this particular ordemutid
take hours. Additionally, a database can easilygatize data and present it in many different ways
data analysis.

The Relational Database

The relational database is a type of database cotymsed by companies and other organizations. In a
relational database, data is separated into tétdesonsist of records. A record is a set of ddaut one
item, where each piece of data corresponds tdch fier example, Pack Suppliers, Inc. uses a oalati
database that contains a table for inventory, @mdtr customer information, and a third for trastgans.

S Packs Tabk B
ltemNumber | ltemName | Style TransID CustomerHumber| ltemNumber| Quantity

| P D101 Day pack  |child  |blue 1 9/20/01 | CGU-10 D201

| |D102 Day pack]: child khaki 2 9/20/01 CGU-10 D102

| |D2m Day pack adult blue 3 92101 IUB-5 D202

| |D202 Day pack  adult khaki ¥ 272401 5035-21 H201

| |Hz201 Hiking pack | adult blue Record: 14| « || 4 v |1 ]ps] of 4 4

| |H202 Hiking pack | adult khaki

| |H203 Hiking pack | adult green o

e T e :

CustomerNumber Name -
P |CGU-D0 Camping Gear Unlimited
IUB-5 vy University Bookstore

S05-21 Sage's Outdoor Supplies |
Record: H|1|| 1 >|H|HE| of 3 A

A table can only contain unique records, meanimad tio two records can be exactly the same. ThesPack
table below contains seven records:

ltemNumber | ltemName | Style Color =
D107 Day pack  child hlue
| (D102 Day pack child khaki
|| D201 Day pack adult blue
| (D202 Day pack adult khaki
| |H201 Hiking pack | adult blue
| [H202 Hiking pack | adult khaki
| [H203 Hiking pack | adult green o
recards 14 [T 1 o mi|ex|cf 7 v

The data stored in an individual field of a singdeord is called an entry. For example, blue isGhéor
field entry for the first record. The ItemNumbeglfl contains only unique entries and is the prinkay
of the table. The primary key is a field designatetave unique entries in order to make each decba
table unique. The primary key may also be a contininaf fields designated to have a unique
combination of entries.
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Defining Fields
A field is defined by its name, type, size, andhfat. A well designed database has fields that stoee
piece of data only. For example, a field namedNruthe that stores both a first and last name isidered
poor design. A better design would include Firstdaand LastName fields to separate name data.
A field's name should be descriptive of its corgefihe following guidelines should be followed when
choosing field names:
» Make field names within a table unique Access does not allow duplicate field names withi
table. For example, two fields named Address irstrae table is not permitted.
» Choose the shortest possible hame that accuratelgstribes the contents of the fieldn
Access, field names may be up to 64 charactersnWhatiple words are used for a field name,
each word should begin with an uppercase letteragrad matter of good design, the field name
should not contain spaces. For example, in the P@tke above ItemNumber is a field name that
contains multiple words but no spaces.
» Use complete words instead of numbers or abbreviaths For example, FirstName is better
than LstName or FName.

Fields are classified by the type of data theyestor
» text fields store characters (letters, symbols, words, a coatioin of letters and numbers, etc.).
» number fields store only numeric values.
« date/time fieldsstore a date or time.
» currency fields store dollar amounts.
» memo fieldsstore several lines of text.
» AutoNumber fields are automatically given a numeric entry that ie greater than that in the
last record added. An AutoNumber field is oftenduas the primary key for a table since each en-
try is automatically unique.

The size of a field is the number of characterhertype of number it can store. Text fields camesup to
255 characters. A number field's size is definedhieytype of value it stores. For fields that samumber
with a decimal portion the field size single is disEields that store only whole numbers use thg lon
integer field size. A size cannot be defined faleftane fields.

The format of a field is the way in which its come are displayed. Numeric field formats include:
* general number is the default and displays thebar exactly as entered.
« fixed displays a field's entry to a specified fnemnof decimal places.
« percent multiplies the value entered by 100 asgldys it with a % sign.
« standard displays a field's entry with the thowlsaseparator, usually a comma.
Date/time field formats include:
« short form (6/24/00; 10:12)
» medium form (24-June-0O0; 10:12 AM)
* long form (Saturday, June 24, 2000; 10:12:30 AM)
Text and memo fields usually have no format

Decimal places can be set as appropriate for nerfietd types. A number field with the size londgdger
should have the number of decimal places set forlumber greater than 0 results in the entry being
rounded.

Creating a Table

A table is created in a relational database by diisking on the Tables button in the Objects ilisthe
Database window. Next, double-clicking on the Gedable in Design view icon displays a new table in
Design view where fields can be defined. In théetdielow, several fields have already been defiibe.
ltemNumber field currently contains the cursor @&sdield properties are shown at the bottom of the
window:
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g Tablel : Table
. | FieldMName | DataType |

it M IkemMumber Texk Itemn number of backpack,
|| Ikemlarne Texk Type of backpack,
| |Skvle Text Skyle of backpack,
| [Calar Text Caolor of backpack.

Field Properties

General | Lookup I
Field Size 4
Formak

Input Mask,

Capkion &n index speeds up searches and sorking
Default Yalue updates. Selecting “fes - Mo Duplicates" |
walidation Rule the field, Press F1 for help or
Walidation Texk

Reqguired YEs

Allow Zero Length Mo

Indexed ‘es (Mo Duplicates) A

This table is displayed in Design view where fieds defined

The steps for defining a field in Design view are:

1. Enter the field name In the first empty Field Name box, type the fleldame.

2. Select the field type In the corresponding Data Type box, select thE@miate type from the
collapsible list.

3. Enter a description. In the corresponding Description box, type a dpton of the data expected in
that field. A field's description is displayed whestords are being entered, which helps the user
understand what kind of entry is expected.

4. Enter the field size In the Field Properties part of the window, enker appropriate Field Size. (Be sure
the General tab has been selected.) For a tedt figle the greatest number of characters allowehd
field entry. For a number field, click in the Fiedize box and from the collapsible list selecteaithong
Integer or Single. A date/time field does not havieeld size.

5. Select a field format In the Field Properties part of the window, enter appropriate Format. (Be sure
the General tab has been selected.) For numbettaieiime fields, click in the Format box and frtme
collapsible list select the desired format. Texd amemo fields do not have a format.

6. Designate the number of decimal placem the Field Properties part of the window, ertler
appropriate Decimal Places to be displayed. (Be the General tab has been selected.) Only single
number and currency fields have decimal places.

To complete the table, a primary key must be setecthe primary key is designated by first makimey t
desired field active. The active field contains ¢tbesor and has tH_® symbol to the left of its row. Next,

the Primary Key butto on the Toolbar is clicked or the PrimargKcommand from thed# menu is
selected. For the Packs table, temNumber was tiederimary key, as indicated by t % marker.

The primary key must have an entry for every reéorthe table in order to be unique. Therefore, the
Required option in the Field Properties part oftddgle Design view window should be set to Yes.
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Sometimes it is necessary to designate two figddba primary key. The desired fields can be seteby
clicking on the gray box to the left of the firgtlfl, holding down the Ctrl key, and then clickiog the
gray box to the left of the second field. Nextckihg on the Primary Key button on the Toolbar sile
both fields as the primary key.

Saving a Table
Access does not automatically save a new tableeomibdifications to an existing table. Therefohe, t

Save command (Ctrl+S) from thdd=menu or the Save button on the ToolE must be used. The first
time a table is saved, a dialog box is displayethaba descriptive table name can be enteredr Aftable
has been saved, its name appears in Tables ofatad&se window.

Creating a New Form
A form is a way to view one record of a table #éitre. For example, a columnar form for the Packseta
in the Backpacks database would look

similar to:
4 IkermM urnber |D'IEI1
[temt arne |Da_u pack
Shyle |n:hi|d
Calar |I:|Iue| T

A form displays one record at a time

A columnar form displays a record with one fielght after the other in a column. A form is usuahg
best way to enter records into a table becausakesdata entry less error-prone.

In Access, a form can easily be created using thenfVizard, which provides dialog boxes for selegti
fields to be included in the form and form layoptions. The steps for creating a form using thenfor
Wizard are:

1. Start the Form Wizard. Click the Forms button in the Objects list in thatabase window and then
double-click on the Create form by using wizardhito display the Form Wizard dialog box:

Form Wizard I

whhich fieldz da waw want an vaur form?

% / e ouw can choose from more than one table or query.

T ables/Tueries:

ITaI:-Ie: Facks ;I
Arallable Fields: Selected Fields:
emiumber
[temM ame ;I
Shyle
Cilar LI

[

L 44 | %
Cancel | < Bach I Hest = I Einizh |
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2. Select the desired table and fieldgrom the Tables/Queries collapsible list, seflketdesired table.
The fields from that table are displayed in the ilalde Fields list. A form for a table usually incles all

the fields of that table. Click on tl,,il button to move all the fields of the selected tabléhe Selected
Fields list:

Form Wizard |

"Which fields do yvou want on your form’?

% T Y'ou can chooge from more than one table ar queny.

s

T ablesz/Queries:

|Table: Packsz ;l
Available Fields: Selected Fields:
| ket urmber
|termt ame
. Style

ElEREE

£4

Cancel | < BHack I Hest = I Einizh

3. Select the form layout.Select the Next button to display layout optiddkck on Columnar for a
columnar form:

What layout would you like for your form?

—¥ — % Columnar:
= — = Tabular
| |

— — " Datashest
. |

i  Justified
| |

| |

| |

| |

| |

e
iy

Cancel < Back I Mest > I Firish
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4. Select the form styleSelect the Next button to display style optionstfe form background.
Click on Standard for a plain gray background:

What style would you like?

Cloudz
Colorful 1
Colorful 2
Druszk.
Ewverareen
Flaw

| nternational
Pattern
i Standard

Label IData Stone

Cancel ¢ Back I Mest = I Einizh

5. Enter the form title. Select the Next button to display the last Fornzaktl dialog box where a
form title can be entered and the option to operfehm for data entry can be selected:

w'hat title do wou want for your form'?

[=cid

That's all the infarmation the wizard needs to create your farm,

Do you want to apen the form or modify the form's dezign™?

&+ Open the form bo view o enter infarmation.

= dodify the form's design.

[" Display Help on working with the: form?

Caricel | < Back | ﬂEch? | Einizh I

b

6. Display the form. Select the Finish button to display the new form.
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Using Forms and Entering Records
Record controlsare displayed at the bottom of a form. The numlb¢he active record and the total
number of records in the table are displayed reegbhtrols that scroll records:

IRE:::::ru:I: Hl*” 1 I*|H|H9| af 7

M displays the first record.
¥i| displays the last record.
»| displays the next record.

L displays the previous record.

If a table contains no data, then its correspontbng will display an empty record with empty entry
boxes for all but number fields. A number fieldrgrtiox automatically displays a O until it is regéa by
another entry. AutoNumber field entries are nopldiged until another entry of the record is entered

A record is added to a database by typing entniesd form. The pointer can be clicked in the d=kir
entry box to move the cursor to that box. Howedata entry is usually faster when your hands apé de
the keyboard. In this case, the Enter key or tHeKey can be pressed to move the cursor from étxyto
entry box. Pressing Shift+Tab moves the cursohégprevious field in the record. When the cursan idhe
last field of a record, pressing Enter or Tab digplthe next record in the table, if there is amegn empty
record otherwise.

To change an existing entry, the cursor must fiesmmoved to that entry and then the entry edited.

Modifying a Table
A table can be modified by adding a new field, raimey a field, or deleting a field. Modifications #otable
should be done in Design view.

A table is displayed in Design view by clicking the Tables button in the Database window, clickinge
on the desired table name, and then clicking oDésign button at the top of the Database window. A
displayed table can be switched between Design aimvDatasheet view by clicking the View button
| on the Toolbar.

A field is renamed by placing the cursor in the rappiate Field Name box in Design view, editing the
existing text, and then pressing Enter.

A field is added to a table by entering the fieltbsne, type, and description in the first blank after the
last field in Design view. Next, the field's siZeymat, and decimal places, if necessary, are ééfin the
Field Properties part of the window.

A field is deleted by right-clicking on the desirield name in Design view and then selecting tkedei®
Rows command from the pop-up menu, which displaysiaing dialog box:

Microzoft Access |

Do you want to permanently delete the selected field[z]
and all the data in the held[z]?

To permanently delete the field(z], click Yes.

Access warns you when a field is about to be dklete
Selecting Yes removes the field and any data infiblal from every record in the table. Selecting N
retains the field.
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When the fields of a table have been modified tale's corresponding form must be updated. The bes
way to update a form is to create a new one. Afteating the new form it should be saved with time
name as the original, which will cause Access $pldly a message asking if you want to replace the
existing form. Selecting Yes replaces the existorgh with the new, updated form.

Sorting Records
Placing records in a specified order is calledisgrin Access, records can be sorted in eithezraiog or
descending order based on the entries of a spedidilel. Ascending order is also called alphabéticder
when the entries are text, and chronological ovden the entries are times or dates.

& Z
The Sort Ascendin;‘i and Sort Descendir f‘l buttons on the Toolbar are used to sort recordeeiv
the desired Sort button is clicked, records aremmd based on the entries of the field that costtia
cursor. For example, to place the records in ttek$table in alphabetical order by color, an eirtrghe
Color field is clicked to place the cursor in tfiatd. Next, clicking the Sort Ascending button erd the
records based on color.

Sorting the records of a table does not affecotider of records in a form. The records in a form a
ordered by clicking on the desired entry and tHakiong the appropriate Sort button.

The Sort Ascending and Sort Descending commant®isort submenu from the Records menu can also
be used to sort records.

Records Tools Window Help

Filter vl | @A
k %l Sort Ascending
El Sort Descending

Apply Filker fSort

Remove Filker/Sork

Save Record  Shift+Enter
Refresh

Daka Enkry

Modifying Records

Modifying records includes adding new records, dftag the entries in existing records, and deleting
records. Records should be modified using the apfai® form because a form displays only one reatrd
a time, which may reduce errors.

A new record is added by clicking t e record control at the bottom of a form to dispdalglank record.
Next, the entries of the new record are typed.

Changing the entries in an existing record is dallpdating. The record controls at the bottom fafren
can be used to scroll the records until the refmrdipdating is displayed. Alternatively, a filteray be
applied to quickly find the record for updatingdsplayed record is updated by double-clicking the
desired entry and then typing to replace the aexgstintry. An entry can be edited by clicking onoglee
desired entry to place the cursor.

The Delete Record butt(m on the Toolbar is used to delete the record diggldy a form. The Delete
Record command from the Edit menu may also be tsedisplay the appropriate record for deleting, th
record controls at the bottom of a form are usesttoll the records. When Delete Record is executed
Access displays a warning dialog box:

Microzoft Access

If you click ez, you won't be able to undo thiz Delete operation.
Are you sure you want to delete theze records?

Selecting Yes removes the active record. Seleliingetains the record.
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Select Queries

Another way to view data in a relational databadayi applying a select query. A select query catlude
fields from any table and uses the relationshifga/den tables to determine which data to display Th
results of a select query are displayed in a dattsh

The steps for creating a select query in Desigw e listed on the next page. Throughout the seeps
query for adult pack sales for the Back-packs degals created.

1. Display a new select query in Design vievClick the Queries button in the Objects listhe Database
window and then double-click on the Create quemdésign view icon to display the Select Query wiwdo
and the Show Table dialog box:

Fiald:
Tk
Sort:
Shaw:
Crkeria:
al;

il

Transactions

P g s

2. Add the required tables to the select quenyn the Show Table dialog box, click on the appiaigr
table name and then select the Add button for &b needed by the query:

Packs | W T ransactions

Date
Cuskormer iy
IkemMurber LI

IkernMame
Skyle
Calar

L

Field:

T able:
Sart;
Show: J [l J
Criternia:
ar;

Note the line indicating that the tables are rethte
The tables in a select query must be related fergtiery to work properly.
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3. Add fields to the design grid The design grid is where fields to be displaygdhe select query must
appear. To add a field to the design grid, drdigpin the table to the desired Field box in the giegjrid, or

click in the desired Field box and select the fiietin the collapsible list:

Packs
#* #
IrermMurnber TransID
IkemMame Date
Skyle CustarnerMurnber
Colar TtemMumber
Quankity
Field: | Style Cuantity Date
Table: | Packs Tranzactions T ranzachions
Sort;
Show:
Critena:
ar:
4. Enter the criteria. The Criteria line is where criteria is typed:
Packs |
+ £
ItemMurmber TransID
IkemMame Date
Style CustomerMurnber
Color TtemMumber
Caankiky
Field: | Shile Cuantity Date
Table: [FPacks Tranzactions Tranzactions
Sort;
Show:
Critenia: | "adult
ar;

]
5. Display the query results Click the Run buttol* _on the Toolbar or select the Run command from the
Query menu. The select query results are showratagbeet view:

Style | Quantity | Date
_|adult 15 972001
_|adult 25 972101
P | adult B 9:24101|

6. Save the select quenyWith the query datasheet displayed, select the $ammmand from the File menu
to display the Save As dialog box. Type a desesiptiame in the Query Name entry box and select OK.

After saving a select query, it can be applied liking on the Queries button in the Objects listhe
Database window and then double-clicking the ddssedect query name.
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Reports
A report is used to print information from a retettal database in an organized manner. A descrifitige
and headings are also included on a report. Fanpbea an informative sales report from the Pack
Suppliers database looks similar to:
(=]
Sales Report

Trernlene Style Dage  Quantity
Dy pack
aclult Ao 25
aclult 50 13
child 0 10
Hilirmg pack
aciutt ar2am [

Page 1 of Pack Suppliers sales report

A report can include any combination of fields hesm Access uses the relationships between tables to
determine which entries to display. In additiompads are useful for creating a formatted prinimfiié
database table, and are also a good way to paresults of a select query. Any changes madeeto th
tables or queries used in a report are automaticgflected the next time the report is displayed.

Creating a Report

In Access, a report can easily be created usingRémort Wizard, which provides dialog boxes for
selecting fields to be included in the report agplart formatting options. The steps for creatinggort
using the Report Wizard are listed below. Througdtibe steps, the sales report for Pack Suppliers is
created.

1. Start the Report Wizard. Click on the Reports button in the Objects listhe Database window and
then double-click on the Create report by usingandzcon to display the Report Wizard dialog box:

Report Wizard

YWwhich fieldz do you want on pour report?

Y'ou can chooge from mare than one table ar query.

T ables/Tueries:

Luery Quer =]

Awailable Fields: Selected Fields:
Style
[uantity _I}
Drate
[ternt amne LI
[bernM umber

LS |

L4 |

Cancel | ¢ Hack I Mewt > I Finizh
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2. Add the desired fields to the reportSelect the desired table or query from the TaQlesfies
collapsible list. In the Available Fields list dion the desired field name and then click or ¥ lebutton
to move the field name to the Selected FieldsRspeat this process to add each of the desirlels tie

the report. To add all the fields in the list, klian thell button. For the Pack Suppliers sales report, the
selected fields are:

Report Wizard

Wwhich fields do you want on your report?

“'ou can chooze from more than one table or querny.

T ablez/Huenes:

|Ta|:u|e: Tranzactions ;l

Ayvailable Fields: Selected Fields:
TranzlD [termt arne
Custarmerurmber Style
Itemtumber D ate

>

Cuantity

S AE

£

< Back I Mext > I

3. Select the grouping of the dataSelect the Next button to display the next Rejdard dialog box.
Selecting a field and then tl* lbutton groups the data in the report by this feetditries. For the Pack
Suppliers report/ the report is grouped on ItemName

Report Wizard

Cancel | Finizh |

Do you want ko add any grouping
lewels?

ItemM ame

Style, Date, Quantity
(luantity

< Back I Mewxt = I

Grouping Options ... Cancel Einizh

Grouping datacan eliminate displaying duplicate entries and enakeport more readable.
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4. Select the sort orderSelect the Next button to display the next Repoand dialog box. A report can
be sorted based on a field's entries. For the Bapkliers report, the Style field is used to seetteport:

“What gort order and summary information do vau want for detail records?

'ou can zart records by up to four figldzs, in either

I, azcending or dezcending order.
e
A
1 e gy
1 2 3 4
B e 2 I vl 8]
i | | s
b o mmma M mmEs
z HAMX XXMXXM MXXX AXXX
B R B B
i Ry Babd) Rl a
3 -] |4

& HHME MMMM MHME MMEM
4 Hunn meEs] HesE mHEs
D MK HMEa| MEME| EHER

4 <] |4l

B [raenan| s wman waan
d s s i) wann
D HENE XK KRN KRN

Summary Optiong .. |

Canicel

¢ Back I MHest > I

The button to the right of the sort field indicathe sort order. In this case, ascending. Clickinghis sort
button reverses the sort order to descending.

Finish |

M

5. Select the layoutSelect the Next button to display the next Re-pdizard dialog box. Clicking on a
Layout option shows its corresponding layout inlgfeside of the dialog box. For the Pack Supglier
report, the default Stepped layout is selected:

How would pou like to lay out your report’?

access.doc

" Layaut — Orientation
[l % Porlrait
HEXX KXHH KHAKH KHEKH HXHK " Block ¢ Landscape
iy W ¢ Outline 1
M MR R .
WEEE N R f" Outline &
N _
HEHMR REENE RHNNR " Align Left 1
MMEE MM R :
R & Align Left 2
MMEE MM R
NMMEE MEEN NN
NMEE  MEENE RN
v Adjust the field width o all fields
fit on a page.
Cancel < Back. I Meut = I Einish
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The Orientation options change the way the repdrbe printed. If many fields are included in treport,

the Landscape option should be selected to dishayeport data across the widest part of the pHgje.
will prevent data from being cutoff when printed.

6. Select the report styleSelect the Next button to display the next Rejdi#ard dialog box. Here, the
style of the report is chosen. For the Pack Suppiigport, the default Corporate style is selected:

7. Enter the report title. Select the Next button to display the last Refditard dialog box where a
report title is typed and the option to preview thport can be selected:

8. Display the report. Select the Finish button to display the new repdlitking on the displayed report
alternates between magnified and full-page vieWse Report Wizard is a simple, fast way to create a

report. To determine the best presentation for gatia, experiment with grouping, sorting, layoaisd
styles.

access.doc Pagé4

Adapted from A Guide to Microsoft Office 2000 Pssfenal



Exercise: The Department head wants to use a relational ds¢afo store information on the student
workers address and payroll information.

a)
b)

d)

Using Access, create a relational database namBtgdents
Create a table that will store information on thedent workers. After defining the fields below,
save the table naming it Student:

Field Name Type Caption Size

student_id Text Student ID 3

first_name Text First name 15

last_name Text Last name 30

address Text Street address 50

city Text City 15

State Text State 2

zip Text Zip code 10input mask for formatting ...
phone Text Phone number 14  Impask for formatting ...

Create a table that will store information on tlagmpll history. After defining the fields below,
save the table namingRayroll:

Field Name Type Caption %z Format Decimals
student_id Text Student ID 3
check_date Date/Time Date of paycheck ho$ Date Format

Input mask for formatting
gross_pay Currency Gross pay 2
taxes Currency Tax deductions 2

The primary key for the Payroll table is tsteident_id and check_datdields together. This is
because there can only be one record for a spstifient on a specific date.

Create a form named Student for the Student tatdesater the following five records:
001; Alan; White; 430 First Avenue; Atlanta; GA;RIB-1234; (678) 555-1234

002; Betty; Baker; 100 Broad Street; Atlanta; GA383-5555; (678) 555-0789

003; Rita; Brown; 12300 Peach Street; Atlanta; G#303-0009; (404) 555-2323
004; Gary; Smith; 123 Park Avenue; Atlanta; GA; 8838806; (770) 555-6932

005; Frank; Wells; 625 48Avenue; Atlanta; GA; 30303-0001; (770) 555-3000

Create a form named Payroll for the Payroll talie enter the following ten records:
001; 3/13/01; 244; 36.60
001; 3/20/01; 257; 38.10
002; 3/20/01; 191.67; 28.75
002; 3/27/01; 210.75; 31.50
003; 3/6/01; 175; 26.25
003; 3/13/01; 180; 27

004; 3/6/01; 210.24; 31.53
004; 3/13/01; 225.64; 33.84
005; 3/13/01; 187.82; 28.17
005; 3/20/01; 195.25; 29.28

Create Queries:

a) TheStudentandPayroll tables are related by tlseudent_id field. Create the appropriate
relationship between the Student and Payroll tables

b) Create a select query that displaysfite¢_name, last_name, check_ date, gross_pay, and
taxesfields of all those employees whose gross pagss than $250(< $250 ) and taxes are
less than $30 (< $30). Save the select query nain@®pss_pay & Taxes

Create Reports:

a)

Create a report that displays thet_name, first_name, address, city, state, andpzfields from
the Studenttable. Sort the report on thest_namefield in ascending order Select appropriate
layout and style options. Title the rep8tudent Workers.
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