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|fj Customers ]

B - First Name
= 1 Tracey
H 2 Lucinda
= 3 Jerrod
= 4 Brett
H 5 Chloe
H 6 Quinton
= 7 Alex
= 8 Nisha
= 9 Hillary
H 10 Kiara
&2 11 Katy
R 12 Beatrix

& 13 Mariah
i 14 Jennifer

15 Jaleel

-

Last Name
Beckham
George
Smith
Newkirk
lones
Boyd
Hinton
Hall
Clayton
Williams
Jones
Joslin
Allen
Hill
Smith

-

Street Address - City
7 East Walker Dr. Raleigh
789 Brewer 5t. Cary
211 5t. George Ave. Raleigh
A7 Hillsborough St. Raleigh
23 Solo Ln. Raleigh
4 Cypress Cr. Durham
1011 Hodge Ln. Cary
123 Huntington St. Raleigh
2516 Newman Raleigh
9014 Miller Ln. Durham
A56 Denver Rd. Cary
85 North West 5t. Raleigh
12 Jupe Raleigh
2100 Field Ave. Raleigh
123 Hill Top Drive Garner

State
NC
MNC
NC
NC
NC
MNC
NC
NC
NC
MNC
NC
NC
NC
MNC
NC
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| FH Customers

#

i+

&

D - First Name »  Last Name -~ Street Address

1 Tracey Beckham 7 East Walker Dr.
2 Lucinda George 789 Brewer 5t.
3 Jerrod Smith 211 St. George Ave.
4 Brett MNewkirk 47 Hillsborough St.
5 Chloe Jones 23 Solo Ln.
6 Quinton Boyd 4 Cypress Cr,
7 Alex Hinton 1011 Hodge Ln.
8 Nisha Hall 123 Huntington St.
9 Hillary Clayton 2516 Newman

10 Kiara Williams 9014 Miller Ln.

11 Katy Jones 456 Denver Rd.

12 Beatrix Joslin 85 North West 5t.
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1 Tracey
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3 Jerrod
4 Brett
5 Chloe
6 Quinton
7 Alex
8 Nisha
9 Hillary
10 Kiara
11 Katy
12 Beatrix

- Last Name
Beckham
George
Smith
Newkirk
Jones
Boyd
Hinton
Hall
Clayton
Williams
Jones
loslin

-

Street Address - City -

7 East Walker Dr. Raleigh
789 Brewer St. Cary

211 5t. George Ave. Raleigh
47 Hillsborough 5t. Raleigh
23 Solo La. Raleigh
4 Cypress Cr. Durham
1011 Hodge Ln. Cary

123 Huntington St. Raleigh
2516 Newman Raleigh
9014 Miller Ln. Durham
456 Denver Rd. Cary

85 North West St. Raleigh

State

NC
NC
NC
NC
NC
NC
NC
NC
NC
NC
NC
NC
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e ~| iNew Record
First Name Tracey Last Mame Beckham
|_ 7 East Walker Dr.
"'.r_ iress
Raleigh State  |NC Zip Code 127612
Email beck@email.com Add to Yes—- Weekly & Events |~
Mailing List?
- Phone Mumbetr 919-555-2314
=8 idh ;:ﬁj
Record: M 1of200 | F MK Mo Filter | |Search
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: jj Customers that Ordered b

Orders Table
b .
7D
Customers Customer ID
= = / Paid
= I Pre Crder
%D s
First Mame e 5
Last Mame
Street Address
State R
-
L 13
e
Field: « | Last Name Pickup Date x
Table: | Customers Customers Orders Table
Total | Group By | Group By | Count
Sort:
Show:
Criteria:
ar:
-
1 3
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Tables

Queries
Data resulting from
questions you ask of

Reports
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Search the library catalog. Fill in a3t least one figld. The more words you seanch for, tha smaller and mone refined your resulls list will be

Search by
Author Keyword
Ganeral Kayword

Submect Keyword

AND ~

AND =

AND -

You can refine your search by selecting a limit or son option, %
Limmils
Libf'ﬂl'}_' Branch . Type of Book -
Athans Drve Community Library = | | Al Audso Books -*l
Cameron Vilage Regonal Libcary = | Downboadable Audio Books —=
Cary Public Library FAdul Audie Fiction
DOwrabsigh Aoad Library Adult Sudio Non Ficbon
East Regional Libeary ™ | |Chidren's Audia =
Sading
Sodt your nesuls by seledling B sod aplian.
Select._. -
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& |:| Match Case Search Fields Az Formatted 24 ici

[ 35 Caramel Mocha Latte Love coffee, but "l'o_oiafmkier «

morning? This sweet confection is yo

4SS (55, 3 e <& b ool 00l CBL 009y Lo L5 de aS (g 5uz (ylod LBl LT 45 0sS oy @
Sed b e sl s was e b aS” SLUSReplace

| T Products Table "

D - Product Name 2 Description

S 27 Pumpkin Spice | Autumn Spicy and sweet-- the best thing abo

: : Thanksgiving, or kick off the holiday s

&) 28 Apple Spice - Fall Much easier to eat than bobbing for:

icing will still leave you sticky.

&) 29 Gingerbread - Winter A bite of this cake will give you a gre:

\-E na and Repiace £ P 5 “Yu

Find  Replace g eith

(53] ) — § . thre
Find What: f!=all | ne | | FindNext

" Replace With: E-_ﬂu;lt.lmn F7 Eoy br "c

5 Look In: ;_Currelnt dD.(j.I!.'nEnt. v | inilla

Match: | Any Part of Field |« , Crei

— Search: [l B Replace Al it s

& |jMahd1 Case Search Fields As Formatted my ici

[ 35 Caramel Mocha Latte Love coffae, but"l-o_oicﬁfar a cakier ¢

morning? This sweet confection is yo
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|5 Customers
iD - First Name - LastName - Street Address - City + | State
= 199 Lia Richards 890 Garvey 5t. Durham NC
| 200 Karla Nichols 981 DuBois Ct. Durham NC
H 201 Tyrese Hanlon 31 Crispus Ct. AptB Cary NC
| 202 Juan Flores 122 Luna St. Durham NC
£ 204 Tobias Inman 34 Peace St. Raleigh NC
el [ 205 Teyonah Lamb 321 Home Dr. Raleigh NC
=+ 206 Gregoire Pick 604 Hatsy Way Charlotte MC
& 207 Mallary Pont 91 lulianna Way Charlotte NC

by |, Records o5 5 5 05,5 SIS HOme s o, @
oS SUs Delete (oo 5, O

External Data Database Tools Fields Table 2 Tell e what youw
b P LT et 2| Ascending Selection |7m == Mew > Totals
:"_M':": D Exy Copy Zl Descending 'ﬂ Advanced - — 8 Save Vv Spelling
View Paste Filter Refresh
* = " Format Painter Remove Sort Toggle Filter All = X Delete ~ D Maore =
Views Clipboard I Sort & Filter Recofdis

S SIS YES (69, 098 oo Hbles sl oyglme o5 SO

Microsoft Access >

You are about to delete 1 record(s).

! If you click Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?

Yas k Mo

W) A.Q‘?} RS w 6‘).3 d.]aj.gfo 0)95)9
STl sl oS ooi i baoygS, b (ID NUMDEN) SLoliss o,leis S o Bi> 1y 68,65, 89
00,5 Balgs i 508 o slulid ojled sy wsS Bis 1, 205 Slulis o)les b 50,55,

|5 Customers :
ID - First Name +| LastName -~ Street Address v City + | State
H 199 Lia Richards 890 Garvey St. Durham NC
|= 200 Karla Nichols 981 DuBois Ct. Durham NC
& 201 Tyrese Hanlon 31 Crispus Ct. Apt B Cary NC
|= 202 Juan Flores 122 Luna St. Durham NC
= 204 [Tobias Inman 34 Peace 5t. Raleigh NC
|E 206 [Gregoire Pick 604 Hatsy Way Charlotte NC
207 Mallary Pont 91 Julianna Way Charlotte NC
&2} 208 Rajeev Parthasarathy 1009 Raleigh Street Hillsborough  NC
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| 54 Products Table '

ID - Product Name -+ Description Zall

3 22 Cheesecake, Our NY-style classic, but now you can count it as a fruit
strawberry serving.

=2 23 Easter Creme Like a Chocolate Créme Egg, except a three layer cake.
Cake- Spring Topped with icing bunnies and marshmallow chicks.

e 24 Lemon Summer sunshine, ripe blueberries and sugary lemonade.
Blueberry - Takes vou back to the good ol days.

Ex 25 Triple Berry Strawberries, raspberries, and blueberries, May turn your
Shortcake - lips and teeth purple, but probably worth it

) 26 Hummingbird - Made out of actual hummingbirds. Mo, not really. But this
Summer pineapple and banana cake may attract a few.

2 27 Pumpkin Spice -  Spicy and sweet— the best thing about Autumn. Bring it to
Autumn Thanksgiving, or kick off the holiday season by eating the

£ 28 Apple Spice - Much easier to eat than bobbing for apples, but the caramel
Autumn icing will still leave you sticky.

20,5 wales o ald oslail auS ey 1) egle ST e s CS > G o |y ugle calld olasl o )8

| TH Products Table '

D - Product Name o Description

) 22 Cheesecake, strawberry Our NY-style classic, but now you can co
serving,

& 23 Easter Creme Cake- Spring Like a Chocolate Créme Egg, except a thre
Topped with icing bunnies and marshmallc

k| 24 Lemon Blueberry - Summer Summer sunshine, ripe blueberries and su,
Takes yvou back to the sood ol days.

ki 25 Triple Berry Shortcake - Summer Strawberries, raspberries, and blueberries
lips and teeth purple, but probably worth

H 26 Hummingbird - Summer Made out of actual hummingbirds. Mo, not
pineapple and banana cake may attract a fe

H 27 Pumpkin Spice - Autumn Spicy and sweet-- the best thing about Au
Thanksgiving, or kick off the holiday seasom

£ 28 Apple Spice - Autumn Much easier to eat than bobbing for apple:

icing will still leave you sticky.
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| 1 Products Table

D

2 (oo S S p

= Product Name

22 Cheesecake, strawberry

Description

Our NY-style classic, but now you can co
serving,

23 Easter Creme Cake- Spring

Like a Chocolate Créme Egg, except a thre
Topped with icing bunnies and marshmallc

24 Lemon Blueberry - Summer

Summer sunshine, ripe blueberries and su,
Takes yvou back to the sood ol days.

25 Triple Berry Shortcake - Summer

Strawberries, raspberries, and blueberries
lips and teeth purple, but probably worth

26 Hummingbird - Summer

Made out of actual hummingbirds. Mo, not
pineapple and banana cake may attract a fe

27 Pumpkin Spice - Autumn

Spicy and sweet-- the best thing about Au
Thanksgiving, or kick off the holiday seasom

28 Apple Spice - Autumn

Much easier to eat than bobbing for apple:
icing will still leave you sticky.

5055 SzoS (gl g Sy Gl Ceams 4 1) Gusle w03l 50,8 S5 sl (0,8 by g oS g, L@

20,5 wales osi sy okl oS ey 1) ugle oS ey o YU oo w0 |y ugle w65l

| TH Products Table ',

| 5]

5 Product Name

22 Cheesecake, strawberry

Description

Our NY-style classic, but now you can co

23 Easter Creme Cake- Spring

Like a Chocolate Créme Egg, except a thre

24 Lemon Blueberry - Summer

Summer sunshine, ripe blueberries and su;

25 Triple Berry Shortcake - Summer

Strawberries, raspberries, and blueberries

26 Hummingbird - Summer

Made out of actual hummingbirds. Mo, not

27 Pumpkin Spice - Autumn

Spicy and sweet-- the best thing about Au

28 Apple Spice - Autumn

Much easier to eat than bobbing for apple:

29 Gingerbread - Winter

A bite of this cake will give you a great dea

30 Buche de Moel (Christmas Cake)- Wi A French classic. lts name means "Yule Log

31 Strawberry Cream

Ouwur strawberriest cupcake. We threw so

32 French french vanilla

The French don't have a word for "cupcal

33 Cookies n' Cream

Rich chocolate cookies! Creamy, creamy c

34 Lemon Drop

Lemon cake, covered with lemony icing, ar

Lals o, %o
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'_f_| Menu Hems
| B * | ProductID ~ Sales Unit ID : - -t Add

2| SortSmallest to Largest
* 6 35 =
L_L Sort Largest to Smallest

* 7 9 5
|+ a 10 'E’I Lopy
: = Pac
i 9 I B aste
£ o 12 L] Eield Width
[# 1 13 Hide Eields
H 12 14 Unhide Fields
i+ 13 I5 EEH Freeze Fields
= 14 16 Unfreeze All Fields
L 15 17 £ Find...
i 16 I8 Ukl nsert Field
2 17 1%
2 18 20
: K2 2| =] Rename Field
+ LEd .

20 22 » Delete Field
3 21 23 1 PEFOT
) 22 24 | $24.00

A eyt e abg e LSO
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ID
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!5 Customers
D - First Name - Last Name - Street Address - City » | State
H 1 Tracey Beckham 7 East Walker Dr. Raleigh NC
i 2 Lucinda George 789 Brewer 5t. Cary NC
= 3 Jerrod Smith 211 5t. George Ave. Raleigh NC
= 4 Brett Newkirk 47 Hillsborough 5t. Raleigh NC
= 5 Chloe Jones 23 Solo Ln. Raleigh NC
i 6 Quinton Boyd 4 Cypress Cr, Durham NC
H 7 Alex Hinton 1011 Hodge Ln. Cary NC
= 8 Nisha Hall 123 Huntingtom 5t. Raleigh NC
& 9 Hillary Clayton 2516 Newman Raleigh NC
= 10 Kiara Williams T 9014 Miller Ln. Durham NC

Ol 30 SO Oygo b o) STy (018 i Jg,

SEws S0 b oS g, pawls |, TEXE Formatting oy 5 v 9 00,5 sl 1, Home @
.25 sUsAlternate Row Color
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Autornatic

Theme Colars
H EE"EH ER

ki

Stamiani Colors

Mo Color
ﬂi More Colors...

=

2,5 wdled s Gl 10 SO sl o, STy gl oo S Ol aST (S5 4 axgs LO
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| 4 Customers \.\

‘ D - ‘ First Name =| lLast Name -~ I Street Address - City = | State
_E 1 Tracey Beckham ?Eas Walker Dr. Raleigh
= 3 Jerrod Smith 211 St. George Ave, Raleigh
L 5 Chloe Jones 23 Solo Ln Raleigh
-__mm—
i 7 Alex Hinton 1011 Hodge L. Cary
:ﬁ 9 Hillary Clayton E ewmn Raleigh NC
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| =5 Products Table '

o - Product MName Description

& 17| Coconut Ever tried cracking a coconut? It's hard! Better sti
i our moist Coconut Cake-—- all you need is your fo

H IE f.Blar_k Walnut Mutty, dark, and delicious. You'll Autumn in love

- delectable cake.

H Ii‘-E::Bfack Forest This is a Black Forest you'll want to get lost in. Ric
e apnd nat at all snonbas |

& ZQ Jtalian Rum ';I'ry as we might, 'rt's-'impc»ssibfe to get drunk from
| Italian Rum cake. So go ahead and eat the whole t

H 2| Cheesecake Muoist, rich and dreamily creamy. Every biteful is si
1l delicious,

+ 22 .E(:heesecake‘ strawberry Our NY-style classic, but now you can count it as

Serving,
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| =5 Products Table '

.+

= Product Name

Description

17 Coconut

Ever tried cracking a coconut? It's hard! Better sti
our moist Coconut Cake— all you need is your fo

18 Black Walnut

Mutty, dark, and delicious. You'll Autumn in love
delectable cake.

19 Black Forest

This is a Black Forest you'll want to get lost in. Ric
and not at all spooky.

20 ltalian Rum

Try as we might, it's impossible to get drunk from
Italian Rum cake. S0 go ahead and eat the whole tf

21 Cheesecake

Muoist, rich and dreamily creamy. Every biteful is si
delicious.

e

227 Cheesecake, strawberry

Our NY-style classic, but now you can count it as

Serving,

S B sld 4y 35 L

o0 4 o5 Datasheet Formatting jsiws (o, » wwmles sanlive |, gois JB sl 43S Lo a5 ol 6l

|Gill Sans MT (Detail)] =111

= GoTor

Find

r:?:Select" L 'E'v: &1

Find

Text Formatting
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p EE.; Replace

=
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Datasheet Formatting ? *
Cell Effect Gridiines Shown
(®) Flat Horizontal
() Raised [] vertical
Cancel
() Sunken
Background Color: Alternate Background Color:  Gridline Color:
v <] -
Sample:
Border and Line Styles
Datasheet Border + | |Solid w
Direction
(®) Left-to-right () Right-toJeft
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_] ¥ _MI | _—, & i =H] Ovders
M|
= Mew Order
Tappen u irder &#| 64 chup Date | 6722/16
For a kindergarten party. WWrite, "Happy &th Birthday, Matthew!® on BA Py
the cake and draw a rabbit in KKing next to the text
Hea
“HAdd item
Category - Product = Quantty = "Unit® = Prce *1| Subtowl -
Cookies Butter Pecan I Cne Dozen $14.00 $£14.00
Cookies Cratmeal Raisin I Cne Dozen $14.00 $14.00
Cakes Cookies n° Cream | Single £22.00 $22.00
E
Total $50.00

4 Ll s s ls (database tables) sols o5l Jshis o Luditas 1) 595 slo ool divan 9l oo Lo 4z ]
o2l (FOrMS) Lo 3 ol oo (55 00l 415 (FOrMS) Lo p 0 ledlbl (0,5 o)lg 45 <l awalys 10 le) 5950
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g Al sob; sle ;m Lol jon a5 1> 00,5 awlgzs guwo

o g in Jolax L led )law Jaoo cwnl S caniilb alls 1) (ke G Sledbl 7 y0 wad 51 e lgie 4
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| E customers |j Orders Table | 3] Order items ",
1D ~| Customer 1D -~ Paid ~| Pre Order -

| 5 e Yes No
| [ 6 136 Yas Yeas
_--+“- 7 131 Yes No
i 8 145 Yes Yes

Oyl o] @I B esls aumles Lo bl S saalive JolS &g a0 1) 3 liw S aslsn aSul gl uizeen

55,5 oo 6, (6l s Jgaz 55 Yaese 5 pMBI l 595 45 0 samlie 5 |,

|j Customers 'j Orders Table j Order Hems

ID | OrderlD ~| Menu ltemID =| Quantity -~

7 5 179 1
8 5 3312
9 o B 1
10 7 192

it ald Wgd o 51,8, (ID) anlis sloals Lwgs sols o oL o Jolam pm lbls )| guitsS a5 jshailen
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»
= MNew Order
Customer Tappen ~| Order #| 64 Pickup Date | 6/22/16
MNotes For a kindergarten party. VWrite, "Happy 6th Birthday, Matthew!" on Pre Order
the cake and draw a rabbit in icing next to the text.
Paid
= Add ltem
Category ~ Product | Quantity ~| "Unit" - | Price -1| Subtotal -
Cookies Butter Pecan | One Dozen $14.00 %14.00
Cookies Oatmeal Raisin | One Dozen $14.00 %14.00
Cakes Cookies n' Cream | Single $22.00 $22.00
*
Total £50.00
Record: W 4 |3of3 L Mo Filter Search
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Home Create External Data

:"ﬁ Cut

: ER Copy

aste Filt
WViews Clipboard B
All Access Objec...® «
Search.. Fol
Tables ¥
Queries ¥
Forms %

Customers

Customers Form

Employee Database Mavigation
Menu ltems

Order ltems

Order ltems subform

Orders
Products
Reports ¥

= obles (Document Tabs bar) slwl sla <o Jlgs o (taD) o S o900 @ 098 0 5L abgs o 0,50
00 5

Create External Data Database Tools Q Tell mewhat you want to do..

E |’ﬂ1 =1 New > Totals
g Y|j;ﬂ\r:|\rar'1ce|:l1 o H save ‘5 Spellin
Nich A Bfieh et
= o 0 Remove Sort Toggle Filter All~ Delete - | Mare
Views Clipboard M Sort & Filter Records
All Access Objec...® « || Customers
Segreh.. yol i
Tables ¥ |-
Queries ¥ » :
Forms S Search | v
EI Customers
& customers Form First Name  |Tracey Last Nam
@ Employee Database Mavigation 5
reet
B Menu items e 7 East Walker Dr.
@ QOrder Items a 1;
Cit: Raleigh State
E Order ltems subform - 2 i =
E Orders 3 n
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=8| Produdts T T
R ri: ¥ |
pons - Phone Number 919-555-2314
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Home Create External Data Database Tools @ Tell me what you want to do..
Cud Acrendinc Selection == -‘_ Tatals
E Cu | Ascer g selection ’:ﬁj I__INEW[;} 2. Tatals
H - ABC .
] 5 Cop i Descending 1r|E:f'¢r:|‘.ranc&:|:|* |-=,E531.re + apelling
View Paste Filter Refresh
= = * Format Painter Remove Sort Toggle Filter All - Delete - | Mare
Views Clipboard & Sort & Filter Records
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Search
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@

v New Record i

Tracey Last Mame ;Beckham
PUEEL 5 Fast Walker Dr..
Address ——
City  |Raleigh | State NC Zip Code (27612
Emal |beck@email.com | Addto  Yes— Weekly & Events |~

Mailing List?

Phone Number (9]19-555-2314
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T4 Customers

ID -|  First Name - lLastName . - Street Address -
k| 1 Tracey Beckham 7 East Walker Dr.
4 2 Lucinda George 789 Brewer 5t.
H 3 Jerrod Smith 211 5t. George Ave.
G| 4 Brett Newkirk 47 Hillsborough St.
&3 5 Chloe Jones 23 Solo Ln.
4 6 Quinton Boyd 4 Cypress Cr.
H 7 Alex Hinton 1011 Hodge Ln.
E3) 8 Nisha Hall 123 Huntington St.
H 9 Hillary Clayton 2516 Newman
&) 10 Kiara Williams 9014 Miller Ln.
H 11 Katy Jones 456 Denver Rd.
&3} 12 Beatrix Joslin 85 North West St.
H 13 Mariah Allen 12 Jupe
k3| 14 lennifer Hill 2100 Field Ave.
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t./ ; X Cut Y 2l Ascending, Y Selection~

e, ' E@ Copy \ % | Descending” o] Advanced -
View Paste ! Filter :
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Views Clipboard (] Sort & Filter
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305 oo
|j Customers _
D - First Name - LastName -t Street Address -
® 102 Theodore Achi 120 Baker St.
= 195 Kris Ackerman 1311 Coretta Scott Way
C 78 Michiko Akiwana 901 Glenwood Ave.
= 188 Mathan Albee 76-C Meadowview Ln.
C 13 Mariah Allen 12 Jupe
= 37 Carol Allenson 3201 Glenwood Ave. Unit A
3 38 Zoey Altman 817 Hillsborough 5t. Apt ELl
| 163 Franz Angelou 291 Hinton 5t.
£ 87 Robert Armisen 21 MLK Blvd.
| A7 Hakim Auden 8921 Dawson 5t.
H 129 Yann Augerot 88 Carolina Rd.
| 40 Vig Aurelio 53 Pine St.
£ 173 David Barrett 430 Hill 5t.
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View Paste Filter :
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Wiews Clipboard P Sort & Filter
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'aste ihter :
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| =1 customers

ID -|  First Name - Last Name -t Street Address - City b State
= 102 Theodore Achi 120 Baker St. Raleigh NC
&) 195 Kris Ackerman 1311 Coretta Scott Way Raleigh NC
= 78 Michiko Akiwana 901 Glenwood Ave. Raleigh NC
+ 188 Nathan Albee 76-C Meadowview Ln. Raleigh NC
= 13 Mariah Allen 12 Jupe Raleigh NC
£ 37 Carol Allenson 3201 Glenwood Ave. Unit A Raleigh NC
H 38 Zoey Altman 817 Hillsborough 5t. Apt E1( Raleigh NC
&) 163 Franz Angelou 291 Hinton 5t. Raleigh NC
= 87 Robert Armisen 21 MLK Blvd. Chapel Hill NC
&3] 47 Hakim Auden 921 Dawson St. Raleigh NC
H 129 Yann Augerot 88 Carolina Rd. Raleigh NC
&3 40 Vig Aurelio 53 Pine St. Raleigh NC
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ity

= State - | ZipCode -
Raleigh 2l SomAtoZ £
Raleigh 2l sertZtoa ]
Raleigh |
£ ¥ Clesrfit

Raleigh :
Raleigh Text Filters bk
Raleigh [] (Select All :
Raleigh ] (Blanks) [
Raleigh E"‘.'-f |
Chapel Hill [ 1iChapel Hill i
Raleish [] Charlotte

o E!g [] Durham :
Raleigh [l icatines 7
Raleigh ] Hillsboraugh :
Raleigh [ Raleigh |
Raleigh 1
Raleigh oK Cancel :
Raleigh |

e 5 a8 ab aaslg esls ioled Sb i baid Lol> > 0 005 o Jleel il oS SUs OK (g9, O
.MS@L;A;}Caw

| I Customers \
D - First Name =| LastName Street Address - City -l State
& 2 Lucinda George 789 Brewer 5t. NC
| BE Don Hamm 1221 Coretta Scott Way Cary MC
B 201 Tyrese Hanlon 31 Crispus Ct. Apt B Cary NC
| 7 Alex Hinton 1011 Hodge Ln. Cary NC
= 105 Dwyane James 4221 Basil Ct. Cary MC
| 11 Katy lones 456 Denver Rd. Cary NC
] 75 Katharine Kellerman 76 Murphy Ave. Cary MC
|® 150 Brigit Sigrudsdatter 55 Cameron Ct. Cary NC
& 120 Jacek Slobodowski 7 Greene St. Cary MC
| 137 Kle"Aija White 911 Oregon Tr. Cary NC
& 198 Alex Yuen 8 Marcus Ln. Car\f MC

305 (oo (rho, b &9*5 ,:J,,éFllter

Home Create External Data Database Tools Fields
b/ i :'!: Cut Y %.L Ascending Y Selection ~
s D ER Copy . &l Descending rﬂ Advanced -
View Paste Filter _—_—
, = Format Paintes 7# Remove Sort |_T Teggle Filter |
Views Clipboard Fa Sort & Filter
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| fj Products Table

D - Product Name i
+—8 Fudge @GBIGIER |
+—9 Fudge Marble
# 10 French Vanilla
[ I | Strawberry Swirl

g S35k ol g5, p g awls |, SOt & Filter 6,8 s oS bl |, HOME s g, ,0@
oS S.UsSelection

Home Create External Data Database Tools Frelds

" e X Cut 2] Ascending | Selection~
M D Y N

""""" EE‘| Co El Descendin T Advanced *
. Py ; g
View Paste Filter
L i Fe Tial E dinter “'.['.'l_.'.?_* L i_l:.l_:__l:l_' :'-ul';,:_':
Views Clipboard (] Sort & Filter

alS pplys o aS 1> oS o bl |, CONTAINS £45 Lo oS Ol |) 093 ks £9i 00 5L o o 51O
oS ik sl 4, IS 4 Chocolate auls Ll o a5 sYgass

Home Create External Data Database Tools Fields Table ‘:.J Tell m
l./" = :".’— Cut Y %l Ascending Y Selection |_|T"Ei == Mew
e ER Co % | Descendin et MChar e T
N Paste : 2 " Filter ; : g ontains ocolate

¥ b - el REmove Jort Does Mot Contain "Chocolate” ]
Views Clipboard I Sort & Filt Ends With "Chocolate”
A” ACCE‘SS Ob_]E‘C" “ l =1 Products Table o Does Mot End With "Chocolate”
praneTy e ol B = Proauct rName

=

Tables =
oy ratannraoc
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| 33 Products Table

B = Product Name =
T—B Fudge Chocolat
+:—I4 German Chocolate
[ 40 Chocolate Amaretto
+ 42 White Chocolate Raspberry
[+ 47 Chocolate Chip
+ 66 White Chocolate Macademia Mut
£ 68 Chocolate Banana Walnut

(search term)svine ©)le &G (59, 3 yibd olu

Sygo Dok o] wlol g lad 1ld b asS Jasie ST sl (S€ArCH term) ss o jle 6 aulys oo Lot
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g Wyle 1 oolaiwl b o (99,5 yild

Sl g, 5l A b alin oo an S wams oo plil]) (6l ot O)le b 0,5 il (Sl sl esliul b (B4
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|§ OrdersTablé \
Customer ~ | Paid - | Pre Order ~ Motes =
H 44 Yes No L\‘?
& 136 Yes Yes For a birthday party— cake should read, "Happy Birthday, Daddy!"
] 131 Yes No
H 145 Yes Yes For a reception at the |. Ikiba Gallery
= 47 Yes No
= 38 Yes No

SLl 1) ks s, woad jall cand 5o TEXE Flters auss o) 11, (usle ,Slis ond b Con b 0@
a5 5y nl 3l S 2hd 1) ansl axd; IS Ll yo PAITY aelS a5 1) oles 68 ) ualss oo Lo Jlo ol )5 oS
oS oo Pl 1ld g, Glsie 4 1 CONtAINS

x
Motes: = Pickup Date ~ l:ffr'r.:k toAdd - [
:“l SotAtoZ -
For a birthday party-- cake should read, "Happy Birthday, Daddy!" 1| sotZtoa

) 4
For a reception at the |. lkiba Gallery Eqiioks... Text Filters ’
Does Mot Equal... [Select All) o)
Begins With... (Blanks)
Fora h-::sﬁday party } B Add text, "Joyeaux Moél 2010°
Does Mot Begin With
T Apparently, he plans to eat mo
7 o Contains... Cake should read, "Congratula
For a kindergarten party. Write, "Happ EERTIT. Christmas
oes Mot Contain...
- Christmas- Tie boxes up with ril
= Ends With... Christmas- Write "Happy Birthd
For a holiday party - : o C el
Does Mot End With... |{7| Christmas- write “Merry Chrls‘;rr
Ok Cancel
For a Christmas party
Tala chanld rosd " aneratolatinne Yelsl? IR/ 12

S 8l 1 garias O)le 0gd o oLl Custom Filter gl s glxe ,ol5®

Custom Filter ? >

Motes contains partj,d I

95 oo Jloel Lo il oS SIS OK (g4, O

|i UrdersTablé \

Customer ~ | Paid ~ |Pre Order - Motes -
& 136 Yes Yes For a birthday party— cake should read, "Happy Birthday, Daddy!"
# 92 Yes Yes For a holiday party
| 139 Yes Yes For a kindergarten party. Write, "Happy 6th Birthday, Matthew!" on tl
|E 129 Yes Yes For a holiday party
= 96 Yes Mo For a Christmas party
e 71 Yes Yes For an office party

g O yle 3l ooliiwl b olael 4o 5 s
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S Sl S ) g sle Gty 5 S

il g Sl b plp b 585 a5 Wsd e 0ol Liuled olas,e5 ), LazsGreater Than

2l g Sile bl b g o wisd e ools les glas oS, Luasless Than

el oals obsl slael o3l jo a5 Wgd e 00l Liuled oro,sS LasBetween

s O le | colawl b slael 40,8 wld g,

= ol |, MENU items Jguo 51 PFICE als Lo Jlis ol ,0 s SIS ald ob LS S 5L 08 g4, 2@
oo Lo Jlie opl 5o oS bl 1) 3 1lé sls g, 5l (S a0 Number Filters a3 o, 51, osle S5Les®
voS oo ol |, LeSS Than ag 8 ey oS 2k aiiea 5F 5l iS55 a5 1) Slas 65, aunlss

~ Sales Unit ID - D Brce = Click to Add ~

| $22.00 £| Sort Smallest to Largest
| $22.01 £| Sort Largest to Smallest
| $2:00 ¢
I $22.0 Mumber Filters b Equals...

AN
I $22.0 [Select All) - Does Mot Equal...
' $22.0 [Blanks) Less Thon... |\
I $22.0! §1.50 rE—

Greater Than...
| $22.01 gi'g‘g
. Between...
| $HD| £3.00
| $22.01 §3.50
54,00
| 2200 e
I $22.01 1 510,50 o
' $22.01 ok Cancel
| £26.00
| $28.00
5y 3ol ol pe sl o 5 s bl yo a5 1) garies & le 0ed o oLl CuStom Filter gl s glxe ,ol5®
Custom Filter ? *

Price is less than or equalto|s| |

Cancel
00,5 oo Jloel Lot il .ass SIS OK (g, O
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| T4 Menu items
1D

~ | ProductID ~ Sales Unit ID
30 46
33 47
36 58
39 59
42 60
45 61
48 62
51 63
54 64
57 65
60 66
63 67
66 68
69 69
72 70

$1.50
$1.50
$1.50
$1.50
$1.50
$1.50
$1.50
$1.50
$1.50
$2.00
$2.00
$2.00
$2.00
$2.00
$2.00

solde Jle lgie 4y aiil oo 90,5 mld gy 0 Jaliie slo 4T glils els goae slo ools glgl 51 Sy
Sy o ol yo s Jleel Gl ol gy slils g W05 0 0,30 o> Syl 0 g Al o vae &S L

ltems 5.2-11 Customers

i Orders Table

T

- [Pickup Date = Click to Add ~

Happy Birthday, Daddy!"

ith Birthday, Matthew!" on t

1244/
12/9¢
12/4/
12710/

12714/

[Select All
12/15/ (Blanks)
12/15/ 1/4/13

1/18/13
12 32013
12716/ 33413
12/17¢ 304413

3/10/13
L2 1 371113
12117/ M 3412413
12718/
12/18/

12/18/13

Sort Oldest to Newest

2l
2l Sort Mewest to Oldest
4

Date Filters

oK

Cancel

Equals...
Does Mot Equal...
Befare...
After...
Between...
Tomorrow
Today
Yesterday
Mext Week
This Week
Last Week
Mext Month
This Month

2016 os1 50 ool (QUENY) (532 5 o5 S (200




z9,= shigal goiza

| = queryt *

Customers

v D
First Name
Last Mame
Street Address
State
Zip Code
Email [}

Phone Number

City
Add to Mailing List?
Cther Notes
i ¥
IS
|
Field: | First Hame Last Name Street Address City w i
Table: | Customers Customers Customers Customers Customers [
Sort:
Showe - |5 ||
Critenia:
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(One-table queries) Jsu> < sl 52 5 w5

S5 5 0o o OSen Al 5 03k 511 IS el gt LitT (QUENIES) Lagz 5 o il (s L anlo
S okl (One-table query) Jso>

P B olhg, So b ol8 S (558 05 melss ol (Customers) Ol Jsoz 5l 52 5 o cnl o
CS 0 olgy (pl o b eSS Oge aisS o (Saiy ol Jore Suop aS Gl i 51Ul aad be g o)lo g, yian
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wwle ol jo 1, QUENIES 645 e 5 oS Sl |, Create s o, 00
S s Query Design s s, 2O

Create External Data Database Tools Q' Tell me what you want to
L, are (5 Form Wizard
HE [ K& E8002

T ) [ Navigation -
Application  Table Table SharePoint Query CQuery Form  Form  Blank

Parts ~ Design  Lists - Wizard Design Design  Form =l More Forms -

Templates Tables Cueries Forms
ShOW (¢l o 5le ;015 o .05, o (QuUery Design VIEW) s> 5 oy 2lb sl a0 (ST 1380 0 O
Lo Jle el po S QB S 1211 52 5 o o] 63, 22l oo &5 1) Jguz ab aalss salls asTable
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Show Table ? >

Tables Queries Both

Cateqgories
Customers I
Menu Items Ly
Order Items
Orders Table
Orders: December
Products Table
Sales Unit

xS S Close (5, » o s A (55, 5 101D
Lo e o, 0 085 o obles (Object Relationship pane) cLal clols )l Juy s oot ol Ju®

4 abg o slaals oS SIS Lgo il bled Lol (S92 9 o )0 Sulgr (0 S oo ol (59, » Jeu (nl @
First Name, sloals b Jleo ol ;0 2igd oo a8lol wi)ls )3 amin ol o a5 (design grid) b ass
S 0 ol |, Zip Code sLast Name, Street Address, City,
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I = queryt x
Customers
%D
First Name
Last Mame
Street Address
State
Zip Code
Email I"\?
Phane Number
City
Add to Mailing List?
Other Motes
-
1 <
Field: | First Mame Last Mame | Street Address | City b w
Table: | Customers Customers Customers | Customers Custamers
Sort:
Shows: [~
Criteria:
ar

o las (pl @ azg b lad 695 9 op b oS oo Ot |y 92w o Lxe Criteria cous o V-0
Ghlo 1 s il oo (L) lixe O (05 o0 0y 9w slo\las 5.5 OF Cand ;0 030,50 Sguaome (g
e 288 el 1y Sl it pralys o oS LTl Jlie cpl o s aalss 0ailuS Lo mbs jo il bl 5 (S
s S S S gt (sl lie BlLI 5 8108 e soliul OF 5l s 27513 iy o5 o L JRaleigh

sl bys ol bl Tds cabgs o ald o oads 8l e wul a5 ail oo Lo ol a4 pwtry )3

Field: | City Zip Code
Table: | Customers Customers
Sort:
Show: L]
Criteria: | “Raleigh”
o “2T513

355 12l 92 5 oy B 0S SIS RUN jgis (69, 2 eaus 57 s | 955 slebo o5 oS! 51 0@
File Home Create External Data Database Tools Design I

S !h =T+ 2l B L Dren

: 8 222 Pass-Through
View = Run Select’ Make Append Update Crosstab Delete |
v Table I Data Definition

Results Query Type

oo 4l gl 2 g i Sl o0 demlyze ST sl e 0ol (LS Lad 4 Iz sled S 0 52 5 on O
i Il Jlg )3 a5 SAVE j5iws (555 2 57 5 ont Sl 0 xS Slp S 0503 i Dlads o eslitul g |,
Lo 5 ST 52 5 o i 0,53 4 po gl 4o 0SS e )ls 1,3 (Quick Access Toolbar) .
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Query1
First Name o Last Name - Street Address - City = | Zip Code -~
Tracey Beckham 7 East Walker Dr. Raleigh 27612
Lucinda George 789 Brewer 5t. Cary 2513
lerrod Srmith 211 & Canras Ave, Raleigh 27610
Brett Save As ? X hSst Raleigh 27608
Chioe Gilery Naiies Raleigh 27609
Alex Mearby Customers I - Cary 27513
Nisha n St Raleigh 27612
Hillary Cancel Raleigh 27606
Katy ot U TETTTETT. Cary 27513
Beatrix Joslin 85 North West St. Raleigh 27606
Mariah Allen 12 Jupe Raleigh 27605
Jennifer Hill 2100 Field Ave. Raleigh 27603
Cody Hayes 65 North 5t. Raleigh 27609
Amaya Gibson 5 West St. Raleigh 27612

2016 oS | 5o (Multi-table Query) F9v Lz 595 9w lib
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Sygo Sy b ol sl b Eoyd 5l 8 Wb Lol ased ;08 g il sl bl sole 3B ojlail 4

WXV

(Query) s> s oy S bl 6ly 30y 4oly
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(50 2975 ke $37 5 on o bl (sl s 0013 ol 5l wslys oo | g az lads & pl sl Ll
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onl bald plaS sl paseine 1) 00,5 el (QUETY) 52 5 oy @l o awslys (0 a5 1) SNl g5 2@
fail oals gl 055 o 1) Sledlbl

loaled ol b Jsazr plaS sl i les (QUEIY) 52 5 o @l o snlss o0 o5 |, (filelds) el 3@
fail ools sl 095 yo |,
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Customers
outside the
city limits

Customers
who live in
our area

Customers
who've placed
ovders

" The customer
records we want
our query to find

S5 Lo odgazs p3 ol it oS s ceil daay gy Gl 4 b 697 5 on eolsS o0 451y g asds sk 4,
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Names

Addresses

Phone numbers
Email addresses
Order ID Numbers

X X X X X

W18 1y Lo 3L 0590 iledbl a5 o Jgus 0,5 luw 1 3 al> o
Lo a5 Lul 5ol Ll oo 4 ools ol 5o d92g90 Jolam L b cewl o3 (QUETY) 55 5 oy o idies sl
oald ;5 Lo b ie Sledlbl a5 (5ls (oo g et LT T L Iadad eau o 1S g o losgs 00l oKl b pls
5 s Lowasyls 1,8 Orders Jgas (o b sla i )law a5 wsls (oo jshaiven .3l 1,3 Customers Jsoo

el L1 ytws Hlejls 8,90 Sl a3 b qiluSs 095 (QUENY) 92 g oy jo 1, ooz 98 cnl b )l

where we can find

Wy _the info we need

X

X Addresses
the Customers table

X Phone numbers

XK

Email addresses the Orders table
GK Ovrder ID Numberg)/
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Wigis Bloxd gomivms )0 b a5 135 890 (b )lro (yuri 14 Al o

N3 als ol 5, 1) 628 @dly o S (oo nss (QUETY) 52 5 o o 53 ald G (6l 1) 55k o5 ol
WU oS e 1) (2lojlons mulys (o0 LS 50 9 4sSar S 5550 mal 0000 J8 52 g i (nl o L oSl olaalis
SasS Lot o Grols 8L 50 1) S e Lo

ol 455 cplply Wsd jalb Lo cacd jo S o Sw; (Raleigh) L s o a5 Sb s eeslys o b
Lo S sbictal Ll 5l oS o Sy Raleigh oo o a5 1) Sbyice g omas olas b a1y ol e den b lo
oA Sl yide adS oS oils o bealo cand jo s jeo LS Lo sl asT T b ie U pasles el cyuioren
o Loty a5 a3l oo cnl Lo ;3500 Jlame plplo wgd oo 51919 o jless o b il yali oS o (S5 e sogase
Jloyl ool sl s Jlo)l sl (265 aS il ot dllans ol il 0o 5T 919 b abogs o (o i yals
el i LT 05 p il g oiiad Soop Lo ar (S5 ojlusl 4 a5 ol ialys-

Shyls T oaims i ylaw a5 auien |y Lo, law adS uales o a5 L cqiS oo cpes b 3 ,lew sl 1) 5)bme Lo

X No one living in our town, Raleigh
X In the City field, type Not in (“Raleigh”)
X Only customers with phone numbers that
start with “919”
(So we only get customers who live nearby)
X In the Phone Number field, type Like (“919*”)

il S0 BB ST 158 6 6‘;34\5%54.3‘5&3}[.3‘)L@T%L‘asww‘)lﬁ:)lﬁ.@o@b:;} Al gl t oo &S5
s gy e Lo sledlio &Luam S0y el o las (pl e Gii}i?@@ a5l U‘S”.J 30 8,90 oyl 4o

(Joining tables in queries)g> g w40 Jolos 9,5 Juaio

Jola (JOIN) 5,5 Jate SisSzr w 1o5 15 55 b (QUETY) g2 g oy o (> 5590 53 45 (6l iS5 (5]
Sl oy oS 1) sl S oo Lol (QUETY) 52 5 o o |y Jou 90 (385 il (oo ;50050 &
sl e ) peal alie o walys (Object Relationship pane) L.l
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Customers Orders Table
x *
%D % 1D
First Mame Custamer D
Last Mame Paid
Street Address Pre Crder
State Motes
Zip Code Pickup Date
Email
Phone Mumber
City
Add to Mailing List?
Other Motes

Sidd SG aly jo Jlasl b 598 0 00el (JOIN IINE) Jlasl las el 00,5 Las 1o [K00SG a1y Jgoo g0 a5 a5
a5 il oo onl of Bl WS e 0 )il Cenly Coo 1 o Ceow | Jlasl b a4y gy 28 YU g o al
Cusly o Jgazr DA s § 035 (g0 (gm0 ) o Semms J9az )3 39250 SleMlbol lu! (QUETY) 52 5 o
PS5 (oo oy 2Bl (o0 o Ceoms Joar b lad e &S,

o (oo bLE | oo a4 Cesly Ceoms S Ll STy (pam digd (oo bai o S0 (pl 4 dden Lol la oo
Lot (QUETY) (52 5 o 45 s relan b sty 5o |y Bl yoane b Cedls snlys 55 L ojp0 500 0
3,5 anlys bk L (QUENY) (o3 5 oy a5 Sledbl 5o, » bls )| cga ol aalys lis |, swomo Oledlbl
NS e b

oo bz 5 o s S B 0 e O ALk U 0 e &S L) sz 5 e esdse ol e S il
s 5liw 5 (CUStOMErS) L e Joloo cplply cawinn aidlb oo ol shls a5 1, Sb i U puales
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Every order s linked
Lo one customer

Names
Alex
Joakim
Katia —

[:.wa!le —_—
ewis |

Anne [ —

/” Teyona s 7

]
Ers

oMb

l
LA

Not all customer names
are linked to an order

b oylaw Jgaz 5o ojlaw ;o cen 3l gl Saugl (o azgie |) G 4z WS (0 oS o cudd (pl 4 289

S i AlS A4S 858 o ative g a3l o L e (CUSLOMENS) L i Joom ,o e S a(Orders)

20 aublgs 1) b yiie Lt S oS5 (CUSLOMENS) (L yite Joaz 4 (g (Sl ol b el o0l 1) o Lo o

Sloj s i 0 45 polailen arbl AL (5 li gad Sol A b g ol anils (b )lhw pdiz Caul (oo a5

L e 500 Jou 10 (69,55, g 4 4 il allils oo o8 ) cnl (S il ;0080 b bl )l o Jaas g0 aS
Lousls

Sl az w5 Ll (Coly @ g BLSD (b BLIIL T 92 5 o SO B S (oo (o ST oS (285 cnlnlo
S o il Bl e bt Jgaz Lxnl 10 45 | Lo e o gz leMbl S uniST Solidl salys

Names
Jonid —
oakim
Katia
Dwane
Lewis
Anne
Teyonah

D RwN R E s

Names
Alex
Joakim
Katia
Dwane
Lewis
Anne
Teyonah
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WS 0 (bl bl G S Jgaz 8,95, b bLS,I o a5 ) cnl) Cos Jgaz 510,955 10 ST

MNames
Joath -
oakim
Katia
Dwane
Lewis
Anne
Teyonah

ﬂnhhmMFE

Names OrderlD #

Alex 1
Joakim 2,3
Katia 4
Dwane 5, 6
Lewis 7
Anne
Teyonah

b 692 5 oon @l o el oas 5T (CuStOmers) oL iie Joox 5l Lo (QUETY) o> 5 a5 ol
O 5y Sledbl ] 0305 o Caned il aLilas oo (o ylaw a5 Slesl Jolis (b e 4 bogs e slas 58, aled
coS odmline il oo ol shls a5, Sbytie Laid B oaa,ls 5L Lo bxil o auls 5l L oS el i
S Jlasl s b 1.0 > 1) S5 ol (JOIN IINE) Jlas! bas pne cpols oss b aulys (oo Lo aslisecisgs

S oo sl 1 b 5 law ol ST e o5 G 4 Sl Cao

|

jhﬁg
oakim P —
Katia
Dwane
Lewis
Anne
Teyonah

-1 00 U7 L B3 |

Order ID #

~onhWNE

23,5 AlyS Cond 1) (A)lhw pa 4 bgyje (b yiie i 9 05T (o0 oy ) o Sren J90 ST
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Names
Joak i
oakim

Katia
Dwane
Lewis
Anne
Teyonah

sn&WwnE ‘

Names OrderlD #

Alex

Joakim

Joakim

Katia

Dwane

Dwane

With the Lewils

right-to u_r*Jow..
our ci'..!;,l"u .mu retrieves
records f:*orfvl ws"omdrs who

are [inked to orders

SNk Wwh e

Slew Laid 5 axtes (5)liw sl)ls a5 Sl i ded s LS 0 ausles e aS | Slodbl ids ol > e
Jslaz el loylas 3,50 457 Sledlblar s 515 U oo jgemme Lo a0 &5 johailon .aigd (oo S b (5 52t
P Mgy SS0ASe A (Gl yd e ) )
cosbes | 395 (QUENY) 692 5 oy b psiad 00lel eS80 1y Jglaz Jlasl aly (6 pns 4 3| maiod a5 V>
(multi-table query) Jso> vz g9 3 oo ol
o0as plml (651, aalp 1. 0uiS [al g moslas |y T B o 00lol caal 00,5 (53, aalip | 995 (592 5 wp &5 V>
S B 697 9 o S obml )

.S bl |, Query Design | gws Create s 0@

Create External Data Database Tools Design G' Tell me wh

orm Wizar

=EE M RE o e

— . N = .I“-.Iawgatln:un"
Application  Table Table SharePoint Query Cue Farm FDrm Elank

Parts ~ Design  Lists - Wizard Design Design  Form =l More Forms -

Templates Tables Queries Forms
4SS (59, y 9 00,5 Sl (gl ABlol el (592 5 iy 4 dudlgs o aS |y Jelax wad 5L (gl ol oS 00
Saled GBSl i 1) Jga naiz plojed wilss oo 0l amio o CHI aas's (alagSS b ass SIsAdd
Orders ; CUStoMers Jols 5l b 1uid )5 moondi 28,5 (oo o) &bp 52 5 oo onl dlo sl a5 34
S (o Lol lesgz g w1y Jga 90 (nl bxil jo cplplo (oS eolasul
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Show Table ? >

Tables Queries Both

Cateqgories

Customers

Menu Items

Qrder Items

Orders Table I
Orders: December  Lag
Products Table

Sales Unit

oS S5 Close aess 9y » 20,8 Lol ) )l 550 Jglax 4yl 5l 0n/@

SG b aSil el s o ,all (Object Relationship pane) sLul clbols )l o oy 4o abg o Jolax@
BL3 | e 953lg2y B 0SS b 36 s )T (55, 2 il o Las e K008 4 (JOIN liN€) st bs

awmles il s 1,(jOiN direction)

. 3 Query?
Custormers Orders Table
7D ~ %0
First Mame Nﬁ Custamer ID
Last Name Paid
Street Address Pre Crder
State Motes
Zip Code Pickup Date
Email
Phone Mumber
City
Add to Mailing List?
Other Motes

DS bl 1) bl )| (SeS> a0 by slo an3S 5l S 0gd o obles JOIN Properties ¢l oyqlxe ,05@
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Join Properties >
Left Table Mame Right Table Mame
Customers +w | |Orders Table "
Left Column Mame Right Column Mame
D w || 1Customer ID e

i1 Onlyindude rows where the juiﬁed fields from both tables are equal,

(")2: Indude ALL records from 'Customers' and only those records from 'Orders
Table' where the joined fields are equal.

% 3: Incude ALL records from 'Orders Table' and only those records from
'‘Customers’ where the joined fields are equal.

S (g0 LBl 5 slaals oL i
First Name, Last Name, Street Address, City, State, Zip Code, Phone Number
oS oo ol |, ID nUMbEr ol b 3 i Joax 5l croiomon

igj Queryl

x
.4.
Customers Orders Table
7o A 7D
First Name —\\2 Customer 1D
Last Name Paid
Street Address Pre Order
State Notes
Zip Code Pickup Date
Email
Phone Number
City
Add to Mailing List?
Other Motes
e
4 v
Field: |First Name Last Name :Street Address City State Zip Code | Phone Number D )
Table: | Customers Customers | Customers Customers | Customers Customers Customers | Orders Table
Sort:
CS_:DW:
riteria:

orn

mel 0055 S50y aslip sz 5 o nl Slp Lo &5 e line e (e | g o loe CHILENIA Cos 0@
N B Y S o
City : Not in ("Raleigh")
Phone Number : Like ("919*")
19 il i ojless oy Sl e 53 5 055 (o3 (S RAIGIGN ot 0 45 sl (o 1y Sl e sl ons )

Field: | City State Zip Code Phone Mumber D
Table: | Customers Customers Customers Customers Crders Table
Sort:
Show:
Criteria: | Mot In ("Raleigh”) Like ["919*") I
or:

93 S5y 2 97 5 o 088 Ll lp S (RUN) 1211 52 5 ey 08 et | Lol S0l 51 00@
WS SIS o ls 1,8 Design s s asRun
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=11 Home

Create External Data Database Tools Design
g8

D ! E’j |:| +! _f‘! l 10 Union

View = Run Select. Make Append Update Crosstab Delete | |
Table E£ Data Definition

-

Results

Query Type

< '5::!3 Pass-Through

Show
Tahle

Il 0 a8 0,033 1, (QUETY) 52 5 b ol aenlss oo 5T s (oo 00l (taled Lok & 52 5 o @
5955 oo 3k sl o glne ,olS s oS SIS SAVE e s, » (Quick Access Toolbar) o jw (v iws

S S OK (g5, 5 5 0piy (a5 5 oy 41 1y (ool S oo gy 1y ol Lo ]

= Last Name
Williams
Daugherty
Olsen
Sigrudsdatter
Yuen
MacDonald
Slobodowski
Oglesby
Kellerman
Olivera
Storey
Tempie
Emonry

v Street Address - City
9014 Miller Ln. Durham
105 Aycock 5t. Chapel Hill
4325 W. King 5t. Garner

Save As ? >

Q_u_ery MName: I

Customers Wha've Ordered from Nearby Towns| Ti

o] | e

60 Glenwood Ave Apt A121 Durham

1834 Dakota 5t Durham
12 Spencer Ave, Chapel Hill
99 Hillsborough 5t. Garner

-

5tate
MNC
NC
MNC
MNC
MNC
MNC
MNC
NC
MNC
NC
MNC
NC
MNC

-

Gam o, ausles |, (MUlti-table query) Jsos s g5 5 op o olg oo 455 a5 auils o Lo Yl

5 1y G ried 08 lasz 5 Gy Alen B oS weales Ll laga g iy (> lib 9550 )0 (st lo an 5 L1 Lo

ARV

2016 st ,5 (QUErY) 52 5 wy >lsb Gl y yios b 4y 35
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Customers
= Orders Table
¥ ID .

First Mame '_\— R[]

Last Name Customer ID

Street Address Paid

State Pre Order

Zip Code MNotes

Email Pickup Date

Phone Number

City

Add to Mailing List?

Other Motes

_asLkLiaRk

Fiald: ! City State Zip Code [8] Phone Mumber
Table: | Customers Customers Customers Orders Table Customers

Sort: |
oo il 5l oolatl b oS ams o 45l (QUENIES) lag> 5 oy >k daie) jo |, SUGl Lo b ST 580 o5
oS e Jle Blsze 4 s o3l ol b (QUETY) s 5 oy (79,5 55 Sl 4z oS ey lads wilys
hor s ovn S bl wealytn ol (e b0 )1s 3529 Lo 00ls ol 5o o o 5l B ailoy wpalese Lok ol
Loy S oslinal (QUETY) 52 5 Guyy (2l slo 4035 51wl 65z 4 0l Lo 51005 0,53 (595
S b sz s on E8 2 Sl weales
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Create

Layout View

h{‘ Design View% -

s Design VIew 6T g, wmlo 1) So68 sla ST e ST 0,200 oy Cuonn g (b 4365 40 @
Wl 18 ) o 4o ST ol oS
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Design View

= = N

b 0 S5 RUN 520 (655 2 G 5 035 Jlasel | 06,185 9,50 s < (DeSIGN ViEW) o1k les o
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35Sl |y o] pols b jools SQL VIEW 6L b ;K0 (sles <SG uanST a5 0l o dgie Sl (yScons
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LS Jloel | itz sla 5lo S0 92 9 o o (b pla o Baas (oo ) Ol (pl Lok 0 ST
S e | o osls ioled 0gou auslys oo Loty (SOME) (s3Le i yo 5l oolictul
(multilevel sort) s wiz s3lo <650 il (53l <S50 Al S5 5l i sl &5 (SOME) (5l 5,0 S
Gl cipe S b ars o |y oSl ol Let & (Multilevel sort) sdaw s g5l w0 S 08 0 00l

Olye & anled Jlosl 1) (gt o 55l e 500 Glaald Galul 2 s 035 (s L8 S bl 2 1 sl
pb bl 2 g 5955 3l e el o6 el 1) Lt il auslys oo adly asils (it 5l (oted ST e
sdnle Jlesl 1 59wl (53l G0 aFd o (Solgils
S 5115 1o (55l 0 ol eS8 Jlael (SOTE) (55l 50 G 51 i (QUETY) 52 5 o S 50 (359
Tl o,ls )18 G o j0 a5 (g3l i e ol a5 Wbl o o) pailesle ] pre AS o aibele culy 4
Zip Code) als (sws o5 (olol 3 o 5 City) als (o (bl o lasl Lo ()b jiie 5 Jlie 10 2098 (oo Jloe!

R PR S e

Field:
Table:
Sort:
Show:
Criteria:
on

City
Customers
Ascending

State
Customers

Zip Code
Customers
Ascending

(multilevel sort) b v il i w0 S Jlae! o,

wuss o)y (Design VIEW) shb gle 4 e 5 0S5 5L 1 0 (QUENY) gs> 5y i@
S 5L ol gy p SO Caus ) o als auaws alil 1) adsl (g5l i o oyl olal p duales o a5 1) als@®
, (Descending) Jssi L (ASCENdiNg) (sssns slo 438 5| S oo 5 2035 SIS ks (1l & Lo
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Products Tahl Menu ltems

*
*

710 %o
Categary ID Product 1D
Y Sales Unit ID

Product Mame

Description Face
Mok mm e
Field: | Product Types :Product Mame | Quantity
Table: | Categories | Products Table | Order tems
Total | Group By | Group By | Sum

Sort: || |
LT A cending

Criteria: Descendin
or || (not sorted)

PURRVEL SN SRR EP R gy DV PRS- SUp PP W SO SRV U I VER VI S VP FRCCRL JJN 2

5 1y 92 9 oy @S 50 093 Glaald iz 05 oy g (0ndS By, 5l eolatul b ol oo 0l oY 1005

IRVERY
Field: | Product Types | Product Mame Product Name Quantity
Table: | Categories Products Table Sales Unit Crder ltems
Total: | Group By | Group By Group By | Sum
Sort: | Ascending _ _ | Descending v
Shawe Ib
Criteria:
ar

WS SIS RUN g 69, 0 b g5l <500 Jlosl (61, @

File Home Create External Data Database Tools Design \
T 1 » = I @union ’i’j
== E R I N S Y =
] e &) Pass-Through
View Run Select Make Append Update Crosstab Delete . Show
i} % Table B Data Definition Taple

Results Query Type
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I —___El Employee Database Mavigation i jj Ordered Menu ltems *

Product Types - Product Name = | SumOfQuantity -
Cakes Cheesecake 20
| Cakes Buche de Moel [Christmas Cake)- Winter 2
Cakes Carrot Cake g
| Cakes Black Forest 8
Cakes Black Wainut 5
| Cakes Italian Rum 4
Cakes Gingerbread - Winter 4
| Cakes Coconut 2
Cakes French french vanilla 2
| Cakes German Chocolate 2
Cakes Red Velvet 1
| Cakes Cookies n' Cream 1
Cookies Fudge Brownie i
| Cookies Fudge Chocolate 5]
Cookies Ginger Shortbread 6
Cookies Chocolate Chip 5

a8 59, » HOME 5 jo 0 Jlesl 55 Jslaz 355 59, 2 1) b s5be <iy0 B oy ls 55 1) oISl ol Lot

Advanced o5

oads ol cuvpgd 3l ass SIS sl 3 Sort & Filter o558 s asAdvanced

S8y wwmles Jleel 1) b,k 5,50 (Multilevel sort) e s g5l <oy 5 0SSl | Filter/Sort
55,5 Jlosl abgs 1o (55l i 50 b oS’ SIS Toggle Filter [gins 5, 5 o ples 06,8

Y ‘%lAscending Y Selection ~

El Descending YD Advanced

7o Remove Sort Toggle Filtet

Filter

Sort & Filter

92 9 oo 00 Luld 0,5 Ak

Dbl Lol sl 00,5 Jlael 057 sld 6l 1, ol las l.asj Sy A ail adls glaals cul oo Oligl a8
@LQAL:BLSB)ASMO‘SAMQ‘)Q&A‘w‘w‘bb@?.dﬂgo&myswﬁ@u)o‘)bdlﬂéoiuw

b (8 52 g e @l ] ol (Sole 4 bl oS Jlesl 357 2l8 (Las

9 9 vy Ao yo ald 40,5 A% g9

ass (Design view) s1hb sl o)y g 0 5L 1, 055 59 5 @
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Wy als BT by e S5 ShOW (s, 10O

Customers
* Cirders Table
71D
First Hame F ID
Last Name Customer ID
Street Address Paid
State Pre Order
Zip Code Motes
Email Pickup Date
Phone Mumber
City
Add to Mailing List?
Other Notes
Field: | City State Zip Code D Phone Mumber
Table: | Customers Customers Customers Orders Table Customers
Sort:
Show: [v] [
Criteria: | Mot In ["Raleigh) Like ["919%7)
or

e 93 9wy gl 0 abg e ald a5 W sl WS S RUN jgiis 59, p Sl ol Jles! s, @

W8 o
o5 (Run) 1,211, ¢

Lo g w3l 6y gl

(multi-table) Jsu> wi> L (One-table) Jsus o slag 5 oy alys oo aigSa a5 aiuils b x|
a5 sitwn (QUETIES) lag> 5 oy 3l 5,500 elsil oS Jloel 50,8 123 sln |y olalons Wil (55, 2 5 23ben
w3l o (totals qUEry) goeme slog> 5wy Elgsl ol 51 (S i oo 35 |y 65 a8 iy Sllae 5! Lo 4y

raeay el Glule 03ls (g9, 1) (Slawlone was (oo (Sl Lol 4 &5

(totals query)s oo sl2s> 5 w1

o5 Logasn cumas 1) (L5 5,90 a2 Lo & il (ood brgzr 5 oy 59y 2 03l (sl lone Jloel BByl oy
Sygpo 49 g e gl b asslyt cul (See il ansls IS 4 e (NUMerical values) ssae polio b as
S plas o aily pedles o @mS 0,8 Jle lgie 4 gl oold iuled Led 4y oal hleds b oodlds (gosy awo
« (Almond Croissants) ksl o i b iz il oas ools il jais Lo &Y guamme (s9i0 40 3590 Y g
(totals ggeme slasz 5 oy 3 iy oo S cnl 00,s] Cands sl - - 5 (APPlE Pi€S) s LS L wi
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b 5l ookl b e oS oo s aiws (Ol QUENY) sgome 555 5 i 5o |y Y gamme olos

The ungrouped data
Produnm—:f Quantity - Sh owes EVE VH
Almond Crodszant Single

1 .
L 7
Almond Croissant Single 2 occurrence
g = TR
Almaond Craissant Single 1 or eac 1[1 ITEIhn
Apple \ Single i
Apple .‘.I Single 1
Epple Single 1
Apple _} Product Name w salas Unit W Quantity -
- 1 1 Almond Croissant Single
1 (Apph Single
o App smb single
- 3 Black Forest Single
i Black Walnut Single
Bla I
Black Forest Single 2
Black Walnut Single 1
Black Walnut single 1
Biack Walnut Single 3

Our Totals query groups all like values together.
The Sum function shows us how many
of each item has been ordered.

by sl e (6,535 6l Copndrg 30 Lol cmmms s lossllas s 4y B S o SaS Lo &y Jlio oyl > SUM a3

S Condge 4 Lo a5 Wyld 09y ST o aliZee  lg L okl 050 sl 4 U oS oy 5L (6,500 milys
1osS oolan! LQJT 3 aslys oo alitre

WS e hsled |y oad ok atwd slo 1T 5l plaS e slawsCount e
WIS e gez pa LIy polaSUM T e

WS el |, polie uSSLAVErAge @ e

Wl )8 bl lase @,;f)ﬁMaximum . e

Wl 8 oo 5L e o sSgsMINIMUM 1 .

Ll 5 oo 5L |, Jlade odglFirSt T e

Wil S o sb |, Jlade o sllast oo e

(total query) sz 592 5 i S slml b

5 pwbe A0 0925 L OV gzt (g9 Camypd 10 oS 1) laiVgame 5l plaS 1o ggemme U ooyl duad Lo o Jlo ol yo
G928 Lol 5 S 1) (Y game oS auile (oo 92 9 op e Cnl ol 40553 U i legere Jpame o 5l a8 il
5,08 ;1,3 Menu Items Ordered s> o oy ,o ledbl ol L gl sols ol o ams las Lo ay ol aisls
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L g oo bes oS oolizl (tOtal QUENY) gsemme 92 5 oy Olgie 4 ol 5l adlss o a5 g2 5 Lo p 5 @

S b ) 609 se S92 9 n &S
oS Sl |, Totals [giws e 5 wls 1, Show/Hide «5,5 Design s ,-0

Q Tell me what you want to do...

+: ! €=Insert Rows  'f''Insert Columns Fr! Property Sheet
= [ X¥YZ
rough <Delete Rows ‘% Delete Columns — Table Names
Show : Totals Parameters
finition aple .o Builder E Return: All ~ I
Query Setup Show/Hide

sl oads p GrOUP By L )1 olie oles a5 39 (o0 48lil Lo (692 g oy muls & TOtAl oL L s, SO
a S 5l S ol Total cas, jo w9 0usS bl 1) 0 pds plil T (55, Egemme Slawlors aualss o aS 1, ol

J.,..S gb}_‘;ﬂ ‘) Egoma é:‘y le.a:

Field: | Product Types |Product Name Product Name Quantity
Table: | Categories Products Table Sales Unit Order Items
Total: | Group By | Group By Group By | Sum
Sort: | Ascending _ _ | Descending W
Show: Ib
Criteria:
ar:

S b | b 3 )law polie gex b ouiS oo ol |, SUM ol quantities als o b Jle opl ;00

Field: | Product Types Product Name Product Mame Quantity
Table: |Categories Products Table Sales Unit Crder Items
Total | Group By Group By Group By Group By )

Sort: |Ascending Descending Group By
Show:
Criteria: Avg

ar: Min

Max
Count
StDev

Var

First

Last
Expression
Where

00,5 bled 93 g o el B oS SIS RUN jgis (g9, 5 oY Sl plol 5 0@

File Home Create External Data Database Tools Design y

! Ej E' +! ’/.! ' ' !}( (D Union 'I’j

View Run Select Make Append Update Crosstab Delete | Show
7 % Table B Data Definition Eblb

Results Query Type
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I =_5,_:| Menu items Ordered
Product Types -t
Cakes

| Cakes
Cakes
| Cakes
Cakes
| Cakes
Cakes
| Cakes
Cakes
| Cakes
Cakes
| Cakes
Cookies
| Cookies
Cookies
Cookies

.;)9_:: < oob WLN 9 0l Ml?bo

Products Table.Product Name + | Sales Unit.Product Name -

Cheesecake Single
Buche de Moel (Christmas Cake)- Winter Single
Carrot Cake Single
Black Forest Single
Black Walnut Single
Italian Rum Single
Gingerbread - Winter Single
Coconut Single
French french vanilla Single
German Chocolate Single
Red Velvet Single
Cookies n' Cream Single
Fudge Brownie One Dozen
Fudge Chocolate Single
Ginger Shortbread One Dozen
Chocolate Chip Single

SumOfQuantity -l

20

=
M

LE RN = I = T I T e A " N R N WL I s R Y =

2016 ,...s1,5 (Report) ,l;5 slx|

| 3 Cookies Sotd | il Cookies Soid

-

| '..

L

g Cookies Sold

Butter Pecan
Butter Pecan
Butterscotch
Chocolate Banana Walnul
Chocolate Banana Walnut

Chocolate Chip

= oo —~a

One Dozen
Single
Single
One Dozen
Single

Haolf-Dozen

- -

Wednesday,

O dunlgs o Lol e 3K STal 4 (6,500 et L) 095 ST 00ls ol 10 39390 Sledbl walss o 3T
b 3,055 oS sbml jelate onl sy (REPOIE) 5,155 < aslys (oo edsS 15 Lot o0l oL b Lossites _aseds
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£ oS @l Llss (6l e 6y Cuyd S o | 855 sl ssls b ey o |, oSl ol Lt a(REpOItS)
S (Gl pal 295 Al 4 55 ) b 5)1S ales e

el ol 1) QT 9 S ialpg ) QT ol 1y (Report) G)lF SO S S e ol Led s opl o

(Report) i35 < sl i

onles sl el w3 Sy 0 1) 395 ools ol eyl aslyn b o o |, bles o) Lt & (REPOIES) Lo 3158
(tables) Lo Jsaz 5, 51 w2 1, (REPOITS) Lo 535 ams o o3l Lo 4y ST 1331 5 s L) ol BB
. 248 olwl (QUErIES) lag> 5 oy 53,5l o2 5

5 el oo o iS5k S oolinl 595 (REPOIL) (5155 5 walys o a5 1) 052 5 o b Joo i@
w5 oo 5k |, COOKIES SOl (59> 5 o s sl i ol iS85 1, (ol az oS 51 i Lt

I *H Cookies Sold

Product Types - Products Table.Product Name r | 5Sales Unit.Product Name - SumOfQuan -~
Cookies Fudge Brownie One Dozen 7
| Cookies Fudge Chocolate Single 3]
Cookies Ginger Shortbread COne Dozen 6
| Cookies Chocolate Chip Single B
Cookies Butterscotch Single 3
| Cookies Fudge Brownie Single 3
Cookies Cranberry Walnut One Dozen 3
| Cookies White Chocolate Macademia Nut Half-Dozen 3
Cookies Snickerdoodle Single 3
S5 REPOIt jgiws 5, » e sl o1 ,o 1, REPOIS 65,5 ass Ol oyem, 40 |, Create @
Create External Data Database Tools Q Tell me what you want to do...

m D ”ﬁ L J m D s P E‘ @ i‘ i_i»g'ReportWizard

= Navigation ~

Table SharePoint Query Query Form Form Blank Report Report Blank B Labels
Design Lists~  Wizard Design Design Form [FMore Forms © % Design Report
Tables Queries Forms Reports

il oo wax (REPOI) (3155 o oty awgs oy Slbsetil ¢ o olil LS 1O

o U sl il sads 15 (page break) aels iasls sogame 3l Lods sla ools 3l cidu o,y (o ks 40
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B9 Cockiessold| fll Coolkies Sold

E—| Cookies Sold

il

1 Cookies oy

Cookies

Cookies

Cookies

Cookies

Cookies

Butter Pecan
Butter Pecan
Butterscotch
Chocolate Banana Walnut
Chocolate Banana Walnut

Chocolate Chip

Wednesday,

: One Dozen
Single
: Single
One Dozen
i Single

Half-Dozen

»» (Quick Access Toolbar) ST gy (owyws 3l Jles o (REPOrt) 3158 cpl 8,5 0,58 61,,O
 calio U 5 g o (5155 sl 1) (ol g 098 oo 3b sl o ygle HolS SO oS SIS SAve jgiws s,
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Save As

Report Name:
Cookies Sold

?

OK

X

Cancel
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i'='_5,;:| Cookies 5oid | [l Cookies Sold

E Cookies Sold Wednesday,

Product Types [Products Table].[Product Name] [Sales Unit].[Product Name]
Cookies féu’r’rer Pecan || One Dozen
Cookies L iBu’r’rer Pecan Single
.Cookies | Butterscotch _ :Single
Cookies ' Chocolate Banana Wainut | One Dozen
.Cookies : :Choc-:ulate Banana Walnut _:Single

Cookies -Chocolate Chip 'Half-Dozen
.Cookies | :Choc-::ulcﬂe Chip _ One Dozen
Cookies .Chocolate Chip 'Siﬂgle
.Cookies . :Cranberr}_{ Walnut _ One Dozen
L dlg> i abgs o 0L3@
2 B cadls Solo 4 oo Bis> slp .l 00,5 Bis 55 1) o] o a5 Wed redae WS o Bl |y ald g
oy ledy 1) oS amio o Delete auss 5 uus SIS jee s,

“‘j:‘ Coakies Sold | I8 coolkies Sold

7] Cookies Sold VBTG
' Product Typgs| [Products Table][Frocuct Name] [Sales Unifl.[Product Name]
.BuHer Pecan || ©ne Dozen
| Butter Pecan 'Single
Butterscotch _:Single
.Chocolofe Banana Walnut | One Dozen
:Chocolote Banana Walnut ||single
.Chocolofe Chip | Half-Dozen
:Chocolote Chip || ©ne Dozen
[chocolate Chip [single
. Cranberry Walnut One Dozen
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NIl O Tell me what you want to do... Olenna Mason
'E! ID @ Shat Margiis =i Landscape Q | One Page ’Tj \E@ PDF or XPS a
Print  Size Margi ‘ SR = Columns EEfTwo Pages Refrest : | ? t el Close Print
rin ize Margins : ortrai o efresh Excel Text = . ose Prin
- . - frabee Oty liPage Setup - More Pages = 4| File i Mcre Preview
Print Page Size Page Layout Zoom Data Close Preview ~
» ‘ = | Bakery Menu Report \ x
320 Glenwood Place, Raleigh, NC 27601 | songbirdbakery@email.com | 919-555-1624
g Cakes French Vanilla Qo la la! Some people might say this cake has a certain je ne $22.00
(] sais quoi... but we "sais quoi"-- lots of vanilla.
(a8
Q Strawberry Swirl A dizzying swirl of strawberries and créme. Hold on tight! $22.00
el
1
U .
= Cookies n' Cream Like dipping oreos and milk, but a cake, and not at all soggy. $22.00
1]
Page: M 5 .‘ »oM [ - ‘T
Ready Il = B=E A 1 + 100%
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-

Format P:

Report View

L —
|
i
I

E Print Preview I}
E Layout View

N
b{ Design View
9
RV
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External Data Database Tools Q Tell me what you want to do...
] ZF Grextrile [ Fgo T T@ = [T
NP o, O SEEGI SIS =T 2
@9XML File . fz‘;\NurH M&rge
s ODBC Saved Excel Text XML = PDF\Email _
Database = *More ™ Eyports File  File orXPS 5" More ~
ik Export
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[ Publish as PDF or XPS 3¢
4 & » This PC » Documents » v O | | Search Documents P
Organize ~ New folder Be= T ®
Academic Paper ©  Name Date modified 4
Creater example Adobe 6/8/15 2:53 PM
Logos Blog 6/8/15 2:52 PM
Source completed projects 8/18/14 4:01 PM
) Custom Office Templates 10/7/15 3:32 PM
@ Microsoft Access
desktop backgrounds 7/23/14 8:46 AM
& OneDrive Encoded Files 8/13/14 1:59 PM
Final Cut Express Documents 8/23/13 8:43 AM
4 This PC
Layouts 8/13/14 2:02 PM ¥
¥ Network M >
File name: | [SELGCI RV N elelg: v
Save as type: PDF X
Open file after publishing Optimize for: () Standard (publishing
online and printing)
® Minimum size
(publishing online)
Options...
A Hide Folders Tools ¥ Publish Cancel

o5 sUsClose
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Export - Text File ? X
Select the destination for the data you want to export I}

Specify the destination file name and format.

Eile name: \\psf\Home\Documents\Bakery Menu Repomxﬂ Browse...

Specify export options.

Export data with formatting and layout.

Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

[ Open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.
Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and have records selected

Cancel






