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Foreword 

 

Today's society is characterized by the rapid growth and development of 

Information Technology (IT). This has resulted in a society, which in a broad sense, 

has become dependent on gaining as much knowledge and competence in the IT 

field as possible to keep up with the times. Although this dependence continues 

to grow on a daily basis, the basic human right to education and information has 

not extended to the IT arena. These are among the various issues that affect 

society as a whole, thus creating gaps and distancing people from the main 

motivation for advancement; namely availing opportunity. Being computer 

illiterate in today's world translates to that person being unable to participate 

effectively in modern society; in effect, becoming a person who can’t avail the 

opportunity. Despite the recognition by the European Commission, UNESCO, 

OECD and other relevant institutions on the necessity and benefits of literacy, 

there are still groups of people with limited access to basic computer education 

(eg. persons with disabilities, people with learning difficulties, workers and 

migrants, the unemployed, people living in remote places where education is not 

readily accessible). 

This manual, along with other materials published on ITdesk.info, is our 

contribution to the realization and promotion of the basic human right to 

education and information in the IT field. We hope that this education will help 

you in mastering basic computer skills and that you learn as much as you can to 

become a productive member of the modern IT society. 

Sincerely yours, 

ITdesk.info team  
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1. BASIC CONCEPTS 

1.1 DEVELOPMENT AND USE OF DATABASES 

 

 

Database models 

There are three basic types of databases: 

- Hierarchical – prevalent during the sixties through to the seventies, this type is based 

on hierarchical data structures that are organized into tree-like shapes. Every tree 

has a root (parent) node and zero or more (child) nodes/records subtrees. Records 

consist of fields that correspond to attributes. The relationship between these 

records is called a parent-child relationship.  

- Network – like the hierarchy type, also prevalent during the sixties through to the 

seventies. This type is based on network data in which there are neither subordinate 

nor main segments. Each child record can have multiple parent records, thus 

providing an overall more flexible approach to representing objects and their 

relationships. 

- Relational model –prevalent from the eighties onwards, in this model the database is 

composed of tables or relations: All data is stored in a tabular form with rows and 

columns. Every relationship has a name that is different from other relationships in 

the database. Each column contains the value of the relation of one attribute or 

relationships which are shown by the relation (table) (fields in the hierarchical 

models correspond to columns in a relational model). An attribute has a name that is 

different from other attributes. The value of an attribute is the data of the same kind 

or type. The set of values allowed in one attribute is called attributes domain. The 

number of attributes is the level of relations. One line of relations is a copy of entities 

or records connected between two or more copies of entities. An entity copy is called 

n-tuple. In one relation there cannot be two identical n-tuple's. Number n-tuple is a 

cardinality relation. The foundation of a relational database is to connect different 

types of entities. 

 

City_ID Name Coordinates 

ZAG Zagreb  (x1, y1)… 

BER Berlin (x2, y2)… 

GRZ Graz (x3, y3)… 

… … … 
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State_ID Name Coordinates 

GER Germany .... 

AUT Austria .... 

CRO Croatia ... 

 

City_ID State_ID 

ZAG CRO 

BER GER 

GRZ AUT 

- Object-oriented databases were developed in the mid 80s as a solution to certain 

problems with the relational database. For example, object-oriented databases allow 

the definition of different types of data of variable complexity while a relational 

database does not generally allow that for a user. 

 

The life cycle of the database 

The introduction of a database in an enterprise or institution is a complex process that can 

be divided into five stages: 

1. Needs analysis – studies the information flows in the company, reveals information 

to be stored and the connections between them. Within the company there are 

often a variety of user groups who have different “views” of the data. This phase also 

includes an analysis of the transaction (operation) to be performed on the database. 

The result of this analysis is a document called the specification needs. There are 

formal methods of analysis requirements (needs analysis) which are used mainly on 

large projects, where work in divided among more people organized in project 

teams.  

2. Modelling data – different “views” on data from the first phase are synthesized into a 

single unit – a global scheme, which precisely determines the types of data. The 

scheme develops to meet certain quality requirements. The scheme adapts the limits 

set by a default data model, and is further modified to be able to satisfy the demands 

of performance. The results of this phase are the views (sub-schemes) to be 

performed for each user group. 
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3. Implementation – at this stage, based on the results of the previous phase, the 

database is physically realized on the computer. As part of the DBMS (Database 

Management System), the parameters are set in order to ensure the efficient 

operation of the most important transactions. A set of programs are developed that 

acts as a single transaction and meets the needs of various applications. The 

database is initially loaded with data.  

4. Testing – users test the database and check whether it meets all requirements. They 

try to eliminate possible errors from earlier phases of development. Errors in the 

early stages of development can have serious consequences, for example, if an error 

occurs during the needs analysis, it leads to users needing something else that is not 

implemented. Lastly, before the implementation of the right developing prototypes 

of databases, a demonstration for users is carried out. 

5. Maintenance – this phase takes place when the database has entered into common 

use. Maintenance consists of the following: Rectifying errors that were not detected 

in the testing phase, the introduction of changes due to new user requirements and 

setting parameters in the DBMS in order to improve performance. In the 

maintenance phase, the operation of the database is continuously monitored in a 

way that this tracking does not interfere with users activities. 

 

Business applications databases 

Applications (programs and software systems) which are used in some types of databases 

are widely distributed. It can be said that almost every application uses, more or less, 

database of different types.  

MySQL, a free system for database management, is often used for dynamic web pages.  

For larger business information systems, such as information systems of financial 

institutions, Oracle and IBM solutions are often used. Oracle's database often uses Oracle's 

programming language designed for narrow purpose database management – PL/SQL. 

PL/SQL is basically a SQL language that is explained in more detail in the next section. 

 

SQL – structured query language 

The history of SQL (Structured Query Language) begins in 1970 in the IBM Research 

Laboratory in San Jose. Commercial application began in the 1980s. SQL allows for the 

creation and modification of the database structure, the addition of the appropriate user 

access rights for the databases and tables, the search for information from the database and 

modification of database content. 
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There are two groups of functions; the first group are the DDL (Data Definition Language) 

functions that are for data definition. An example of this group function is the command 

CREATE TABLE tableName (). 

The second group are DML (Data Manipulation Language) functions for data management. 

An example is a basic SQL command:  

SELECT * FROM tableName; 

Using such a query and the key word SELECT, will retrieve all rows from the tableName table.  

Updating the table is done by using the UPDATE keyword, for example:  

UPDATE tableName SET attribute_name=value1 WHERE attribute_name 2=value2; 

In this example, from the tableName table, wherever the rows have the 'attribute_name 2' 

value equal the value2 value, the attribute_name value is set to value1. 

Deleting rows from a table is done using DELETE keyword. For example: 

DELETE FROM tableName WHERE attribute_name = value 

In the previous query, in the tableName table all rows are deleted where the value of the 

attribute_name attribute equals value. 

  



ITdesk.info – project of computer e-education with free access 

ITdesk.info is licensed under a Creative Commons Attribution-  

Noncommercial-No Derivative Works 3.0 Croatia License   5/39 

2. TABLES AND RELATIONSHIPS 

 

1.2 FIELDS/COLUMNS 

 

Create, modify and delete search field/column 

 

Consider when the Column (also referred to as field) that is to be searched is the field in the 

table whose value is loaded from another table or from a list of values. 

For example, open the “Players” table and right click to add a new field (“Click to add”) and 

choose the “Lookup and relationship” option.  

 

 

On the next page, select whether the search column will be based on the values in the table, 

a query, or on a list of entered values; the first option is the most commonly chosen. Then 

select tables or fields from the table, on the basis of which a search column is created. Select 

the “Club code” field from the “Club” table.  

Searching the column can be modified by right-clicking on the column, and then clicking on 

“Modify Lookups”, or deleting by choosing the “Delete Field” option. 
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Creating, changing and deleting masks for entering data in the field/column 

The mask for data entry is used to disable incorrect format data entry in the database and to 

ensure proper data entry range. 

For example, for a database that has been created in the “Players” table we create a mask 

for the data that is to be input to the “Date of birth” attribute. 

 

 

Right-click on the “Players” table from the “Tables” menu, and a drop down menu opens 

from which the “Design View” option is selected. Clicking on the “Date of birth” attribute, 

displays the “Field Properties” area of the window with the “General” and “Lookup” tabs.  
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Within the “General” tab, there is an option for “Input Mask”. Clicking on this option will 

display a button marked “...”. 

 

By clicking this button, a window opens that offers predefined templates for data entry. 

 

By selecting the option "Short Date”, and clicking on the button “Finish”, we create a mask 

for data entry so that this will be the default format for the “Date of birth” entries; i.e. only 

the values that are formatted as shown in the column “Data Look” will be entered (in this 

case, 27.9.1969). 
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To change the masks for entering data, we repeat the same steps and in the last step we 

choose the desired mask for data entry. For example, we can choose option “Medium Date”, 

whereupon for the field “Date of birth” it is only possible to enter data in the format as 

shown in the column “Data Look” (in this instance, 27-ruj-69) (*ruj=sep/rujan=September).  

To delete a mask for data entry, open the “Field Properties” area of the window, and from 

the “General” tab, highlight the mask with the cursor (as shown in the picture), and then 

delete by pressing the “Delete” or “Backspace” keyboard keys. 

 
 

 

Setting mandatory input data values to the field/column: necessary, not necessary 

Setting mandatory input data values to the field/column will ensure that all rows that are 

entered into the table must have a defined data value in that field/column.  

For example, we can set the required input data values of the “Population” field/column in 

the “City” table. As in the previous section, right-click on the “City” table in the “Tables” 

menu, and it will open a menu from which the “Design View” option is chosen. Clicking on 

the “Population” attribute will open the “Field Properties” area of the window with the 

“General” and “Lookup” tabs. In the “General” tab, under “Required,” define the value of 

the attribute as “Yes” so that it makes it mandatory to enter data in the “Population” 

field/column in the “City” table.   
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1.3 RELATIONSHIPS AND JOININGS 

 

Create, modify and delete relationships between tables: one-to-one, one-to-many 

To create a relationship between tables, click on the “Database Tools” toolbar, and then 

from the resulting “Relationships” ribbon, select “Relationships”. 

 

 

Then, in the “Design” toolbar, select “Show Table”.  

 

 

Selecting all three tables and clicking on the “Add” button, and then “Close”, we can see the 

tables as shown in the window labelled “Relationships”. 
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For the purposes of this example, we will create a “Coach” table whose fields/columns are 

shown in the picture within the “Relationships” window. 

 

The “one-to-one” relationship can be defined between the “Coach” and “Club” tables, since 

each coach (generally) can only belong to one club, that is, any one club (usually) has one 

coach.    

Clicking on the field (usually the primary key), by holding down the mouse and dragging and 

releasing the button on the field of another table (usually foreign key) creates a connection. 

In this case, the connection is created between the “Club code” fields. For the purpose of 

this example, we define the primary key in both tables as precisely “Club code”. In this way, 

we ensure that each row in the “Club” and “Coach” tables has a unique value in the “Club 

code” field. In this manner, we create the one-to-one link.  
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As an example of the one-to-many relationship, we will create a relationship between the 

“Club” and “Players” tables. A club can have many players while one player can only be 

associated with one club. The connection is created across the “Club code” fields between 

the primary key in the “Club” table and a foreign key in the “Players” table.  

 
 

1.4 CREATING AND CHANGING RELATIONSHIPS BETWEEN TABLES: MANY-TO-
MANY USING THE CONNECTING TABLES 

 

The use of referential integrity between tables 

The role of referential integrity is to prevent the occurrence of records that do not belong 

anywhere, and for keeping references synchronized to avoid having records that refer to 

other records that no longer exist. As Referential integrity is defined in relationships, MS 

Access rejects all operations that would violate referential integrity of the relationship and 
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the table (updates that target by changing the references and removing the references that 

are rejected). 

Next, open the “Relationships” display window in which are opened all the existing tables. 

 

Selecting (click) the relationship between “Club” and “Coach” tables, and then selecting 

option “Enforce Referential Integrity”, allows us to define referential integrity. 

 

After defining referential integrity, the following rules apply: 

- You cannot enter a value in the field of external key linked tables (“Club code” field in 

the “Coach” table) if it is not in the field of the primary key of the primary table 

(“Club code” field in the “Club” table) 
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- You cannot delete records from the primary table (“Club”) if in the linked table 

(“Coach”) a record that matches it exists. 

- In the primary table (“Club”) you cannot change the value of a primary key if it would 

thereby result in creating records that do not belong to anybody. For example, the 

attribute values in a row of the “Club” table cannot be changed if there is a line 

assigned to this row in the “Coach” table. 

 

The use of automatic updates on related fields 

There are situations which require the change of values on one side of the connection 

between the tables. In this case, it is necessary to automatically update all rows that are 

affected by this operation, thus ensuring that the database is fully updated as otherwise 

data would not be consistent. 

To achieve automatic updates, it is necessary to first define the referential integrity of the 

connection and then the automatic updates. 

For example, by clicking on the link between tables “Club” and “Coach”, the automatic 

updates are defined by checking the “Cascade Update Related Fields” option. 

 

After defining the automatic update, any change in the “Club code” field from the “Club” 

table, is automatically updated in the “Coach” table. 

 

The use of automatic deletion of related records 

Sometimes there is a need for deleting a line and allowing for automatic deletion of related 

records. 
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To achieve automatic deletion, you must first define the referential integrity of the 

connection to allow for an automatic delete. 

For example, by clicking on the link between the “Club” and “Coach” tables, automatic 

deletion is defined by checking the “Cascade Delete Related Fields” option. 

 

After defining this automatic deletion functionality, deleting records in the “Club” table 

automatically deletes records in the “Coach” table which refers to the primary key of the 

deleted records in the “Club” table.  

 

Application and changes in internal and external connection 

Compounds are used to combine the records from both data sources so that each pair of 

records from a source in the query becomes one record. 

The internal circuit is one in which data is included from the table only if there are no 

adequate data in a related table and vice versa. If the tables are already in a relationship, 

then Access creates an internal circuit which maintains the compound. Internal compounds 

are commonly used. When we create a circuit and we do not specify its type, Access 

assumes that we want the internal compound.  

For example, to define an internal connection between the “Club” and “Players” tables, from 

within the “Create” toolbar, in the “Queries” group, we select “Query Design”. In the “Show 

Table” dialog box we select both the “Club” and “Players” tables and click “Add”.  
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We can see that there is already a connection between these two tables. It is a compound 

that was created automatically when we defined the relationship between these two tables. 

If you double-click the link between these tables, the displayed “Join Properties” dialog box 

will show the first option as being selected: “Only include rows where the joined fields from 

both tables are equal” representing the inner compound.  

In the lower part of the screen we can choose what we want to show as a result of a query. 

We select the “Name” and “Surname” fields from the “Players” table, and “Name” and “Year 

established in” fields from the “Club” table. 

 

Click on the “View” option in the “Results” group to display the result.  
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External connection is the same as the inner one, only that it incorporates the remaining 

lines from one of the tables. External connections include data on direction. Left outer 

records contains all the records from the left table (the first table in the combination), and 

right outer records contains all the records from the right table (the other table in 

combination).  

For example, if we choose again the connection between the “Club” and “Players” tables 

and this time select option 2: “Include all records from “Club” and only those records from 

“Players” where the joined fields are equal, the results we are shown include all records 

from the “Club” table, even those entries which do not have a matching pair in the “Players” 

table (where the value of the “Club.Name” field equal “Split”). 
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Creating and changing the type of connection 

Select the “Database Tools” toolbar and then click the “Relationships” button. We can 

change the connection by double-clicking on the line visually depicting the relationship, then 

from the “Design” card choosing “Edit Relationships”. 

A dialog box appears in which we can edit the existing connection. 
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3. QUERIES 

3.1 QUERY TYPES 

 

Create and run a query to update the data in the table 

Queries for updating are used to add, modify (for existing fields without values that have 

been changed in value to other than “null”) or delete data from existing records. When 

creating queries to update data in the table, it is useful to make a copy of the database to 

preserve the original data. 

As in the previous examples, we open “Query Design” from the “Create” toolbar, and select 

“Update” from “Query Type”. In the “Show Table” dialog box we select, in this instance, the 

“Players” table. 

Double-clicking on the field we want to update makes the fields appear in the grid display for 

query design. 

 

For example, if we want to display the names and surnames of all the players whose height 

is over 200cm, we will update the players with the field “Height” to “YES”. 

In the “Criteria” grid to design queries, we define the criteria for the “Height” field as “>200”, 

which will, as a result of a query, get only those rows where the field value is greater than 

the height of 200. In the “Update to” attribute for the “Name” field, we will enter “High”.  
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Run the query by clicking on “Run” in the “Results”. After that, we can see that in the 

“Players” table the values for the “Name” field are updated where the height is greater than 

200. 
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Create and run a query to add records to the table 

For creating and running a query to add records to the table, we will create a “Players_2” 

table and we will fill up its records with those from the “Players” table. In the “Players_2” 

table, we will add all those records from the “Players” table in which the value of the 

“Height” field is greater than 200. 

The first step is to create a query to select records for copying. As in the previous example, 

we open “Query Design” and the “Players” table, and from the “Query Type” option, we 

choose “Select”. 

Double-clicking the field, we choose all the fields we want to add. We select “Name”, 

“Surname”, “Height” and “Weight”. Within the row titled “Criteria”, under the field “Height,” 

we define the criteria as “> 200”. 

 

 

By clicking “Run”, we run a query that returns rows with a value for the “Height” field 

greater than 200, and lists the results under the “Name”, “Surname”, “Height” and “Weight” 

fields. 
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The second step is the conversion of queries from selecting query adding. In the “Home” 

toolbar, from the “View” menu, we select “Design View”. In the “Query Type”, we select 

“Append” as the query type. In the dialog box that opens, we select the “Players_2” table 

and click “OK”. 

 

In the grid for the query design, the “Append To” attribute should correspond to the desired 

field names in which you want to set records. But if this is not the case, the adding query will 

wrongly add new records. For example, if we set the value of tge “Name” field and have the 

row “Append To” point to “Surname”, the query will add records with value of the 

“Surname” field to the values of the “Name” field.  

 

We start the query by clicking on “Run” and we will get the desired records in the 

“Players_2” table, that is, those records from the “Players” table where the value of the 

“Height” field is greater than 200. 
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Create and run a query to clear the table 

As an example of creating a query to delete the table, we will create a query that will delete 

all the rows where the value of the "Height" field is greater than 210 from the “Players_2” 

table which we created and filled in the previous section. 

We open “Query Design” within the “Create” toolbar. In the “Show Table” dialog box we 

select the “Players_2” table. Then we select “Delete” from the “Query Type” option.  

Double-clicking a field in the table, we add all the fields from the table to the grid, and we 

define the criteria for “Height” as being “greater than 210 (>210). 

 

We start the query by clicking “Run”. 
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After a refresh, the table only contains records where the value of the “Height” field is less 

than 210. 

 

3.2 CREATE AND RUN A QUERY TO SAVE SELECTED DATA AS A NEW TABLE 

 

Creating and running a crosstab query 

Crosstab query is a type of query selection. Its advantage is that it sometimes makes it easier 

to read, more so than a simple query selection which just shows the same data. Crosstab 

query calculates the sum, average and other functions of addition, and then groups the 

results by two sets of values – one with the data sheet and the other with the top line. 

To create a crosstab query, the fastest and easiest way is to use a wizard to cross inquiries. 

On the “Create” toolbar, from the “Queries” group, we select “Query Wizard”. In the “New 

Query” dialog box we select “Crosstab Query Wizard”. 

 

Then we select the table or query that we want to use in the creation of crosstab queries. In 

this instance, we select the “City” table. 
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In the next dialog box, we select the fields we want to use for the header lines. We select the 

“State”field. 
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In the next dialog box, we select the field we want to use for the header columns. Then we 

select the “Population” field. 

 

In the next dialog box, the field and functions to calculate summary values are selected. We 

select the “City” field and the “Count” function. 
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In the same dialog box we can confirm or unselect the option “Yes, include row sums” 

whereby it is either admitted or omitted in the sum of the field respectively. 

At the next dialog box, we choose the name of a query, and whether we want the option to 

display a query or return to modify the query. In this case we select the “View the 

query”option. 

 

Let's look at the resulting query. 

 

The Crosstab query which we have committed summarized the number of cities from the 

“City” table having the “State” field, so that in the column field “Total Of Grad” (Eng Trl: 

Total No of Cities) we received 3 for Croatia, (“Hrvatska”) 3 for USA (“SAD”) and 1 for 

Spain(“Spanjolska”). Also, in the other fields are marked the number of towns in those 

respective row countries which match a specific population size (looking at the table “City”). 

 

Create and run queries to display the records that are repeated in the table 

To find records in which a field is partially or fully matched, the most appropriate way is to 

use a wizard to create a query. 
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In this example, we will use this type of query to find partial duplicates in the “Players” table 

and we will search for those records that have the same values as the “Club code” field. 

Complete duplicates are those which have the same values for all fields, while fractional 

duplicates have one or more fields with the same value, but not all of them. 

As in the previous section, we use the “Query Wizard” with the difference that this time in 

the dialog “New Query” we select “Find Duplicates Query Wizard” instead of “Crosstab 

Query Wizard”. 

 

In the next dialog box, we select the “Players” table.  
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Then we select the fields that could duplicate the “Players” table. In this case, this is the 

“Club code” field. 

 

Then we select additional fields that will appear in the query, but we leave this option 

empty. 

 

We choose a name for the query, and display it. 
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We get the number of partial duplicates, that is, the number of records that have the same 

value of the “Club code” field in the “Players” table. 

 

 

Create and run queries to display unmatched records in related tables 

For the purposes of this section, we will add additional records to the “Players” table. 
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To create a query to show unmatched records in related tables, we will use a wizard to 

create queries. To show unmatched records in related tables, we select the “Find 

Unmatched Query Wizard” option in the “New Query” dialog box. 

 

In the next dialog we select “Players”, and then the associated “Club”table. 
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The next dialog defines which part of the required information is present in both tables. In 

both tables it is the “Club code” field and it is the field which we use to find unmatched 

records. 
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In the next dialog, we select which fields can be further displayed in the query. We select 

“Name”, “Surname” and “Club code”. 

 

We define the name of the query and display it. 
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We can see that there is one unrelated record that has the value of the “Club code” field 

equal to “CB”, because such a “Club code” field value does not exist on the “Club” table. 

 

3.3 REFINING QUERY 

 

Create, modify and run parameter queries with one, two variables 

The parameter is the information that is entered in the query before its execution. They can 

be used individually or as part of a larger query with multiple parameters. They are used in 

all types of queries. 

To create a parameter query, we open the “Query Design” and the “City” table. We select 

the “City Code” , “City”, “State” and “Population” fields. Within the “Criteria” attribute for 

the “City” field, we enter the following string “[Insert name of the city: ]”.   

We begin the query by clicking on “Run”. This action opens a dialog box in which we can 

enter the city name, in this instance “Split”. 
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We notice that in the dialog box, the phrase we typed appears without brackets. 

 

 

We get the query result, and this is data on the city “Split” from the “City” table.  

 

To add another criterion, we can add to the existing query for the “State” field. We add the 

next string “[Enter the name of the state: ] “ to the “Criteria” attribute under the “State” 

field.   

We start the query. In the dialog box that appeared in the previous example, we again type 

“Split”. Beside it, appears a new dialog box in which we write the name of the state. To 

check, we type the name of the state “SAD” (*SAD is Croatian for USA). 



ITdesk.info – project of computer e-education with free access 

ITdesk.info is licensed under a Creative Commons Attribution-  

Noncommercial-No Derivative Works 3.0 Croatia License   35/39 

 

 

As expected, we did not get a single result, since the “City” table does not contain rows 

having the value of the “City” field equal to “Split”, and where the value of the “State” field 

equals SAD (USA). 

We repeat the same query, but this time in the name of the state we type “Hrvatska” 

(Croatia). 

 

As expected, this time we get a line in which the value of the “City” field equals Split, and 

where the value  of the “State” field equals “Hrvatska”. 
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Using wildcards in the query: [ ], !, -, # 

To locate a specific line when we cannot remember the exact field value, we can use 

wildcards in the query. Besides, wildcards can be used instead of unknown characters in a 

text value in the query and are useful for locating multiple lines with similar but not the 

same data. Wildcards can assist in locating the lines that are based on the specific sample.  

Specifically, in the case of the previous section, we had the use of characters [ ] which are 

used to replace characters within the brackets. Eg., in case that we had ‘Z[Enter city name]’, 

as query result we get those lines whose “City” field begins with the “Z” character and 

continues and ends with a series of characters that  we had entered in the dialog box. 

Wildcard '!' serves to switch/disallow characters in the query. For example, Spl![u]t, 

eliminates the “Splut”, but allows Split, Splet etc. 

Wildcard '–' serves to highlight the range of characters (alphabetically speaking). Eg., the S[p-

z]lit allows for all the rows that have the field values that contain 5 letters, starting with “S”, 

the second character being in the range from p – z, and terminating with “lit”. 

Wildcard '#' is used in the numerical value fields to replace any digit in the number. Eg. 1#2 

allows 102, 112, 122, 132 etc. 
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This manual is intended for learning in conjunction with materials published on the 
following links: 

 

Using quizzes published on the links below, test knowledge of advanced work with databases 

in Microsoft Access 2010 (prepared and drafted: Gorana Čelebić) 

Table design – Fields, columns: 

Apply and change data types such as text, memo, hyperlink, currency, 

date & time in the field (column); 

Understand consequences of changing data types; 

Create, modify, delete a LOOKUP in a field (column); 

Create, edit the rule of data verification (validation rule) for the field 

(column); 

Create, edit the input mask in the field (column); 

Apply, change the default values for the field (column); 

Set a field (column) that requires mandatory data entry 

Tables design – Relations/Connections: 

Create, modify relationships between tables of type one–to–one and 

one–to–many; 

Understand and change the relationship between the tables of the 

many–to–many type; 

Apply, modify inner join, outer join and self join; 

Apply referential integrity and automatic deletion of related records; 

Connect/merge data when creating queries 

start the quiz  

Query design (Queries) – Types of queries: 

Create and use a query to update the data in the table; 

Create and use a query to delete records from the table; 

Create and use a query to save selected data as a new table; 

Add records to a table using the query; 

Group information in the query using: SUM, COUNT, AVERAGE, MAX, 

MIN; 

Create, run a crosstab query; 

Use wildcard characters in a query; 

Use arithmetic and logical expressions in a query 

Query design (Queries) – Adjusting a query: 

Display duplicates; 

Create, run a query to show unmatched records in related tables; 

Show highest, lowest range of values in the query; 

Allow the entry of arbitrary parameters in the query via the data input 

box (parameter query); 

Adjusting a query by using the NULL and NOT 

start the quiz  

http://www.itdesk.info/en/module-5-using-databases/advanced-databases-table-design-fields-columns-quiz/
http://www.itdesk.info/en/module-5-using-databases/advanced-databases-query-design-quiz/
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Forms design (Forms) – Controls: 

Create, modify, delete bound and unbound controls; 

Create, modify, delete controls: combo box, list box, check box and 

option groups; 

Create controls with arithmetic or logical expressions on the form; 

Insert a data field that will appear in the header of the form, the footer 

of the first page or all pages 

Forms design (Forms) – Subforms: 

Create, delete a linked subform; 

Modify a subform to change displayed records 

Report design – Computing: 

Create controls for arithmetic or logical computation on the report; 

Create a control to calculate the percentage on the report; 

Use formulas and expressions on the report, e.g. SUM, COUNT, 

AVERAGE, MAX, MIN, CONCATENATE; 

Create the current totals on the report 

Report design – Presentation: 

Insert a data field that will appear in the header of the report, the footer 

of the first page or all pages; 

Force page breaks for groups of data on the report 

Macros – Recording and i assignment: 

Record a simple macro, e.g., closing a form; 

Run a macro; 

Assign/attach a macro to a form, a report, a control 

Import, export and linking data – Data management: 

Import files (text, spreadsheet, .csv, dBase, Paradox) into a database; 

Export data as a spreadsheet, text, dBase, Paradox; 

Link external data to the database 

start the quiz  

 

 

 

 

  

http://www.itdesk.info/en/module-5-using-databases/advanced-databases-forms-design-macros-import-data-quiz/
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4. TERMS OF SERVICES  

Web–page www.ITdesk.info is implemented by the organization „Open Society for 
Idea Exchange - ODRAZI” in order to actively promote human rights to free access 
to information and education. 

Feel free to copy and distribute this document, provided that you won't change 
anything in it!  

All free programs and services listed on the web–page ITdesk Home on the web adress ITdesk.info 
are the sole property of their respective authors. Microsoft, Windows, and Windowsxx are registered 
trademarks of Microsoft Corporation. Other trademarks used on ITdesk Home web-site are the sole 
property of their respective owners. If you have questions about using or redistributing any program, 
please contact the authors of the program. Any further questions please send to info@itdesk.info.  

___________________________________ 

This web–site contains links to other web–sites or sources. ITdesk.info team is NOT responsible for 
the textual and/or advertising content, or products that are on these web– sites /offered sources, as 
is NOT responsible for any content that is available through them; the possibility of the accuracy of 
the content. Use links at your own risk. Also, ITdesk.info does not guarantee: 

 that the content on the new web-site is free from error or suitable for any purpose, 

 that this web–site or web services will function without error or interruption, 

 that it would be appropriate for your needs, 

 that implementing such content will not violate patents, copyrights, trademarks or other 
rights of a third party. 

If you do not agree with the general terms of use or if you are not satisfied with the provided web–
pages, stop using these web–sites and web services. ITdesk.info team is not responsible for you or 
any third party for any resulting damages, whether direct, indirect, incidental or consequential, 
associated with resulting from your use or misuse of this web–site or web services. If your claim may 
be based on warranty, contract violation or any other legal footing, regardless whether we are 
informed about the possibility of such damages, we shall be released from all liability. Accepting the 
limitations of our responsibilities is a necessary prerequisite for the use of the new web–site and web 
services. 

All listed software in this or other documents published on ITdesk.info are stated only for educational 
or exemplary purposes or, for example, that we, in any way, do not prefer the named software in 
relation to other software. Any statement that we prefer some software over to the other, 
mentioned or not mentioned in materials, will be considered as false statement. Our direct and 
unconditional support has only open source software (open source) that allow users without barriers 
to become digitally literate, use computer and participate in the modern information society. 
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