DATA MANIPULATION SKILLS
Name:      
1. Import a .CSV file into a database.  FORMCHECKBOX 

2. Assign the following data types (text, numeric, currency, Boolean, date) to existing fields as specified.  FORMCHECKBOX 

3. Print a screenshot showing the field names and data types used (including your name, Centre number and candidate number).  FORMCHECKBOX 

4. Insert data for new records as specified.  FORMCHECKBOX 

5. Create queries to show only show records which meet specified criteria:
· OR  FORMCHECKBOX 

· AND  FORMCHECKBOX 

· greater than  FORMCHECKBOX 

· less than  FORMCHECKBOX 

· equal to  FORMCHECKBOX 

· greater than or equal to  FORMCHECKBOX 

· less than or equal to  FORMCHECKBOX 

· is not blank  FORMCHECKBOX 

· date is between two specified dates inclusive  FORMCHECKBOX 

· not ….  FORMCHECKBOX 

· contains specified words in text fields  FORMCHECKBOX 

6. Create a query which:

· Has a specified heading.  FORMCHECKBOX 

· Contains a new field named and calculated as specified.  FORMCHECKBOX 

· Contains fields formatted as specified.  FORMCHECKBOX 

· Is sorted by specified fields.  FORMCHECKBOX 

· Contains a summary of two specified fields with a count and sum of specified field.
· Contains a summary of a previous query if the data to be summarised is limited to the records in that query.  FORMCHECKBOX 

7. Export a query in a form which can be imported into a graph/charting package.  FORMCHECKBOX 

8. Save a query data in a form which can be imported into a text document.  FORMCHECKBOX 

9. Produce reports which:
· Contains a new field named and calculated as specified.  FORMCHECKBOX 

· Contains fields, totals and averages formatted as specified.  FORMCHECKBOX 

· Shows only specified fields in full.  FORMCHECKBOX 

· Fits on a single page.  FORMCHECKBOX 

· Fits on a single page wide.  FORMCHECKBOX 

· Has a specified page orientation.  FORMCHECKBOX 

· Is sorted by specified fields.  FORMCHECKBOX 

· Has specified labels for the total and/or average of a field.  FORMCHECKBOX 

· Calculates the total of a specified field.  FORMCHECKBOX 

· Calculates the average of a specified field.  FORMCHECKBOX 

· Includes a specified heading at the top of the page.  FORMCHECKBOX 

· Has your name, centre number and candidate number in the footer in a specified position.
Continued on the next page.

10. Produce labels which:

· Have a specified page orientation.

· Fit a specified number side by side on the page

· Show only specified fields each on a separate line

· Are sorted as specified
· Include a specified heading with a specified alignment at the top of each label

· Have your name, Centre number and candidate number with a specified alignment at the bottom of each label.

