Handout 3

Sorting Databases

It is easy to sort one of the fields in a database by using the A to Z or Z to A.

Example as below.
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Event Code | EventType Venue _|Max Nerumbe[ Min Number

18A 18th Paty  adult Aquatica 100
18N 18th Paty  adult Nitro 150
187 18th Paty  adult Terror Zone 100
BAA Bithday adult Aquatica 50
BAT Bithday adult Terror Zone i
BKE Bithday Kids Burgers Away 15
BKD Bithday Kids Destiny Ell
BKQ Bithday Kids Mini Quest i
BTA Bithday teens Aquatica 50
BTD Bithday teens Destiny il
BTT Bithday teens Terror Zone i
DAN Disco adult Nitro

DKA Disco Kids Aquatica

DTN Disco teens Nitro

HAT Hen Night  adult Terror Zone

MCz Mega Party - ot adult Al Zones

MFZ Mega Party - fa all Al Zones

PKA Party Kids Aquatica

PKQ Party Kids Mini Quest

SAT Stag Night  adult Terror Zone

WeN Wedding Cabar adult Nitro

WDN Wedding Disco adult Nitro
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It is also possible to sort more than one field by Creating a Query. To do this:

Choose Query from the list on your database.

Choose the Wizard to help create this query.

Move all the fields across
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Choose Next and Next again

Choose Modify the Query and Finish
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Your Query should look like this example
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Look at the example above and on the left hand side you can see a list of titles. One of them says Sort.

In the sort row under the field title Venue Choose Ascending
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In the Sort row under the Field Cost per Head Choose Descending.
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Close the query and open this information as a table the results should now be displayed. The venue should be in alphabetical order and the Cost per Head should be in Descending order.








