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 Hi, I’m Melissa and I have a database you can help me with. It’ll keep track of all our 
freelancers – those we hire by the job or hour to write, copyedit, and help out in many other 
ways. I already created one table in this database, and I need your help finishing the database. 
Will you help me? 
 
Follow these steps: 
1. Start Access and open the OnSpec database located in the “Portfolio Project” folder 

within the “Access Tutorial 1” folder on your working drive. 
2. Rename the Employee table as Freelancer.  
3. Open the Freelancer table, and print the first page in landscape orientation, changing 

margins as necessary to fit all columns across the page. 
4. Create a new WordPad document, and type your name on the first line and “Portfolio 

Project 1” on the second line.  
5. Determine the number of records and fields in the Freelancer table, and then in your 

WordPad document type these numbers on lines 4-5 with appropriate captions. 
6. Print and close the WordPad document, saving it with the name of “Portfolio Project 1” 

in your working folder.  
7. Close the Freelancer table. 
8. Use the Simple Query Wizard to create a query that includes the FirstName, LastName, 

Specialty, Rate, and Phone fields (in that order) from the Freelancer table, using the 
default query title and type of query (detail vs. summary). 

9. Sort the query results in ascending order by the Specialty field, and then print the query 
results. 

10. Save and close the query. 
11. Use the AutoForm: Columnar Wizard to create a form for the Freelancer table. 
12. Use context-sensitive Help to find out how to move to a particular record in the form. 

(Click the What’s This Command from the Help menu, and then use the Help pointer to 
click the number 1 in the Specific Record box at the bottom of the form. Read the 
displayed information, and then click to close the Help box.) Then use the Specific 
Record box to move to record 26 (for Dan Parks) in the Freelancer form.  

13. Print the form for just the current record (26), save the form as Freelancer Data, and 
then close the form.  

14. Set the option for compacting the OnSpec database on close. 
15. Close the OnSpec database, and then exit Access. 
16. Pick up your printouts and submit them to your instructor. 
17.  Your instructor will tell you how to submit a copy of your OnSpec database. 
 


