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 I have another project for you to do with the freelancers data. I need you to create queries 
to provide information about freelancers and their supervisors in the NonStaff database. 
 
Follow these steps: 
1. Start Access and open the NonStaff database located in the “Portfolio Project” folder of 

your “Access Tutorial 3” folder on your working drive. 
2. Define a one-to-many relationship between the primary Supervisor table and the related 

Freelancer table, making sure you expand the Freelancer field list in the Relationships 
window. Select the referential integrity option and set both cascade options for the 
relationship. 

3. Create a select query based on the Supervisor and Freelancer tables. Display the 
FirstName and LastName fields from the Supervisor table, and the Free#, FirstName, 
LastName, and Specialty fields from the Freelancer table, in that order. Sort in ascending 
order based on the Specialty field values. Save the query as Freelancer Specialties, run 
the query, and then print the query datasheet. 

4. Use filter By Selection to temporarily display only those records with a supervisor 
LastName field value of Tanaka in the Freelancer Specialties query datasheet. Print the 
datasheet and then remove the filter. Save and close the query. 

5. Create a select query based on the Freelancer table. Display the FirstName, LastName, 
Specialty, Rate, and RateCode fields, in that order. Modify the query to display only 
those freelancers with rates between 50 and 80 and with specialties of Copyeditor or 
Voice-Overs. Save the query as Copyeditor or Voice-Overs, run the query, and print the 
query datasheet. 

6. Modify the design of the Copyeditor or Voice-Overs query to sort in ascending order by 
the Specialty field and then in descending order by the Rate field. Run the query, change 
the font type to New Times Roman and the font size to 9, resize all columns to their best 
fit, and then hide the RateCode column. Save and print the query, and then close the 
query. 

7. Create a select query based on the Freelancer table. Display the Free#, Specialty, Rate, 
and RateCode fields, in that order. Select only those freelancers with a RateCode of H. 
Add a calculated field name NewRate that displays the effect of increasing the 
freelancer’s rate by 5%, setting its Format property to Standard and its Decimal Places 
property to 0. Sort in descending order by the NewRate field, save the query as New 
Hourly Rates, run and print the query, and close the query. 

8. Close the NonStaff database, and exit Access. 
9. Your instructor will tell you how to submit a copy of your NonStaff database. 


