Action Queries
1.  Open your Sportsmanship database and add the Prospective Customer table to the database. These prospective customers are now customers.  Rather than typing the new customers name in the old table, we would like to append the Prospective Customers table to the Customer table.  

2. Note that only the fields that have field names alike will be appended.  When you create a table, make sure you follow this rule.  On the Create tab, select Query in Design.  This will open the design view for creating a query.  

3. We want to add the table Prospective Customers to choose the fields from.  Select all of the fields to be shown in the query design grid.  Once all of the fields have been selected, click the Append button on the design tab.  

4. Then click the Run (!) button.  It tells you that two records will be appended and gives you the option to stop.  Continue.  Open the Customers table.  The two new records should be in the table.  

5. Another type of query is the Make New table query.  Again, use the design view to create a query.  Use the Prospective Customer table and all fields in it.  This time click the Make New Table button.  The dialog box will prompt you for the new table.  Call it Sample.  Open the Sample table to see that the two records in the Prospective Customer table are now in the new table.

6. Delete Action Query – Again, create an action query in Design View.  Use the Sample table this time and select all fields.  This time use the Delete action button.  Opening the Sample table will reveal that there are no records in the table.

[bookmark: _GoBack]As a summarizing activity, use the Nursing Home New Hires table to make an action query for your Nursing Home Database.
