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Master Budget Project:
Delete Query
Happy 2012! As we work our way

assumptions, such as how many units

can use the initial assumptions from the

through the project this year, we will

we would expect to sell the first quarter,

Budget Assumptions Entry Form to fill

bring together the various parts of the

what growth rate we would expect in

the budget tables with values.

Master Budget we have been building

subsequent quarters, and what price we

and establish a working budget process.

would expect to get for each unit. The

from the form into the table, we need to

This year, we will learn how to use values

form also contains a textbox that allows

empty the table of data. This can be

from a form in a query, how to use

us to vary the assumptions by entering

done in two ways. You can open the

update and append queries, and how to

values other than the defaults.

Budget table, select all the records, press

put all the queries together in a macro

Delete, and then confirm the delete.

and run the macro from a button on a

budget values set in the tables can be

Alternately, you can create and save a

form. As is typical with complex pro-

used to build budgets, saving users from

delete query. Later, we can use this

cesses, it’s likely that we will be working

having to rekey data. For example, let’s

delete query in a macro to automate the

to complete a specific step and find that

say we want to build the quarterly bud-

deletion process. This will come in handy

other steps need to be completed first

get instead of directly entering the val-

as you run the budget through a variety

before we can progress. We will work

ues into the tables. The Product table we

of budget assumptions.

through areas in which Access users

set up contains data for the quarters and

might get stuck and craft solutions to get

the Previous Year Ending Inventory in

Create a Delete Query

the needed steps completed first. Keep in

separate columns (fields), as shown in

A general discussion of the delete query

mind that the solutions in this project are

Figure 1. In the Budget table, however,

is in the July 2009 column. The delete

generally useful for solving similar prob-

the quarters are entered as values in the

query we’re going to build this month

lems you may encounter in other projects.

Budget Quarter field, not separate fields.

will delete all the records in a table. This

The structure in the Budget table (Figure

process is useful in a wide variety of

Store Data Effectively

2) makes it easier to use these values in

situations:

Last month we created a form that

queries to automate the process and is a

1. Create a query using the Query

would store (as defaults) some budget

typical method for storing the data. We

Figure 1. Product Table
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The values on the form and the other

But before we can add the values
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Design Button on the Create Ribbon.

Figure 3. Delete Query
QBE Grid
2. Add the Budget Table, and close the
Show Table box.
3. From the Budget field list, drag the

automate the process by creating a
macro to empty the Budget table with
one press of a button. The September

asterisk (*) to the Field line in the

2009 column gives you a primer on

query-by-example (QBE) grid. It

macros, but here are the basic steps to

should say “Budget*” after you’ve

follow:

done that. Figure 3 shows the QBE

1. On the Create ribbon, press the

grid. Note that nothing is added to
the Criteria line. That’s because we
want to delete all the records in the
table.
4. Click the Delete button on the Design
Ribbon.
5. Save the query with a descriptive

Macro Button to create a macro.
2. From the Action dropdown, select
Open Query.
3. In the Action Arguments section,

Right now, this macro is one step. As
we continue to automate the Master
Budget Process, we will add more steps.
In the coming months, we will create

select the delete query. You’ll have to

additional queries to help automate the

click on the Query Name field to see

process and develop the budget. SF

the dropdown arrow and list. Remem-

name, such as “Empty the Budget

ber: Dropdowns are one of the big

Patricia Cox has taught Excel and Access

Table.”

things that will help you learn Access.

to management accounting students

If you’re creating or editing an object

and other college majors and has

Automate the Process

and don’t see a dropdown, click on

consulted with local area businesses to

Because the Budget Assumptions Entry

the location. If there’s a dropdown

create database reporting systems since

Form is going to be used to test the

available for that option, it will appear,

1998. She is also a member of IMA’s

impact that various assumptions will

and you can then select from the list.

Greater Milwaukee Chapter. To send

have on different aspects of the budget,

4. Save the macro as “Budget Process.”

Patricia a question to address in the

we’re going to be using the delete query

5. Run the macro to test that it deletes

Access column, e-mail her at

several times. To make it easier, we can

the records in the table.

kathrynmann@tds.net.

Figure 2. Budget Table
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