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Vision

Mission

Technology Training Services (TTS) provides the highest quality
in-service technology training and support to the faculty, staff and
administrators of the Maricopa Community Colleges.

Technology Training Services is committed to providing leadership
and support to the organization as it implements new technologies
and administrative systems.

TTS delivers quality technology training and support to all em-
ployees of the Maricopa Community Colleges.

To fulfill this mission we:

* Provide responsive and accessible technology training on a va-
riety of desktop applications and administrative systems.

* Research and develop comprehensive training and reference
materials.

* Meet and support the colleges’ technology training efforts by
delivering on-site technology training and providing training
materials.

* Cultivate positive partnerships with our colleges to meet and
exceed their training needs and expectations.

* Provide technology training support in a variety of ways includ-
ing, telephone helplines, one-on-one assistance, online help,
troubleshooting, consultation and referral services.

* Collaborate with organizational teams to develop strategies to
meet future technology training needs.

* Provide consultation and services to the teams implementing
new technologies and administrative systems within the or-
ganization.

* Expand and update our knowledge and skills in the areas of
technology and training.

The Maricopa Community Colleges do not discriminate on the ba-
sis of race, color, religion, national origin, sex, sexual orientation,
handicap/disability, age, or Vietnam era/disabled veteran status in
employment or in the application, admission, participation, access
and treatment of persons in instructional programs and activities.
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ACCESS 2000 OBJECTIVES

This workshop has been designed to present
the following competencies:

1.

A

A e

1.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

Review general Access database concepts and terms.
Plan an Access database.

Create a database.

Create, edit and delete a table in Access.

Create a Lookup field and enter data.

Enter and edit data in a table in Datasheet View.
Create relationships between tables in Access.
Review the online Help system.

Exit Access.

. Create a form using Form Wizard.

Enter data using a form.

Identify and edit a form in Design View.
Find records and replace data.

Sort a table.

Create and delete a query.

Create, edit, and delete a report.

Create a switchboard.

Create a data access page.

Create a macro.

Import to and Export Data from Access.
Clone an Access database.

Link to an external table.




DATABASE CONCEPTS

Access 2000

Definition
and Examples

Relational
Databases

Searching and
Reporting
Flexibility

Access Terms

Microsoft Access 2000 is a Database Management System that al-
lows you to create a relational database and then access, retrieve,
and use the data in it.

A database is a collection of information that can be stored, organ-
ized, updated, sorted, searched through, and printed as needed.
Any information needing to be organized can be a database. Sev-
eral databases are encountered every day. Examples of databases
include an address book, checkbook, rolodex, class schedule, pay-
roll information, inventory list, and a library catalog.

Relational databases are the most common form of database. In a
relational database, data is stored in tables and the tables are linked
to other tables. Tables can also share data which eliminates re-
keying duplicate information. You can then collect data from sev-
eral tables to put in one report or query.

Access displays and prints information in the way you need. Ac-
cess’s searching and reporting capabilities give you complete
control over the appearance of your data. Information can be
sorted and displayed in any way you choose including columns,
data entry forms, lists, form letters, mailing labels, etc.

Reports will be discussed in detail later in this training manual.

Access provides the flexibility to create a database in the way that
will work best for you. An Access database is called a file. It con-
sists of a collection of fables. The separate entries (or rows) in the
table are called records. The tables are arranged in columns that
are called fields. Fields contain specific pieces of information
within the records.




Database (File) Win-

g= Symphony Shop : Database =] E3

dow Showing CEfopen B Desion @new | X | %n T [
2 Tables Cbjects Create table in Design view

Creake table by using wizard

Create table by entering data

BEEEE

Movelty

Fields

Database Table 1 & Novelty : Table
Novelty 1D Description | Units on Hand Selling Price Dist Code
| |EO1 Erasers 35 §0.15 $0.25 MM
| [G05 Gloves 10 $2.95 $4.00 CC
| |kO3 Key Chains 25 $0.95 $1.20 AD
| [MO1 Note Pads 20 $1.00 $1.50 AD
| [PO2 Pencils 70 $0.10 $0.25 MM
| |PO3 Pens a0 50.75 $1.00 | hitd
| [=10 Scares ] $4.95 $6.50 CC
e Socks 15 $1.85 $3.00 cCc
| » 525 Stationery a $3.95 $5.00 AD
10 Umbrellas 12 $6.95 $3.00 CC
Records | $0.00
Database Table 2 B Distributor : Table =] E3|

Dist Code Address City State Zip Code Telephone
AAA Distributor| 9861 King Mova [ 43401 517-555-3953
Cook's Catalog | 1625 Brook Adelaide bl 42441 616-555-8292
Music Makers | 145 Oak Grand Fork IL 49302 317-555-4477




PLAN THE DATABASE

Plan, Plan, and
Plan Some More!

One More Time!

Fields

Tables and
Relationships

Before creating a database, do the planning! Upfront planning will
save you from having to delete and start over or from hours of “fix-
it” time.

First, determine the purpose of the database. What information do
you want to store and why?

Second, what information is needed from the database? What
kinds of reports will you want? Examples: mailing labels, phone
lists, profiles, payment history.

Third, what information is needed in order to get these reports?
Examples: names, addresses, phone numbers, account numbers.
This information will become the fields in your database.

Are other types of information needed? Examples: pictures,
logos, comments, graphics, numeric calculations.

One last time, always ask yourself:

“What else can I possibly need from this database?!”

Then, check with anybody else who will be working with the data-
base. They will probably think of something you haven’t!

Defining fields is an important part of planning. Fields need to be
as simple as possible. Any time a sort or a find function will be
performed on a piece of information, that piece of information
needs to be a separate field. For example, if the database is to be
sorted alphabetically by last name, the last name field has to be de-
fined as a field all by itself. If you’d like to find records from the
state of Arizona, the state field has to be a field by itself. Don’t
lump information together.

Each table should also have one field identified as the Primary Key
field. The Primary key becomes a required field and the data en-
tered must be unique — this ensures that each record in your
database is unique.

You will need to organize the fields in your database into subject
areas, or categories of data, and put them into separate tables. Each
table should be based on only one subject. Your tables must have
something in common- a Linking field. In a relational database,
tables will be related to each other through the fields that they have
in common.




& Novelty : Table

Data Type

Description

Text
Text
Humber

Currency
Curtency
Text

[ata Tvpe

Nowvelty 10 Mumber (Primary Key)
Diescrintian of Novelry Ttem
Wiurnbey of Uinits on Hand

Lnit Cast of Movelry Trem

Seling Price of Navelry Ttem

(Code of Distributar of Movelty Ttem

A

[escription

Text
Text
Text
Texk
Text
Text
Text

Distributor Code (Primary Key)

Mg of Distribubar

Street Address

Qty

State (Two-characker abbreviation)

7ip Code (Five-character abbreviation)
Telephonia Number (993-993-9399 Version)

Another important piece of the planning is figuring out the

functions to be performed on the database. Functions include sort-
ing, finding, updating, and printing records, along with
calculating figures and generating reports.

Whether or not some functions can be performed on the database
will depend on the way tables and fields are set up and defined in

Primary ovely I
Ke | |Description
y || Urits on Hand
|| Cost
|| Sellng Price
/Dst Code
Linking B
Field
& Distributor : Table
. : Addtess
Linking W
Field | [State
| |ZinCode
|| Telephone
Functions
the database.
Constraints

Constraints are limits that you will place on your tables and the

values that they have in them. Constraints help to limit data entry
errors. For example, you may want to set up a field for entering the
state so that it will only hold 2 characters. This way, the state can
only be entered using the 2-character state code.




Good Tips

Steps to Follow

Even after the most detailed planning, sometimes things just won’t
work right. A good rule to remember when creating your Access
database is: If'it doesn’t work, delete it and start over. 1t’s usually
far easier than trying to fix it.

After creating your tables and relationships, it’s a good idea to en-
ter a few sample records into each table. Then create at least one
form, query, and report to make sure that everything is working
correctly before entering a large number of records.

Once you have decided what you’re going to need in your database,
take out several sheets of paper and plan on paper:

1. List all of the fields that you are going to need.

2. Group those fields together by subjects. These will be your
tables.

3. On separate sheets of paper, list each of the tables that you are
planning to create along with the field names for each table.

4. Determine each table’s Primary Key.

5. Determine the relationships between each of the tables. Here’s
where using separate pieces of paper will help you to lay them
out next to their related tables.

6. Determine the linking fields; what fields do each of the tables
have in common?

7. List any constraints (limits) to be put on each field.




"No single design characteristic makes a greater difference in the quality of
a database program than having a rational and well-designed set of record
structures . . . It is the single step that should never be done on the fly.
Sitting down and typing . . .without planning, is an invitation to problems,
even in a simple program.

Lan Barnes,

Microtrend, Inc.

EXERCISE - PLANNING A DATABASE

When planning a database, at the very least, ask these questions and do the following:

1.  What is the purpose of the database?

2. What functions will be performed on the database?

Examples: Sorting, Finding, Updating, Printing

3. What reports will be generated from the database?

Examples: Mailing labels, lists, balances due

4. What information (fields) will be needed for the database?

Examples: First name, last name, full name, phone number

5. Plan the database on paper. List all the fields and tables
that you are going to create. Determine their primary keys
and how the tables are related.

Reminder: Keep the fields simple! Don’t lump information together.




START ACCESS

Plan First, After planning the database, start Access.
Start Second
Once the Access application is started, a window displays choices
to create a new Blank Access database, create a new database using
the Database wizard, or to Open an existing file.

Microsoft Access EHE

—Create a new database using

' Elank Access database

*oth
Q\ " Arcess database wizards, pages, and projects

Ci\access Class\Registration
1\Do-admin2i LTS, Techlibitechlib
Ci\Program Files\. . \SamplesiMorthwind

Ciiaccess ClassiManytoMany Database ;I

Of I Cancel |

Steps to Start

Access 1. Start Access by clicking the Start button, clicking on Pro-

grams, and selecting Microsoft Access.

2. Select from the three options: Blank Access database, Access
database wizards, pages, and projects or Open an existing file.

3. Click on OK.

4. If you are creating a blank (new) database, you are prompted to
save and name your database. Name the database file.

5. Click the Create button.




EXERCISE - STARTING ACCESS

1. Start Access by clicking the Start button, clicking on Programs, and selecting
Microsoft Access.

2. Click the Open an existing file button and click the OK button.

3. Find the Access Class folder on the hard drive (C:) and select the Northwind
database.

open @
Look in: I[:l Access Class j r= | @ > 5 ~ Tools -

[ Access 97
!zi ManytoMany Database

D:. Reqistration
B2 Theatre Faculty Estrella

File name: I LI = Open -I
Files of type: IData Files ;I Cancel |

4. Click the Open button.




THE ACCESS DESKTOP

Access Desktop

The Database
Window

At the Access desktop, the first bar across the top is the title bar.
It contains the title, Microsoft Access, and the Windows minimize,
maximize, and close buttons.

The second bar is the menu bar. This bar contains drop-down
menus that allow you to perform different functions in Access.

The third bar is the toolbar. You can use the toolbar buttons for
commonly performed tasks more quickly than by using the menu
bar.

The two bars at the bottom of the desktop window are the status
bar which displays information specific to the task you are cur-
rently performing and the Windows taskbar which displays the
Start button and any active windows.

In the middle of the screen is the database window.

The database window contains the name of the database across the
top and a column containing Objects and Groups. The object
choices are used to create, edit, or view the seven main object types
in the Access database. Under Groups, you can create shortcuts to
the Objects in the database.

Tables are the foundation of the database. Tables store data. Data
1s stored in rows and columns.

Queries are savable searches. When you create and save a query,
you are storing a definition of the records you want to find and the
format or sort order in which you want those records displayed.

Forms are the customized screens that you use to enter data. You
could say they are the user interface for your database.

Reports can be created from any of the data stored in your data-
base.

Pages are web pages created in Access for viewing reports or for
data entry via the web.

Macros are sets of instructions used to automate tasks. For exam-
ple, you can use macros to open or close certain forms or reports,
import and export tables, or to quit Access.

Modules are where programming is done. We will not work with
modules in this class.

10



Title bar e

Menu bar

Status bar

EEpEEEEEEAY

Create table in Design view
Create table by using wizard

Create table by entering data

Categories
Customers
Employees
Crder Details
Orders
Products
Shippers
Suppliers:

Toolbar

Database
Window

Windows
taskbar

11




ON-LINE HELP

Accessing Help Access has an extensive on-line help system that can be used in
several different ways. You can get Help any time you are in Ac-

cess. The Help File is accessed by clicking the Help button on
your toolbar or by clicking Help on the menu bar.

Help Showe Me
@ Microsoft Access Help  F1

N2 wihat's This?

»
L

Help Menu The Help menu includes:

Microsoft Access Help opens the Office Assistant. The Office
Assistant works in a question and answer format. The toolbar Help

)

button

also opens the Office Assistant.

What’s This? displays a question mark beside your mouse pointer.
When the question mark is displayed you can point to anything on
your screen, click on it, and you’ll be shown a help tip on that item.

Print the Help Once you have selected and displayed a Help topic, there is a print

opie button on the Help window toolbar. Click on the print button
to open a print window and print the topic.
Steps to Access

Help To access Help:

1. Click on the Help button | 2) on the toolbar. OR

2. Click on Help in the menu bar and click on the Help option of
your choice.

12



EXERCISE - ACCESSING ON-LINE HELP

1. To access Help:

* Click on the Help button | ) on your toolbar. OR
* Click on Help in the menu bar and click on Microsoft Access Help.

\:I Access Class Files = ‘ilwﬁﬁf\: Toals +

| ManytuMany TestDb

ManytﬂMany TestDb1

NewDatabase e :

Nurth’wind . 4 g;t:::rztoemmt Microsoft

@Nﬂrthwindl

@ 'y Create a database
Reqistration

5 RegistratiunL y dOﬂer‘;aMltrosoFt Access
akabase

e Y
What would you like to do?

i Convert a database

R

@pHans

dhi

Microsoft Access Databases

In the question box, type What is a macro?

Click on Search.

Sl S

Click on the button next to Macros: What they are and how they work.

5. Click on the Close button |2 to exit Help.

Tip: The F1 key is a shortcut to Help. Press F1 and a Help box
will open with information about the item where your cursor is sit-
ting.

13



CHANGE TABLE VIEWS

Database Tables

Changing Views

Steps to Switch
Views

Tables store your data and are the foundation of the database.

There are two primary views for using tables in Access: Design
View and Datasheet View. Datasheet View is where you enter
data into tables. Design View is where you will create and edit
your tables.

The View button on your toolbar lets you switch back and forth
between these two views. You can click on the View button down
arrow for a drop-down menu of the two view choices or you can
double-click on the button and it will toggle you back and forth
between the two views.

@
@ Design ¥iew

Datasheet Yiew

-

When in Design View, the button looks like: J l

-

When in Datasheet View, the button looks like: | b

1. At the database window, open an existing table.
2. Click on the View button on the toolbar to change view.

3. Click on the View button on the toolbar to return to the original
view.

14




EXERCISE — CHANGING TABLE VIEWS

1. At the Tables button, select the Employees table and click on Open. The table opens

in Datasheet view.

J Flle Edit View Insert Foriat Records Tools Window  Help Show Me Jﬂﬁi
B W SRY | e s|o|adyvE |8k |oa:
| Employee ID ‘ Last Name ‘ First Name ‘ Title |T|1IE of Cuurles_ﬂ Birth Da’lel Hire Date | Address

E 1 Davalio Mancy Sales Representative . 08-Dec-43] D1-May-82 507 - 20th Ave. E
T El 2 Fuller Andrew  Vice President, Sales | Dr. 19-Feb-52| 14-Aug-92 908 W Capital W
FE 3 Leverling Janet Sales Representative s 30-Aug-B3) 01-Apr-82 722 Moss Bay Bh
= 4 Peacock Margaret Sales Representative drs 19-5ep-37 03-May-93 4110 Old Redmar
Bl 5 Buchanan  Stphen Sales Manager Ir D4-Mar-55 17-0ct-33 14 Garrett Hil
E B Suyama Michael Sales Representative . 02-Jul-B3 17-0ct-93 Coventry Houge
= 7 King Robert Sales Representative . 29-May-60) 02-Jan-94 Edgeham Hallow
NE & Callahan Laura Ingide Sales Coordinator |Ms. 09-Jan-53 05-Mar-34 4726 - 11th Ave. [
TE 9 Dodswarth  Anne Sales Representative s, 27-Jang6  158-Mov-24 7 Houndstooth Re
? | [AutoMurmber) |

2. Click on the View button | BE - on the toolbar to switch to Design view.

E Microsoft Access - [Employees : Table]
J Fle Edt View Insert Tools Wwindow Help Show Me

B
=18

= 7 P
V)b me ol Zeam a5
| bataType | Ciescription I
AutoMumber Mumber automatically assigned to new employee, I
| |LastName Text =
| |Firsthame Text
| |Title Texk Employee's title,
|| TitleOfCourtesy Texk Title used in salutations.
| |BirthDate Date/Time
|” |HireDate Date/Time
| |Address Text Street or post-office box,
|| City Text
| |Region Texk Stake ar province,
|” | PostalCode Text
| |Country Text
| |HomePhone Text Phone number indudes country code or area code.
| |Extension Text Internal telephone extension number,
|_ |Phato OLE Ohiject Picture of employes.
| |Mokes Mema General information about employee's background. -
Field Properties

Genersl I Lockup |

Field Size Long Integer

ew Yalues Incremert

Format

Caption Employee ID

St es (o Duplicetes) A Field rame can beup bos4 charackers long, incuding spaces, Press Fi for

help on field names.,

=N

3. Click on the View button

4. Click on the Close button [ to close the table.

on the toolbar to switch to Datasheet view.

15



TABLES — OPEN AND MOVE AROUND IN DATASHEET VIEW

Open a Table When you open an Access database and select the Tables button,
you see a list of the tables in that database. To open a table in
Datasheet View, double click on the table name or, click on a table
name to select it and click on the Open button.

Birth Date [ Hire Date | Address | City | Region | Postal Code | Country| Home Phone | Extension |
08-Dec-48 D1-May-92 507 - 20th Ave. E. Seattle WA, o122 [USA (2081 555-9857 | 5467

Active |€—

19-Feb-52 14-Aug92 008 WW. Capital Way | Tacoma WA SE401 |USA | (208) 555-9482 | 3457
Row

&
R

# 30-AugB3| O1-Apr92 722 Moss Bay Blvd [Kirkland WA 95033 usa (208) 555-3412 | 3385
©| 19-Bep-37| 03-May-93 4110 Old Redmond Rd. |Redmond WA 98052 USA | (J0B) 5558122 5178
®
=
-

04-Mar-65  17-Oct-93 14 Garrett Hill London W1 BIR UK :(71) 555-4848 | 3453
0Z-Jul-63} 17-0ct-93 Coventry House Londan EC2 7R LK (F1)666-7773 428
28-tay-60  02-Jan-94 Edgeham Hollow Londan RG1T93F LK .(71) 656-5698 | 465

w| 09-Jan-58 05-Mar-94 4726 - 11th Ave. N.E Seattle WA 95105 Usa, |(20B) 555-1189 | 2344
#  27-JanGB  15-Mov-94|7 Houndstooth Rd. London WG2 TLT UK [(F1)555-4444 1452

.2 I I 2 I

New
Record

Record: 14| ¢ I e e

Moving Around Use your right arrow key or press Tab or Enter to move between
in Datasheet fields in the table. To move back a field at a time, press the left
View arrow key or press the Shift and Tab keys at the same time.

You can also arrow up and down between records (rows). The re-
cord where your cursor is sitting will display a triangle in the gray
shaded bar at the far left indicating the active row. An asterisk (*)
appears at the row where the next record will be entered. A plus
sign (+) indicates a Subdatasheet. If tables are related, a
subdatasheet lets you view and/or edit data in a related table.

Navigation At the bottom of the Datasheet window are the Navigation buttons
Buttons for the records in the table.

Next Record

|Recnrd¥l4 4 I £ I/H k¥| of 9

First Previous New Record

Record Record Last
Record

The Navigation buttons can move you to the first, last, next, previ-
ous, or any specific numbered record in the table.

16



Steps to Move ) . .
Around in 1. At the Tables button, click on a table name to select it and click

Datasheet View on the Open button.

2. Use your arrow keys to move forward fields or up and down
between records.

3. Hold down your Shift and Tab keys at the same time to move
back a field at a time.

EXERCISE — MOVING AROUND IN DATASHEET VIEW

1. At the Tables button, select the Employees table and click on Open.

| Employee 1D [ Last Name [ First Name | Title [ Title Of Courtesy [ Birth Date [ Hire Date | Addres\>
Gray e 1 Davoli Mancy Sales Representative [ES 05-Dec-48 01-May-92 807 - 20th Ave. E.
Shaded \\k + 2 Fuller Andrew Vice President, Sales Dr. 19-Feb-62 14-Aug-92 908 W, Capital W
¥ 3 Lewerling Janet Sales Representative [ES J0-Aug-63) 01-Apr82 722 Moss Bay Bh
bar W= 4 Peacock Margaret Sales Representative Mrs. 19-Sep-37| 03-May-93 4110 Old Redmor
Bl= 5 Buchanan | Stphen Sales Manager M. 04-Mar-55) 17-Oct-93 14 Garrett Hill
W= B Suyama Michael Sales Representative M. 02-JulB3 17-Oct-93 Coventry House
W= 7 King Rober Sales Representative M. 29-May-60 02-Jan-94 Edgeharn Hollow
Subdatasheet //V & B Callahan | Laura Inside Sales Coordinator | Ms. 09-Jan-58  DS5-Mar04 4726 - 11th Ave. §
indicator W= 9 Dodswarth | Anne Sales Representative [ 27-Jan-66| 15-Mov-24 7 Houndstooth Re
¥ [AutoMurmber)

2. Press the Tab key several times to move forward several fields.

3. Hold down the Shift key and press the Tab key several times to move back to the first
field.

4. Press the down arrow key several times to move down several records. Arrow up
several times to move up to the top record.

5. Click on the Last Record Navigation Button [*1] to move to the last record.

6. Click on the First Record Navigation Button 4] to move to the first record.

Tip: When in Datasheet View, the F5 key is a shortcut to the
Navigation buttons at the bottom of the screen. Pressing the F5
key will place the cursor on the record number and you can type in
any specific record number you’d like.

17
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EDIT AND DELETE IN DATASHEET VIEW

Changing Row
and Column Size

Edit a Record

Delete a Record

Steps to Edit and
Delete in
Datasheet View

You can change the size of your rows and columns to accommo-
date your headings or your data.

To make changes to a record, just place your cursor in the field you
want to edit and make the change. Access places a small pencil
icon in the gray shaded bar at the left of the record you are editing.

5 Buchanan | Stephen oales Manager

When in Datasheet View, you can remove a record from the data-
base. First, select the record by clicking the cursor in the gray
column at the far left of the table. Then press your delete key.
You can also click on the Edit menu and select Delete Record or
click on the Delete Record button on the toolbar &

Warning! You may receive a message telling you that you cannot
delete the record because other tables have related records. Always
use caution when deleting a record.

1. Change column width by placing the pointer in the Header
row until the pointer changes to a cross, clicking on the vertical
line at the right side of a column heading and pressing and
dragging the column.

OR, double-click on a line in the Header row to automatically
widen the column to accommodate the widest entry.

2. Change row height by placing the pointer on the line below
any row (must be done in the gray shaded bar at the left edge of
the table). When the pointer changes to a cross, press and drag
until the row is the desired height. Changing row height will
change the height of all the rows in the table.

3. Edit a field by clicking your cursor in that field and making the
change.

4. Delete a record by clicking the cursor in the gray column at
the far left of the table to select the record (row) and then press-
ing the delete key.
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EXERCISE - EDITING IN DATASHEET VIEW

In the Header row of the table, place your pointer on the line between the Last Name
and First Name fields. When the pointer turns into a double-arrow, press and drag to
enlarge the Last Name field.

2.  Double click on the same line to automatically re-size the Last Name field.

On the gray shaded bar, place your pointer on the line between the first and second
records. When the pointer turns into a double-arrow, press and drag to enlarge the row
height. Press and drag it back to its original size.

4. Place your cursor in the First Name field of record number 5. Change the name to

Stephen.

Click anywhere in record number 3. Click on the Delete Record button i on the
toolbar. A message box opens. Click on OK.

Microsoft Access E

The record cannot be deleted or changed because table ‘Orders'
includes related reconds.

T Help

6. Click on the Save button E on the toolbar.

7. Click on the Close button [ to close the table.
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TABLES — OPEN, MOVE AROUND, AND EDIT IN DESIGN VIEW

Open a Table

Moving Around
in Design View

Changing Row
and Column Size

Edit a Field

Add a Field

To open a table in Design View, click on a table name to select it
and click on the Design button.

Use the right arrow or press Tab or Enter to move forward in De-
sign View. The left arrow key or pressing the Shift and Tab keys
at the same time moves you back. The up and down arrows move
you between rows.

The record where your cursor is sitting displays a triangle in the
gray shaded bar at the far left column to indicate the active row.

Changing row and column size in Design View is done the same
way it is done in Datasheet View.

To make changes to a Field Name or Description, just place your
cursor in the field you want to edit and make and save the change.

CAUTION! Making changes to the Data Type field or several of
the Field Properties fields may cause you to lose data. Access will
give you a warning message and ask if you really want to make that
change.

Microsoft Access E

& Microzoft Access encountered emrors while converting the
data.

The contents of figldz in 91 record(z] were deleted.
Do you want to proceed anyway?

To add a new field to a table, place your cursor in the first empty
line at the bottom of the table and type in the new field informa-
tion.

It is important to remember that if you add a field to an existing
table, none of the records already in the database will have any data
in that field!
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Insert a Field

Move a Field

Delete a Field

A Good Idea!

You can change the order of the fields in your table or insert a new
field someplace other than at the end. To create a blank row to in-
sert a new field, place your cursor in the field below where you
want the new row, click on Insert in the menu bar, and select
Rows.

To move a field from one position to another, select the row by
clicking on the arrow in the farthest left column. Then re-click the
arrow and hold the mouse key down. A small outline of a box will
appear. You can then drag the field to the desired position.

Remember, when you delete in Design View, you are not just
deleting a record, you are changing the structure of your table
and deleting a field from that table. To delete a field, select the
field by clicking the cursor in the gray shaded bar at the far-left
column of the table, and press the delete key. Or, place your cursor
somewhere in the row, select Edit on the menu toolbar, and select
Delete Rows.

Warning! Any time a field is deleted from the database, all of the
data in that field in all of the records in the database is also deleted.
You will receive a warning message asking if you really want to do
that.

Microszoft Access B

Do you want to permanently delete the selected hield[s]
and all the data in the field(z]?

To permanently delete the field(z), click Yes.

If you are changing or deleting fields in a table, it’s a good idea to
save a copy of the table first. To save a table in Access, make sure
the table is closed and right click on the table name and select
SaveAs. This gives you the option of saving a copy of the table —
just in case!
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Steps for Editing
a Table in Design
View

. At the Tables button, click on a table name to select it and click

on the Design button.

. Make changes to the Field Type and Field Description by

placing your cursor in that field and making the change. Use
caution when changing Data Type.

. Add a new field by placing your cursor in the first empty line

at the bottom of the table and typing the new field information.

To insert a field, create a blank row by placing the cursor in
the row below where you are inserting the new field and click-
ing on Insert and Rows from the menu bar.

To move a field, select a row by clicking on the gray shaded
bar at the far left of the row. Then click again on the arrow and
hold to display the outline of a box. Drag the field to the de-
sired position.

To Delete a field, select the row by clicking on the gray shaded
bar in the far-left column and press the delete key. Click on the
Yes button in the warning box.
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EXERCISE - EDITING IN DESIGN VIEW

10.

11.

12.
13.
14.

15.

Select the Customers table and click on the Design button.
Place your cursor in the Field Name field that says PostalCode.

Change the Field Name to ZipCode.

Click on the Save button = on the toolbar.
Place your cursor in the Data Type column of the Phone field.

Click on the down arrow = and select Number.

Click on the Save button = on the toolbar.
Click on No in the warning message box and OK in the message box.

Click on the down arrow = in the Data Type column of the Phone field and select
Text.

Place your cursor in the first empty row at the bottom of the table. Enter:
Field Name: ContactAddress
Data Type: Text
Description: Form of address (Mr., Mrs., etc.)

Select the new row by clicking on the gray shaded bar in the far left column. Then re-
click the gray bar and hold the mouse key down. When a small outline of a box
appears, drag the field to beneath the ContactName field.

Place the cursor in the Fax row. Click on Insert and Rows in the menu bar.
Select the new blank row. Press the delete key. We do not need to add a field here.
Click on the Close button [ to close the table.

Microsoft Access Ed

& Do pow want to zave changes to the design of table 'Customers"?

Mo | Cancel |

A save message box opens. Click on the No button. We will not edit the Northwind
database.
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DATABASE WIZARD

Databases
already Defined

When you first start Access, a window opens displaying choices to
create a new Blank Access database, create a new database using
the Database wizard, or to Open an existing file.

Microsoft Access K E

—i_reate a new database using
" Blank Access database

P

o ' Access database wizards, pages, and projects
==

CihAccess Class\Reqgistration
ViDo-admin2iL TS\ Techlib\techlib

C:\Program Files\...\Samples\Marthwind

Chaccess Class\ManytoMany Database ;I

1

Cancel |

If you choose Access database wizards, pages, and projects, you
can select from 10 predefined database structures to create your

database. The Database wizard includes templates for databases
for both home and work.

New EE

General Databases |

[P JF
BN =
=——" (=" e
3 Contact Event ik
Management  Management
i Riceg SR
BN N ey
Inventory Ledger Order Entry Resource
Contral Scheduling Selgct anicon to
SEE 3 preview,
Ny [T
EN ElR
= -
Service Call Tirme and
Management Eilling
Gt I Cancel |

The database templates are for commonly used types of databases
such as Asset Tracking, Inventory Control, and Event Manage-
ment. After you select one of the templates, the Database wizard
will ask you a series of questions and then create the database ac-
cording to your responses. You choose the table and fields you
want to use from a list of already existing tables. Forms and re-
ports will also be created.
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Modify It!

Start Database
Wizard

New Database
Window

If you use the wizard, you will probably want to modify the data-
base to your specific needs.

To use the Database wizard to create a new database, open Access
and select the Database wizard button. If you want to use the Da-
tabase wizard to create a new database after you’re already in

o

Access, click on the New Database button on the menu bar

This opens a New database window.

The New database window includes 3 tabs, General, Databases,
and Office 97 Templates.

The General tab contains a Blank Database that you can select to
create a new database.

The Databases tab contains the same 10 predefined database struc-
tures that are available when you select the Database wizard
button.
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Steps to Create a
Database Using
Database Wizard

1. Start Access by clicking the Start button, clicking on Pro-
grams, and selecting Microsoft Access.

2. Select Access database wizards, pages and projects and click
on OK.

3. Click on the icon for the database you want and click on OK.

4. You are prompted to save and name your database. Type a
name for the database in the File Name box.

5. Click the Create button.

OR

1. Click on the New Database button ‘ [ on the toolbar.

2. Select the Databases tab, click on the icon for the database you
want and click on OK.

3. You are prompted to save and name your database. Type a
name for the database in the File Name box.

4. Click the Create button.
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EXERCISE — DATABASE WIZARD

1. Click on the Northwind database window close button (2l to close the Northwind

database.

2. Click on the New Database button ‘ O on the toolbar.

Mew

General  Databases |

Assel Tracking

N

Conkact

Evenk

Management  Managemenk

& bt E K
2 e
Inventory Ledger Order Entry Resource 1
Contral Scheduling ]
T [T
5
Service Call Tirre: and
Managernent Eilling

3. Select the Databases tab.

4. Click on the New database window close button [2]. We will not create a database
using the Database wizard in this class.
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CREATE A BLANK DATABASE

A New Database

Auto Save

Steps to Create a
Blank Database

Steps to Create a
Blank Database
while in Access

If you have completed your database planning and find that the
Database wizard will not meet your needs, you can create a new,
blank database. There are two options for creating a blank data-
base. First, when you start Access, click on the option for a Blank
Access database and click OK.

In order to create a new database after you’re already in Access,

click on the New Database button I D' on the toolbar. This opens a
New database window. Select the Database icon. You will be
prompted to name and save your new database. Then Access will
open a blank database window and you can begin creating tables.

You must save and name your database before Access even opens
it because Access automatically saves changes as you work. It also
saves during idle time and every time you close a file or leave the
application. In order for Access to do automatic saves once you
start, you must start out by telling it where to save. It is recom-
mended that you use one-word names rather than putting in spaces.
Example: Use MyDatabase rather than My Database.

1. Start Access by clicking the Start button, clicking on Pro-
grams, and selecting Microsoft Access

2. Select Blank Access database and click OK.

3. You are prompted to save and name your database. Type a
name for the database in the File Name box.

4. Click the Create button.

1. Click on the New Database button I 0 A New database win-
dow opens.

2. Select the General tab and click the Database icon.
3. Click on OK.

4. You are prompted to save and name your database. Type a
name for the database in the File Name box.

5. Click the Create button.
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EXERCISE — CREATING A BLANK DATABASE

1. Click on the New Database button ‘ [ on the toolbar.
2. Select the General tab.

3. Click on the Database icon and click OK. You will be prompted to save the database.

File Hew Database
Save in I[:l Access Class j & | @ ™ ﬁ - Tools ~

File narne: INewDatabase| j n Create I
Save as bype: IMicrosoFt Acress Databases j Cancel |

4. Save in the Access class folder. In the File name box, type NewDatabase.

5. Click on the Create button.

NewDatahase : Database HEi=] E3

Create bable by using wizard

| Creste kable by enkering data
Forms
Reports

i Pages
Macros

Modules

£3 Favorites

5. Click on the NewDatabase database window close button 2. We will use an existing
database for the rest of this class.
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CREATE A TABLE

Creating a New
Table

New Table
Options

New Table
Window in
Design View

Steps to create a
new table in
Design View

Whether you are starting a new blank database or creating a new
table in an existing database, the first step is to select the Tables
button in the Database window (See screen print on next page).

There are three buttons on the database window toolbar for use
with Tables. The Open button will open an existing table. The
Design button opens an existing table in Design View which al-
lows you to edit the table (not the data in it). The New button will
create a new table. There are also 3 shortcut options for creating a
table: Create table in Design view, Create table by using Wiz-
ard, and Create table by entering data.

When you click on the New button, the New Table window opens
There are 5 options for creating a table.

Datasheet View gives you a blank spreadsheet for entering data.
This view is best used after you’ve already designed the table in
Design View.

Design View is where you will design your table. You will enter
field names, field descriptions, and field properties here. You can-
not enter data in Design View.

Table Wizard contains a number of sample tables (either Personal
or Business). If the type of table you need to create is on the list,
you can select it, select the fields you want, and Access will walk
you through creating the table.

Import Table can be used to import a table from another database.
Link Table can be used to link to a table in another database.

When you select Design View from the New Table window, a
blank table opens in Design View.

The top half of the form where you will enter the names and types
of fields is called the Field Grid pane. The lower half is the Field
Properties pane. That is where the properties of each field are
established.

1. Select the Tables button in the Database Window.

2. Double-click on Create table in Design view.
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EXERCISE — CREATING A NEW TABLE IN DESIGN VIEW

1.  From the Menu bar, select File and then select Open.

2. From the Access class folder, select the Registration database.
3. Click on the Open button.

4. Select the Tables button in the Database Window.

g= Registration] : Database H=] E3
{Bopen B pesian aghiew | X | 2o e R E
Ii)ln'jects‘ Create bable in Design view
@_j Create kable by using wizard
Create kable by entering data

5. Click on the New button. The New Table window opens.

Mew Table HE

Dakasheet Yiew

s
LE Table Wizard
Imnport Table

Link Table

Create a new table in Design
Vigw,

| o] 4 I Cancel

6. Click on Design View.
7.  Click on the OK button.
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DEFINE FIELDS

Fields - Remember, when creating fields, the smaller the unit, the better!
the smaller, Separate fields into the smallest possible units -- first name, last
the better name, street, city, state, zip, etc. Do not lump them all into one
field. This will be very important when sorting, finding, or report-
ing information.

Field Name To create a new field you must enter a Field Name in the Field
Name column. Field Names can be up to 64 characters and can
include letters, numbers, or punctuation.

Data Type Once you enter the field name, you will assign the Data Type for
that field. Data Type is based on the kind (type) of data to be en-
tered in a field and determines how data is stored. The Data Type
field has a drop down menu of types to choose from.

Text: Will hold up to 255 characters, including letters, numbers,
and punctuation.

Memo: The same as the Text data type, except will hold an almost
unlimited number of characters.

Number: Holds numbers only; use this data type if you plan to do
any calculations on a numeric field.

Date/Time: Allows you to enter date and/or time in any one of
seven different formats.

Currency: Automatically inserts dollar signs, commas, and two
decimal points. Negative numbers are shown in parentheses.

AutoNumber: A number field that automatically increments as
you add records to the table.

Yes/No: Provides a check box for simple yes/no or true/false data
types.

OLE Object: Allows you to link an object (such as sound, video,
spreadsheet, etc.) to this field.

Hyperlink: Stores a URL address so that when selected, it opens a
web document.

Lookup Wizard: Creates a drop-down menu of choices to pick
from rather than having to type data in a field.

Description The Description column is optional. If you want to, you can enter
a description of the field and how it will be used.
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Steps to Enter L . .
Fields in a Table 1. Click in the first Field Name line.

in Design View 2. Enter a name for the field and press Enter.

3. In the Data Type field, click on the drop-down arrow ] and
select a data type. Press Enter.

4. Enter a Description of the field (if desired) and press Enter.

5. Continue until all fields have been entered.

EXERCISE — DEFINING FIELDS

1. Name and define the fields for the table as follows:

Fisld Mame Data Typs Description -
I__[Daterenisterad Date/Time
[Z |EmployesID Text Employes’s soclal security no.
| Firstiame: Text
I |Lasthame Text
I Colleas Text Employee’s collsge location
[ [Email Hyperiink Employes’s email address
I |Streetaddress Text Employes’s home address
I city Text
I |state Text
I |zipCode Text
|| Depositamt Currency
|| Membershipwanted? Yes{No
|| workshopID: Text
3
=i =]

Field Properties

General | Lookup |

# fiekd name can be up ko &4 characters long, incduding spaces.
Press F1 for help on field names.

Field Name Data Type Description
DateRegistered Date/Time

EmployeelD Text Employee’s social security no.
FirstName Text

LastName Text

College Text Employee’s college location
Email Hyperlink Employee’s email address
StreetAddress Text Employee’s home address
City Text

State Text

ZipCode Text

DepositAmt Currency

MembershipWanted? Yes/No

WorkshopID Text
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PRIMARY KEY

A Unique
Identifier

Primary Key
Button

A Primary key is the key field (or fields) in a table that identifies
each record in your database as unique. Every table should have a
Primary key. Once a field is designated as the Primary Key for a
table, that field is required and the data entered must be unique.
For example, if you create a table for Employees, the social secu-
rity number field would be a good choice for Primary key because
each person’s social security number is unique. By setting a
unique Primary key for each table, the database cannot possibly
mistake one record for another when you do searches or run re-
ports.

To make a field the Primary key field for a table, place your cursor

somewhere in that field and click on the Primary Key button
on the toolbar.

Access places a key next to the Field Name to designate that field
as the Key field.

Field Mame |
| |Date Reqgiskered
| | EmplovesID

FirstMarmne
LastMarne

Steps to Assign a
Primary Key

1. In Design View, place your cursor in the line containing the
field you have determined to be the Primary Key.

]

2. Click on the Primary Key button

3. Click on the Save button "™ on your toolbar.
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EXERCISE — CREATING A PRIMARY KEY

1. Place your cursor somewhere in the EmployeelD field.

2. Click on the Primary Key button ¥ on the toolbar.

3. From the File menu, select Save OR click on the Save button "™ on your toolbar.

Table Mame; K

Cancel |

IEmpInyeesl

4. For the Table Name, type Employees and click on OK.
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FIELD PROPERTIES

Field Properties
Pane

Field Size

Format

Input Mask

Caption

Default Value:

Validation Rule
Validation Text
Required
Allow Zero
Length
Indexed

Decimal Places

Unicode
Compression

Once you enter a Field Name and Data Type into the upper grid on
the New Table window, the options for that data type fill in on the
bottom half of the window (the Field Properties pane). The op-
tions are displayed on the General tab and are called either
properties or attributes.

Defaults to 50 characters for all data types except Number. The
Number data type offers six subtypes allowing entry of numbers in
different formats. Change the Field Size to limit the size of a field
when entering data.

Contains drop-down menus of options for formatting data. The
options affect the way the data appears on forms and reports. (Ex-
ample: dollar signs, percent signs, colors, negative numbers, etc.)

A pattern for data to be entered. Entering restrictions here can cut
down on data entry time and errors. Explained further on page 38.

Allows you to enter the label you want for a particular field on your
form. If left blank, Access uses the Field Name.

You specify a value that is automatically entered in this field on
new records. For example, if a conference registration cost is
$500, the field can be set to default (autofill) to $500.

You specify a rule that is checked when data is entered. Validation
Rule is explained further on page 42.

The error message that will appear when invalid data is entered
(according to the Validation Rule).

A Yes/No value which, if set to Yes, prevents the record from be-
ing saved unless data is entered into this field.

A Yes/No value to determine if a field can stay blank (have no data
entered). Only available in fields with Text or Memo data types.

A Yes/No value to determine if the field is indexed for searching
and sorting. Contains a choice to prohibit duplicate values.

For Number and Currency data types, allows you to set the number
of decimal places to be displayed.

A Yes/No value which, if set to Yes, automatically compresses
large amounts of data and decompresses when the field is opened.
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Steps to Enter

Field Properties 1. In the upper pane, place the cursor in the field that requires

changes to its Properties, and press F6 to drop to the Field
Properties pane.

2. Make any desired changes.

3. Press F6 to return to the upper pane.

EXERCISE — SETTING FIELD PROPERTIES

1. Place your cursor in the EmployeelD field and press F6.

Field Kame Data Type Description -

| |DateReqistered DatefTime
|2 Employeeln] Text Employee's social security na.
| |Firsthame Text
| [LastMame Text
| |College Text Emplavee's college location
| |Email Hyperlink, Employee's email address
| [Strestaddress Text Emplovyee's home address
| [City Text
| |State Text
| |ZipCode Text
| |Depositamt Currency
| |Membershipwanted? ‘YesiNo

WorkshopID Text LI

Field Properties

General I Lookup |

Field Size 1z
Format

. . Input Mask

Field Properties & o

Default Yalue

A field name can be up to 64 characters long, includin
pane Va\!dat!un Rulle spaces. Presslél Far help on field naﬁ';es. -
‘alidation Text
Required Mo
Allows Zero Length Mo
Indexed ‘es (Mo Duplicates)
Unicode Compression Yes

2. Place your cursor in the Field Size field. Change the field size to 12.
3. Press F6 to return to the upper pane.
4. Place your cursor in the DateRegistered field and press F6.

5. Place your cursor in the Format field.

6. Click on the down arrow El and select Medium Date.

7. Press F6 to return to the upper pane.

&. Click on the Save button -™ in the toolbar.

Hint: Pressing the F6 key will toggle the cursor back and forth be-
tween the upper and lower panes.
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INPUT MASK

Input mask

Create Your
Own

Steps to Add
Input Mask
Properties

Input Mask is one of the field properties in Access. It consists of
an Input Mask Wizard that has 10 different pattern choices for data
input.

Once you select one of the patterns (such as zip code, phone num-
ber, time, etc.) and then enter data in that field, Access
automatically puts the data in the chosen format. Input Mask Wiz-
ard contains a Try It field which lets you see how each field will
look on your form.

Input Mask Wizard also has an Edit List button that allows you to
change any of the existing patterns. For example, the pattern for a
telephone extension is “63215”. If you prefer the phone extension
to be entered “6-3215” you can edit the Extension pattern to in-
clude the dash. You can also add new patterns.

1. Place your cursor in the field that requires the Input Mask.
Press F6 to drop to the Field Properties pane.

2. Place your cursor in the Input Mask property field. Click on
the button L=l at the end of the line. The Input Mask Wizard
opens.

3. Select the Mask you want and click in the Try It field. Type in
a value for the field to see how the mask will look.

4. To edit a Mask, select the Mask and click on the Edit List but-
ton . The Customize Input Mask Wizard window
opens.

5. Edit the Input Mask field and click on Close.
6. Click on the Finish button. The Input Mask Wizard closes.

7. Click on the Save button E on the toolbar.

8. Press F6 to return to the upper pane.
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EXERCISE - INPUT MASK

1. Place your cursor in the EmployeelD field and press F6.

2. Place your cursor in the Input Mask field. Click on the button L that appears at the
end of the line.

3. The Input Mask Wizard window opens.

‘which input mask matches how youw want data to look?

To gee how a selected mazk works, uge the T [t box,

To change the Input Mazk list, click the Edit List button,

Input b azk: [rata Look:
Zip Code 93052-639 -

Social Secunty Humber

Phone Mumber 2

Extension E3215

Pagsword s

Shart Time 1207 jhd|
T lt: I__ |

Edilist |  Cancel | ot [ Mew> | Finish |

Select Social Security Number and click in the Try It field.
Type 513456789. Note that the dashes are inserted for you.

Click on the Finish button. The Input Mask Wizard window closes.

N o ks

Press F6 to return to the upper pane.
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DEFAULT VALUE

Default Value

Expressions

Steps to Add
Default Value
Properties

A Default Value is a value that is automatically entered into a field
when entering new records. If most records have the same value in
a field, creating a Default Value prevents you from having to enter
the same information in every record. The Default can be either a
value or an expression.

An Expression is a formula that calculates a value. For example,
expressions can be created to autofill the current date or to leave a
field blank.

Note: If you add a Default Value after you’ve already entered
some records, the value will be included for all new records added,
but will not be added to already existing records.

1. Place the cursor in the field that requires the Default Value.
2. Press the F6 key to drop to the Field Properties pane.

3. Click in the Default Value field and enter a value or
expression.

4. Click on the Save button E on the toolbar.
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EXERCISE — CREATE A DATE FIELD THAT AUTOFILLS WITH
TODAY’S DATE

1. Place your cursor in the DateRegistered field and press F6 to drop to the Field
Properties pane.

@ Employoos Table __________________________ HEE
Field Name Data Type Description |~ |
| B|Datereqistered Date/Time
|2 |EmployeelD Text Employee's social sscurity no, i
I |Firsthame Text
I |Lasthame Text
| |College Text Employee's college location
| [Email Hyperlink. Employee's email address
| |Strestaddress Text Employes's home address
I |city Text
I |state Text
I |zipCode Text
| [Depositamt Currency
| |Membershipiwanted? Yes/No
WarkshoplD Text =l

Field Properties

General | Laokup |

Format =l
Input Mask

Caption

Default Value =Date()

Walidation Rule The display layout for the field. Select a pre-defined
Walidation Text Format or enter a cuskom format. Press F1 For help on
Required Mo farmats.

Indexed Mo

Place your cursor in the Default Value property.
Enter: =Date()
Place your cursor in the State field and press F6 to drop to the Field Properties pane.

Place your cursor in the Default Value property.

AN T

Type AZ and press Enter.

7. Click on the Save button E on the toolbar to save the table.

&. Click on the View button on the toolbar to view the default values.

Ed Employees : Table =] E3
FirstName LastName College StreetAddress City g
| AT

9. Today’s date has been inserted into the DateRegistered field.

B -

10. Click on the View button

on the toolbar to return to Design View.
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VALIDATION RULE

Validation Rule

Validation Text

Steps to Add
Validation Rule
properties

The Validation Rule property lets you set a formula which Access
checks when data is entered in a particular field. When you select
the Validation Rule field property, you can open an Expression
Builder window to create your formula.

The Expression Builder helps to build your formula with buttons
for common operators like and, not, plus, minus, etc. Other opera-
tors include:

= equal to A exponential
> greater than < less than

There are also three folders containing other, more advanced for-
mula operators and functions. When you click on the operators,
Access moves them up to the Expression Builder window and
builds your formula. You add your specific formula input. For
example, if you have a field for a date and the date must fall before
1999, create a formula requiring the date to be less than or equal to
12/31/1998.

The Validation Text property is where you create the error message
that will display when a Validation Rule is broken. In the example
above, the Validation Rule requires that the date entered be before
1999. In the Validation Text field you might create the message
The date must be prior to 1999.

1. Place your cursor in the field that requires the Validation Rule.
Press F6 to drop to the Field Properties pane.

2. Place your cursor in the Validation Rule property field. Click
on the button [=l. The Expression Builder window displays.

3. Click on the Operators folder. Double click on operators in the
third column and add your specific formula input to create a
formula in the Expression Builder box.

4. Click OK. The Expression Builder window will close.

5. Arrow down to the Validation Text field and enter an error
message to display when a Validation Rule is broken.

6. Click on the Save button & on the toolbar.

7. Press F6 to return to the upper pane.
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EXERCISE — VALIDATION RULE

Place your cursor in the DepositAmt field and press F6 to drop to the Field Properties
pane.

Place your cursor in the Validation Rule field and click on the button L] that appears
at the end of the line.

Expression Builder E
— =
Cancel
= _uneo |
+ - i *|&| == <<2] And or not Lke| (3] _Paste |  Hep |
[# Functions <Al ;l
£ Constants Arithmetic
Fo—— Zomparisan

B Cperators Logical

1

Eal
+
=
o=
=
=

The Expression Builder window opens.

Click on the Operators folder. The valid operators will appear in the third column.
Double click on >=.

In the Expression Builder box, type 50 and click OK.

Place your cursor in the Validation Text field. Type: Deposit must be at least $50.

Click on the Save button E in the toolbar.
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LOOKUP FIELD

What is it?

Lookup Wizard

A Lookup Field is a list of choices for a field. A Lookup Field cre-
ates a drop-down menu of choices to pick from rather than having
to type data in a field. Access contains a Lookup Wizard to help
create the field.

Create a lookup field by opening a table in Design view and select-
ing Lookup Wizard as the Data Type for a field. This opens the
Lookup Wizard, which walks you through creating the lookup
field.

You can also add a new Lookup Field by going to the Tables but-
ton at the database window and selecting the table that will contain
the Lookup Field. In Design view, select Insert and Lookup Field
from the menu bar. This also opens the Lookup Wizard.

Note: If you change the Data Type in an existing field to Lookup
Wizard, the data type returns to Text once you have completed the
Wizard screens and are returned to the table in Design view.

At the first screen of the Lookup Wizard, you select whether you
want to type in the values for the drop-down menu or if you want
to select them from a table or a query. Once the values for the list
have been established you can name (or rename) the field and
you’re done.

Steps to Create a
Lookup Field

1. Open a table in Design View.

2. Click in the Data Type column of the field to be changed.
Click on the down arrow = and select Lookup Wizard.
OR
To create a new lookup field, click on Insert and Lookup Field
in the menu bar.

3. The Lookup Wizard window displays.

4. Select whether the values will be selected from the table or
query or whether you will type them in and click Next.
If selecting values from a table or query, you will next select
the fields and the column width.
If typing values enter them in the column provided and press
Next.

5. Change the column name, if desired. Click on Finish.
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EXERCISE — CREATING A LOOKUP FIELD

1. Click in the Data Type column of the WorkshopID field.

E Employees : Table |_ (O] x|
Field Mame: Daka Type Description -
| |DateRegistered DatefTime
[ | EmployeelD Text Employee's social security no.
| [Firsthame Text
| |LastMame Text
| [College Text Employes's callege location
| [Email Hyperlink, Emplovee's email address
| |StrestAddress Text Employee's home address
| [<ity Text
| [State Text
| |ZipCode Text
| |DepositAmt Currency
| [Membershipwanted? Yes/MNo
[ | warkshopID Text] - ;I
Lzﬁo Field Properties
Mumber
Eemerd I Lookup I DateTime
Field Size 50 | Currency
Format Autolumber
Input Mask ‘es ho
Caption OLE Object
Default Value

The data kype determines the kind of walues that users
can store in the field, Press F1 For help on data bypes,

alidation Rule
Validation Text

2. Click on the down arrow X and select Lookup Wizard. The Lookup Wizard window
opens.

Lookup Wizard

Thiz wizard creates a lookup columin, whick displaws 5 list of values
you can choose from,

HRHRHER 'I

How do wou want pour lookup column to get its values?
HRHRRRR RS
E””“““”” | want the lookup colurnn to look up the values in a table or

query.

o £l will bype in the values that | want.

Cancel < Eank I Nest » I Firish

3. Select I will type in the values that I want and click Next.

4. In Coll, enter the following. Press Tab after each entry:
C020
MO10
S030
Y040
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Lookup Wizard

what values do vou want to zee in your lookup column? Enter the number of columnz you want
i the list, and then type the values you want in each cell

To adjust the width of a column, drag its right edge to the width you want, or double-click the
right edge of the column heading to get the best fit,

Mumber of columns: I 1

Coll

co2a
MO0
5030
040

Cancel < Back I Meut » I Einish

5. Click Next.

6. Click Finish. You are returned to the table in Design View and the Data Type
displays as Text.

. ) - )
7. Click on the View button J to change to Datasheet View. A message box
opens.
Microsoft Access [ ] |
@ You must first zave the table.
Do you want to zave the bable now?
Mo |

8. Click Yes.

Ed Employees : Table =] E3

Date Registere] EmployeelD FirstName LastName College StreetAddress City g
¥ 01-May0z | AZ
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9. Tab to the WorkshopID field.
10. Click on the down arrow = to see the drop down list of choices for the field.

11. Click on the close button & to close the Employees table.
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DATASHEET VIEW

A Spreadsheet
for Data Entry

Default View

Form Better?

Steps to Open a
Table in
Datasheet View

Once you have created a table in Design View, you can choose to
enter data into that table in Datasheet View. Datasheet view gives
you a spreadsheet view of your table where you can do data entry.
To show your table in Datasheet View, select View on the menu
bar and then select Datasheet View. Or, the View button on the
toolbar will allow you to toggle back and forth between Datasheet
View and Design View.

DateRegistere] EmployeelD FirstN LastN Colleye Streethddress
30-May-02 513-45-6789 | Ana Rivera RIO 901 Cactus i
30-May-02 527-890-3678 Hal Jefferson SMC 123 Birch 5t. |1
30-May-02

When you open a table in Access by clicking the Open button or by
double-clicking the table name, it automatically opens in Datasheet

View. Once the table is open, click on the View button on
the toolbar to switch to Design View if you want to edit the table
itself rather than to add or edit data.

If you are the only user of your database, you can probably use
Datasheet View to do all your data entry. However, if others are
going to enter data into the database, it might be better to create a
Form for entering data. In Datasheet View you are in a spreadsheet
which contains all the records in the table. If you do not want to
give another person access to edit or delete those records, create a
Form for data entry. Forms will be discussed in detail later in this
training manual.

1. To open a table in Datasheet View:

* At the database window, select the table you want to open and
click on the Open button. OR

* Double-click on the name of the table you want to open and it
opens in Datasheet View.
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EXERCISE — ENTERING DATA IN DATASHEET VIEW

1. Select the Employees table and click on the Open button.

2. Enter data into the spreadsheet as follows. Press Return after each entry.

EmployeelD
FirstName
LastName
College

Email
StreetAddress
City

State
ZipCode
DepositAmt
MembershipWanted?
WorkshopID

Record 1
513-45-6789
Ana

Rivera

RIO

901 Cactus
Mesa

AZ

85203
100.00

No

S030

Record 2
527-90-3678
Hal
Jefterson

SMC

123 Birch St.
Tempe

AZ

85283
200.00

Yes

C020

Tip: You can enter data in a Yes/No field using the keyboard
rather than the mouse. Just press the spacebar to enter a check-

mark for a Yes reply.
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HYPERLINKS

What is it? A Hyperlink is a link from your database to data in another source.
You can establish Hyperlinks to a document, to an email address,
or to the World Wide Web. You can connect to a World Wide
Web site or you can use a hyperlink to link to Microsoft Office
documents.

To Create a Hyperlink is one of the field Data Type choices in your tables.
Hyperlink Open a table in Design view and create a field with the Hyperlink
data type. Then switch to Datasheet View and use the Insert Hy-

perlink button | L on the toolbar to create the link. You can click
and open the link when you enter that field in the table in Data-
sheet View or in a form.

Steps to Create a

Hyperlink 1. At the Tables button, open a table in Design View.

2. Add a field and select Hyperlink as the Data Type or change
the Data Type in an existing field to Hyperlink.

3. Click on the Save button E on the toolbar.

[ZE

4. Click on the View button to change to Datasheet View.

5. Click in a record in the new Hyperlink field and then click on

the Insert Hyperlink button L on the toolbar. The Insert Hy-
perlink window opens.

6. From the Link to column, select the type of object to which you
are creating a link.

7. Enter a URL or an email address or click on one of the Browse
buttons and select the file to be linked.

8. Click on OK. The Insert Hyperlink window closes and the
location link is inserted into the field on the datasheet.
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EXERCISE — CREATING A HYPERLINK

Click in the Email field of record number one.

2. Click on the Insert Hyperlink button 2 on the toolbar. The Insert Hyperlink
window opens.

From the Link to column, click on E-mail address.

4. In the E-mail address field, enter ana.rivera@riomail.maricopa.edu.

Insert Hyperlink

Link to: Text to display: Imailto:ana.rivera@riomail.maricopa.edu ScreenTig, .. |

E-mail address:

Imailto iana.rivera@riomail.maricopa, edu
S8 Subject:

Recently used e-mail addresses:

mailta:ana.rivera@riomail.maricopa. edu ;I
mailto:lari.threlkeld@domail. maricopa.edu

Chbij

ect in This
Diatabase

QK I Cancel

5. Click OK. The Insert Hyperlink window closes.

6. At the table, click on the link to open Netscape and to open an email composition
window addressed to the email address in the link.

7.  Click on the composition window close button 1],
8. Click on the Netscape window close button 1.

9. Click on the Employees table close button 1],
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DELETE A TABLE IN ACCESS

Caution!

Warning
Message

Delete a Table

Steps to delete a
table in Access

You can delete a table and all of its contents from Access. How-
ever, it is important to remember that Access is a relational
database! Data in the table you’re deleting could be linked to other
tables that you are not deleting. Also, older, existing records in the
database could be linked to that table even though you’re not using
it to add any new records. For example, a database of employees
has a table for each department and one of the departments is
eliminated. You would not necessarily delete that department table
because there are still many records in the database that were cre-
ated when that department did exist.

When you try to delete a table in Access, you will first receive a
message asking if you want to delete this table. If you say Yes, you
will probably receive another message telling you that you cannot
delete a table until all of its relationships have been deleted first.

In order to delete the relationships, click Yes at the message box
asking if you want Access to delete the relationships.

Microsoft Access |

You can't delete the table 'Employees” until its
relationzhips to other tablez have been deleted.

Do pou want Microgsoft Access to delete the relationships now?

To delete a table and all of its contents, you must select the table in
the database window. Then, press the delete key or select Edit
from the menu bar and select Delete.

1. At the database window, select the table you want to delete.
2. Press the delete key.

3. If you have already deleted all the relationships for this table,
click Yes at the message box.

4. If you have not deleted the relationships, Access will ask if you
want the relationships deleted. Click Yes at the message box.
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EXERCISE — DELETING A TABLE

1. Select the Workshops table.
2. Press the delete key.

Microsoft Access [ ] |

Do pou want to delete the table
“Workshops™?

Far more information on how to prevent this meszage
fram dizplaying every time you delete an object, click
Help.

3. Click on the No button. We do not want to actually delete this table.
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RELATIONSHIPS

Why
Relationships?

Linking Tables

Kinds of
Relationships

In a relational database, tables should be related, or linked, to each

other through a matching field. Establishing relationships between
the tables allows you to take data from several tables and use it in a
single form, report, or query.

When you create your tables, you must add fields that will link
them to the other tables in the database. When you take the Pri-
mary key from one table and add it to another table in order to link
the two tables, it is called a Foreign key in the table to which it has
been added.

Tip: The linking field should be the only field that the two tables
have in common. To avoid confusion, give the linking field the
same name in both tables.

Once your tables are linked through a common field, you can es-
tablish the relationships between them. There are 3 kinds of
relationships that can be established between tables in Access.

One-to-Many: The Primary key from one table can be used many
times in another table. This is the most common relationship type
and the one you will most probably use when creating relation-
ships. The link between tables with a One-to-Many relationship

looks like this: .

For example, in our database we will establish a one-to-many rela-
tionship between the Employees and Workshops tables. Each
employee will attend only one workshop but each workshop will
have many employees enrolled in it. The WorkshopID field from
the Workshops table has been added to the Employees table in or-
der to link the two tables together.

One-to-One: The Primary key from one table can only appear
once in the second table. Usually, you should consider combining
the two tables rather than establishing one-to-one relationships.

Many-to-Many: Involves three tables. The primary keys from
two tables each have one-to-many relationships with a third table.
This causes the first two tables to have a many-to-many-
relationship with each other. For example in our database, if each
employee registered for multiple workshops and each workshop
has multiple employees registered in it, then the two tables have a
many-to-many-relationship with each other. Many-to-many rela-
tionships are explained further on pg. 58.
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Toolbar Buttons

Creating the
Relationships

Edit
Relationships
Window

To create relationships in Access, you must first create your tables
and establish the linking fields. Then, at the Database window,
select Tools from the menu bar and select Relationships or click on

%I.

the Relationships button

This opens the Relationships window. To display relationships
that have already been established, click on the Show Direct Rela-

Cl
tionships button. |_ The Show Direct Relationships button
shows relationships for selected tables.

With the Show All Relationships i |button, you can see all the
active relationships in the database.

The Show Table @ button and the Clear Layout m button are
also used when creating relationships. The Show Table button
opens a tables window with a tab showing all the tables names.
The Clear Layout button clears the relationships window.

To create or edit relationships, click the Relationship button % to
open the Relationships window. To add tables click on the Show

o
Table E button, select the table(s) you want to add, click on the
Add button, and close the Show Table window.

Show Table FHE|

Tables |'Quarlesi Both I

Close

Cuskamers
Employees
Crder Details
COrders
Products
Shippers
Suppliers

To create the relationships, click on the primary key in one of the
tables and drag it over the name of the linking key in the other ta-
ble. This opens the Edit Relationships window.

The Edit Relationships window lists the two tables that you are
linking and all of their fields. You select the field from each table
that you want to link to the other.
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Referential
Integrity

Editing the
Layout

Delete a
Relationship

Steps to Create
Relationships

The Edit Relationships window also contains a check box labeled
Enforce Referential Integrity. Referential Integrity requires that the
data entered in the two linking fields be exactly the same. When
you establish links between tables, you should enable Referential
Integrity to make sure no inaccurate data is entered.

When the Edit Relationships window is closed, you are returned to
the Relationships window. The layout now lists each table and its
fields and lines connect linked fields. Sometimes the lines cross
each other or run behind the tables or you can’t see all the fields in
the tables. You can edit this layout by holding the mouse button
down while the cursor is on a table and moving the table on the
page or by dragging the edge of a table to expand its size.

To delete a relationship, just click on the line between the tables.
This will select the line. Then press the delete key.

1. At the database window, click on the Relationships button 8
on the toolbar.

2. If the Show Table window does not display, click on the Show

o
Table button E on the toolbar.

3. Select the table(s) you want to add and click on the Add but-
ton. Close the Show Table window.

4. To create the relationships, click on the primary key in one of
the tables and drag it over the name of the linking key in the
other table. The Relationships window will display.

5. In the Edit Relationships window, click in the Enforce Referen-
tial Integrity checkbox.

6. Click on the Create button.

7. Click on the Save button on the toolbar.
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EXERCISE — CREATING ONE-TO-MANY RELATIONSHIPS

1. Click on the Relationships button % on the toolbar.

2. If the Show Table window does not display, click on the Show Table button %= on

the toolbar.
3. Select Employees and click on the Add button.
4. Select Workshops and click on the Add button.
5. Click on the Close button to close the Show Table window.

6. If necessary, click and drag the edges of the tables to expand them.

7. Click on the WorkshoplID field in the Workshops table and drag it over the
WorkshopID field in the Employees table.

E dit Relationships EHE
TablefQuery: Related TablefQuery: Create
IWDrkshops - IEmponees

Cancel
WorkshopID = workshopID

[k

Jdoin Type..

: Creake Mew, .
I Enforce Referential Integrityi——————————— =S L

I=| Cascade Wpdate Related Felds
[T Gascade Delete Related Recards

Relationship Type: | One-To-Many |

8. At the Edit Relationships window, click in the box to Enforce Referential Integrity.

9. Click on the Create button.

10. Click on the Save button on the toolbar.
11. Click on the Relationships window close box [,

12. Click on the Registration database window close box 1.
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MANY-TO-MANY RELATIONSHIPS

Three Tables

Junction Table

Two Primary
Keys

A Many-to-many relationship is really two one-to-many relation-
ships with a third table. The primary keys from two tables each
have one-to-many relationships with a third table. This makes the
first two tables have a many-to-many-relationship with each other.

||o5 Ble Edt view Relationships Tools window Help |
[EECIEE AR A A==l
[Ready |l 7 R

A Many-to-many relationship is only possible by creating a third
table (called a Junction table) which has two primary keys: the
foreign keys from the other two tables.

For example, a database for class registration has a table for Stu-
dents and a table for Classes. Each of those tables has a Primary
key. Because many students can be enrolled in more than one
class, you would create a third table, perhaps called the Registra-
tion table. That table could have multiple student entries and
multiple class entries. In the Registration table, add the Primary
key fields from both the Students and Classes tables and make both
of those fields Primary keys in the Registration table.

To create multiple primary key fields in a table, select one field and
then press the Control key and select the second field. This selects
them both. When both fields are selected, click on the Primary
Key button '% on the toolbar.

58



Steps to Create a
Many-to-Many
Relationship

. Create the two tables that will have the many-to-many relation-

ship. Create a Primary key for each table.

. Create a third table. Add the Primary key fields from each of

the other two tables. Add any additional fields that you desire.

Select the first Primary key field by clicking in the gray shaded

bar at the left-hand side of the field. Press the Control key and

select the second Primary key field.

. Click on the Primary Key button ‘% on the toolbar.

. Click on the close button ] to close the table.

. Click on the Relationships button 8 on the toolbar to open the

Relationships window.

&
. If necessary, click the Show Table button = on the toolbar to

open the Show Table window. Select the three tables and click
the Add button and click the Close button to close the Show
Table window.

. Click and drag the Primary key field from each of the primary

tables over the corresponding Primary key field in the junction
table.

. Click the close button [*1 to close the Relationships window.
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EXERCISE — CREATING MANY-TO-MANY RELATIONSHIPS

|

1. Click on the Open Database button = on the toolbar.
2. From the Access class folder, select the ManytoMany Test database.
3. Click on the Open button.

4. At the Tables button in the Database Window, double-click on Create table in Design
view button.

5. Name and define the following fields for the table:

Field Name Data Type
StudentID Text
CourselD Text

6. Click in the gray shaded bar at the left hand side of the StudentID field and then press
the Control key and click the gray shaded bar at the left hand side of the CourselD
field. Both fields are selected.

7. Click on the Primary Key button I? on the toolbar.

Field Mame Data Type Description -
% | StudentID Text
% | course: i) Text
Il
el

8. Click on the Save button =] on the toolbar.
9. For the table name, type Course Registrations and click on OK.

10. Place the cursor in the StudentID field and then click in the Input Mask field in the
Field Properties pane.

11. Click on the button L= that appears at the end of the line. The Input Mask Wizard
window opens.

12. Select Social Security Number and click on the Finish button.
13. Click on the Save button = on the toolbar.

14. Click on the Course Registrations table close button %] to close the table.

15. Click on the Relationships button og on the toolbar to open the Relationships
window.

+
16. Click on the Show Table button = on the toolbar. The Show Table window opens.
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Show Table

Tables | queries | Beth |

[2]x]

Add

“Close:

17. Select the Courses table and click Add. Select the Course Registrations table and click

Add. Select the Students table and click Add.

18. Click Close to close the Show Table window.

19. Click and drag the StudentID field from the Students table over the StudentID field in

the Course Registrations table. The Relationships window opens.

Edit Relationships

Table/Cuery: Related TablefCuery:
IStudents v lCourse Registrations LI
StudentID = studentID -

-

I= | Gascade Delete Belated Becords

T Enforce Referential Inteqgrityy————
I Gascade IUpdate Felated | Eields

Relationship Type: | Cne-To-Mary

Cancel

Join Type..

44l

Creakte Mew, .

20. Click in the Enforce Referential Integrity check box and click Create.

21. Click and drag the CourselD field from the Courses table over the CourselD field in

the Course Registrations table. The Relationships window opens.

22. Click in the Enforce Referential Integrity check box and click Create.

=8 o
/a0

I A AR =]

23. Click on the Relationships window close button Xl A Save message box opens. Click

Yes.
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EXIT ACCESS

Save First!

Exit Access

Steps to Exit
Access

When you are ready to exit Access, it’s a good idea to save first.
Although data will be saved automatically when you quit, other
changes might not be. If you have not saved changes to the design
of a table or query or report, Access will ask you if you want to
save changes before exiting.

Microsoft Access

& Do you want bo save changes to the design of table Employess™?

Mo Cancel

To close Access, select Exit from the File menu or click the Close
button X for the Access window.

1. From the File menu, select Exit.

OR

2. Click the Close button ] for the Access window.

62




EXERCISE — EXITING ACCESS

1. Click on the Save button on the toolbar.

2. From the File menu, select Exit.
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FORMS

Used to Enter
Data

New Form

Forms are used for entering data into the database. They can also
be used for editing and viewing data. You can create a form in De-
sign View or you can use the Form Wizard. To create, edit, view,
or use a Form you must first select the Forms button at the data-
base window.

The Forms button has the same three buttons that are on the Tables
tab: Open, Design, and New. The Open button will open an exist-
ing form. The Design button will open an existing form in Design
View which allows you to edit the form (not the data in it).

The New button will create a new form. There are also 2 shortcut
options for creating a form: Create form in Design view and Cre-
ate form by using Wizard.

When you select the New button, the New Form window opens.

There are 7 options for creating a new form:
Design View: Gives you a blank form where you can design your
own form. This view is also used to edit forms.

Form Wizard: Asks you a series of questions and creates a form
according to your responses. You choose the fields you want on
your form and the style and background you want to use.

AutoForm: Columnar: Creates a fairly plain form using all the
fields from the table you specify. AutoForm uses fields from only
one table and it uses all the fields in that table. The AutoForm: Co-
lumnar form arranges records in a column and you can only see
one record at a time.

AutoForm: Tabular: Creates a fairly plain form using all the
fields from the table you specify. The AutoForm: Tabular form
arranges records in a table (or grid) and you can see more than one
record at a time.

AutoForm: Datasheet: Creates a fairly plain form using all the
fields from the table you specify. The AutoForm: Datasheet form
arranges records as if you were looking at a Datasheet view of a
table. You can see more than one record at a time.

Chart Wizard: Builds a chart using the fields and data that you
specify.

PivotTable Wizard: Takes an Access table and changes it into an
Excel spreadsheet. You specify the columns and rows and the data
is summarized into a spreadsheet.
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EXERCISE — OPENING A NEW FORM

1. Start Access, select Open an existing file and click on OK.

2. Find the Access Class folder on the hard drive (C:) and select the Registration
database.

3. Click the Open button.

4. Select the Forms button at the database window.

g Registration - Database =1 E3 I
Qpen g Design EN | x |

Create form by using wizard

Groups

E3 Favorites

5. Click on the New button.

Mew Form EHE |
hw/ AutoForm: Columnar
s AutoForm: Tabular
) AutoForm: Datasheet
Create a new Form withouk Chart Wizard
using & wizard. PivotTable Wizard
Choose the table or query where I j
the object's data comes From:

Ik I Cancel |
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FORM WIZARD

Easiest Way

You Can
Modify

Sub-Forms

Form Wizard is the easiest way to create a form in Access. Once
you select Form Wizard from the New Form window, the Wizard
asks which fields you want on your form.

Form Wizard
whhich fields do yow want an pour Form?
| e
i %é? 3 o S “'ou can choose from more than one table or quernyg.
|
' Tables/Queries:
|Table: Conference ;I
Avvailable Fields: Selected Fields:
ConferenceCost 1 > Select
DepozitPayment =5 r
Aggociation Membership
Emplopes D
Z I
€L
= Select

Cancel I < Bacte I Mest » I FEinizh I

The form has a Tables/Queries field where you can pick which ta-

ble you want to take fields from. The fields from the selected table
are displayed in the Available Fields list. To move fields from the
Available Fields list to your own Selected Fields list, you use the

Select IZI or Select All IE‘ buttons. You can select fields from
more than one table.

The next few screens in Form Wizard are used to select how you
want the fields on your form to display and what style you want.

On the last screen of the Form Wizard you name your form. There
is also an option to Modify the form’s design. Once Form Wizard
creates the basic form, you can modify it to your specific needs.

Depending on your tables and their relationships, sometimes the
Form Wizard gives you the option of creating a Form with sub-
form(s). This option is only available when you are creating a
form using two tables with a one-to-many relationship. When you
create a form with a subform, the fields that you selected from the
two tables appear in two separate areas on your form rather than all
together in one, single form.

The advantage of using a subform is that you can see more than
one record from the subform at a time. For example, in a database
using a Students table for a form and a Classes table for a subform,
you could pull up a student’s name and be able to see all the
classes that the student has taken rather than having each class
shown on a separate record.
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B Conference M=l

DepositPayment

Association Memd

Employee D > Slngle
First Mame Form

{ ast Nawre
Colfega

Streat Address
Gity

State

Zip Code

Record: 14 4 || 1 e |ene#] of 3 v

& Employees M=l B I

Employee 1D 13-45-678 City EEE .
- AR —»| Form with

Anz
Last Nano F: Zip Code

Subform

Collage
Stroot Address
Conferance
| DepositPayment  |Association Me

$200.00
]

Record: |4| i || 1)k |>||He| of 1
Record: |4|4|| 1 >|>||He| of 3
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Steps to Create a
Form Using
Form Wizard

1. At the database window, select the Forms button.
Click on the New button.

Select Form Wizard and click OK.

Sl T

Select the tables(s) you want on the form by clicking on the
down arrow = in the Tables/Queries field. Select the fields for
the form by double clicking on them in the Available Fields
list.

5. Click on the Next button.

6. Ifyou selected more than one table or query for your form, the
next screen asks how you want to view your data. Decide
whether to create a Single form or a Form with sub-form.
Clicking on the different options will cause them to display in
the window. Select one and click on Next.

7. Select the layout and style for the form on the next two
screens. Clicking on the different options will cause them to
display in the window. Click on Next each time.

8. Name your form and click on the Finish button.
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EXERCISE — CREATING A FORM WITH FORM WIZARD

1. Select Form Wizard.

Mew Form K E3 |
Ee \ AutoForm: Columnar
] s AutoFaorm: Tabular

AutoForm: Datashest
Chart Wwizard
PivotTable Wizard

This wizard automatically
creates wour Form, based on
the fields wou select,

Choose the table or query where I ;I

the object's dakta comes from:
0] 4 I Cancel I

2. Click OK.

3. Click on the down arrow Z in the Tables/Queries field. Select Table: Employees.

Form Wizard
Which figlds da vou want on your Form?
§% e
% |- ou can choose From mare than one table of queary,
TablesiQueries
[Table: Employvees |
Awailable Fields: Selecked Fields:
- I Ernail =]
StrestAddress
= I ity
Skate
- I ZipCode
Depositamt
= I Membershiphivanted?

Cancel | = Bach I fext = I Einish

4. Click on the Select All button LI

5. Click on the down arrow = in the Tables/Queries field. Select Table: Workshops.

6. Select WorkshopName and click on the Select button ;I
7.  Click on Next.
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8. Make sure By Employees is selected to view your data and click Next.

Fomwizrs ——— ]

How do pou want bo view your
e |

bu ok shops EmployeelD, Last Mame, FirstM ame, College,
Streetdddiess, City, State, ZipCode.
Employees 'workshoplD, Wwork shopTitle,
Depozitimt, kMembershipia/anted?.
Warkshops \WaorkshoplD, Waorkshophl ame

@ Single form " Linked fams

Cancel | < Back I Hext » I Finish |

9. Select the Columnar option and click Next.

Fomwizad

“What lapout would wou like for wour form?

" Tabular
" Datashest

 Justified

Cancel < Back I Mext = I Einizh

10. Select International and click on the Next button.

What style would wou like?

Blends
Elueprink
Expedition
Industrial

:Inkernational
Ricepaper
SandStone
Standard

Stone
Sumi Painting

Cancel = Back I Mext = I Einish
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11. Change the Form name to Registration.

Fomizss ]

what title do you want for your form?

|F|egistrati0n

That's all the infarmation the wizard needs to create pour form.

Do you want to open the form or modify the form's design?

& [Open the form to view or enter information.

© Modify the form's design.

[T Dizplay Help on warking with the form?

Cancel | < Back Hext » | Finish I

12. Click on the Finish button.

13. The completed form opens on the screen. Click on the close 1=l button.
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ENTER DATA USING A FORM

Easiest Way Once you have created a form, you can use it to enter data into your
database. It is typically easier and safer to enter data into a form
instead of entering directly into the table in Datasheet View.

Open the Form When you finish creating a form, it is then open on the screen for
you to begin entering data. However, all of the forms are listed on
the Forms button at the Database Window for you to open and use
anytime.

B3 Registration |- O] x|
> batenegistered Bty Ziptode 5203 |
Employeeld 5556760 Depositamt | S100.00 |
Firsthame lAna | MembershipWanted™=J

Lasthame [Rivera | Workshopid 5030 -

College (I | Workshophame  |\fakingLearning Fun |

Email [maiTozana.riveram@rimal.marico
StreetAddress  [3mCasrus |
Gity esa |
Record State [ |
indicator

bar l— || Record: 14 4] z v |eir#] of 2

The form includes the fields that you selected and a Record indica-
tor bar at the bottom. The Record indicator tells you which record
you are currently viewing or entering. The record indicator bar is
used to enter a Record number to pull up a specific record, to scroll
through the existing records, or go to the next blank record.

Enter a Record To enter a new record into the database, click on the New Record

button [*# on the Record indicator bar. Then enter data into each
of the fields, pressing the Enter or Tab key to move to the next
field.

Edit or Delete a You can also edit or delete a record from a form. To edit, select
Record the record, click in the field to be edited and make the change. To
delete a record from a form, select the record and click on Edit and
Delete Record from the menu bar or click on the Delete Record

button i on the toolbar.
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EXERCISE — ENTERING DATA USING A FORM

»

wok W

10.
1.

12.

13.
14.

At the Forms button, select the Registration form and click on Open.
Click on the New Record button [2#].

Tab to the Employee ID field and enter: 528-06-7894. Press Enter.
First Name: Betty. Press Enter.

Last Name: Smith. Press Enter.

College: GCC. Press Enter. Press Enter to bypass the Email field.

Street Address, City, State, ZipCode: 411 S. Oak St., Phoenix, AZ, 82098. Press

Enter after entering each field.
DepositAmt: 45. Press Enter.

A Validation Rule error message appears. Click OK.

Help |

Change the DepositAmt to 75. Press Enter.

Click in the MembershipWanted? box. Hint: Press the spacebar to enter a
checkmark for a yes reply.

WorkshopID: Click on the down arrow [-] and select C020. Press Enter.
Hint: You can also open a drop-down list by pressing the F4 key.

WorkshopName autofills. Press Enter.

Enter the following records into the form. Press Enter after entering each field.

318-20-6119 Patricia Yee PVC 80336 S. Maple Rd., Phoenix, AZ, 87651
$150 deposit Yes membership Workshop: Y040

526-40-7823 John Bullock GCC 8934 W. Pine St., Mesa, AZ, 96054
$500 deposit No membership Workshop: M010

489-12-6768 Mark Wilson SMC 509 N. Mahogany Ave., Peoria, AZ, 72014
$250 deposit Yes membership Workshop: M010

325-67-8902 LoriJones SCC 8765 Yucca Way, Scottsdale, AZ, 85281
$150 deposit  Yes membership Workshop: Y040
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FORM IN DESIGN VIEW

Create/Edit You may prefer to create your own form instead of using the Form
a Form Wizard. You can create or edit a form in Form Design View just
like you create or edit a table in Table Design View.

Create New To create a new form, click on the New button at the Forms button.
Form Select Design View, select the table you are using to build your
form, and click on OK. There is a Field List button i on the

toolbar that gives you a drop down list of fields from which to se-
lect the fields for the form. Click and drag the fields from the list
to position them on the form. We will not create a new form in
this class.

Design View You must be at the Forms button to edit a form in Design View.
Select the form you wish to modify and click on the Design button.

When you open a form in Design View, you see that the form is
divided into three sections: Form Header, Detail, and Form Footer.

E3 Registration : Form M=l E

# Form Header

# Detail

- atefgmistarait

i

: [Frsthiame

: |Lasthame

Label <

Textbox <« [

At the Form Header you can add graphics, a logo or a title for
your form.

The Details section contains the fields that are on the form. The
fields are displayed on the form in 2 parts: the label and the text-
box. The label holds the title or instructions for the field and the
textbox holds the data.

The Form Footer section can contain a page number, date, or sum-
mary information.

Form Toolbox To edit or create a form in form design view, you will need to use
the toolbox. If it does not open automatically when you open the
form, you can open the toolbox by selecting View and then Tool-
box from the menu bar. Or, there is also a toolbox button on the

3w

toolbar .
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Steps to Open a
Form in Design
View

1. At the Forms button, select the Form to be opened.

2. Click on the Design button.

EXERCISE — OPENING A FORM IN DESIGN VIEW

1. Click on the View button | B - on the toolbar to switch to Design View.

2. If the toolbox bar does not appear, click on View on the menu bar.

3. Click on Toolbox.

bl

An abl
[ #
®© v
— [
B [ad
=
B
0O %
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FORM HEADER

Adding a Form
Title

Insert Graphic

Remove the Title
or Graphic

To add a title to your form, you must be in the Form Header area
on the form. You can expand the Form Header area by clicking on
the line between the Header and the Detail sections. When the
pointer becomes a double-arrow, drag the line down to expand the
Header area.

To insert a title, click on the Label button An in the toolbox and
click in the Header section where you want to position the title.
Then type your form title. You can adjust the font or font size of
the title once you’ve typed it in and pressed Enter. You can change
the font color or the title background color using the Font/Fore

A -

Color button or the Fill/Back Color button 2 - on the

toolbar.

You can also add a graphic or logo to your Form Header. The first

step is to click on the Image button 2 in the toolbox. Next click
in the Header section where you want the graphic inserted. This
opens a search window where you can specify the file containing
the graphic. Once you locate the graphic and click OK, it is in-
serted into the Form Header.

If you select the wrong graphic or just want to remove either the
graphic or title from the Form Header, select it and press the delete
key.
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Steps to add a
Title to a Form
Header

Steps to Add a
Graphic to a
Form Header

. If necessary, expand the Header area by placing the pointer on

the top line of the Detail section until the pointer becomes a
double arrow and clicking and dragging the section down.

If the Form Header area opens in black, click somewhere in the

Header area and then click on the Fill/Back Color button | 2 - |
and select a lighter color.

Click on the Label button in the toolbox and click in the
Header area where you want to insert the title.

Type the title and press Enter.

Change font, font size or font color by first selecting the title
and then using the options on the formatting toolbar.

If necessary, expand the Header area by placing the pointer on
the top line of the Detail section until the pointer becomes a
double arrow and clicking and dragging the section down.

. If the Form Header area opens in black, click somewhere in the

Header area and then click on the Fill/Back Color button | 2- |
and select a lighter color.

To insert a graphic, click on the Image button % in the toolbox
and click in the Header area where you want to insert the
graphic.

The Insert Picture window will display.

Specify the file location for the graphic in the search window
and click OK.
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EXERCISE — ADDING TITLE AND GRAPHIC TO A FORM HEADER

o

10.

Place your cursor on the line separating the Form Header from the Detail section.
When the pointer changes to a double-arrow, click and drag the line down to expand
the Form Header section.

If the Form Header area opens in black, click somewhere in the Header area and then

click on the Fill/Back Color button | 82 - | and select a lighter color.

Click on the Label button Aa in the toolbox.

Click in the middle of the third column in the Form Header area.

Type Conference Registration Form and press Enter.

On the formatting toolbar, click on the Font Size down arrow = and select 14.

Click on the lower right corner of the title label box. When the pointer changes to a
double arrow, drag until you can see the full title.

B Registration : Form

|_||---|---1---|---2---|---3---|---4---|---5---|-
]

- GONFERENGE REGISTRATION FORM

||| # et

OepositAmt

A -

on the toolbar. Select

Click on the down arrow on the Font/Fore Color button
red.

Click on the Image button =% in the toolbox.

Click in the middle of the first column in the Form Header area. The Insert Picture
search window opens.

Look in: [0 Access Class =] - ‘ & X o - Tools =

[ access 97
| 47 MECD laga tHewl)

Flepame: |l =1 = ok
[~ |

Files of typa:  [Graphics Files
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11. Look in the Access Class folder and select mccdlogo. Click OK.

B3 Registration : Form

: M GOMFERENGE REGISTRATION FORM

MARICOPA
Hl comMuNITY
L |CcOLLEGES

12. Click on the View button “ " on the toolbar to switch Form View.

13. View your changes and click on the View button | b, - on the toolbar to return to
Design View.
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FORM DETAILS

Edit Fields

Delete a Field

Rename a Field

You can change the position or size of a field, delete a field, or re-
name a field on a form. To change the size of a field, place the
cursor on one of the sizing handles on the edge of the field. When

the cursor changes to a double-arrow, ! drag the edge until the
field is the size you want.

:;ITF_rnr:uh:ul-eelD ::: Sizing handle

To move a field, select the field and place the cursor on an edge of
the field. The pointer changes to a hand. You can then drag the
field to where you want it on the form.

.

Fields are displayed in the Detail section of a form in two parts: the
Label and the Text Box. To separate them, position the pointer at
the top left corner of either the Label or the Text box until the
pointer changes to a hand with a pointing finger. Then click and
drag the box to the position you desire.

To delete a field, select it and press the delete key.

To change the name of a field, select it and then click again in the
field to put it in edit mode and type your change.

Steps to Edit
Fields on a Form

1. At the Forms button, open a Form in Design View.

2. To change the size of a field, select the field, place the cursor
on one of the sizing handles, and drag to the preferred size.

3. To move a field, select the field, place the mouse pointer on an
edge of the field until the pointer changes to a hand, and click
and drag to another position on the form.

4. To separate the two parts of the field, position the pointer at
the top left corner of either the Label or the Text box. When
the pointer changes to a hand with a pointing finger, click and
drag the box to the position you desire.

5. To delete a field, select the field and press the delete key.

6. To re-name a field, select it, click again in the field and type
the change.
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EXERCISE - EDITING FIELDS ON A FORM

10.

11.

12.

13.

Place your cursor on the line separating the Form Header from the Detail section.
When the pointer changes to a double-arrow, click and drag the line up to expand the
Detail section.

Click on the LastName field and place the mouse pointer on an edge of the field until
the pointer changes to a hand.

Click and drag the field up above the FirstName field.

Click on the FirstName field and place the mouse pointer on an edge of the field until
the pointer changes to a hand.

Click and drag the field down below LastName field You will probably need to move
and adjust both fields to position them properly.

Select the label part of the DepositAmt field. Click the field again to put it in edit
mode.

Change the field name to Amount of deposit.

Click on the check box part of the MembershipWanted field. Position the pointer on
the top left corner of the check box until the pointer changes to a hand with a pointing
finger.

Drag the checkbox to the right about one inch.

Click on the right edge of the MembershipWanted label box and drag the right edge
until the entire MembershipWanted label can be seen.

Click on the View button [ on the toolbar to switch to Form View to see your
changes.

Tab through the fields and note that the tab order is incorrect. Tab order is covered
next.

Click on the View button 2~ on the toolbar to return to Design View.
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CHANGE TAB ORDER

Why Change?

Tab Order
Window

Auto Order

Nothing
Happened?

Steps to Change
Tab Order

You can change the tab order on your Access forms to specify the
order in which you enter data into the fields. The tab order is de-
termined by the order of the fields in the table. If you change the
order of the fields on your form, the tab order will not automati-
cally follow your changes. You may also want to change the tab
order without moving the fields. For example, if you are entering
data from a paper form and the fields are in a different order than
they are on your form, you can set the tab order to match the paper
form to aid in data entry.

To change the tab order of the fields on a form, select a field and
click on View and Tab Order in the menu bar. The Tab Order
window opens. There is a Custom Order list on the Tab Order
window that lists all the fields on the form in the current tab order.
You change the order by clicking and dragging the fields to the or-
der in which you want them.

The Tab Order window also contains an Auto Order button. Click-
ing on this button will create the tab order as the fields are on the
form, left-to-right and top-to-bottom.

When you change the tab order and return to the form, nothing
visibly changes — the fields themselves do not move. However, if
you press the tab key to move through the fields, you will see that
the cursor moves to fields in the order that you specified.

1. At the Forms button, open a Form in Design View.
Select a field.

Click on View and Tab Order on the menu bar.

i

Select, click and drag the fields in the Custom Order list until
they are in the preferred tab order.

5. Click on OK.

6. To set the tab order to as the fields are on the form, select a
field and click on View and Tab Order on the menu bar.

7. Click on the Auto Order button.
&. Click on OK.
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EXERCISE — CHANGING TAB ORDER

In the Detail area on the form, click in the FirstName field to select it.
2. In the menu bar, click on View and then click on Tab Order.

Select the FirstName field by clicking in the grey box to the left of the field name.
Click again and hold until the outline of a box appears.

4. Drag the field to below the LastName field.

Tab Order |

Seckion——————  Custom Crder:
" Form Header | |DateReqgistered =
EmployeslD
&+ Detail
™ Farm Fooker | Firsthlame
= || College
Click to select a row, or || Email
click. and drag ta seleck L] SFreetAddress
raulkiple rows, Drag || ik
selected rowls) bo move || State
them to desired kab | |ZipCode
ardet, || Depositanmk -
(a4 I Cancel Auko Order

Click on OK.

6. Click on the View button ” " on the toolbar to switch to Form View.

7. Press the Tab key several times to see the tab order.

8. Click on the View button | b - on the toolbar to return to Design View.
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FIELD PROPERTIES IN DESIGN VIEW

Change
Properties

Expression
Builder

Steps to Change
Field Properties

In addition to changing field names and positions, Access allows
you to change a field’s properties in Form Design view. To change
properties, select a field on a form in Design View and click on the

Properties button | on the toolbar. This opens the Text Box for
the selected field. The Text Box contains 5 tabs, including an All
tab that includes the fields from all 5 tabs.

These tabs contain properties from the selected field’s Properties
pane of the table in Design view. The Format tab contains infor-
mation about font, color, size, and other properties for the selected
field.

For fields with a data type of number or currency, you can access
the Expression Builder window by selecting the text box part of the

field, clicking on the Properties button | , selecting the Data tab,
and clicking on the button [l at the end of the Control Source
field.

E xpression Builder

=
Cancel I
I -

Undo I

+ - i *|a] == << And or ror Like| ¢ 3] past= | Help |

=Field List >

AfterCelConfirm
AfterInserk
AfterUpdate
Alloveadditions

(€3 Constants
3 operators
3 Common Expressions Strect address Labe > | |AutoCenter ~|

This Expression Builder window is the same as the one in the
Validation Rules property of a table in Design View. You can cre-
ate calculations on fields here in Form Design View as well.

1. At the Forms button, open a Form in Design View.

2. Select a field.

3. Click on the Properties button | on the toolbar. The Text
Box window will display.

4. Select the appropriate tab and change the desired property.

5. Click on the Text Box close button El
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EXERCISE — CHANGING FIELD PROPERTIES IN FORM DESIGN
VIEW

1. Select the text box part of the ZipCode field and click on the Properties button | on
the toolbar.

2. Select the All tab.

Format I Daka I Ewvent I Cther all I

Mame . . .. ....... ZipCode -
Zonkrol Source . L L L ZipCode

Formak . .. ... .. ..

Decimal Places . . . . . Auko

Input Mask . . ... .. e |
Default value . ...

walidakion Rule . . . . .

walidakion Text . . .. .

Stkatus Bar Texk . . . .

Enter keyw Behavior . . Defaulk

Allows AukoCarrect . . . Yes

wisible .00 Wes

Display When . . . ... Alvays ;I

3. Select the Input Mask field and click on the button [=] at the end of the field.
4. At the Input Mask Wizard, select Zip Code and click on Finish.

5. Click on the Text Box close button 2.

6. Click on the View button ” " on the toolbar to switch to Form View.

7. View the change and click on the View button | B - on the toolbar to return to
Design View.

8. Click on the Form close button 2.
Microzoft Access |

& Do you want ta zave changes to the design of farm 'Registration'?

Mo | Carnicel

9. At the Save box, click on Yes.

10. Click on the Registration database close button 1,
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CREATE A FORM USING TABLES WITH A MANY-TO-MANY

RELATIONSHIP

Some Data
Automatically
Entered

Primary Keys

When creating a form using tables with a many-to-many relation-
ship, you will probably add fields to the form that automatically fill
in when new records are added.

For example, in our ManytoMany Test database, the Course Regis-
trations table is a Junction table and the fields in the table are
already included in either the Courses or the Students table. The
Junction table is used to unite the students records with the courses
records. When creating a form, we really only need the StudentID
and the CourselD fields but will add the LastName, FirstName, and
CourseName fields for verification. When a StudentID is entered,
the name fields autofill and when the CourselD is entered, the
CourseName field autofills.

In order for fields to autofill on a form, you must put the Primary
Key field(s) from the Junction table on the form. This is because
the “join” field must come from the table on the “many” side of
the many-to-many relationship. The other fields (the ones that will
autofill) are taken from the other tables.

Note: This is true whether using tables with a many-to-many- rela-
tionship or tables with a one-to-many relationship.

Join fields
=l ES
T
Firsthame
Address
ity
State
ZipCode
Dateofgirth
DateofAdmission
}
“One” side of the “Manv” side of th “One” side of the
many-to-many an}; side o le many-to-many
relationship ?an};_ o-many refa- relationship
ionship
4] » =
Ready e I R . e
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Steps to Create a
Form that
Autofills Data

. At the database window, select the Forms button.

Double-click on Create form by using wizard.

Click on the down arrow = in the Tables/Queries field and se-
lect the junction (many-to-many) table.

Select the Primary Key field(s) for the form by double clicking
on them in the Available Fields list.

Click on the down arrow = in the Tables/Queries field and
double-click any additional fields for the form from the other
table(s) related to the many-to-many junction table.

Click on the Next button.

The next screen asks how you want to view your data. If
applicable, select whether to create a Single form or a Form
with subform.

* Select Single form for a simple form listing all the fields that
you selected.

* Select Form with subform for a form that displays one record
at a time in the main form and displays multiple related records
in the subform.

Click on Next.

Select the layout and style for the form on the next two
screens. Click on Next each time.

10. Name your form and click on the Finish button. The form will

11.

open on the screen.

When data is entered into the primary key field, the other re-
lated fields will autofill.
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EXERCISE — CREATING A FORM USING TABLES WITH A MANY -
TO-MANY RELATIONSHIP

10.
11.
12.
13.
14.
15.

'}

=

. Click on the Open Database button == on the toolbar.

. From the Access class folder, select the ManytoMany Test database and click on

Open.
Select the Forms button at the database window.
Double-click on Create form by using wizard. The Form Wizard window opens.

Click on the down arrow [=] in the Tables/Queries field. Select Table:
CourseRegistrations.

Double-click the StudentID field.

Form Wizard
which figlds do you want on wour Form?
=l T
% /‘ - ¥ou can choose From more than one table or query.

TablesCQueries

|Tab|e: Course Reqistrations JE |

Available Fields: Selected Fields:

o) B

==

Cancel | = Bachk I Mext = I Einish

Double-click the CourselD field.

Click on the down arrow [=] in the Tables/Queries field. Select Table: Students.
Double-click the LastName and FirstName fields.

Click on the down arrow [=] in the Tables/Queries field. Select Table: Courses.
Double-click the CourseName field. Click the Next button.

Select By CourseRegistrations to view your data and click Next.

Select the Columnar layout option and click Next.

Select the Blends style option and click Next.

Accept the title Course Registrations and click on the Finish button. The Course
Registrations form opens on the screen.
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16. In the StudentID field, type: 123-45-6789. Press the Enter key and the StudentID field
fills and the LastName and FirstName fields autofill.

17. In the CourselD field, type: MA101. Press the Enter key and the CourselD field fills
and the CourseName field autofills.

B9 Course Begistrations M =] B3
A StudentlD 123-45-6788

CourselD 21 01

LastHame Johnson

Firstiame Ben

CourseMame Intro to Algebra
Record: 14 4 | I—lLILIﬁI of 1

18. Click on the Course Registrations form close box .

19. Click on the ManytoMany Test database close box 1.
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FIND RECORDS

Datasheet View
or in a Form

Find Button

Wildcard
Character

It is important that you be able to find records in your database.
Whether you want to just view a record or to edit or delete it, you
have to find it first.

You can do a find in a form or in a table in Datasheet View —the
steps to find a record are the same. If you search for records in a
table, you view multiple records. If you search for records in a
form, you view found records one at a time.

The first step in finding a record is to decide in which field you
want to search. Then place the cursor in that field and click on the
Find button L) |

Clicking on the Find button opens a Find in Field window where
you enter the criteria for the records for which you are searching.
For example, if you are looking for a record for a person, you could
search in the Last Name field. The Find in Field window contains
a Find What field where you enter what you are looking for — in
this case, the person’s last name. There are options in the Match
field to match the whole name or only part of it and in the Match
Case field to make the search case sensitive or not.

Once you have entered what you want to find, click on the Find
Next button and you will be taken to the first record that meets that
criterion. Clicking Find Next will take you to the next occurrence.

When searching, especially in a large database, you may some-
times need to use a wildcard character. In Access, the asterisk (*)
is a wildcard character. A wildcard is a symbol used in a search to
replace unknown characters. For example, if you were searching
for the Smyth Brothers Company but were not sure of how to spell
it, you could search the Company Name field for *Brothers* which
would retrieve every record with the word Brothers somewhere in
the company name.
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Steps to Find a
Record

A

. Ata form or in a table in Datasheet View, place the cursor in

the field where you are searching.

Click on the Find button &4 in the toolbar. The Find in Field
window displays.

Enter search criteria in the Find What field.
Click on the Find Next button to see the first matching record.
Click on the Find Next button to see the next matching record.

When there are no more matches, a dialog box opens. Click
OK.

Click on the Cancel button.

91




NOTES

92



EXERCISE — FINDING RECORDS

We will be using the Northwind database for this exercise because it has many more
records than our Registration database.

6.
7.

10.
11.
12.
13.

u

Click on the Open Database button = on the toolbar.

Select the Northwind database and click on Open.
Select the Tables button, select the Customers table and click Open.

You want to find a customer — you’re not sure of the exact name but the word Market
is in the name. Place your cursor in any record in the Company Name field.

Click on the Find button # | on the toolbar.

Find and Replace HE
Find | Replace |
| Findwhat:  [market R

Cancel

Loak In: |Cc-m|:anv Marne j

Ll

1 Match: IWhD|B Field j Mare ==

In the Find What field, type market.

Click on Find Next. A message box tells you that there were no records found.

Microsoft Access m

@ Microzoft Access finizhed searching the recaords,

The search item wags not found.

Click OK.

In the Find What field, type *market*.

Click on Find Next. Access selects Bottom-Dollar Markets.
Click on Find Next. Access selects Great Lakes Food Market.
Click on the Cancel button.

Click on the table close button [Z to close the Customers table.
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REPLACE DATA

Find and Replace

Replace in Field
Window

Replace or
Replace All

Steps to Replace
Data

Access has a way for you to both find and replace data in a record
in one step. You can find and replace data while you are at a form
or in a table in Datasheet View - the steps are the same in both
places. First you place the cursor in any record in the field that you
want changed.

Under the Edit option in the menu bar, there is a Replace option.
When you choose the Replace option, the Find and Replace win-
dow opens. You can also open this window by pressing the Ctrl
key and the H key at the same time.

Find and Replace I
Firnd Replace |
Find What: Isales representative j Find Mesxt I
Cancel |
Replace with: I ﬂ Replace |
Look In: ITitIe j Replace 4l |
Makch: Iwhole Field j More == |

In the Find What field, you enter what you want found and changed
and in the Replace With field you enter the replacement entry. For
example, a company changes the title for all of its Sales Represen-
tatives to Sales Associate. You place the cursor in the Title field
and then tell Access to change all occurrences of Sales Representa-
tive to Sales Associate. The Replace in Field window contains
both Replace and Replace All buttons so you can replace just one
entry or all occurrences of an entry.

1. Ata form or in a table in Datasheet View, place the cursor in
the field to be changed.

2. Click on Edit on the menu bar and then click on Replace.

3. In the Find What field, type the entry you want found and
changed.

4. In the Replace With field, enter the replacement entry.
5. Click on either the Replace or the Replace All button.
6. A message box opens saying the text can’t be found. Click OK

7. Click Yes at the message box to agree to the change and click
on Close.
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EXERCISE — REPLACING DATA

In the title field of the Employees table, we want to change all occurrences of Sales
Representative to Sales Associate.

1. Select the Employees table and click on Open.

Click in any record in the Title field.

From the menu bar, click on Edit and then click on Replace.
In the Find What field, type Sales Representative.

In the Replace With field, type Sales Associate.

Click on the Replace All button.

A S

A message box opens. Click Yes.

Microszoft Access m

“rou won't be able to undo thiz Heplace
operation.

Do pou want to continue?

8.  Click on the Cancel button. Note that the change has been made.

9. Click on the Employees table close button 1.
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SORT A TABLE

Two options

Ascending or
Descending
Order

Remove the Sort

When you sort records, you rearrange them in an order that you
have specified. You can do a sort on any field in any table in Mi-
crosoft Access. You can open the table and sort in Datasheet View
or you can sort in a form. Sorting in Datasheet View allows you to
see many records at once and even print them. Sorting from a form
puts the records in the requested order, but you then have to scroll
through them one at a time.

Start a sort by placing your cursor anywhere in the field that you
want sorted. There are two sort buttons on the toolbar: Sort As-
Al = l
& A

cending and Sort Descending - =¥

A
When you click on the Sort Ascending button 24 , the records in
the field are sorted in alphabetical order, A-Z. When you click on

Z
the Sort Descending button "‘_l, the records in the field are sorted

in reverse alphabetical order, Z-A.

You can also do a sort through the menu bar by selecting Records
and selecting Sort. You are then given the choice of selecting Sort
Ascending or Sort Descending.

Sometimes you may want to sort records temporarily, just to check
data or to print them for research or a report. You can do a sort on
a field and then put it back in its original order. After sorting the
records, just click on Records on the menu bar and select Remove
Filter/Sort.

Steps to Sort
a Field

1. Inatable in Datasheet View, place the cursor in the field to be
sorted.

2

|

b

2. Click on one of the Sort buttons | on the toolbar.

3. To return to the original order, click on Records in the menu
bar.

4. Click on Remove Filter/Sort.
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EXERCISE — SORTING A TABLE

1. Select the Products table and click on Open.

= Products : Table [ [O]x]
Product ID Product Name Supplier Category
LE ] chai Exotic Liquids Beverages 1C
LI 2 Chang Exotic Liquids Beverages 2
N 3 Aniseed Syup Exotic Liquids Condiments 12
L |* 4 Chef Anton's Cajun Seasoning Mew Orleans Cajun Delights Condiments LS
L |* 5 Chef Anton's Gumba Mix Wew Drleans Cajun Delights Condiments 3*
L |* B Grandma's Boysenberry Spread — Grandma Kelly's Homestead Condiments 1z
L |* 7 Uncle Bob's Organic Dried Pears  Grandma Kelly's Homestead Produce 1z
N 8 Northwoods Cranbeny Sauce Grandma Kelly's Homestead Condiments 1z
I 9 Mishi Kabe Miku Takya Traders Meat/Pouttry  1E

2. Place your cursor in any record in the Product Name field.

A
3. Click on the Sort Ascending button | 2t on the toolbar. Note the order of the

records.
| . A1
4. Click on the Sort Descending button =2 on the toolbar. Note the order of the
records.

5. Click on Records in the menu bar.
6. Click on Remove Filter/Sort.

7. Click on the close button (X to close the Products table. A message box opens.

Microsoft Access [ x| “

Do pou want to zave changes to the design of table
Products"?

Mo Cancel

&. Click on No.
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FILTER BY SELECTION

A More Complex
Find and Sort

Find First

Filter by
Selection

Undo the Filter

Steps to Create a
Filter

A filter is a type of search (or sort) for specific records. It is a set
of criteria you apply to records in order to sort them. As we just
learned, a sort is done on only one field and sorts all the records in
the database. A filter specifies only certain records within a field.
Filter by Selection is done on only those records that you select or
specify.

As an example, you have a business and you want to see all the or-
ders from one particular customer. The first step to creating a filter
is to find a record containing that Customer’s name. Once you
have done a Find on the Customer Name and have one of the cus-
tomer’s records selected, you can Filter by Selection.

When you Filter by Selection, you are selecting one particular re-
cord in one particular field and are then asking to filter out any
records that do not contain the same data in that field. There is a
Y
Filter by Selection button on the toolbar or you can select Re-
cords on the menu bar, select Filter, and then Filter by Selection.
Once you have a view of the filtered records, you can print them
but you cannot save that particular filtered view.

Filters are not saved and are just a view of some of the data from

the table. To undo a filter, click on the Remove Filter button E
or close the window displaying the filtered information.

1. In atable in Datasheet View, find and select a record in the
field to be filtered.

Y

2. Click on the Filter by Selection button

3. After viewing the data, click on the Remove Filter button E
or click on the close button [2 and respond to the message box
asking if you want save the changes.

98




EXERCISE - FILTERING BY SELECTION

8.

9.

Select the Orders table and click on Open.

Place your cursor in any record in the Customer field.

Click on the Find #h |button on the toolbar.

In the Find What field, enter Rattlesnake*.

Find and Replace HE

Find | Replace |

Find What: IRatt\esnake\ ﬂ Find Mext I
Cancel

Look In: ICustomer j

Match: IWhUIE Field j More >

Click on the Find Next button.

Click on the Cancel button.

Click on the Filter by Selection & button.

B Orde: able
Order ID Customer Employee QOrder Date | Required Date | Shipped Date

| b= 10262 i =l Callahan, Laura 22-Jul-1996 19-Aug-1996 25-Jul-1996 F
| |= 10272 Rattlesnake Canyon Grocery Suyama, Michael 02-Aug-1998 30-Aug-1996  0B-Aug-1996 U
| | 10224 Rattlesnake Canyon Grocery Peacock, Margaret | 30-Aug-1996 27-Sep-1996)  05-Sep-1996 U
|| 10314 Rattlesnake Canyon Grocery Davalio, Mancy 25-Sep-1996 23-Oct-1996 04-0ct-1996 U
||~ 10316 Rattlesnake Canyon Grocery Davalio, Mancy 27-Sep-1996 25-Oct-1996 08-0ct-1986 Fi
[ 10346 Rattlesnake Canyon Grocery Leverling, Janet 05-Mov-1996 17-Dec-1996 08-Mov-1936 Fi
| | 104071 Rattlesnake Canyon Grocery Davalio, MNancy 01-Jan-1997 29-Jan-1997 10-Jan-1997 5
|| 10479 Rattlesnake Canyon Grocery Leverling, Janet 19-har-1997 16-Apr-1997 21-Mar-1997 F1
| |= 10564 Rattlesnake Canyon Grocery Peacock, Margaret 10-Jun-1997 05-Jul-1257 16-Jun-1997 Fy
| |= 10563 Rattlesnake Canyon Grocery Buchanan, Steven 16-Jun-1997 14-Jul-1857 11-Jul-19597 S
||+ 105598 Rattlesnake Canyon Gracery Davalio, Mancy 14-Jul-1997 11-Aug-1997 18-Jul-1957 Fu
|| 10767 Rattlesnake Canyon Grocery Buchanan, Steven 02-Dec-1997 30-Dec-1997  08-Dec-1997 U
| |= 10820 Rattlesnake Canyon Grocery Leverling, Janet 07-Jan-1998 04-Feb-1995 13-Jan-1998 U
| |= 10852 Rattlesnake Canyon Grocery Callahan, Laura 26-Jan-1998 09-Feb-1598 30-Jan-1988 S
||+ 10889 Rattlesnake Canyon Gracery Dadswarth, Anne 16-Feh-1998 16-Mar-1998  23-Feb-19938 Fy
||~ 10988 Rattlesnake Canyon Grocery Leverling, Janet 31-Mar-1998 28-Apr-1298 10-Apr-1998 U
| |= 11000 Rattlesnake Canyon Grocery Fuller, Andrew 0B-Apr-1998 04-May-1935 14-Apr-1998 Fy
| |- 11077 Rattlesnake Canyon Grocery Davalio, Mancy JB-May-1998 03-Jun-1998 U
*| oMumber)

recard: 14] ¢ || T v | b1 ]e%] of 18 (Filered) | |

Click on the close [2 button. A message box opens.

Microsoft Access

D yau want to zave chanhges ta the design of table
'‘Orders'?

Mo Cancel

Click on No.
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FILTER BY FORM

Filter by Form

For Example

Apply Filter

Undo the Filter

Steps to Filter by
Form

When you Filter by Form, you combine specific records from more
than one field and then filter out any records that do not contain the
-
same data in those fields. There is a Filter by Form button on
the toolbar or you can select Records on the menu bar, select Filter,
and then Filter by Form.

For Example, you have a business and one of your customers is
having problems with one particular shipper. You want to see all
the orders from one specific customer shipped by one particular
shipper. The first step is to open the Customers table and click on
the Filter by Form button on the toolbar. This opens the Filter by
Form window containing one line listing all the fields in the table.

At the Filter by Form window, you select the fields you want to
filter on and enter the data you want to see in those fields. Then

click on the Apply Filter button l on the toolbar to complete
the search. You can also select Filter from the menu bar and then
select Apply Filter/Sort.

Filters are not saved and are just a view of some of the data from
the table. To undo a filter, simply close the window displaying the

filtered information or click on the Remove Filter button. l
The Apply Filter button becomes a Remove Filter button once a
filter is applied.

1. Open a table in Datasheet View and click on the Filter by

Form button . The Filter by Form window displays.
2. Select the fields you want to see and enter the data you want to
see in those fields.
. . S
3. Click on the Apply Filter button =,
4. After viewing the data, click on the close button 1],

5. Respond to the message box asking if you want save the
changes.
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EXERCISE - FILTERING BY FORM

You have a business and one of your customers is having problems with one particular
shipper. You want to see all the orders from one specific customer shipped by one
particular shipper.

1. Select the Orders table and click on Open.

2. Place your cursor in any record in the Customer field.
3. Click on the Filter by Form button on the toolbar.

B8 Orders: Filter by Form !En

Order ID Customer Employee Order Date | Required

-

4. Click in the Customers field. Type Rattlesnake Canyon Grocery.
5. Click in the Ship Via field.

6. Click on the Down arrow and select Speedy Express.

7. Click on the Apply Filter button E on the toolbar.

Order ID Customer Employee Order Date | Required Date | Shipped Date
4 Rattlesnake Canyon Grocery Davalio, Mancy 01-Jar-1997 29-Jan-1997 10-Jar-1997 5
. 10568 Rattlesnake Canyon Grocery Buchanan, Steven 16-Jun-1997 14-Jul- 1997 11-Jul-1897 | 5
. + 10852 Rattlesnake Canyon Grocery Callahan, Laura 26-Jan-1998 09-Feb-1998 30-Jan-1998| 5
aMumber)

8. Click on the close button [2].
9. Click on the No button in the message box.

10. Click on the close button 1] to close the Northwind database.
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CREATE OR DELETE A QUERY

A Saved Search

Current Every
Time!

New Query

Delete a Query

A Query, like a filter, is a set of criteria applied to records in a table
in order to sort and retrieve them. However, unlike a filter, you
can save a query to be opened and viewed again and again. Many
queries are created as the basis for reports. Reports cannot be cre-
ated with criteria or calculations, so those reports must be based on

a query.

A query saves the find and sort process — not the results. Every
time the query is run, it retrieves current database information.

To create, edit, view, or delete a query, select the Queries button at
the database window. The Queries button has three buttons:
Open, Design, and New. The Open button opens an existing
query. The Design button opens an existing query in Design View
and the New button is used to create a new query. There are also 2
shortcut options for creating a query: Create query in Design
view and Create query by using wizard.

Clicking the New button at the Queries button opens the New
Query window. There are five options for creating a new query.

Design View: Gives you a blank form and you create a query
without using a Query Wizard.

Simple Query Wizard: Asks you to select the table(s) and the
fields for which you want to see data and then creates the query.

Crosstab Query Wizard: You select the tables and fields and the
Wizard creates a query that appears similar to a table or spread-
sheet. This query includes a calculating column.

Find Duplicates Query Wizard: Creates a query that finds re-
cords with duplicate values in a field in one table only. For
example, using the WorkshoplID field in our registration database,
it would find and group the registrants for the workshops.

Find Unmatched Query Wizard: Creates a query that finds re-
cords with no data in the matching field in another table. For
example, using the WorkshoplID field in our registration database,
it would find workshops without any registrants.

To delete an existing query, select the query at the database win-
dow and press the Delete key. You can also delete from the menu
bar by selecting Edit and Delete. You will receive a message ask-
ing you to verify that you want to delete the query. Click Yes.
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Steps to Open a

New Query 1. Select the Queries button at the Database window.

2. Click on the New button.

3. Select one of the New Query options and click OK.

EXERCISE — OPENING THE NEW QUERY WINDOW

'}

Click on the Open Database button = on the toolbar.

2. Find the Access Class folder on the hard drive (C:) and select the Registration
database.

Click the Open button.
4. Select the Queries button.

5. Click on the New button.

I Hew Query
i Siple Query Wizard
EE Crosstab Query Wizard
Find Duplicates Query Wizard

Find Unmatched Wizard
Create a new gquery without ind Unmatched Query Wizar

using a wizard,

ol 4 I Cancel
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SIMPLE QUERY WIZARD

The Easiest Way!

Select the Fields

Summary
Options

Name the Query

Steps to Use
Simple Query
Wizard

Using the Simple Query Wizard is probably the easiest way to cre-
ate a query in Access. There are only a very few steps involved
and the query is created for you.

The first screen of the Simple Query Wizard contains a Ta-
bles/Queries list, an Available Fields list, and a Selected fields box.
In the Tables/Queries list, you select the table(s) containing the
fields you want to include in the query. The Available Fields list
displays the fields from the selected table. You choose the fields
you want to include in the query. The Selected Fields box lists the
fields as you select them from the Available Fields list.

Depending on the fields selected, the next screen may give you the
option of choosing between a Detail query and a Summary query.
Choosing Detail will show every field of every record. If you se-
lect the Summary option, you have additional options for how you
would like the data summarized. For example, the Wizard will
create summary fields that do a count or calculate an average.

The only other step in the Simple Query Wizard is to name the
query and click on the Finish button. Access creates and saves the
query and then opens it in Datasheet View.

1. At the Queries button, click on the New button.
2. Select Simple Query Wizard and click on OK.

3. Click on the drop down arrow in the Tables/Queries field and
select the table(s) for the query by double-clicking the table(s)
in the drop down list.

4. Select the fields for the query by double-clicking the fields in
the Available Fields list. Click on Next.

5. If the Detail vs. Summary screen appears, select one and click
on Next.

6. Enter a title for the query and click Finish.
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EXERCISE — USING THE SIMPLE QUERY WIZARD

We want to create a query listing registrants’ names, college location, and whether or not
they have purchased a membership.

1. Select Simple Query Wizard and click OK.

Simple Query Wizard

“which fields do wau want in your querny?

%é? > ‘You can choose from more than one kable or queny

Tables/Queries:
[Table: Employees il |
Zeailable Fields: Selected Fields:

Emplopes 1D
Street Address

Firstt ame
Lastk arme

Citys | LColeas
State kA =mbershi
ZipCods
D epositémt ;'
« |
Cancel | cBack [ Hew: | Finish |

2. Inthe Tables/Queries box, select Table: Employees.

3. From the Available Fields list, double-click the FirstName, LastName, College, and
MembershipWanted? fields to select them.

4. Click Next.

Simple Query Wizard
Mol
& B
£ Summan y
Surnmary Dptions ...
Cancel | <Back [ Hewtr | Einish

5. Select Detail (shows every field of every record). Click Next.

6. For the title, enter Memberships and click Finish.

g=® Memberships - Select Query

FirstName LastName College MembershipWy|
Yee PC
Jones SCC
Wilson SMC

Rivera RIO
Eullock Do
Jefferson MCC
Stmith GCC

OREOO0OREE

7. Click on the Memberships query close button 1%l to close the window.

105



CREATE A QUERY IN DESIGN VIEW

Design View

New Query

Select Query
Window

You Can Create

a Query
Anywhere

You can create a query without using one of the Query Wizards or
you can edit an existing query in Query Design View. To open an
existing query in Design View, click on the Queries button, select
the query and click on the Design button.

To create a new query, select the Queries button and double-click
on Create query in Design view. When the Select Query window
opens, the Show Table window also opens.

Show Table [ 7] x]
Tablesl Queries | Bath |
Closs

The Show Table window for queries is the same as the Show Table
window for creating table relationships. Select the table(s) to be
used in the query, click on the Add button, and close the window.

The Select Query window consists of an upper half called the Ta-
ble Relationships window and a lower half called the Query grid.

The tables selected for the query display in the upper window and
you create the query and query criteria in the Query grid.

You can create queries at any of the other database window but-
tons— you don’t have to be at the Queries button. If you create a
query from a table or from the tables button with a table selected,
the Select Query window opens with that table already added, and
the Show Table box does not automatically appear. To create a
query from anywhere other than the Query button, click on the

New Object button ‘2l on the toolbar and select Query. This
opens the New Query window.




Steps to Create a
Query in Design
View

. At the Queries button, click New, select Design View and click

OK. The Select Query window and the Show Table windows
will display.

. From the Show Table window, select the table(s) the query will

be based on, clicking on the Add button for each table. Then
click on the Close button.

. From the table(s) field list, double-click the fields to be used in

the query to move them down into the query grid. Be sure to
select the fields in the order you want them to appear in the
datasheet.

. Enter criteria information for the fields, if needed.

Click in the Sort row to designate fields that you would like to
have sorted in ascending or descending order.

Click in the Show row to designate whether or not you want
the field to display in the query.

In the Criteria row you can enter specific criteria to be
matched in the field.

Save and name the new query.

=N

Click on the View button on the toolbar to view the

query results.
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EXERCISE — CREATING A QUERY IN DESIGN VIEW

We are going to create a simple query to retrieve an alphabetical list of the people signed
up for each workshop.

1.
2.

A e B S

11.
12.

13.

14.

Click on the New button.

Select Design View and click OK. The Select Query window and the Show Table
window open.

At the Show Table box, select Employees and click Add.

Select Workshops and click on the Add button. Click on the Close button.

Table Relationships
window

e - 3] Query grid
: o’
From the Workshops table, double-click on the WorkshopID field.

Click in the Sort field and click on the down arrow Z. Select Ascending.
From the Workshops table, double-click on the WorkshopName field.
From the Employees table, double-click on the LastName field.

Click in the Sort field and click on the down arrow Z. Select Ascending.

. From the Employees table, double-click on the FirstName field and then double-click

on the College field.

Click on the Save button E on the toolbar. A Save As message box opens.

Type Workshop Registrants and click OK.
EE

Click on the View button

on the toolbar.

=% Workshop Registrants : Select Query
WorkshoplD WorkshopN:

¥ LastN: F College
Distance Learning Jefferson Hal MCC

o020 Distance Learning Smith Betty GCe

MO10 Web-Based Education Bullock John Do

M010 Web-Based Education Wilson Mark SMC

5030 Making Learning Fun Rivera Ana RIO

Y040 Computers in the Classroom | Jones Lari SCC

040

Computers in the Classroom | Yee Patricia PYC

Click on the Workshop Registrants query close button [X] to close the window.
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AND VS. OR CRITERIA IN QUERIES

And Query

Or Query

Steps for
Entering Criteria
in a Query

In the query grid (bottom half) of the Select Query window, the
fifth row is called the Criteria row. In this row you enter criteria
for limiting the records retrieved from the selected field. If your
query contains more than one field and you enter criteria for each
field, it is called an And query. You are asking that the data re-
trieved meet the criteria from the first field AND from the next
field, etc. You can also select the same field twice, enter it in two
different columns and enter different criteria in each column. You
are asking that the data retrieved for that field meet the first criteria
AND the second criteria. For example, if you were in an ingredi-
ents field of a recipes database, you could specify that you only
wanted to see recipes which included both chocolate AND nuts.

The next row in the query grid is labeled the Or row. In an Or
query, you are creating more than one criteria for a single field
from a table. You are asking that the data retrieved for the field
meets one criterion OR another. For example, if you create a query
on an ingredients field and set criteria for chocolate OR nuts, you
will see all the recipes with either chocolate or nuts or both.

1. At the Queries button, double-click on Create query in Design
view.

2. From the Show Table window, select the table(s) the query will
be based on and click the Close button.

3. From the table(s) field list, select the fields to be used in the
query in the order you want them to display.

4. In the Criteria row, enter criteria information for the fields.

When creating an Or query, enter the criteria in the Or row.

5. Click on the View button J " | on the toolbar to switch to
Datasheet View to see the results of the query.

6. Click on the View button B~ on the toolbar to switch back to
Design View. If necessary, make modifications to the query.

7. Save and name the new query.

8. Click on the View button J ~ | on the toolbar to switch to
Datasheet View to see the results of the query.
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EXERCISE - CREATING AND/OR QUERIES

Suppose that the cities of Tempe and Phoenix offer a discount if you buy membership to
our organization. We want to create a query to list the employees who live in those cities
and bought a membership.

1.
2.

° © =N B

1.

12.

13.

. Click on the View button

Click on the New button.

Select Design View and click OK. The Select Query window and the Show Table
window open.

At the Show Table box, select Employees and click Add. Click on the Close button.

o]

From the Employees table field list, double click on LastName.

Next double click on FirstName, College, City, and Membership Wanted.

In the criteria grid, click in the Criteria row of the City column and enter Tempe.
Press the down arrow to drop to the Or row and enter Phoenix.

Click in the Criteria row of the Membership Wanted? column and enter Yes.

Click in the or row of the Membership Wanted? column and enter Yes.

[ZE

on the toolbar to view the results of the query.

FirstName College City
Hal WCC Tempe
Betty GCC Phoenix
Patricia PYC Phoenix

Click on the View button | B - on the toolbar to return to Design View.

Click on the Save button E on the toolbar. Name the query Discount Memberships.
Click OK.

Click on the close button [ to close the query window.
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CREATE A CALCULATING QUERY

Creates a New
Field

Design View

Creating the
Formula

Steps to Create a
Calculating Field

Calculating queries can be used when information in the database
needs to be computed. To create a calculating query, you will usu-
ally create a new field that holds the new calculated information.
Add the field in the query only and not in the table in Design View.
Each time you run the query, the calculation field will be updated
to reflect any new data that has been added to the table. Calculation
fields can be used to calculate totals, balances due, put first and last
names together for a full name, or do mathematical projections.

A new calculating query is created in Query Design view by select-
ing the fields the calculations will be based on and then adding the
new field and the formula for the calculation.

To create a formula for a calculation field, use operators, functions,
and field names. Some of the most common operators are:

+ (plus), - (minus), * (multiply), / (divide), < (less than), > (greater
than), <= (less than or equal to), >= (greater than or equal to), =
(equal to), <> (not equal to), if, then

Field names in a formula are put in square brackets. For example,
if you want a field to calculate a 5% increase in profits, the formula
would be: [Profit]*1.05. You can name the new field by preceding
the formula with the name followed by a colon.

1. At the Queries button, double-click on Create query in Design
view.

2. From the Show Table window, select the table(s) the calcula-
tion query will be based on and click the Add button. Click on
the Close button to close the Show Table window.

3. From the table(s) field list, select the fields to be used in the
query in the order you want them to display.

4. Enter sort and criteria information for those fields, if needed.

5. In a blank column of the criteria grid, enter a formula in the
Field row.

6. Enter sort and criteria information for the new field, if desired.
Switch to Datasheet view to see the results of the query.

7. Save and name the new calculating query.
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EXERCISE - CREATING A CALCULATING QUERY

We are going to create a field to calculate balances due for our registrants based on their

deposits.
1. Click on the New button.
2. Select Design View and click OK. The Select Query window and the Show Table
window open.

3. At the Show Table box, select Employees and click Add.
4. Click on the Close button on the Show Table box.

P

Street Address

ol

b o
Field: | Lasth ame Firsth ame Colege D epositémt Ealance Due: GO0 = =
Tah\e: | Employees Employess Employees Employees
ESFOD\.[\E; Ascendlng -
5. From the Employees table field list, double click on LastName.
6. Next double click on FirstName, College, and DepositAmt.
7. In the criteria grid, click in the Sort field of the LastName column and click on the
down arrow. = Select Ascending.
8.  Click in the fifth column of the Field row in the criteria grid. Enter:
BalanceDue: 500-[DepositAmt]
| | IZE

9. Click on the View button to see the results of the query.
10. Click on the Save button E on the toolbar.
11. Name the query Balances Due and click OK.
12. Click on the close button 2 to close the query.

113



CREATE AN UPDATE QUERY

Change Many
Records at Once

Design View

Steps to Create
an Update Query

With an update query you can change or update the data in a group
of records all at one time. Once you create and run an update
query, you cannot undo the changes, so use with caution. It’s a
good idea to make a copy of the table(s) first and practice your up-
date query on the copied table before running the query for real.

To create an update query, create a new query in Design View and
select the table(s) and fields to be updated. There is a Query Type

button on the toolbar which includes Update Query as one
of the types that you can create and run. Choosing Update Query
adds an Update To row in the criteria grid where you enter the

change. There is a run button £ on the toolbar to run the query.

1. At the Queries button, click New, select Design View, click
OK.

2. From the Show Table window, select the table(s) the update
query will be based on and click the Add button.

3. Click on the Close button to close the Show Table window.
4. From the table(s) field list, select the fields to be updated.

5. Enter criteria information for those fields, if needed.

& -

6. Click on the down arrow on the Query Type button =" on
the toolbar. Select Update Query.

7. The Sort and Show rows are removed and an Update To row is
added. Click in the Update To row of the column(s) containing
fields to be updated and enter the new data.

8. Click on the Run button on the toolbar to run the query.

9. Click Yes at the message box that opens asking you to confirm
the update.

10. Click on the close button [% to close the query window.

11. Click Yes or No at the message box asking if you want to Save
the query.
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EXERCISE — CREATING AN UPDATE QUERY

Suppose GCC has changed its name to West Side College (WSC). We want to change

GCC to WSC in all records.
1. Click on the New button.
2. Select Design View and click OK. The Select Query window and the Show Table
window open.
3. At the Show Table window, select Employees and click Add. Click on the Close
button.
o iy R
EREIEE AR IR IEEN =]
d--blolﬁjQFavuntesvlgu-‘%‘ .|
E
of
Field: | Collem I [ | | ]
—
[ready oy
4. From the Employees table field list, double click on College.
5. In the criteria grid, enter GCC in the Criteria row of the College column.
. -
6. Click on the down arrow on the Query Type button “=—_1 on the toolbar. Select
Update Query.
7. The Sort and Show rows are removed and an Update To row is added. Click in the
Update To row of the College column.
8. Enter WSC and press Enter.
. . =K .
9. Click on the View button to see how many records will be updated.
10. Click on the View button | B - to return to Design View.
11. Click on the Run button [* | on the toolbar. A message box opens.
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Microzoft Access 1] |

& You are about to update 2 row(s).

Once vou click Yes, you can't use the Undo command ta reverze the

changes.

Are you zure you want to update thesze records?

12. Click Yes.

=N

13. Click on the View button

to see that the records were updated.

14. Click on the close button 2 to close the query window. A message box opens.

Microsoft Access E

& Do you want to save changes to the design of quen 'Quen1*?

Cancel

15. Click No — we will not save this query because it was a one-time change (or update).

16. Click on the Tables button and select the Employees table. Click Open.

17. Each occurrence of GCC has been changed to WSC. Click on the close button X o

close the Employees table.
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ER Employees : Table 9I=] E3

Date Registerel EmployeelD FirstName LastName College StreetAddress City g
» I WE 315-206119 Patricia ‘fee PYC 80336 5. Mapla Phoenix AL
. 01-May-02) 325-67-8902 Lari Jones SCC 8765 Yucca We Scottsdale AL
. 01-May-02) 489-12-6768 Mark Wilson SMC 509 M. Mahogat Peoria AL
. 01-May-02 513-456789  Ana Rivera RIO 901 Cactus Mesa AZ
N 01-May-02 526-40-7823 | John Bullock WS 8934 W, Pine 5 Mesa AL
. 01-May-02 527-90-3678 Hal Jefferson SMC 123 Birch 5t. | Tempe AZ
| 01-May-02 528-06-7894 | Betty Smith WS 411 5. Oak 5t Phoenix AT
02-May-02 AT




NOTES
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CREATE A DELETE QUERY

Use With
Caution

All Records or
Set Criteria

Steps to Create a
Delete Query

A Delete query allows you to delete a group of records all at one
time. It actually removes records from the database tables. Once
you create and run a delete query, you cannot undo the changes, so
use with caution! Just like with an update query, it’s a good idea to
make a copy of the table(s) first and practice your delete query on
the copied table before running the query for real.

Creating a delete query is very similar to creating an update query.
Create a new query in Design View and select the tables(s) and
fields holding the records to be deleted. Remember, you are not
deleting the fields from the table, you are deleting records from the
database. The table field lists in the upper grid of the Query win-
dow always include an asterisk (*) as the first choice on the list.
Selecting the asterisk selects all the fields. If you select the asterisk
and then press the Delete key, you will delete all of the records in
the table. You will probably want to select certain fields and create
criteria for the records you want to delete. After creating the crite-

ria, click on the Query Type button on the toolbar | " and select

Delete Query from the drop down menu.

1. At the Queries button, click New, select Design View, click
OK.

2. From the Show Table window, select the table(s) the delete
query will be based on and click the Add button.

3. Click on the Close button to close the Show Table window.

4. From the table(s) field list, select the fields containing the re-
cords to be deleted.

5. Click on the down arrow on the Query Type button on the

toolbar. Select Delete Query.

6. Enter criteria information for the fields, if needed.

7. Click on the Run button on the toolbar to run the query.

8. A warning box will open telling you how many records will be
deleted and asking if you want to continue.

9. Click Yes.
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EXERCISE — CREATING A DELETE QUERY

All SMC employees must attend a meeting the day of our conference. We want to delete
all SMC employees from our database.

1. Select the Queries button and click on the New button.

2. Select Design View and click on OK. The Select Query window and the Show Table
window open.

3. At the Show Table window, select Employees and click Add.

4. Click on the Close button on the Show Table window.

T T
Field: [ College | | |
e

i
bl
elete:

oo,
Sog
Tl
§3

5. Double click on College in the Employees table.

6. Click on the down arrow on the Query Type button on the toolbar. Select

Delete Query.

7. In the criteria grid, enter SMC in the Criteria row of the College column.

8. Click on the Run button u on the toolbar. A message box opens.

Microsoft Access E
& You are about to delete 2 row(z) from the specified table.
Once vou click Y'es, you can't use the Undo command ta reverse the

changes.
Are pou sure you want o delete the selected records?

9. Click on No. We will not actually delete any records.

10. Click on the query window close button =l A message box opens asking if you want
to save the query.

11. Click No.

12. Click on the Close button [ to close Access.
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CREATE OR DELETE A NEW REPORT

Reports

New Report

Delete a Report

Reports draw data from tables or queries and arrange the data in an
organized way for printing. To create, edit, view, or delete a re-
port, select the Reports button at the database window. The
Reports button has three buttons on it: Preview, Design, and New.
The Preview button previews an existing report (like the Print Pre-
view option does in most software packages). The Design button
opens an existing report in Design View where you can do editing.
The New button is used to create a new report. There are also 2
shortcut options for creating a report: Create report in Design
view and Create report by using Wizard.

Clicking the New button at the Reports button opens the New Re-
port window. There are six options for creating a new report.

Design View: Gives you a blank form and you create a report
without using a Report Wizard.

Report Wizard: Asks you a series of questions and creates a re-
port according to your responses. You select the table(s) or Query
and the fields you want in the report. You also select the layout
and style for the report.

AutoReport: Columnar: Creates a simple report using all the
fields from the table or query you specify. AutoReport uses fields
from only one table or query and it uses all the fields from that ta-
ble or query. The AutoReport: Columnar format arranges records
one-by-one in a column.

AutoReport: Tabular: Creates a simple report using all the fields
from the table or query you specify. Only one table or query is
used in this report. The AutoReport: Tabular format arranges
fields in a table (or grid) so you see more records per page than in a
Columnar report.

Chart Wizard: Builds a chart using the fields and data that you
specify.

Label Wizard: Formats and creates mailing labels based on the
fields and format that you specify.

To delete an existing report, select the report at the database win-
dow and press the Delete key. You can also delete from the menu
bar by selecting Edit and Delete. You will receive a message ask-
ing you to verify that you want to delete the Report. Click Yes.
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Steps to Open a

New Report 1. Select the Reports button at the database window.

2. Click on the New button.

3. Select one of the new Report options and click OK.

EXERCISE — OPENING THE NEW REPORT WINDOW

Start Access, select Open an existing file and click OK.

2. Find the Access class folder on the hard drive (C:) and select the Registration
database.

Click the Open button.
4. Select the Reports button.

Click on the New button.

Hew Report |

= Repnrt Wizard
Lw/ ] AutoReport; Columnar
e AutoReport: Tabular

Chart \Wizard
Create a new repark withouk Lahbel Wizard

using a wizard.

Choose the table or query where I j

the object's data comes From:
(04 I Cancel |

121



CREATE A REPORT USING AUTOREPORT

Only One Step!

Two Styles

Zoom Button

Steps to Create
an AutoReport

If you need a printout of all of the records from a particular table or
of the results of a particular query, the easiest way to produce that
report is by using one of the AutoReport options. You can create
an AutoReport from a table or from a query and all of the fields
will be used in the report. The only step is to specify the table or
query in the New Report window and click on the OK button.

The two AutoReport format options are Columnar and Tabular. If
you select Columnar, the records will display one-by-one in a col-
umn- usually only a few per page. If you select the Tabular option,
you will see many more records per page and they will be arranged
in a table format.

When AutoReport or ReportWizard finish creating a report, the
report opens in the magnified view in Preview view. There is a

Zoom button | = | on the toolbar that allows you to toggle back and
forth between a magnified view where you can read data and a
whole page view where you can see the layout of the report.

1. From the Reports button at the database window, click on the
New button.

2. Select one of the AutoReport options.

3. Click on the down arrow = in the drop box under the report op-
tions list.

4. Select the table or query to be used in the report. Click OK.

5. The report opens in Preview View. After viewing, click on the

Print button = | on the toolbar to print the report, if desired.
6. Click on the close button |2 to close the report.
7. A Save message window opens. Click Yes.

8. Name the report and click OK.
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EXERCISE- CREATING A REPORT USING AUTOREPORT

We will create a report based on our Balances Due query.

1.
2.

Select AutoReport: Tabular.
Click on the down arrow = in the drop box under the report options list.

Select Balances Due.

Hew Report H I

Dresign Wiew

%’/ Repart Wizard

== -_/m .ﬁ.utDReEDrt: olumnar
Chart Wizard

This wizard automatically Lal;aél Wilzz:rrd

creates a tabular report,

Choose the table or gquery where
the object's data comes Fram:

jalances Due

O I Cancel

Click on OK.

The report opens in Preview View. Click on the Zoom button | L | on the toolbar to
switch views.

Click on the close button [ to close the report.
A Save message window opens. Click Yes.

Save As Ed

Repork Mame:

IBaIances Due Report|

Cancel |

Name the report Balances Due Report. Click OK.
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CREATE A REPORT USING REPORT WIZARD

Best Way You can create a report in Design View without using a Report
Wizard, but it is a complicated process. You will probably want to
create reports in Report Wizard and then make modifications in
Design View.

Walks You The Report Wizard steps you through the process of creating a re-
Through the port. You decide the fields to appear on the report and determine
Process sort breaks (groups) and sort order. You can also select from for-

mat and style options.

Steps to Create a ' .
Report using 1. Select the Reports button at the database window. Click New.
Report Wizard 2. Click on Report Wizard and click on the down arrow Z in the

drop box under the report options list.
3. Select the table or query to select fields from and click OK.

4. At the first Report Wizard screen, select the fields that you
want to include on the report. Click Next.

5. At the next screen, select how to view your data. Click Next.

6. The next screen determines Grouping Levels. To designate a
sort break for your data, select the field name and click the

right arrow ;l The right side of the screen displays how the

sort will look. The left arrow —— moves a field back, if you
change your mind. You can select more than one grouping
level and then use the Priority arrows to change the order of the
levels.

7. Click on the Grouping Options button to specify further
grouping criteria, if desired. Click OK if you selected the
Grouping Options button. Click Next.

8. Specify sort order, if desired, at the next Wizard screen. You
can designate up to 4 sort levels. Click Next.

9. Select from the layout options and click Next.
10. Select from the style options and click Next.

11. Name the report and click Finish. The report opens in Preview
View.

12. After viewing, click on the close button 1%l to close the report.
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EXERCISE — CREATING A REPORT USING REPORT WIZARD

We will create a report of Workshop registrants, sorted by Workshop.
1. Click on the New button and select Report Wizard.

Hew Report EH I

= — \ AutoReport: Columnar
e AutoReport: Tabular

Chart Wizard
This wizard automatically Lal;aél Wilzz:rrd

creates vour report, based
on the Fields vou select,

Choose the table or gquery where
the object's data comes Fram:

QK I Cancel |

2. Click on the down arrow = in the drop box under the report options list and select
Workshops. Click OK.

Report Wizard

‘whhich fields do pou want on pour repart?

/ || ‘f'ou can choose from more than one table or query.

Tables/GQueries:

ITabIe: ‘Workshops ;l
Awailable Fields: Selected Fields:
- |'warkshoplD
;I warkshopM ame

FioomP arne
StartTime:

Cancel | < Back I Mext > I FEinizsh |

3. Click on the double-arrow button LI to select all the fields in the Available fields
list.

4. Click on the down arrow X at the Tables/Queries box. Select Table: Employees.

5. From the Available fields list, double-click LastName, FirstName, StreetAddress,
City, State, and ZipCode. Click Next.

6. Choose to view data by Workshops. Click Next.

7. Add no additional groupings. Click Next.
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8. Click on the down arrow Z at the first sort order box. Select LastName.

9. Click on the Next button.

HEXRHAREE

KHHE HXXHKE HHXH

Eteht
Lihttd

10. Select Landscape in the Orientation box. Click Next.
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11.
12.

13.

14.

| RN Compact

Corporate
Formal
Soft Gray

| WHHNN
WHK KRRH 00

Title

Label from Detail

Control frorn Detail

Select Casual and click Next.

Name the report Workshop Registrant Info. Click Finish.

The report opens in Preview View. Click on the Zoom button I- on the toolbar to
switch views.

Click on the close button 2 to close the report.
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EDIT A REPORT IN DESIGN VIEW

Create or Modify
a Report

Design View

Like Form
Design View

Steps to Modify a
Report in Design
View

If you use AutoReport or Report Wizard to create reports, you can
modify your reports in Design View. You can also create a report
from scratch in Design View. It is very similar to creating a Form
in Design view, only even more complicated.

You must be at the Reports button to edit a report. Select the re-
port you wish to modify and click on the Design button to open the
report in Design View.

The Report Design window is divided into seven sections: Report
Header, Page Header, Group Header, Detail, Group Footer, Page
Footer, and Report Footer. You may not see each of the sections
on every report- they are dependent on the reports groupings,
summary fields, etc. The Header and Footer sections contain
header and footer information for the whole report, the specific
page, and any groupings on which the report is based. The Detail
section contains the fields and the data.

Modifications to a report in Design View are done the same way
that they are done to a Form in Design View (see pg. 72-78). You
can import a graphic to the header area, change font or color for a
title, change the size of fields, move fields, and more. When mov-
ing fields on a report, be sure to line up headings with data in the
different sections of the report. An easy way to do that is to select
the fields and then click on Format on the menu bar, select Align,
and then align to the left, right, top, bottom, or to grid.

Tip: In order to move or change the size of a field in both the Page
Header and Group Header areas or in one of the Headers and the
Detail area, click on the field in the first area and then shift click on
the field in the second area.

1. At the Reports button of the database window, select the report
you wish to modify.

2. Click on the Design button.

3. Make any necessary modifications.

4. Click on the Save button E on the toolbar.

5. Click on the close box (2 to close the report.

EXERCISE - EDITING A REPORT IN DESIGN VIEW
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In the Workshop Registrant Info report that we created, the fields did not fit on the form
and the data was chopped off. In this exercise, we will fix the report.

1.
2.

Select the Workshop Registrant Info report and click on the Design button.

Select the title in the Report Header section and place the pointer on an edge of the
title to change the pointer to a hand. Click and drag the title to the center of the
Report Header section.
|_||---|H‘1---l--‘2‘--l---s“‘l---4--‘\‘--5---|H‘S---l--‘T‘--l---ﬂ

# Report Header

i
- | Wiks WarkshepMai RooriName: | Tiimé| Syeaker::

# WorkshoplD Header

|| [ Rean

Click on the maximize button [El to expand the window.

Click and drag the bottom borders of the Page Header and the WorkshopID Header
sections to expand these sections.

In the Page Header section, select the LastName field and then hold down the shift
key and click on the FirstName, StreetAddress, City, State, and ZipCode fields. Place
the pointer on an edge of one of the fields to change the pointer to a hand, and move
the fields down into the WorkshopID Header section above the corresponding fields
in the Detail section. Be sure that the fields are beneath the existing fields in the
WorkshopID Header section.

Because the speaker names are too long to fit in the field box, we’ll move and expand
the Speaker field. In the Page Header, select the Speaker field and shift click the
Speaker field in the WorkshopID Header field. Drag the fields 4 inches to the right.
Place the pointer on the right edge of one of the selected Speaker fields to change the
pointer to a double arrow and drag the edge to make the fields longer.

Repeat step 7 with the StartTime, RoomName, WorkshopName, and Workshop ID
fields.
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10.

11.

12.

13.
14.

: 6rkshop Registrant Info| .

Click on the View button ‘& on the toolbar to see the changes.

Click on the View button | B - on the toolbar to return to Design View.

Repeat the steps in step 7 to make any necessary adjustments to the fields so that all
the information in each of the fields is visible.

Click on the View button ‘& on the toolbar to see the changes.

L3

Click on the View button | 24

Click on the Save button “™- on the toolbar.

on the toolbar to return to Design View.

Click on the close box (2 to close the report window.
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ADD A TOTAL FIELD TO A REPORT

2 Types of Totals

Add the Field

Properties

There are two different ways to calculate totals in a report. You
can calculate a total for a group of records or you can calculate a
grand total for all the records in the report.

In order to add a total field to your report, you must first create a
new field on the report in design view. To add a field to a report,

click on the Text Box button @Bl in the toolbox and then click in
the report where you want to place the textbox.

To calculate a total for a group of records, the field is added to the
group header or group footer of the report.

To calculate a grand total for all the records, the field is added to
the report header or report footer.

Once you’ve added the text box to the report, the next step is to
edit the properties for the text box. The formula is added at the
Control Source property. You can access an Expression Builder
window to help create the formula by clicking on the button =] at
the end of the Control Source property field.

S]] Bradanee s Dosy i [Eatancelae]y

[ Taldes

() Gumrimn

[£] Porrra

B9 Repiets

E Faehass

£ Corutants

I:I Cipmratore

(3 Cowvvan Eroprassione

For grand totals, you will probably use the Sum function and then
designate the field(s) that you want to see totaled. Formulas are
always preceded by an equal sign (=) and field names, table names,
and query names are put in square brackets.

For example, the formula to calculate the grand total of the Bal-
ances Due field from the Balances Due query looks like this:

=sum([B§lances Due]![BalanceDue])

Query Name Field Name
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Steps to Add a
Total Field to a
Report

10.

Open a report in design view.

Click on the Toolbox button IE on the toolbar to open the
toolbox.

In the toolbox, click on the Text Box button abl and then click
in the report where you want to place the field.

For a Grand total click in the report header or report footer
section

OR

For a Group total, click in the group header or group footer
section.

Click on the Properties button on the toolbar to open the
Properties window.

Select the All tab.

Click in the Control Source property field and click on the
button (=] at the end of the field. The Expression Builder win-
dow opens.

Create the formula and click OK.
Click on the close box L*l to close the Properties window.

Click in the Label part of the new field to place it in edit mode
and type a name for the field.

&~

Click on the View button on the toolbar to switch to

Preview view.
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EXERCISE — ADDING A TOTAL FIELD TO A REPORT
I@Qﬁsign

1. Select the Balances Due Report and click on the Design button on the

toolbar to open it in design view.

2. Click on the Toolbox button IE on the toolbar.

3. In the toolbox, click on the Text Box button @bl .

4. Click near the right edge of the report right below the Report Footer bar. The footer
area expands and a text box and label box are created.

Ll

T T O

5. Make sure that the textbox side of the new field is selected and click on the Properties

button on the toolbar. The Properties window opens.

T'T Taxl Bax, | edlh

6. Select the All tab.

7. Click in the Control source property field and click on the button [z=l at the end of the
field. The Expression Builder window opens.
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8. In the top half of the Expression Builder window, click in the box and type: =sum(

Exprezzion Builder HE

=sumi

(3 Tables

[ Gueries

(¥ Forms

[E3] Reports

(3 Functions

1 Constants

] Operatars

3 Commen Expressions

FirstMArmne

GrpkeepTogether

;I HasModule ;I

9. In the first column on the bottom half of the window, double-click on the Queries

folder. The folder expands.

10. Double-click on the Balances Due folder.

11. In the second column, double-click on BalanceDue.

12. In the Expression Builder box, type ) to close the parenthesis and click OK.

Expression Builder EHE
=5umi, [Balances Due]![BalanceDue] ) ;I K
Cancel
LI Undao I
+ -1 || == <<2| and or Mot Likel()l paste | | meln |
(0 Balances Due Report |« | [Lastiame
[#] Tables FirstMame
Colege
DepositAnt
£ Memberships
3 totals
(3 workshop Registr|
4 I I »
A

13. At the Properties window, click in the Format field and click on the down arrow -] at

the end of the field. Select Currency.

& Text Box: Text15h E3
Farmat I Data I Event I Other Al |
Mame ... oo Textls
Control Source . . ... ... =5umi[Balances Due]! [Balance Due])
CUrrEncy ;I
Decimal Places . ... ... ... Auko
Imput Mask . 000000
Wigihle . ... o es
Werbical . ... L ]
Hide Cuplicates . .. ..... .. Mo
CAn@Erms Mo
Canshrink ... ]
[a PRTER N =Y hl-
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14. Click on the Properties window close button L*l to close the window.

15. Click twice in the label part of the new field to place it in edit mode and type Total
Due:

I Balances Due Report : Report M=l B3

clmnnn FimstNarie s [Celepe s L1 DepositAfiit

+ Detail
|| [Eestieame i i [Fetitamni s [ leee | B

16. Click on the View button on the toolbar to switch to Preview view to view the
Total field.

= Balances Due M=l E3 I
-

Balances Due

Lastl ame FirstHame College DepositAmt
Smith Betty GCC F7a.00
ee Patricia P $150.00
Buillock John GCC F500.00
Wil san Mark SMC F250.00
Rivera Ana RIC $100.00
Jefierson Hal SMC F200.00
Jones Lori SCC §150.00
Total Due: $2.075.00
-
Page: | ™1 [ Al I a7

17. Click on the close button L*1 to close the report. A Save window opens, click Yes to
save the report.
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PRINT A REPORT

Preview Before
Printing

Print Options

Before printing anything, it’s a good practice to preview it. Re-
ports are displayed in Print Preview view, so you have already
previewed your reports before you print them. If you are printing
tables in datasheet view or query results in datasheet view, click on

[&

the Print Preview button
fore printing.

on the toolbar and preview them be-

There are two options for printing your reports. You can click on

the Print button & | on the toolbar and the report will print as it
looked in the Print Preview. It will print to your designated default
printer. You can also choose File on the menu bar, then select
Print. This opens the Print dialog box. At the Print dialog box you
can designate a printer, specify a range of pages to print instead of
printing an entire report, and specify number of copies printed.
From the Print box you can also click on a Properties button and
open the Page Setup dialog box. Here you have options for setting
margins and can choose between Portrait, Landscape, or Rotated
orientation.

1. At the Database window, click on the Reports button. Select a
report to print.

2. Click on the Print Preview button L& on the toolbar to preview
the report.

3. From the menu bar, select File and then Print. The Print dialog
box opens.

4. Make print specifications, if necessary.

5. Click on the Properties button to designate paper size, number
of copies to print, and portrait vs. landscape orientation.

6. Click on OK to close the Properties window.

7. Click on OK to print the report.
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EXERCISE — PRINTING A REPORT

1. Select the Workshop Registrant Info report.
2. Click on the Print Preview button (& on the toolbar to preview the report.

3. Click on the Zoom button | L | on the toolbar to switch to layout view.

4. From the menu bar, select File and then Print. The Print dialog box opens.

Print

—Printer

Mame: I'l,'l,MCCD'l,DD-Training-Lw—16-SDD.QED.DO.I\‘j Propetties |

Status:  Ready
Twpe: Apple Laserifriter 16600 PS
Where:  WMCCDYDo-Training-Lw-16-600, QED, DO, MCCD

Comrmenk: ™ Prink ko File
—Print Range Copigs———————————————————
gl Mumber of Copies: I 2 3:

= Pages From: I T I

¥ cCallate
() SelErted BErnrdie)
Setup... | (a4 I Cancel

5. Change Number of Copies to 2.

6. Click on the Properties button.

B W WHMCCDADo-Training-Lw-16-600.0ED.D0D_MCCD Docume... [ E3

Paper Sige: | (=] Letter =l

Faper Source | [E= Automatically Select vl
LCopy Count: |2 3: Copies
1 -9393)

Brioh=iem
’7  Portrait & Landscape  Rotated

Ok I Cancel I

7. Change the Orientation to Landscape. Click OK.
8. We will not print this report in class. Click on the Cancel button.

9. Click on the close box [X to close the report window.
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CREATE A FORM LETTER

Two Ways to
Create a Form
Letter Using
Microsoft Word

Mail Merge
Wizard

Export to a Mail
Merge Data
Source File

There are two different ways to merge your Access database data
with Microsoft Word. From within Access, you can use a Mail
Merge Wizard to merge data from a table or query into an MS
Word form letter. Or, you can export Access data to a mail merge
data source file that can be used when doing a mail merge in Word.

To use the Microsoft Word Mail Merge Wizard in Access, first
select the table or query that you want to merge into your form let-
ter. Then, from the menu bar select Tools, Office Links, and
Merge it with MS Word. This opens the Mail Merge Wizard
where you either create a new form letter or link to an existing
document. The fields from the selected table or query are available

. Insert Merge Field -
from the Insert Merge Field button e EEETE on the tool-

bar when the document opens. You can then insert the fields and
complete the mail merge. To use the Mail Merge Wizard you must
be using MS Word version 7.0/95 or later.

Using any version of Microsoft Word, you can export data from a
table or query to a data source file. This is done by selecting the
table or query and selecting File and Export from the menu bar.
You can then save the data using Microsoft Word Merge as the
type. In Word, when doing a mail merge, the table or query will
now be available for selection as a Data Source. For instructions
on how to do a mail merge in Microsoft Word, consult the Micro-
soft Word 2000 manual.
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Steps to Create a
Form Letter
Using the Mail
Merge Wizard

10.

11.

12.

13

Select the table or query to be merged with the form letter.

In the menu bar, click on Tools, Office Links, and Merge It
with MS Word. The Microsoft Word Mail Merge Wizard
opens.

Choose to create a new document or link to an existing docu-
ment and click on OK. The document opens.

Create or edit the document. If linking to an existing docu-
ment, the Select Document window opens for you to designate
which document you want to edit.

Insert Merge Field ~

Use the Insert Merge Field button to insert
Access fields into the form letter.
Click on the Save button E on the toolbar to save the docu-

ment.

To complete the mail merge, click on Tools and Mail Merge on
the toolbar.

The Mail Merge Helper window opens. Click on the Merge
button.

The Merge window opens. Click on the Merge button.

The Merge window closes and the merge fields are filled in
from the Access data source.

Save or print the form letters. Click on the Microsoft Word
close box [X.

If a Save window opens, click Yes or No.

. Microsoft Word closes and you are returned to the Access da-

tabase window.
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EXERCISE — CREATING A FORM LETTER

1. Click on the Tables button and select the Employees table.

2. In the menu bar, click on Tools, Office Links, and Merge It with MS Word. The

Microsoft Word Mail Merge Wizard opens.

B Microsoft Word Mail Merge Wizard

E ‘wiord document, so that you can print form

This wizard links your data ta a Microzaft

letters or address envelopes.
Cancel
“wihat do pou want the wizard to do?
W 5 i* iLink vour data ta an existing Micrasoft \Word decumert. |
r“ = Create a new document and then link the data to it

3. Select Link your data to an existing Microsoft Word document and click OK. The
Select Document window opens. For class we will use a form letter that has already
been created and some of the merge fields have been added.

Select Microsoft Word Document

Lookin:  [(] Access Class =l e m | @& X C5ED - Taoks -

File pame: I

i 3
ﬂ @ open I
j Cancel |

Files of type: IWUrd Documents

4. Find the Access Class folder on the hard drive (C:), select Mail Merge letter and click

Open. The document opens in MS Word.

5. Place the cursor on the blank line under the Workshop selected line and type: Amount

deposited:

Insert Merge Field =

6. Click on the Insert Merge Field button
DepositAmt.

on the toolbar and select

142



7.

10.

11

12.

13.

14.

15.

To complete the mail merge, click on Tools and Mail Merge on the toolbar.

Mail Merge Helper [7 <]

The main dacument and data source are ready to merge. Choose the Merge
button to complete the merge.

=
1 B Main document:
Create ~ Edit - |

Merge type: Form Letters
Main document: C:i...Mall Mergs letter.doc

[

Get Data ™ | Edit ~ |
Data: Registration! Tabls Employses

3
] Merge the data with the document

e Merge | _ Query Options. .. |

Options in effect:
Suppress Blank Lines in Addresses
Merge to new document

Cancel I

The Mail Merge Helper window opens. Click on the Merge button.
The Merge window opens. Click on the Merge button.

The Merge window closes and the merge fields are filled in from the Access table.

. Using the vertical scroll bar, scroll down to view additional letters.

Click on the Microsoft Word close box [X]. A Save window opens.

Microsoft Word

& Do you wank ko save the changes yvou made to "Form Letters1"?

Mo | Cancel I

Click No. We will not save this document. Click on the Microsoft Word close box 2,
Microsoft Word

& Do wou want ko save the changes you made to "Mail Merge letter"?

Mo I Cancel I

Another Save window opens. Click No. We will not save changes to the Mail merge
letter.

Microsoft Word closes and you are returned to the Access database window.
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CREATE MAILING LABELS

Label Wizard

You select

Steps to Create
Mailing Labels

Access contains a wizard that walks you through creating and for-
matting standard Avery mailing labels. The Label Wizard can be
found in the New Report window at the Reports button. At the
New Report window, select Label Wizard. Then specify from
which table or query the data will come.

The Label Wizard walks you through a few screens where you will
determine the label format and the fields to go on the label. You
can select the label size, format, font, font size, and font color.
Remember when choosing a font color that you will need a color
printer for the color to show.

1. At the Reports button, click on the New button.
2. Select Label Wizard.

3. Click on the down arrow = in the drop box under the report op-
tions list.

4. Select the table or query to be used for the label data. Click
OK.

5. Select the Avery label of your choice and click Next.

6. Click on the down arrow = in the Font name, Font size, and
Font weight boxes and make your selections. Click on the but-
ton [z=] in the Text color box and change the color, if desired.
Click Next.

7. At the next screen, double-click the fields to print on the labels.
Be sure to insert commas, spaces, and returns to format the la-
bel correctly. Click on Next.

8. At the next screen, double-click to select field(s) to sort by and
click Next.

9. At the last screen, name the labels report and click on Finish.

10. The labels report opens in Preview View. After viewing, click

on the Print button & | on the toolbar to print the labels, if de-
sired.

11. Click on the close button [% to close the report.
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EXERCISE — CREATING MAILING LABELS

1. Click on the Reports button and then click on the New button.

2.  Select Label Wizard.

Mew Report EHE
ane: Design Wiew
— Report Wizard
AutoReport: Columnar
AutoRepart: Tabular

labels.

This wizard creates a repaort
formatted For printing on

Chart Wizard

Label Wizard

Choose the table or query where
the abject's data comes From:

Cancel |

3. Click on the down arrow = in the drop box under the report options list and select

Employees. Click OK.

4. Be sure that Avery is selected in the Filter by manufacturer field.

5. Select English in the Unit of Measure field, and Sheet feed in the Label Type field.

6. Select Avery number 5383. Click Next.

Label Wizard

This wizard creates standard labels or custom labels,
‘What label size would vou like?
Praduct number:

Dimensions: Mumber across:

5376 w3z
5377 2% 312"

(o3

5364

2
4
2
z

5385 218" x 4"
Unit of Measure Label Type
’7(:' English ' Mekric ’7(: Sheet Feed € Continuous
Filter by manufacturer: IAvary =1
Customize, ., | I | shioy custonm et sizes ‘

= Bach I Mext = I FEifisty |

Cancel |

7. At the next screen, under Font name click on the down arrow = and select Bookman
Old Style. Click on the button L=l at the end of the Text color box and select a color.

Click OK.

&. Click on the Next button.
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10.
1.
12.
13.
14.

Label Wizard

7 ‘what would you like on vour mailing label?
» Consztruct your label on the right by choozing fields from the left. You may alzo
- type text that pou would like to see on every label right onto the prototype.
Available fields: Pratotype label:
Lasthame =] {LastMame}, {FirstN ame}
gD"EQEAdd {Street Address}
treet Address {City}, {5tate}
City _I > I =
State {ZipCadel
ZipCode

Cancel | < Back I Hext » I Finish |

From the Available fields list, double-click on LastName. In the Prototype label
window, type a comma (,) and press the space bar one time.

Double-click on FirstName. Press the Enter key.

Double-click on StreetAddress. Press the Enter key.

Double-click on City, type a comma (,) and press the space bar one time.
Double-click on State. Press the Enter key.

Double-click on ZipCode. Click Next.

“r'ou can zort your labels by one or more fields in your databaze. v'ou might want
to sort by more than one field [such as last name, then first name]. or by just one
field [such as postal code].

‘which fields would you like to sort by?

Available fields: Sork by

Emplayee [D
Firsttame

Street Address
City

State
ZipCode
Depozitémt

|

L

Cancel | < Back I Mest > I Finizh |

15. At the next screen, double-click on LastName in the Available fields list. Click Next.
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16.

17.

18.

Label Wizard

At the last screen, accept the name Labels Employees for the labels report. Click on
the Finish button.

The labels report opens in Preview View. Click on the Zoom button I- on the
toolbar to view in whole page view.

Click on the close button |2 to close the label report.
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DATA ACCESS PAGES

Access Data from
the Internet

New Page

Internet Explorer
Required

Data Access Pages are HTML pages used for editing and viewing
data in the database from an intranet or the Internet. To create,
edit, view, or use a data access page, you must first select the Pages
button at the database window.

The Pages button has the same three buttons that are on the other
Objects buttons: Open, Design, and New. The Open button opens
an existing page. The Design button opens an existing page in De-
sign View, allowing you to edit the page. The New button has
options for creating a new page. There are also 3 shortcuts at the
Pages button: Create data access page in Design view, Create
data access page by using wizard, and Edit Web page that al-
ready exists.

When you select the New button, the New Data Access Page win-
dow opens.

There are 4 options for creating a new page:

Design View: Gives you a blank page (similar to a form or a re-
port) where you can design your own page. This view is also used
to edit pages.

Existing Web page: Creates a data access page based on an exist-
ing page.
Page Wizard: Asks a series of questions and creates a page

according to your responses. You choose the fields, sorting and
grouping levels, and style that you want on your page.

AutoPage: Columnar: Creates a fairly plain page using all the
fields from the table or query you specify. AutoPage uses fields
from only one table or query and it uses all the fields in that table
or query. The AutoPage: Columnar option arranges fields in a col-
umn and you can only see one record at a time.

Creating a data access page using the wizard is a simple process.
After the page is created you can open it up in Internet Explorer
and see how it looks. The required browser is Microsoft Internet
Explorer 5 or later.
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Publish to the
Internet

Publish to an
Intranet

Steps to Create a
Data Access Page

According to Microsoft, once you’ve created a data access page, all
web server products and platforms are supported for publishing it
to the Internet. However, it is highly recommended that you use
Microsoft Windows NT Server running Microsoft Internet Infor-
mation Server (ISS) 4.0.

For publishing your data access page to a small server running on a
local area network, you may prefer to use Microsoft Personal Web
Server rather than Microsoft Windows NT Server running Micro-
soft Internet Information Server 4.0.

1. At the Pages button in the database window, double-click on
Create data access page by using wizard.

2. Select the fields you want on the page from the tables and que-
ries in the database and click Next.

3. Select any desired grouping levels. Click Next.
Note: Including grouping levels results in a read-only page
(i.e. you cannot add or edit records)

4. Determine sort order(s) and click Next.

5. Type a title for the page. Select the check box next to Do you
want to apply a theme to your page?

6. Click Finish. The page is created and a Theme window opens.
7. Select a theme (style) for your page and click OK.

8. To enter a title at the top of the page, click where it says Click
here and type title text. Type a title for the page.

9. Click on the View button to switch to Page View.

10. Click on the Close button [*l to close the page. A box opens
asking if you want to save changes to the page. Click Yes.

11. A Save As window opens. At the Save in field, click on the
down arrow -] and select where to save the page.

12. At the File name field, name the page and click on the Save

button H e ]
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EXERCISE — CREATING A DATA ACCESS PAGE

1. Click on the Pages button

2. Double-click on Create data access page by using Wizard. The Page Wizard opens.

at the Database window.

Page Wizard
Which Fields do wou want on yvour page?
/ || *ou can choose From more than one Eable or guery.
Tables/Queries
|Table: Employees |
Available Fields: Selected Fields:
= College ;I
Streetaddress
= ity
State
- | ZipCode
Drepositanmk
e | MMembershipvyanted?
Cancel | = Baclk I Mext = I Einish

3.
4,
panel. Click Next.
5.
and click Next.
6.

Click Next.

Page Wizard

In the Tables/Queries box, select Table: Employees.

Click on the double-arrow button to move all the fields to the Selected Fields

At the next screen, click on the back arrow to remove the WorkshopID grouping

At the Sort order screen, click on the down arrow El in box 1 and select LastName.

what sort order do vou want For wour records?

¥ou can sort records by up ta Four Fields, in either
AXXXXXX ascending or descending order.
1 Iﬁﬂﬁ - I a]
— _I
—=n  — ]
e — 2 | =1 &l
— —
A
— 3 =2l
—=n  E—
— = 4 =2 |
— —
Cancel < Back. I Mext = I Einish
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7. At the last screen, type Registration as the title for the page and click in the box to
select Do you want to apply a theme to your page. Click Finish.

What title do wou want for vour page?

|Registrati0n

That's all the information the wizard needs ko create your
page.

Do you wank ko open the page in Access, or madify the
page's design?

" open the page.
i+ Modify the page's desian.

v Do you want ko apply a theme to your page?

I Display Help on working with the page?

Cancel | = Back | el &= I Finish I

8. The Theme window opens. From the Choose a Theme column, select Nature and click
OK.

; Theme HE
' Choose a Theme: Sample of theme Mature:
(Mo Theme) =
Arksy o
Bars
B Heading 1 style
Blusprink
Bold Stripes
Cﬁpstl;es FBullet
Checkers
Citrus Punch dBullet
| |Expedition
1 |@=ared Up Factory
| |Global Marketing Horizontal Line:
1 Industrial
o |Maize
ihature
1 |Metwark Blicz =
Postic Heading 2 style
i [Postmodern
|| |Rice Paper
1 [Romanesque 1| Regular Text Sample
| |5andstone >
i |straight Edge =l Regular Hyperlink
. |Sumi Painti x n
| Sl Followwed Hyperlink
. I wivid Colors

| ¥ Active Graphics Lakel: [DaTA

] ¥ Background Image

Set Default. .. | [o]'4 I Cancel |

9. The Page opens in Design View. At the top of the page, click where is says Click here
and type title text. Type Conference Registration.

Conference Registration

Header: Employsss

Lastibame i
Golemei i

StreatAdirensiiic

' Navigationsection: Employees P

T Erployees |0 of |2 YOy RS B 2 S| .
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EE

10. Click on the View button on the toolbar to switch to page view.

11. Click on the Close button L%l to close the page. A Save dialog box opens asking if you
want to save the page. Click Yes.

12. A Save As window opens. Save the page in the Access Class folder on the hard drive
(C:). In the File Name box, type Registration Page and click Save.

Save As Data Access Page

Save in: ID Access Class LI - | & - Tooks -

File name: [Registration Page =1 B save I

Save as bypei [Micrasoft Data Access Pages =l cancel |

13. Click on the Access minimize button [=] to minimize Access to the taskbar.

Internet

14. At the desktop, double-click on the icon to open Internet Explorer [ZZEIE1.
15. On the menu bar, click on File and then click on Open. The Open window opens.

16. Click on the Browse button and a search window opens. At Look in, click on the
down arrow -] and select the Access Class folder on the hard drive (C:).

17. Select the Registration Page and click Open.

18. You are returned to the Open window. Click OK.

| Open [ 7]
Type the Intemet address of a document or folder, and
Internet Explorer will oper it far wou,

] Opert I@ C:\&ccess Class\Registration Page. htm j

[ Open as 'Web Eolder

Cancel | Browse... |
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19.

20.
21.

22.

23.

24.

The page opens in Internet Explorer. Use the navigation buttons to scroll through the
records or to add a new record.

L] 1| Employees 4 of 9 4 >I|>*W‘~%?f}?%lil%?®|

Click on the New Record button | » to get a blank record.

Enter the following record:

926-07-5478 Monica Johnson DO 2624 E. Elm St., Tempe, AZ, 85281

$300 deposit No membership Workshop: S030

Note: Some of the properties from the table do not carry over to a data access page.
You can add an input mask, default value, etc. to the data access page in design view.

Click on the Save Record button ‘=¢ to enter the record.
Note: The record is saved but this does not give you a blank form to enter the next

record. You must click on the New Record button ¥ to get a blank record.
Click on the close button to close Internet Explorer.

From the Windows task bar, click on the Microsoft Access button [B]Microsoft Access

to maximize Access.

153



MACROS

What is it?

Macro Builder

Action Pane

In Access, a macro is a saved series of processes (or actions) to be
performed all at one time. It can be used to automate tasks. Some
of the processes that can be included in a macro are print, apply a
filter, do a save, or open or close a table, report or form.

To create, edit, view, or delete a macro, select the Macros button at
the database window. The Macros button has three buttons: Run,
Design, and New. The Run button is used to run an existing
macro. The Design button opens an existing macro in Design
view. The New button is used to create a new macro.

To create a macro, select the Macros button in the database win-
dow and click on the New button. This opens the Macro Builder
window.

¥ Action = Camment -
Action
> pane
=
Action Arguments
Action Arguments
Enter an action in this column, palle

The Macro Builder window is divided into two parts: the Action
pane on the top half and the Action Arguments pane on the lower
half of the window. The Action pane has an Action column with a
drop-down list of available actions and a Comment column where
comments are entered. From the drop-down list, you select each
process you want to take place in the order you want them to hap-
pen. Each line of the Action pane can contain only one action.
Some of the simpler actions in the Action drop-down list include:

ApplyFilter: Applies a saved query to the form, report, or table
you specify

Close: Closes a window

Open Form/Report/Table: Opens the form, report, or table that
you select
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Action Argument
Pane

Running a
Macro

Delete a Macro

PrintOut: Prints the table (in Datasheet View), form, or report you
specify

Quit: Quits Access. You select whether to save first or create a
prompt to save

The bottom half of the Macro Builder is the Action Arguments
pane. Different actions have different arguments, so depending
upon the action selected in the Action pane the arguments (or pa-
rameters) fill in on the bottom pane.

For example, if you select OpenReport from the Action list, in the
Action Arguments pane you will select which of your saved reports
you want to open. You will also select in which view you would
like the report to open. When you select Save from the Action list,
in the Action Arguments pane you designate the type of object you
want saved (table, form, report, etc.) and then which specific table,
form or report.

Hint: The F6 key will toggle the cursor back and forth between
the upper and lower panes of the Macro Builder.

Once you have created and saved a macro, you have several op-
tions for running it. You can select the Macros button, select the
macro, and click the Run button. From the Macro Builder win-

dow, you can click the Run button E on the toolbar or select
Run and then Run from the menu bar.

You can run a macro from any button in the database window or
from within a table, form or report by selecting Tools on the menu
bar. The next choice is Run Macro or Macro, then Run Macro.
When you run a macro from anywhere other than the Macros but-
ton, a box opens and you must identify which macro you want to
run and then click OK.

[Macra Mame: K

Cancel |

To delete a macro, click on the Macros button, select the macro to
be deleted and press the Delete key. You can also delete from the
menu bar by selecting Edit and Delete. You will receive a message
asking you to verify that you want to delete the macro. Click Yes.
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Steps to Create a
Macro

S

9.

Select the Macros button in the database window and click on
the New button. The Macro window opens.

Place your cursor in the first line in the Action column, click on
the down arrow Z, and select an action.

Enter a comment in the Comment column, if desired.
Press the F6 key to drop to the Action Arguments pane.
Enter information in the Arguments fields.

Place your cursor in the second line of the Action column and
repeat steps 2-5 until all the necessary actions have been com-
pleted.

Click on the Save button E on the toolbar.

Enter a name for the macro and click OK.

To run the macro, click on the Run button E

10. Click on the close button ] to close the macro window.
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EXERCISE — CREATING A MACRO

We will create a macro to automate selecting, opening and printing a query.

1.
2.

A e NS

11.
12.
13.
14.

15.
16.
17.
18.

Select the Macros button at the database window.

Click on the New button. The Macro window opens.

vvvvvvvvvvvvvvv
tttttttttttttttttttttttttttt

======

Bzt . Pra<s EL ar Ml on e sraamant

Click in the first line of the Action column and click on the down arrow =. Select
OpenQuery.

Press Enter to move to the Comments column and enter Open the Workshop
Registrants query.

Press the F6 key to drop to the Action Arguments pane.

Click on the down arrow = in the Query Name field and select Workshop Registrants.
Press the F6 key to return to the Action pane.

Click in the second line of the Action column and click on the down arrow Z.

Select PrintOut.

. Press the down arrow key to move to the third line of the Action column and click on

the down arrow Z.

Select Close.

Press the F6 key to drop to the Action Arguments pane.

Click on the down arrow Z in the Object Type field and select Query.

Press the down arrow key to move to the Object Name field and click on the down
arrow Z. Select Workshop Registrants.

Click on the Save button ‘& on the toolbar.
Name the macro Print Workshop Registrants query. Click OK.
Click on the Macro Builder window close button (2.

Click on the Run button. The query will be run and sent to the printer.
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CREATE A SWITCHBOARD

What is it?

Switchboard
Manager

Startup Manager

A Switchboard is a form that makes it easy for users to get to the
forms, reports, or macros in the database. You can think of it as
the main menu for your database. A Switchboard form can also be
used to limit access to the tables in the database. Once you have
created a Switchboard form, you can then designate it as a Startup
Form that will automatically display when the database is opened.

B2 Registration Database =]

Open Registration Form

_I Open Balances Due Repoart

Access contains a Switchboard Manager that is used to create, edit,
or delete switchboards in a database. It is found on the menu bar
under Tools, then Database Utilities, then Switchboard Manager.
At the Switchboard Manager, you select the forms, reports, and
macros that you want on the Switchboard form and name the but-
tons for those items. When you create a switchboard, Access
creates a table to describe the buttons on the switchboard and adds
the switchboard form to the Forms button.

Once you’ve created a switchboard that opens when you open the
database, you may not want others to see or use the Database win-
dow that appears behind the switchboard form. The display of the
Database window can be turned off from the Tools menu. Select
Startup and the Startup window opens. The Switchboard form will
already be selected in the Display Form field. To remove the Da-
tabase window behind the form, de-select the Display Database
Window field. You can always access the database by re-opening
the Startup window and re-selecting the Display Database Window
field.

158



It Didn’t Work?

Delete a
Switchboard

Startup H

Application Title: Display Farm: oK
I |Switchboard j

Cancel
Application Icon:

Advanced ==

Elel

I J v Display Status Bar

[Menu Bar: Shortcut Menu Bar:

|defaut) T fiefauty 4

IV allows Full Menus

[V allow Built-in Toolbars

IV allow Default Shorteut Menus [V allow ToolbarfMenu Changes

Occasionally, a switchboard will not automatically open even
though you have designated it as the Startup form. You can correct
this by opening the Startup Manager (click Tools on the menu bar
and select Startup). Then click in the Display Form field and select
the switchboard.

To delete a switchboard, open the Switchboard Manager window
by clicking Tools, Add-Ins, and Switchboard Manager on the tool-
bar. Select the switchboard you want to delete and click on the
Delete button.

If you have only one switchboard created, you will receive a mes-
sage saying you cannot delete the default switchboard.

Switchboard Manager E

@ “ou cannot delete the default switchboard.

To delete the default switchboard, click on the Switchboard Man-
ager Close button. At the database window, go to the tables button
and select the Switchboard Items table. Press the delete key. Then
go to the Forms button, select the Switchboard form and press the
delete key.
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Steps to Create a
Switchboard

10.
11.

12.
13.

Click on Tools in the menu bar, then Database Utilities, and
then Switchboard Manager.

If there are any existing Switchboard forms, the Switchboard
Manager window will open. Click on the New button to create
a new switchboard.

OR, if there are no existing Switchboard forms, a message box
will display asking if you would like to create one. Click Yes.
The Switchboard Manager window will open.

A Default Main Switchboard page will be created. Click Edit.
The Edit Switchboard Page window will open.

Click in the Switchboard Name field and name the switch-
board.

Click on the New button. The Edit Switchboard Item window
will open.

In the Text field, enter the label for the first switchboard but-
ton.

In the Command field, click on the down arrow = and select a
command (or action) for the first switchboard button.

According to the action chosen in step 7, click on the down ar-
row I in the third field and make the appropriate selection.
Click OK.

Repeat steps 5-8 until all Switchboard buttons have been cre-
ated.

Click on the Edit Switchboard Page Close button.

To make the switchboard automatically open when the data-
base is opened, select it in the Switchboard Manager window
and click on the Make Default button.

Click on the Switchboard Manager Close button.

If the switchboard does not automatically open as the default
form, click on Tools in the menu bar, then Startup.

Click on the down arrow = in the Display Form field.

Select your switchboard form from the list and click OK.
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EXERCISE - CREATING A SWITCHBOARD

1. Click on Tools in the menu bar, then Database Ultilities, and then Switchboard
Manager.

2. A message box opens asking if you’d like to create a switchboard. Click Yes.

Switchboard Manager B

The Switchboard kanager wasz unable to find a valid switchboard in
this database. ‘wiould you like to create one?

3. The Switchboard Manager window opens. A Default Main Switchboard page has been
created. Click Edit.

Switchboard Manager

Cloze |
Mew...
Delete I

Make Default I

4. The Edit Switchboard Page window opens. Click in the Switchboard Name field,
delete Main Switchboard and type Registration Database.

Edit Switchboard Page

Switchboard Mame: Cloze I

[Registration O atabase]

Items on this Switchboard:
Mew |

Move lIE I
fave Dawm I

5. Click on the New button to create a new item on the switchboard. The Edit
Switchboard Item window will open.

6. In the Text field, type Open Registration Form. Tab to the Command field.
7. In the Command field, click on the down arrow X and select Open Form in Edit Mode.

8. In the Form field, click on the down arrow = and select Registration. Click OK.

Edit Switchboard Item

Text: IDpen R eqistration Farm oK I
LCommand: IDpen Form inddd Mode ;l C | I

ancel
fom [ =]
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10.

11.
12.

13.
14.

15.
16.

17.
18.
19.

20.

Click on the New button to create a new item on the switchboard. The Edit
Switchboard Item window opens.

In the Text field, type Open Balances Due Report. Press Tab to move to the Command
field.

In the Command field, click on the down arrow = and select Open Report.

In the Report field, click on the down arrow X and select Balances Due Report. Click
OK.

Close

At the Edit Switchboard Page window, click on the Close button

At the Switchboard Manager window, click on the Make Default button.

Close

Click on the Close button to close the Switchboard Manager window.

Click on the close button & to close the Registration database.

]

=

Click on the Open Database button on the toolbar. The Open window opens.

From the Access Class folder, select the Registration database. Click Open.

The Registration database will open. The Switchboard form should open with the
Database window displaying behind the Switchboard form. If the Switchboard form
did not open, don’t worry. It will be corrected in step 21.

£= Registration : Database

B3 Hegistration Database

On the menu bar, click on Tools and then click on Startup. The Startup window opens.
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21. If the Switchboard form did not open automatically in step 19, click on the down
arrow = in the Display Form/Page field. Select Switchboard.

oo, g
Application Title: Display Form|Page:
| |Switchboard j
. Cancel |
Application Icon: i
I _I ¥ Display Stakus Bar Advanced >>|
Menu Bar: Sharteut Menu Bar:
Jtdefault) = fiefat) =l
¥ allows Full Menus ¥ Allow Built-in Toolbars
¥ allays Default Shorkouk Menus ¥ allow ToolhariMenu Changes

22. De-select the Display Database Window checkbox. Click OK.
23. If the Switchboard form is open, click on the close button 1%l to close the form.

24. Click on the close button [ to close the Registration database.

-}

25. Click on the Open Database button (= on the toolbar. The Open window will open.
26. From the Access Class folder, select the Registration database. Click Open.

27. The Registration database will open with the Switchboard form open. The Database
window does not display behind the Switchboard form.

28. To re-display the database window, click on Tools on the menu bar, and then click on
Startup. The Startup window will open.

29. Click in the Display Database Window checkbox to enter a check mark. Click OK.

30. Click on the close button 2 to close the Switchboard form.

-}

31. Click on the Open Database button (= on the toolbar. The Open window will open.
32. From the Access Class folder, select the Registration database. Click Open.

33. The Registration database will open with the Switchboard form open. The Database
window displays behind the Switchboard form.

34. Click on the Switchboard form close button (2 to close the form.

163



IMPORT DATA FROM ANOTHER ACCESS DATABASE

Easy to do!

With or Without
Data

A Good Idea

Steps to Import
from Another
Access Database

You can import tables, reports, forms, or any object from one Ac-
cess database to another. Access creates a copy of the information
in the external database and places it in your database. If you are
importing reports, forms, queries, etc. you must remember to im-
port the table(s) that they are based on as well.

When you import an object from another Access database, you
have the option of importing that table, report, macro, etc. with
data or without data (Definition only). You can also choose
whether or not to import relationships (if you import tables with
relationships). If you import only the definition of a table, the table
is created and you can easily modify it in Design View. There may
be some restrictions to the modifications you can make to tables
with established relationships and with data in them.

Once you have imported an object into your database, it is always a
good idea to open it in Design View and make any modifications
that you need. When importing tables, be sure to check the Data
Type and Properties of the imported fields so you know what to
expect when entering data.

1. From the menu bar, select File, Get External Data, and Import.
This opens the Import find window. Select the Access file to
import.

2. Click on the Import button.

3. The Import Objects window opens. Select objects for import
from any of the database window tabs. You can make selec-
tions from more than one database window tab and from more
than one object at each tab or use the Select All button if you
want to import all the objects from a tab.

4. Click on the Options button. Make selections for the import.

5. Once you’ve selected everything you want to import, click on
the OK button.

6. Access returns you to your original database and the objects
have been imported.
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EXERCISE — IMPORTING FROM AN ACCESS DATABASE

We will import a table and a form from the Northwind database into our Registration

database.
1.  From the menu bar, select File, Get External Data, and Import. The Import find
window opens.
2. Select the Northwind database and click on Import. The Import Objects window
opens.
Import Objects — ~ ) ) I H
Tables |Queries I Forms I Reporks I Pages I Macros I Modulesl
Customers I
orcer Dol _ e |
Crders
Shippers
Suppliers Select Al |
Deselect Al |
ELiTnS = |
Import—————— [~ Import Tables Import Queries
[V Relationships € Definition and Data A5 Oueries
™ Menus and Toolbars & Definition only ™ 4s Tables
[~ Import/Export Specs
3. At the Tables tab, select Products.
4. Click on the Options button.
5. Under Import Tables, select Definition Only.
6. Click on the Forms tab and select Product List.
7. Click OK. The window closes.
8. Click on the Tables button. Select Products and click on the Design button to view
the table.
, : =5 :
9. Click on the View button to see that no data was imported.
10. Click on the close button 2 to close the table.
11. Click on the Forms button to see that the Product List form was also imported.
12. Click on the Registration database close Xl button to close the database.
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CLONE AN ACCESS DATABASE

An Exact Copy

Import
Without Data

Steps to Clone an
Access Database

It is possible to create an exact copy of an Access database without
the data— in effect to “clone” the database.

For example, if you have a database that tracks annual data and you
want to start over with new data each year, you can clone the data-
base and start over with new data for the new year. You can copy
the tables, forms, queries, reports, macros, and pages so you don’t
have to recreate them.

Cloning an Access database is nothing more than importing from
an Access database into an Access database. You just create a
new, blank database and import the original one without data.

1. Create a new (blank) Access database by clicking on the New
0

button on the toolbar.

2. At the File New Database window, name the file, specify
where to save it, and click on the Create button. A blank data-
base opens.

3. Inthe menu bar, click on File, then Get External Data, and then
Import. The Import find window opens.

4. Select the database that you are cloning and click on the Im-
port button. The Import Objects window opens.

5. Select the Tables tab and click on the Select All [ ZEEAl |
button.
6. Select each of the other 6 tabs (Queries, Forms, R

MacrOS, Modules) and click on the Select All
button at each tab.

eports, Pages,

Options »=

7. Click on the Options
dow.

button to expand the win-

8. Under Import Tables, select Definition Only and click OK.
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EXERCISE — CLONING AN ACCESS DATABASE

10.

1.

12.

Click on the New O button. The New window opens.

At the General tab, click on the Database icon and click OK. The File New Database
window opens.

Save in the Access Class folder. In the File name box, type Registration Clone. Click

on the Create button.

At the database window, click on File, then Get External Data, and then Import. The
Import find window opens.

Select the Registration database and click on the Import button. The Import
Objects window opens.

Select the Tables tab and click on the Select All Lozl

Import Objects EH
Tables |Queries I Farms I Reparts I Pages I Macros I Modulesl
Cancel |
Select all |
Deselect all |
L) e
Import———————————— Import Tables Import Queties
¥ Relationships " Definition and Data & as Queries
[~ Menus and Toolbars & Def Nyt © As Tables
™ Import{Export Specs

Select each of the other 6 tabs (Queries, Forms, Reports, Pages, Macros, Modules) and
click on the Select All 228 1 button at each tab.

Click on the Options button to expand the window.

Under Import Tables, select Definition Only. Click OK.

A Save As Data Access Page window opens. At the Save in window, click on the
down arrow [X] and select Desktop. Click on the Save button.

When the import is complete, click on the Tables button and open the Employees table
to see that all were imported without data. Click the Employees table Close LI button.

Click the Registration Clone database Close Xl button.
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IMPORT AND EXPORT DATA FROM AN EXTERNAL SOURCE

Imports into a
Table

What you can
Import

You can import data from a source other than another Access data-
base as long as Access supports the file format of that other source.
Access copies the data into a table in your database. You can cre-
ate a table first and then import into that table, or you can let
Access create the table for you. After you select a source to import
from, the Import Wizard opens and walks you through the process
of importing.

Access supports importing data from these file formats:

Spreadsheet files: the Import Wizard allows you to name field
headings and create a primary key and will create a table from the
imported spreadsheet. Access can import from Microsoft Excel
V3.0 or later and Lotus 1-2-3. Before importing a spreadsheet, it is
recommended that you open the spreadsheet program and eliminate
all formatting (underlining, blank rows and columns, etc.) and put
column names immediately above each column of data. The Im-
port Wizard will use those column names as field names.

Text files: like with a spreadsheet file, the Import Text Wizard
walks you through the import process and will create a table for the
import unless you designate an existing one. Access can import
delimited text (separated by commas or tabs) and Fixed-width text
files. Software programs that cannot be imported directly into Ac-
cess can often be exported to a text file and then imported into
Access.

Tip: When importing from a text file, it is usually best to deter-
mine your fields and create a table to import into rather than letting
Access create the table for you.

Database files: files from FoxPro V2.x-6.x, Paradox V3.x or later,
and dBASE III or later can be imported directly into Access. You
can import tables, queries, reports, etc. when importing from a da-
tabase application.

To import data from a Filemaker Pro database, save the Filemaker
Pro data in HTML format, then import that HTML data into Ac-
cess.
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Exporting

Some Tips

Just like you can import data, you can export data from Access to a
source other than another Access database. The source you are
exporting to must be one of the Access supported file formats.
Your data is not actually exported out of your database, but is cop-
ied into the other application. To export data, select the database
object you’re exporting and then select File and Export from the
Menu bar. Designate which file you’re exporting to and click
Save. You can then select to export with or without data, click
OK, and the export is complete.

Some additional tips for importing or exporting data:

The key to successfully importing from or exporting to another
file is to be sure that the other file is saved in one of the file
formats that Access will support.

When exchanging data with another application, check the
documentation to determine file format.

Try exporting applications that cannot be imported into Access
to a text file and then importing into Access.

Most file formats do not support importing or exporting text
attributes such as font, size, or color.
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Steps to Import
from an External
Source

. From the menu bar, select File, Get External Data, and Import.

This opens the Import find window. Select the file to import.

Click on the Import button. The Import Wizard opens.

. Make selections from each screen of the Wizard. Click on the

Next button after each selection.

. At the last screen, name the table and click Finish.

. A message window opens telling you when the import is com-

pleted. Click OK.

. If a message box opens asking if you want to analyze your data,

select Yes or No.

If you select Yes, a Wizard opens. Make selections from each
screen of the Wizard. Click on the Next button after each se-
lection.

. At the last screen, click Finish.
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EXERCISE — IMPORTING FROM AN EXTERNAL SOURCE

In this exercise, we will import an Excel spreadsheet into our Access Registration

database.

1. From the Menu bar, select File and then select Open.

From the Access class folder, select the Registration database. Click Open.

2
3. From the menu bar, select File, Get External Data, and Import.
4

At the Access Class folder, in the Files of Type field select Microsoft Excel.

Import

Look. in: ID Access Class

[ Access 97
*_HiTheatre Faculty Estrella

File name: I

Files of bype: IMicrnsnft Excel

=« @@ % 0 B - ook -
j Erm Impart I
j Cancel |

5. Select Theatre Faculty Estrella and click Import. The Import Spreadsheet Wizard

opens.

B3 Import Spreadsheet Wizard Ed

Microsoft Access can use your column headings as Field names far wour table. Does the First

row specified contain column headings?

[+ iFirst Row Contains Colurmn Headings

EmployeeID |[FirstMName |[LastMNarne |Discipline [Busiddress

1 [S27&69090 Pauls [Sonzales Theatre 100 IN. Fed -

2 275594994 Laura Fachecoo Theatre EOD0 W. Yell

3 52744558858 Mark Hererra Theatre FO0 E. Furp

4 |S=2733TTIT Leblhis Ferez Theatre o0 S. Blues

5 |527225555 [Tori Lope=z Theatre 1500 M. SGree

6 [S27S583333 L= Eates=s Theatre 00 W. Oran vI

< =
Cancel I = Back I Mextk = I Einish I

6. Select First Row Contains Column Headings and click Next.

7. Select In a New Table to store the data and click Next.

8. At the next screen, click Next.
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E3 Import Spreadsheet Wizard I

Micrasoft Access recammands that vou define a primary key Far
= wour nevs table, A primary key is used to uniquely identify each
record in your table. Ik allows wou ko retrieve data mare quickly,

HHE RRE RNE
HHE RRE RNE
HHE RRE RNE
HHE RRE RNE

R AR % Choose my own primary key. [EmployeelD B

€ Let Access add primary key.

b B

€ Mo primary ke,

EmployeelD |[FirstName |LastMNawe [Discipline |[Busiddress
Izonzales [Theatre 100 M. Red | =
Facheco [Theatre OO0 W. Yell
Hererra [Theatre 00 E. Purp
Ferez Theatre o0 5. EBElue
Lopez Theatre =00 M. Gree
Eates Theatre GO0 . Oranll
o

Cancel < Back I Mext = I Finish |

9. Select Choose my own primary key button, click on the down arrow El and select
EmployeelD. Click Next.

B Import Spreadsheet Wizard

That's all the infarmation the wizard needs ba import your data.

Impart ko Table:
[Theater Faculty

™ 1 would like & wizard bo analyze my table after importing the
data.

™ Display Help after the wizard is finished.

Cancel < Back flExh = I Finish I

10. Name the table Theater Faculty and click Finish.
11. A message window opens when the import is completed. Click OK.

12. At the Tables button, select the Theater Faculty table and click Open.
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13. The Spreadsheet has been imported and the data displays in Datasheet View.

(W Theoter Faculy Table e
EmployeelD i L iscipli BusAddress i i
i 2 Calvin Kennedy Theatre 800 5. Black Ls Tempe 85277
L 527225555 Tori Lopez Theatre 500 M. Green 5 Phoenix 85255
L 527337777 Debbie Perez Theatre 400 5. Blue Bl Ahwatukee 85244
L 527448888 Mark Hererra Theatre 300 E. Purple & Chandler 85233
L 527554444 Laura Pacheco Theatre 200 W, Yellow [ Tempe 895222
L 527669999 Paula Gonzales Theatre 100 M. Red Lan Mesa 85211
L S2VBE7TYY Lucas Kidd Theatre 777 W Lucky L Phoenix 05299
L 527771234 Lucy Hannan Theatre 200 M. White A Chandler 05208
L 527776666 Roger Ray Right Theatre 700 E. Brown 3 Mesa G5266
5270803333 Ana Bates Theatre 600 VY. Orange Scottsdale G5266

Record: 141 4 | 1 |>I|HE| of 10

14. Click on the close button |2 to close the Theater Faculty table.
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LINK TO AN EXTERNAL TABLE

Linking vs.
Importing

Can’t Change
the Structure

Steps to Link to
an External
Table

Instead of importing from or exporting to an external table, you
may choose to link to another table. When you link to another ta-
ble, you can view, edit or update the data, and you can create
reports and queries based on the external table. When you link to
another table, you leave the data where it is rather than bringing it
into your database. Being linked to another table does not prevent
you from viewing or updating data even if someone else is using
the table in its original database.

Even though you can edit and update data in linked tables, you are
prevented from making changes to the structure of the tables. You
cannot add, delete, or rearrange fields in a linked table. However,
you can edit the field properties to add default values or change the
way the data will display. Changes made in the data in linked ta-
bles will display in both of the linked databases.

1. From the menu bar, select File, Get External Data, and Link
Tables. This opens the Link find window. Select the file with
which you are linking.

2. Click on the Link button. The Link Tables window opens.

3. Select the table(s) to be linked to your database and click on
OK or click on the Select All button to select all of the tables.

4. The Link Tables window closes and you are returned to the
original database.

5. At the Tables button, the linked table is now listed and desig-
nated by an arrow on the left edge of the Tables sheet.
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EXERCISE — LINKING TO AN EXTERNAL TABLE

We are going to link two tables in the Northwind database to our Registration database.

1. From the menu bar, sclect File, Get External Data, and Link Tables. The Link find

window opens.

2. Select the Northwind database and click Link.

Link Tables

Tables |

Categories
Customers

‘Order Details

Shippers
Suppliers

Ok I
CZancel |

Select gl |
Deselact Al |

3. From the Link Tables window, select Customers and click on Order Details to select

it also. Click OK.

4. The Link Tables window closes and the new tables are added at the Registration
database Tables button. Arrows at the left edge of the tables designate the linked

tables.

gE Registration : Database

B open Y Desian i New | by

Byt

=] E3

Objects Create table in Design view
Create table by using wizard
Create kablz by entering data
w[E]  Customers

Employess

| Order Details
Products
Switchboard Items
Workshops

B

5. Click on the close button ] to close Access.
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Appendices

Additional Features in Access
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APPENDIX A — COUNTING RECORDS IN A QUERY IN ACCESS

You can add a field with a Count function to a query in Access. To use the Count
function, your database should include at least 2 tables and they must be related. To create
a field to count records, you must create or edit a query in design view.

1. Open a query in Design View.

2. Select the table(s) the query will be based on and select the field(s) to be used in the
query in the order you want them to display.

3. Click on the Totals button E on the toolbar. In the Criteria grid, a Total row is
inserted above the Sort row.

Field: -
Table:

’ Tatal:
Sork:
Show: [ [ [ ] ]

Criteria:

art &7
4 3

4. Place the cursor in the Total row of the field to be counted. Click on the down arrow
[=] and select Count.

&, Miciosol ft Access - [Query4 - Select Query]

”@ Eile Edit Wiew Insert Query Tools Window Help Show Me

=R e el A = N e I -

SupplierID
CategoryD ||

Field: | Producttame
Table: | Froducts

rh:
Show: ] (] T

& -

5. Click on the View button to see the count of records.

'a;_ Microzoft Access - [Query? : Select Query]
“ Flle Edt Wiew Insert Format Records Tools Window Help Show Me

[E-RERY =Ry o Q&8 TR M

»
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6. To add criteria for a count, you must add the field that is being counted twice in the
Criteria grid.

7. Place the cursor in the Total row of the first occurrence of the field to be counted.
Click on the down arrow [=] and select Count.

&. Place the cursor in the Total row of the second occurrence of the field to be counted.
Click on the down arrow [=] and select Where.

9. Place the cursor in the Criteria row of the second occurrence of the field and enter the
criteria.

10. Click on the View button to see the count of records.

11. Click on the Save button H to save the query.

12. Enter a name in the Query Name field and click OK.
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APPENDIX B - CREATE A QUERY IN ACCESS TO TOTAL
NUMBERS IN FIELDS

It is possible to create a query in Access that will compute a total for fields with a data
type of Number or Currency.

1. Create or open a query in Design View.

2. Select the field(s) that hold the data to be computed. The Field(s) must have a data
type of Number or Currency for the calculations to work.

File Edit Yiew Insert Format Records Tools Window Help ;[ilﬁ“
M- HERY shEa Y o | A€ 4 YR T éx Da- O
1D |  College | Month | Year | BooksYes | BooksiNo |Books/Dropped Articles’Y
i3 13/ PCC 1] =000 53 0
- 14 GCC July 2000 1] 1] 1]
- 15/ GWC July 2000 19 1] 1]
| 168 MCC July 2000 13 0 0
| 17 5CC July 2000 16 9 ]
- 18 RIO July 2000 9 1 ]
| 19 SMC July 2000 12 1 1]
| 20 CGC July 2000 11 1] 1]
| 21 PV July 2000 14 1] 1]
- 22 EMC July 2000 15 1] 1]
*|  (AutoMumber) 0 0 0

3. Click on the Totals button i on the toolbar. A Total row is added above the Sort row
in the Query grid part of the Query window. The default value for this row is Group
By.

@, Microsoft Access - [ILL Monthly Totals : Select Query]

” File Edit Wiew Insert Query Tools Window Help
IEREEE e A e e === =]

ILL Statistics

Articles/Dropped
el |
Field: [ Farth Bocks/Tes Bocks/Ma Bocks/Dropped Articles/ =3 Aticles/Ha
Table: [ILL Stakistics ILL Stafistics ILL Stakistics ILL Statistics ILL Stakistics ILL Statistics
Total: [Group By Sum Sum Sum Sum Sum
Sart
Show:
Criteria: [ “Iuly™
ar:
=
4 » g
©
=3
|Ready [ o i e

i Start| EFinbit Do | Blibmoaric | §F0uestio |[& Micro... | [E3Fulhat | B Micioso | [ NP0 @p # e Ra- @I 10:254M
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Click in the Total row of the column(s) for which you want to calculate totals. Click on
the down arrow [Z] and select Sum.

Click on the Save button & on the toolbar to save the query.

Click on the View button on the toolbar to view the query results.

” File Edit Yiew Insert Format Records Tools Window Help ;lilil
- BERY iy o|e® 4T RY 6% |Ba- |0

Maonth | SumOfBuuks-'Yes| SumOfBuuks.-"Nu| SumOfBooks/Dropped | SumOfArticIesﬁ'es| SumOfArticIesJ’Nu| Su

uly -] 163 11 ] 16 3

Click on the Close button E on the toolbar to close the query window.
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APPENDIX C - ADDING A PAGEBREAK TO A REPORT IN
ACCESS

To add a pagebreak to a report:

1. Create a report and open it in Design View.

3

2. Ifnot already open, open the toolbox by clicking on the Toolbox button on the

toolbar.

3. Click on the Page Break button 'S in the toolbox.

4. Click on the report where you want the page break inserted. The page break is
indicated by a short, broken line along the left edge of the report.

# Report Header

“|Products by Catégory|
- |<FormatDatel)|"dd-mi: - |
# Page Header

# Categoryiame Header

_||Category:/CategoryName | : - -

: Product Name:| - -+ - - - [Units In‘Stock:

:lh.hﬁﬁﬁﬁﬁﬁﬁ‘ﬁﬁZZZZZZZ‘ZZZZZZZZZ
# Detail

- [Productrame |- - - [Unitsly
T T
# CaktegoryMame Footer
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There is another way to create a break in a report. You can create breaks so that each
record, group of records or section will start on a new page.

1. Create a report and open it in Design View.

2. Double-click the section selector (the gray bar that divides the sections) of the section
where you want the break. This opens the Properties box.

& Section: Detail

Format | Data I Ewent I Other Al I
Marme .. ... o000

Farce Mew Page
Mew Row O Col
Keep Together .. ... ... ..
Migible .00
CAMGEMOW v v e s
Canshrink ..o
Height. . .......0c0v
Back Calar . .. .. ...
Special EFfect . o0 Flat
Tag . v
onFormat oL
onPrnk o
OnRektreat o000

3. Click on the All tab and click in the ForceNewPage field.

4. Click on the down arrow [X] and select from these options:
None: This is the default. Does not create a section break
Before Section: Prints the section on a new page
After Section: Prints the next (following) section on a new page
Before & After: Prints the section on a new page and prints the following section on
a new page

To print each record on a separate sheet: double-click the section selector of the Detail
section and set the ForceNewPage property to After Section.

To print each group on a separate sheet: double-click the section selector of the Group
Header section and set the ForceNewPage property to Before Section.
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APPENDIX D - SECURITY OPTIONS IN ACCESS

There are several security options in Access. These are listed under the Tools menu in
the Security option.

Tools
v Speling... F7
AutaCorreck. ..

fitice: Links r

Dﬁ Relationships. ..
Analyze k

Database Ukilities

m Set Database Password. ..
Replication r

a&l User and Group Permissions. ..

Skartup...

User and Group Accounts. ..
Macro ] :
User-Lewvel Security Wizard. ..

ﬂ' fctiver Contrals, ..
add-Ins
Options. ..

Encryph/Decrvpt Database. ..

The security options are listed out of order! Before you can set a password or assign
permissions, user and group accounts must be set up first.

The User-Level Security Wizard may be your best bet since it walks you through all the
options.

For more information regarding security issues, please refer to the Access
Online Help, F1.

Following are the screen prints for these options — in the order they should
be!
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User and Group Accounts:

Uszer and Group Accounts Ed |

Uzers | En:uupsl Change Logon F'asswnrdl

=zer
rame: | SRR ]
R, .. | | Delete I | Clear Password I
— Group Membership
Available Groups: Member OF:

lsers sers

| Print Users and Groups I

] I Cancel | Sl |

Following are the help screens from the Microsoft Access Online Help
regarding setting up user groups.
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Create a security user account

To complete this procedure, you must be logged on as a member of the Admins group.

1. Start Microsoft Access by using the workgroup in which you want to use the account.
Important The accounts you create for users must be stored in the workgroup
information file that those users will use. If you're using a different workgroup to
create the database, change your workgroup before creating the accounts.

Open a database.

On the Tools menu, point to Security, and then click User And Group Accounts.

Sl

On the Users tab, click New.

5. In the New User/Group dialog box, type the name of the new account and a personal
ID (PID), and then click OK to create the new account, which is automatically added
to the Users group
User names can range from 1 to 20 characters, and can include alphabetic characters,
accented characters, numbers, spaces, and symbols, with the following exceptions:

e The characters "\[]:|<>+=;,.7*
* Leading spaces
* Control characters (ASCII 10 through ASCII 31)

Caution Be sure to write down the exact account name and PID, including whether
letters are uppercase or lowercase, and keep them in a secure place. If you ever have to re-
create an account that has been deleted or created in a different workgroup, you must
supply the same name and PID entries. If you forget or lose these entries, you can't
recover them.

Notes

. The PID entered in step 5 is not a password. Microsoft Access uses the PID and
the user name as seeds for an encryption algorithm to generate a secure identifier for the
user account.

. It is usually easier to manage security if you organize users into groups, and then
assign permissions to groups rather than to individual users.
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Create a security group account

As part of securing a database, you can create group accounts in your Microsoft Access
workgroup that you use to assign a common set of permissions to multiple users.
To complete this procedure, you must be logged on as a member of the Admins group.

1. Start Microsoft Access by using the workgroup in which you want to use the account.
Important The accounts you create for users must be stored in the workgroup
information file that those users will use. If you're using a different workgroup to
create the database, change your workgroup before creating the accounts. You can
change workgroups by using the Workgroup Administrator

2. Open a database.
3. On the Tools menu, point to Security, and then click User And Group Accounts.
4. On the Groups tab, click New.

5. Inthe New User/Group dialog box, type the name of the new account and a personal
ID (PID).

Group names can range from 1 to 20 characters, and can include alphabetic characters,
accented characters, numbers, spaces, and symbols, with the following exceptions:

e Thecharacters "\[]:|<>+=;,.?7%*
* Leading spaces
* Control characters (ASCII 10 through ASCII 31)

Caution Be sure to write down the exact account name and PID, including whether
letters are uppercase or lowercase, and keep them in a secure place. If you have to re-
create an account that has been deleted or created in a different workgroup, you must
supply the same name and PID entries. If you forget or lose these entries, you can't
recover them

6. Click OK to create the new group account.
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User and Group Permissions:

User and Group Permissions |

Permizsions | Change Elwnerl

IzerGraup Mame: Chjeck Mame:

<Mew Tables/Queries =

15k Oty Budget

Employess
Producks
Warkshops
Cuskomers
Crder Details

List: 1 Users 1 Groups Object Type: ITaI:uIe j
—Permissions

™| GpeniFom ¥ Read Data

¥ Read Design ¥ Update Data

V¥ Modify Design [V Insert Data

¥ Adminisker ¥ Delete Data
Current User: | Admin

k. I Cancel | 1] |

Following is the help screen from the Microsoft Access Online Help
regarding permission.
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Assign or remove permissions for a database and existing tables, queries,
forms, reports, and macros

Open the database that contains the tables, queries, forms, reports, and macros that you
want to secure.

The workgroup information file in use when you log on must contain the user or group
accounts that you want to assign permissions for at this time; however, you can assign
permissions to groups and add users to those groups later.

On the Tools menu, click Security, and then click User And Group Permissions.

On the Permissions tab, click Users or Groups, and then click the user or group that
has the permissions you want to assign in the User/Group Name box.

Click the type of object in the Object Type box, and then click the name of the object
to assign permissions for in the Object Name box.

Tip You can select multiple objects in the Object Name box by dragging through the
objects you want to select, or by holding down CTRL and clicking the objects you
want.

Under Permissions, select the permissions you want to assign, or clear the permissions
you want to remove for the group or user, and then click Apply. Repeat steps 4 and 5
to assign or remove permissions for additional objects for the current user or group.

Repeat steps 3 through 5 for any additional users or groups, and then click OK when
you have finished.

Notes

Some permissions automatically imply the selection of others. For example, the
Modify Data permission for a table automatically implies the Read Data and Read
Design permissions because you need these to modify the data in a table. Modify
Design and Read Data imply Read Design. For macros, Read Design implies
Open/Run.

When you edit an object and save it, it retains its assigned permissions. However, if an
object is saved with a new name by using the Save As command on the File menu, or
by cutting and pasting, importing, or exporting the object, the associated permissions
are lost, and you have to reassign them. This is because you are creating a new object
that is assigned the default permissions defined for that object type.

Hidden objects aren't displayed in the Object Name box unless you select Hidden
objects on the View tab of the Options dialog box (Tools menu).
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Set Database Password:

Set Database Password |

Passwiord: K I

I Cancel |
Werify:
|

Following is the help screen from the Microsoft Access Online Help
regarding setting up passwords.
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About creating and changing passwords

This topic provides reference information about:
Database passwords

Security account passwords

Visual Basic for Applications (VBA) passwords

Database passwords

The first kind of password is called a "database password." If you set a database password,
all users must enter that password before they are allowed to open the database. Adding a
database password is an easy way to prevent unwanted users from opening your database;
however, once a database is open, no other security measures are provided unless user-
level security has been defined as well. If you have user-level security defined for your
database, you can prevent users from setting a database password.

Security account passwords

The second kind of password is called a "security account password" and is only used
when user-level security has been defined for a workgroup. A security account password is
created to make sure that no other user can log on using that user name.
By default, Microsoft Access assigns a blank password to the default Admin user account
and to any new user accounts that you create in your workgroup. As part of securing a
database, it's important to add a password to:

* The Admin user account (to activate the Logon dialog box).

* The user account that owns the database and its tables, queries, forms, reports, and

macros.

* Any user accounts that you add to the Admins group.
In addition, you might want to add passwords to the accounts you create for users, or
instruct users to add their own passwords.
Users can create or change their own user account passwords; however, only an
administrator account can clear a password if a user forgets the password.

Visual Basic for Applications (VBA) passwords

The third kind of password is called a Visual Basic for Applications (VBA) password.
You use this password once per session to protect VBA code in modules and modules
behind forms and reports. This password prevents unauthorized users from editing,
cutting, pasting, copying, exporting, and deleting VBA code.
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Hide objects in the Database window

1. In the Database window, click the object you want to hide.

2. Click Properties | | on the toolbar.

3. Click Hidden, and then click OK.

Notes

* To show all hidden objects, click Options on the Tools menu, click the View tab,
and then select the Hidden Objects check box. The icons for hidden objects will
be displayed with a dimmed outline. You can then repeat the steps, but in step 3
clear Hidden, to unhide the objects.

* In a Microsoft Access project, you cannot hide tables, views, database diagrams, or
stored procedures.
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