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INTRODUCTION TO ACCESS 2010

Access 2010 is a software program (relational database software) in the Microsoft 2010 Office
Suite that allows users to create, manage, query and run reports on large amounts of data in
any .

A database is a collection of data that is stored in a computer system. Databases allow their
users to enter, access, and analyse their data quickly and easily. A database is a collection of
tables

Why Use a Database?

e Excel is great at storing and organizing numbers, Access is far stronger at handling
non-numerical data like names and descriptions. Non-numerical data plays a big role
in almost any database, and it's important to be able to sort and analyse it.

e Access or any DBMS compared to other databases (like Excel) apart from storing data
has connectivity among the objects.

o Arrelational database has lists and the objects within them relate to one another.

e Each Access database consists of multiple objects that let you interact with data.
Databases can include forms for entering data, queries for searching within it, reports
for analyzing it, and of course, tables for storing it.

1.1 Interface elements
The three main components of the Access 2010 user interface are:

e The Ribbon is the strip of tabs across the top of the program window that contains
groups of commands.

e The Backstage view is the collection of commands that you see on the File tab on the
ribbon.

¢ The Navigation Pane is the pane on the left side of the Access program window that
lets you work with database objects.

These three elements provide the environment in which you create and use databases.

Ribbon
e The ribbon primarily consists of tabs that have groups of buttons.

e The ribbon has main tabs that group related commonly-used commands, contextual
tabs that appear only when you can use them, and the Quick Access Toolbar, a small
toolbar that you can customize with required commands.

¢ On the ribbon tabs, some of the buttons provide a gallery of choices, other options
launch a command.

Backstage View

The Backstage view occupies the File tab on the ribbon and contains many commands. The
Backstage view also contains other commands that apply to an entire database file. In
Backstage view, you can create a new database, open an existing database, publish a
database to the Web via SharePoint Server, and perform many file and database
maintenance tasks.




1.2 File Tab

File Tab in Access 2010

Home Insert

Page Layout

Wil 9 - OT.

' Home | Inse
'i'} & Cut
|

=3 Copy
Paste
» < Format Painter
Clipboard 3 |

References Mailings Review

Information about Contoso
D:\Desktop\Contoso.docx

Save As
[ Open

S

4 Close

Protect
Recent

New

Print |@
=

Check for

Share R

Help
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9 Exit

B
4
|

Manage
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Document ~

Permissions

Anyone can open, copy, and
change any part of this
document.

Prepare for Sharing

Before sharing this file, be aware

that it contains:
Document properties,
template name, author's
name and cropped out
image data
Content that people with
disabilities are unable to
read

Versions

%) There are no previous
versions of this file.

Backstage View

View
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Developer

Properties ~

Size

Pages

Words

Total Editing Time
Title

Tags

Comments

Related Dates
Last Madified
Created

Last Printed

Related People

Author

Last Modified By

Related Documents

660KB

10

1704

42 Minutes

Today, 10:50 AM
Today, 10:50 AM

Never

® Mirko Mandic

Add an author

® Mirko Mandic

Il Open File Location

Show All Properties

Navigation Pane: The Navigation Pane helps you organize your database objects, has a
variety of ways to view objects and is the main means of opening or changing the design of a
database object.




The Navigation Pane is organized by categories and groups.

Northwind Traders
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1.3 Objects In Access Database

Tables In Access, data is stored in tables. A table is a set of columns and
rows, with each column referred to as a field. Each value in a field
represents a single type of data. Each row of a table is referred to
as a record.

Queries You use queries to retrieve specific data from your database and to
answer questions about your data. For example, you can use a
guery to find the names of the employees in your database who live
in a particular state.

Forms Forms give you the ability to choose the format and arrangement of
fields. You can use a form to enter, edit, and display data.

Reports Reports organize or summarize your data so you can print it or view
it onscreen. You often use reports when you want to analyze your
data or present your data to others.

Macros Macros give you the ability to automate tasks. You can use a macro
to add functionality to a form, report, or control.

Modules Like macros, modules give you the ability to automate tasks and
add functionality to a form, report, or control. Macros are created by
choosing from a list of macro actions, whereas modules are written
in Visual Basic for Applications.

The Ribbon

The ribbon is the primary replacement for menus and toolbars and provides the main
command interface in Access 2010. One of the main advantages of the ribbon is that it
consolidates, in one place, those tasks or entry points that used to require menus, toolbars,
task panes, and other Ul components to display.

When you open a database, the ribbon appears at the top of the main Access window, where
it displays the commands in the active command tab.

Create External Data Database Tools
ok j l e f:'ﬁ L@j j =] Form Wizard
=T Lkl Eeg : .
T -_¢ﬁ'\-\; ) z ' &1 Mavigation -
Application Table  Tabkle SharePoint Query Query Farm  Blank
Parts = Design Lists = Wizard Design Design  Form %More Farms ~
Templates Tables Crueries Forms

The ribbon contains a series of command tabs that contain commands. In Access 2010, the

main command tabs are File, Home, Create, External Data, and Database Tools. Each tab
contains groups of related commands, and these groups surface some of the additional new
Ul elements, such as the gallery, which is a new type of control that presents choices visually.

The commands that are available on the ribbon also reflect the currently active object. For
example, the Design tab only appears when you have an object open in Design view.

A relational database has lists and the objects within them relate to one another.
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1.4 Tabs

Command Tab | Options

Home
e Select a different view.
e Copy and paste from the clipboard.
e Set the current font characteristics.
e Set the current Font Alignment.
o Apply rich text formatting to a memo field.
e Work with records (Refresh, New, Save, Delete, Totals, Spelling, More).
e Sort and filter records.
e Find records.
e Create a new blank table.
o Create a new table using a table template.
e Create a list on a SharePoint site and a table in the current database that links
newly created list.
Create

e Create a new blank table in Design view.

e Create a new form based on the active table or query.
¢ Create a new pivot table or chart.

e Create a new report based on the active table or query.
¢ Create a new query, macro, module, or class module.
e Import or Link to external data.

o Export data.

External Data

e Collect and update data via e-mail.
e Create saved imports and saved exports.
¢ Run the Linked Table Manager.

e Move some or all parts of a database to a new or existing SharePoint site.

e Launch the Visual Basic editor or run a macro.
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e Create and view table relationships.
Database . . .
o Show/hide object dependencies.
Tools
¢ Run the Database Documenter or analyze performance.
¢ Move data to Microsoft SQL Server or to an Access (Tables only) datz
e Manage Access add-ins.

e Create or edit a Visual Basic for Applications (VBA) module.

Contextual Command Tabs

In addition to the standard command tabs, Access 2010 also has contextual command tabs.
Depending on the context (object working with), one or more contextual command tabs might
appear next to the standard command tabs.

Form Tools

Database Tools Dresign Layout

Activate a Contextual Command Tab

1. Click the contextual command tab.

2. The contextual command tabs contain commands and features that you need to work
in a specific context.

3. For example, when you open a table in Design view, the contextual tabs contain
commands that apply only when you are working with a table in that view.

Galleries

The ribbon also uses a kind of control called a gallery. The gallery control is designed to focus
your attention on getting the results that you want.

V| Show Margins
Print Data Only
Margins| __

o == Columns
Normal
Top: 075 Bottom: 0.75°
Left: 0.35° Right: 035
Wide
Top: 1° Eottom: 1
Left: 0.75° Right: 075
Marrow
Top: 0.25° Eottom: 0.25°
Left: 0.25° Right: 0.25
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Hide and Restore the Ribbon

1. Double-click the active command tab (the active tab is the highlighted tab).

2. Double-click the active command tab again to restore the Ribbon.

Quick Access Toolbar (QAT)

The Quick Access Toolbar is a toolbar adjacent to the ribbon that allows one-click access to
commands. The default set of commands include Save, Undo, and Redo, and you can
customize the Quick Access Toolbar to include other commands.

= 5

Customize the Quick Access Toolbar
1. Click the rightmost drop-down arrow in the toolbar.

2. Under Customize Quick Access Toolbar, click the command that you want to
add, and you are done.
Or, if the command is not listed, click More Commands, and proceed to the next step
of this procedure.

3. Inthe Access Options dialog box, select the command or commands that you want to
add, and then click Add.

4. To remove a command, highlight it in the list on the right, and then click Remove.
Alternatively, double-click the command in the list.

5. Click OK when you are done.
Open a Database Object, Such As A Table, Form, Or Report

1. Inthe Navigation Pane, double-click the object.
-or-
2. In the Navigation Pane, select the object, and then press ENTER.
-or-
In the Navigation Pane, right-click an object, and then click Open.
Note that you can set an option to open objects with a single click in the Navigation
Options dialog box.
5. The Navigation Pane divides your database objects into categories, and these

categories contain groups.

To show or hide the Navigation Pane

<

Click the button in the upper-right corner of the Navigation Pane or press F11.
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The Navigation Pane from Appearing By Default
1. Click the File tab, and then click Options.

The Access Options dialog box appears.

2. In the left pane, click Current Database.
3. Under Navigation, clear the Display Navigation Pane check box, and then
click OK.
Status Bar

This standard Ul element continues to be the place to look for status messages, property
hints, progress indicators, and so on. With Access 2010, the status bar also takes on two
standard functions that you will also see in the status bar of other Office 2010 programs:
View/Window switching and Zoom.

The status bar can be enabled or disabled in the Access Options dialog box.

Show Or Hide The Status Bar
1. Click the File tab, and then click Options.

The Access Options dialog box appears.

2. Inthe left pane, click Current Database.

3. Under Application Options, select or clear the Display Status Bar check
box. Clearing the check box turns off the display of the status bar.

4. Click OK.

Mini Toolbar

Using Access 2010 you can format text more easily by using the mini toolbar. When you select
text for formatting, the mini toolbar automatically appears above the selected text. If you move
the mouse pointer closer to the mini toolbar, the mini toolbar fades in and you can use it to
apply bold, italic, font size, color, and so on. As you move the pointer away from the mini
toolbar, the mini toolbar fades away.

| cCalibri 11 <l EEEE

B 7 U A-®-|

BB

Format Text by Using The Mini Toolbar
1. Select the text to format.

The mini toolbar transparently appears above the text.

2. Apply formatting by using the mini toolbar.




Getting Help
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When you have a question, you can get help by pressing F1, by clicking the question mark

icon on the right side of the ribbon.

- e

©

e You can also find Help in Backstage view:

o Click the File tab, and then click Help.
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WORKING WITH TABLES

While there are four types of database objects in Access 2010, tables are arguably the most
important. Even when you're using forms, queries, and reports, you're still working with tables,
since that's where all your data is stored. Tables are at the heart of any database, so it's

important to understand how to use them.

Open A Recently Used Database

e In Backstage view, click Recent, and then click the database that you want to open.
e Access opens the database.

Open A Database From Backstage View

e Click the File tab, and then click Open. When the Open dialog box appears, browse
and select a file, and then click Open.

e The database opens.

Create A New Blank Database
1. Start Access from the Start menu

2. Start > Programs > Microsoft Office > Microsoft Access 2010.
The Backstage view appears.
File Menu > New > Blank database
Enter the name of the access database under File Name and click on Create button.

- _
| N P ——— - WS
@] A D - - [ o <oft ACCess [E=SESE5
Home Create External Data Database Tools (2]
lL\l ﬁ Home I
—~ -~
[L7 Open
= 1 | ol B
L £ e
= . i
Bl Cortactstaccan Blank Blank web Recent
)] website.accdb | database database templates
(] tutorial.accdb
() DatabaseS.accdb ‘ E & =

Sample My templates
templates
Recent
Office.com Templ... Search Office.co| = =

ks
ol FEL
»J - — File Name
Assets Contacts Education
Employee
Help TUsers\RashMoney\Docum

:] Options 4 4 =)
23 op | 4 y =4

Exit - ==l

Finance Inventory Issues &
Tasks Create

The new database is created, and a new table is opened named Tablel as a starting point.

10
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Table-1 (Default table created)

External Data Database Tools Fields Table

S =
B 4B 12 E B ¥ (= %
I~ < Formatting . .
View Text MNumber Currency _ . Properties TS Field
- B = $ % » Tga 3% | Validation v
Views | Add & Delete | Formatting |
All Access Objects & « || =] Tabler
|Search.. |2 D ~ | Click to Add ~
 Tables 2 *| (New)
E5 Tabler
EF Open
g Design View
Import »
Export >

i3 Collect and Update Data via E-mail
=l Rename

Hide in this Group

To create the fields in the table right click on the table and select Design View.
A dialog box titled Save As is displayed where the Table name can be modified.

Enter Field Name and Data Type information

(A9
File Home Create External Data Database Tools Design
& [=c| s =
% ? {&\\ / = Insert Rows %é; %
i —= = Delete Rows 3
View | |Primary|Builder Test Validation ) Property|Indexes = Create Data Ren
- Key Rules @ Modify Lookups | Macros v
Views | Tools | Show/Hide | Field, Record &1
» || ] Employee
Field Name Data Type Description
* EmployeelD .Authumber >
© Field Properties
<
{ General Lookup
S | |Fietasize Long Integer. ]
" ll}{e,w Values _Increment U
2 | | Format . =]
= | | Caption. i
Indexed Vs (NoDuplicates) 3
Smart Tags | | The data type determines the kit
|General that users can store in the field.
S - heln nn data tunec
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Primary Key

A primary key is a unigue identifier for a database record. When a table is created, one of the
fields is typically assigned as the primary key. While the primary key is often a number, it may
also be a text field or other data type.

The primary key also acts as a pointer to the record and provides a simple way for the DBMS
to search, sort, and access the records. It also helps relate records across multiple tables.
Each table can only have one primary key. The primary key field must also be defined for each
record and not set to null.

Foreign Key

A foreign key (FK) is a column or combination of columns that is used to establish and enforce
a link between the data in two tables. In a foreign key reference, a link is created between two
tables when the column or columns that hold the primary key value for one table are
referenced by the column or columns in another table. This column becomes a foreign key in
the second table.

2.1 Data Types In Access 2010

Field Type What It Holds

Text Text up to 255 characters long (including spaces and punctuation). Use a Text
field, not a Number field, for codes — such as phone numbers, ZIP codes, and
other postcodes — even if they look like numbers.

Memo Like a Text field, but more of them — up to 65,536 characters. A memo field
can contain rich (formatted) text, and you can set it to Append Only, so that it
can accumulate text notes, without allowing the user to delete what’s already
there.

Number Only numbers. You may use + or — before the number, and a decimal point. If
you plan to do math with a field, use a Number or Currency field.

Currency Numbers with a currency sign in front of them ($, ¥, and so on).

AutoNumber = Numbers unigue to each record and assigned by Access as you add records,
starting at 1. Use an AutoNumber field as the primary key field for most tables.

Date/Time Dates, times, or both.

OLE Object  Object Linking and Embedding. Don’t use it when creating a new database;
use the new Attachment type instead because it stores data more efficiently.

Hyperlink This text string is formatted as a hyperlink. (If you click the link, it takes you to
the page.) This is especially useful if there’s related information on the Web.

Yes/No Yes or no (a particular condition is, or isn’t, in effect) — or other two-word sets,
such as True/False, On/Off, or Male/Female. Use a Yes/No field if you want to
display the field as a check box on forms.

Attachment You can store one or more entire files — pictures, sound, Word documents,

even video — in one Attachment field.

12
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Calculated You enter a formula that Access uses to calculate the value of this field based
on other fields in the table. Use a Calculated field when a calculated value will
be used in many queries, forms, and reports.

2.2 Table in Design View

e To start creating a table in Design View, on the Ribbon, click Create. In the Tables
section, click the Table Design button

Table
Design

e To open an existing table in Design View, in the Navigation Pane, right-click it and
Click Design View.

o If a table is already opened, to switch it to Design View, right-click its tab and click
Design View

o If atable is currently opened, to switch it to Design View, on the right side of the status

bar, click the Design View button 3

A table in Design View is divided in two sections: one in the upper area and another in the
bottom

j Cars 4

Field Name Data Type Description -

% carlD AutoNumber =
TagMumber Text
Make Text
Model Text
CarYear Text

b

Field Properties

General [Lookup

Field Size 40 -

Format |l

Input Mask

Caption

Default Value

Yalidation Rule A field name can be up to 64 characters long,
Validation Text including spaces, Press F1 for help on field
Required Mo EhE

Allow Zero Length Yes

Indexed Mo

Unicode Compression Yes

IME Mode Mo Control

IME Sentence Mode Mane

Smart Tags o

e The top area is made of columns (named Field Name, Data Type, and Description)
and rows.

o The lower portion of the window is made of two sections. To access the lower portion
while the top section has focus, you can press F6 or click the lower item you want.

13
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e The left section of the lower part is made of two tabs labelled General and Lookup.

e Each tab contains two columns and various rows.

¢ The number of rows and the contents of cells depend on what is selected in the upper

section.

Create a Lookup Column

If a field can contain a finite list of values, you can create a Lookup Column and users can
select the value they want from a list. For example, if the employees at a school can only work
in one of the following departments: Administration, Computer Science, English, History, or
Math. You can create a table Departments table that lists the departments and then use the list
in the Employee table to assign each employee to a department.

Departments Table

Department ID
(Primary Key)

Department

1 Administration

2 Computer Science
3 English

4 History

5 Math

Access has a wizard to help you create lookup columns. Creating a Lookup column creates a

relationship between two tables.

Lookup Wizard

T Cepanmarc: ; Tapde

A8 Tables |
Errploprey ]

T Rempteperi: Table #
Ceptimenis ®

+| RastMame - | Firt Name -
1
e

gt of Barth

= Aad New Farkd

Liockup Wicssd |

s waratd I eates 8 kil
wons can s i o s i
i3 e

bt of vl
ol - colrr b i

1 ek o cobern o ook s B vl n 8 Radie or

e Ty
rm.m.um-.-n

Regoed W 4 [Lodl | b Wb 14 [ samn
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Open the table to which you want to add a lookup column.

Click the field label for the field before which you want to add a lookup column.
Activate the Datasheet tab. (You must be in Datasheet view.)

Click the Lookup Column button in the Fields & Columns group. The Lookup Wizard
appears.

Make sure the radio button next to “I want the lookup column to look up the values in a
table or query.” is selected.

Click Next. The Lookup Wizard moves to the next page.

Select your table or query

A lookup column can be based on atable, a query, or a list of values you type. If you base your
lookup column on a table or query, you must create the table or query before creating the
lookup column. A query is a list of rows and columns based on one or more tables. A query
only displays the rows and columns you specify.

1.

2.
3.

Lookup Wizand

Which table or query should provide the values for your lookup
column?

@ ’ Tabde: Students

£

View
@#DM‘ Queries

Comes ) [Cema [ o> ]

Click a radio button to select what you want to base your lookup column on. Choose
from Tables, Queries, or Both.

Click to select the table or query you want.

Click Next. The Lookup Wizard moves to the next page.

Select fields

You choose the fields you want to appear in your lookup column. Be sure to include the
primary key.

Lockup Wizard

Wihich fiekis contain the values you want induded in your lookup
cohamn? The fiekds you sefect become columns in your leckup
column,

[Cmoei f.apda]uexl: |
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Click the field you want.

Click the single right-arrow button . Access places the field in the Selected Fields
column. Repeat this process to select additional fields. If you want all the fields in the
table, click the double right-arrow button .

N

Note: Use the single left-arrow and the double left-arrows to deselect fields.
3. Click Next. The Lookup Wizard moves to the next page.
Sort fields

The Lookup Wizard allows you to sort the records in a lookup column. You can display records
in order, either ascending (alphabetical from A to Z, lowest number to highest number, earliest
date to latest date) or descending (alphabetical from Z to A, highest number to lowest number,
latest date to earliest date). You can also sort within a sort. For example, you can sort by state
and then within each state by city, and then within each city by street address. If you are
creating a sort within a sort, create the highest level sort on line one, the next level sort on line
two, and so on. In the state, city, and street address example, you create the state on line one,
the city on line two, and the street address on line three.

8

Laakup Wizard
What sort order do you want for the items in ¥
Yol can sor t reconds by up o four felds, asoending of desoending order,
1 Department

: g@
!

< | tt> ]

=

Click the down-arrow and then select the field you want to sort by.

2. Click to select a sort direction (the button toggles between ascending and descending).
You can sort within a sort for up to four levels.

3. Click Next. The Lookup Wizard moves to the next page.

Lockup Wizard

When you select a row in the lockup column, you can store & value
frem that rew in your database, or you can use the value later to
perfiorm an acton, Choose a field that uriquely identifies the row.
Which column in your lookup column contains the value you want to
store or use in your database?

Avalabie Fiekds:

o

l@

[Camd:.\cﬁack]uentplﬁr:h
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1. Click the key field.
2. Click Next. The Lookup Wizard moves to the next page.

Name the column

Field names appear at the top of each column. On this page of the Wizard you tell Access
what you want to name your lookup column. In Access 2007, multiple values can appear in a
field; click the Allow Multiple Values checkbox if you want to allow multiple values.

Lackup Wizard
6:‘] What labal would you like for your lookup column?
ﬁ D st
@ Do you want to store multiple values for this lookup?

Allow Muitpie Values

Those are al the answers the wizard needs to oreale your lopkug

coluren. —
|'f3-\|
N

1. Type the name you want to give the column.
2. Click if you want to allow multiple values in the field.
3. Click Finish. Access creates the lookup column.

Tables Column Design
Name of a Field

In the Design View:

e To create a new column and give it a name, click an empty cell under Field Name and
type the desired name

¢ To change the name of an existing column, double-click its name in the Field Name
column to select it and type the desired name

e To edit the name of an existing column, click somewhere in the name to put it into edit,
use the Delete, the Backspace, and the arrow keys to edit it.

Text on the Status Bar

To create a status bar text for a field when designing a table:

o If the table is displaying in the Datasheet View, click any cell under its header. On the
Ribbon, click Fields, in the Properties section, click Name & Caption.
Click Description and type the desired text

o If the table is displaying in the Design View, click the name of the column. Under
Description, type the string you want

The string would appear when the field receives focus in the table in Datasheet View

17




Dr. MCR HRDIAP

The Caption of a Field

On a column of a table, a caption is the string that the user sees on the column header. The
caption that a column displays is not necessarily the name of the column.

e To give a desired column header in the top section of the Design View, click the field
under the Field Name column. In the lower section of the window, click Caption and
type the desired word or group of words

e To change the caption of a column but keep its name, switch the table to Design View,
under Field Name, click the field. In the lower section of the window, click Caption,
press F2 and edit the string

Notice the words in the columns headers (the captions)

» || =] Employees X
EmployeelD - DateHired -~ EmployeeMi = | FirstName - Middlelnitia = LastName -
g% (New)
£
c
2
e
]
o
=
o
==
| Record: W 1ofl H {« MNo Filte Search 4 »
Automatic number generated by the database engine | Num Lock | g il %

Change View

After designing the Table Data can be entered through the Datasheet View.
To open the table in DataSheet View, Right Click on the Table and Click open
Activate the Home tab.

Click the down-arrow under the View button. A menu appears.

Click the view you want. Access changes to the view you chose.

2.3 Table In a Datasheet view

A table is primarily an arranged list of columns and rows, each column and each row intersect
to create a rectangular box called a cell:

= Tablel (
ID - | Click to Add  ~

* [New)

A cell is the intersection
-—) of a column and a row
W

The cell is actually the object that holds data of a table. A cell holds only one piece of
information.

18
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Scroll Bars

The vertical scroll bar / horizontal scroll bar would allow you to move up and down or left to
right on the datasheet.

F . |

EH students Information i

First Nam - |Last Nam - |Date of Birtk - | Gdr ~ City ~ |Stal - ZIP Cod ~ |Home PH «
Martine Quarles 2/4/1936 Female  Washington DC 20004 (202) 833
Gabrielle  Ledoux 6/23/1989 Female  Hyattsville 'MD 20782 (301} 784
Albert Linken 5/14/1938 Male Chevy Chase MD 20845 (301) 53¢ —
Mohamed Husseini 1/5/1938 Male Washington, [ DC 20008 (202} 554
Ismael Zara 5/25/1930 Male Laurel MD 20707 {301) 354
Charles Laurel 8/20/1930 Male College Park MD 20747 (301) 624
Paul Marlly 10/20/1990 Female  SilverSpring MD 20905 (301) 661|=
Anselme  Waters 7/23/1990 Male Washington, -
Millicent  Broadskey 9/10/1989 Female  Silver Spring Vertical Scroll Bar
Catherine Chang 6/12/1987 Female  Washington, [ DC 20010 (202} 434
Jeanne Gate 12/3/1938 Female  Rockville MD 20850 (301) 463—
Mauricette Bassler 6/12/1988 Female  Hyattsville  MD | 20707 (301} 359
Janet West 6/2/1986 Female  Bethesda MD 20872 (301) 511
Carole Chance 10/22/1990 Female Rockville MD 20875 (301} 724
Santos Pacheco 5/5/1938 Male Arlington VA 20202 {703) 653
George Orion 12/22/1985 Male Bethesda MD 20850 {301) 803
Lester Bell 12/6/1935 Male Silver Spring MD 20815 (301) 979
Sebas_tlen Porter 2/12/1985 Male Silve Horizontal Scroll Bar 91
Donnie Mart 6/8/1990 Female  Rocky 76
Mincy Franse 10/8/1991 Female  Laurel Hh r_,,_-f{?iﬁ-l} 799
Maurice walken 10/8/1990 Male Washingion DC 0 (202583 ¥

|Record: M < 10f30  » M b | & | search I T— 3

Table Navigation Buttons

The lower left side of the table is made of four buttons used to navigate the table, one button
used to create a new record, and a text box. Each button plays a specific role:

Button  [Name IRole
\ e \First Record |AIIows moving to the first record of the table
> Previous Record Allows you to move one record back (if there

is one) from the current record

Displays the number representing the

1 of 30 Current Record current record out of the total number of
records
E INext Record |Allows moving you one record ahead
= Last Record Allows moving you to the last record of the
table
]r ] New (Blank) Record |Used to enter a new record on the table
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Save the table

e To save the table, right-click and click Save

e Type the name of the table

[ Save As lﬂﬁl“

Table Name:

Corporate Items

Ok ] [ Cancel

b

e Click OK

e To close the table, click its Close button

2.4 Table management

Tables in the navigation pane: The table is the primary object of a database. When you create
a table and save it by giving it a name, Microsoft Access creates a section labelled Tables in
the Navigation Pane and displays the name of the new table in that section.

All Access Objects = ||
Search. el
Tables b

j Company Assets
j Customers
j Employees

Opening a table
To open a table, first locate it in the Navigation Pane then:

e You can double-click the table

e You can right-click the table and click Open

Any of these actions causes the table to display in Datasheet View in the central area of the
screen.

Closing a table

After using a table, you can close it. Before closing a table, first select its tab. Then, to close
a table:

« You can click the close button ™ on the right side of the tabs
e You can press Ctrl + Shift + F4
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Selecting a Table

o To select a table in the Navigation Pane, simply click it

o If you had opened many tables and they are displaying in the main area of the screen,
to select one, click its tab or its title bar

e If you have many tables displaying in the main area of the screen, you can press Ctrl +
F6 continuously to switch from one table to the next until the desired one displays

Renaming a Table

If the name of a table is not appropriate, you can change it. To rename a table, in the
Navigation Pane, you can right-click the name of the table and click Rename.

Deleting a Table

+ In the Navigation Pane, right-click the table and click Delete

« In the Navigation Pane, click the table to select it. Then, on the Ribbon, click Home. In
the Record section, click Delete

+ In the Navigation Pane, click the table to select it and press Delete

Working on Columns in Tables
Changing the Width of a Column
To change the width of a column:

e You can position the mouse on the right border of a column header. The mouse pointer
would change into a horizontal double arrow crossed by a vertical line:

7] Tablel _

1D - | Last Mame @rStName -

* [Mew)

If you double-click, the column would be resized to the widest value of the column,
provided the widest value is wider than the column header. If the widest value is
narrower than the column header, the column width would be widened enough to
display the name of the column.

e You can click the column's right border and drag in the desired direction, left or right
until you get the desired width

= Tablet

1D + | Last Name - | First Name - E-mail Address +« ~ nAl -

#* (New) | I

e You can right-click a column's name and click Column Width... This would open the
Column Width dialog box where you can type the desired value and click OK
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21 x]
Column width: [11.75 (ol'3 I
[ standard ‘Width Cancel |

Besk Fik |

Move a Column

To move a column in Datasheet View, first select it. Click and hold your mouse on it. Then,
start dragging left or right in the desired direction. While your mouse is moving, a thick vertical
line will guide you. Once the vertical line is positioned to the desired location, release the
mouse

| Tablel "

1D -~ | Last Mame ~J First Name - | E-mail Address - Ml -

#* (Mew) %,::;

e

Move a Group of Columns

To move a group of columns, first select them as we reviewed earlier. Click and hold the
mouse on one of the selected columns. Start dragging left or right in the desired direction until
the thick vertical guiding line is positioned in the desired location, then release the mouse

] Tablel ",

1D * Last Name - M =1 First Mame - E-mail Address ~Add New Field
* (New)

Inserting a Column

Inserting a column consists of adding one between two existing fields. To do this, right-click
the column that will succeed it and click Insert Field

Or

e To insert a column using the ribbon, first click a cell under the column that will

succeed it. Then, in the Fields & Columns section of the Datasheet tab, click the
Insert button | & st
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e Toinsert a column from the table, right-click the column that will succeed it and click
Insert Column

e Toinsert afield from the Field Templates, click and drag it from the Field Templates
and drop it to the left of the column that will succeed it

: Tablel ' ie emplates *
. Field T lat
1D ~ | Item =~ ax MNumber - | >elect one or more fields to insert into your table.

Currency P
i {NEW} Date and Time

Hyperlink
Checkbox
Attachment

-] Assets
Ttem
Description
Category
Condition
Acquired Date
Purchase Price
Current Value
Location
Manufacturer
Model
Comments
Attachments
Retired Date

-] Contacts
Company -

Rename Column
Before changing the name of a column:

e You can double-click its header

e You can right-click a column and click Rename Column

e When any cell under a column has focus, on the Ribbon, you can first click Datasheet.
Then, in the Fields & Columns section, click Rename Column.

Any of these actions would put the name of the column into edit mode. You can then type
the new desired name or change the existing name.

Hiding and Revealing a Hidden Column

To hide a column, you can drag the right border of its column header completely to its left
border as we saw earlier to change the width of a column; when the vertical guiding line
reaches the left border, release the mouse: the column would be hidden from the table.
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[fl Companyﬁsse‘ls\
1D ~| category ~ | Manufacturer + mModel -

* (MNew) (1) Category
[ j Company Asse‘ls\\

1D -~ | Category ~+anufacturer - Model -
#* (Mew) (1) Category

[j Companyﬂssels\
1D -~ | Category - Model - | Acquired Date -
* (Mew) (1) Category

To hide one or a group of columns, you can right-click and click Hide Fields. You can also
right-click any column and click Unhide Fields. This would open the Unhide Columns dialog

box.

20

Column:

Emploves #
Firsk Marne
Lask Marne
Title

Mokes

&dd Mew Field

Close

To hide a column, clear its check box.

To reveal a column or a group of columns previously hidden, right-click any column header
on the table and click Unhide Column. In the Unhide Columns dialog box, put a check mark
on each column you want to show.

Deleting a Column

To remove a column from a table:
o Right-click the column's name and click Delete Field
e Select the column (or a group of columns), right-click anywhere in the table and click
Delete Field
e Select a column (or a group of columns). Then, in the Add & Delete section of the

Ribbon, click the Delete button
3
P

Delete
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Any of these actions would present you a warning to confirm whether you still want to delete
the column(s).

Data Entry Fundamentals

Data entry consists of entering values into the database and populating it with information. A
table's cell holds one particular unit of data. All cells on the same (vertical) column belong to
the same category of information.

Categories of Information |

v + ‘ v

Maime Email A ddress Phone Mumber Relationship
- — Bill billi@yahoo. com Friend
E —p| Tames jamesemail.com (1021 300 2803
é ——p| Herming (101) 4472384 | Cousin
—| Ehan EHKhan.com

Data Entry on a Table

e To perform data entry on a table, you can click a cell under a column header and
type a value.

e A table appears with many rows of cells, when a table is empty with no record,
only the cells just under the column header are accessible. Those cells appear with
a type of blue color.

e |If you click one of those cells, its background becomes white and its borders are
orange, indicating that it is ready.

£ Tablel
1D - | First Name -~ Last Name -~ Click to Add ~
* [Mew)

e Another way to indicate an empty record, the field of the most left column is marked
with (New) and its row of records uses the same light-blue color.

e After typing a value in a cell, you can press Enter or Tab to move the caret to the next
cell.

e When arecord has been completed, the background color of its cells changes. The
next record under it has the first cell marked as (New) and its empty cells are in blue.
The other cells remain white

T Tablel
ID ~ | First Name - Last Mame - |ClicktoAdd -~
1 Alain Phoon
* (Mew)
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¢ The white cells cannot receive data: if you click them (with the left mouse button),
nothing happens. You can only right-click them to get a context-sensitive menu.

There are three kinds of fields or cells the user will face:
¢ Afield in which the user can type data,
e Afield that displays a list as a combo box the user has to select from,
¢ Afield that does not receive input from the user.

e After setting the data in a particular field, you can click another cell and type the
desired data.

e Press the right arrow key to move to the next field or the left arrow to move to the
previous field or by pressing Enter.

e Press Enter at the end of a record, the caret would move to the beginning of the next
record.

2.5 Record Management in Datasheet View

Record Selection

Record maintenance consists of copying, pasting, or deleting records, etc require that the
record(s) be selected first:

e To select a row or record in Datasheet View, click the desired row header

e To select a record, click any cell on its row. On the Ribbon, click Home. In the Find
section, click the Select button and click Select

}} 33c Replace

= GoTo~
Find
g Select =

lg  Select

S0 Select All

e« To select more than one record, click and hold your mouse on one of their headers,
then drag to cover the other desired row or rows's headers. When all desired rows are
highlighted, release the mouse. Another technique used to select more than one row
consists of clicking one row that will be at one end, pressing and holding Shift, and then
clicking the row that will be at the other end.

To select all records of a table:

e Press Ctrl + A

e Click the button at the intersection of the column headers and the row headers

1. To select one record, position the mouse on the box to the left of the third record until
the mouse turns into a right pointing arrow
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= «

: CabinType -
. 1
| 2 Qutside Riviera 315.00 B638.00
=d 3 Outside Riviera 389.00 J78.00
| 4 Suite Verandah 1009.00 2018.00
| 5 Inside Upper 379.00 758.00
| 6 Inside Main 359.00 718.00
|| 7 Outside Riviera 349.00 698.00
| 8 Inside Upper 369.00 738.00
| 9 Qutside Upper 429.00 858.00
| 10 Suite Main 885.00 1680.00
* (Mew)

Then click.

Notice that all cells of the second records are highlighted

CabinIlD ~ | CabinType - Deck ~ Rate 1Passe - |[Rate 2 Passe ~ Clickfo Add -
| 1 Inside Riviera 289.00 578.00
2 Outside Riviera 3159.00 638.00

| 3Outside  Rivie.a 38300 7700
|| 4 Suite Verandah 1009.00 2018.00
| 5 Inside Upper 375.00 758.00
| 6 Inside Main 359.00 718.00
| 7 Outside Riviera 349.00 698.00
| 8 Inside Upper 369.00 738.00
|| 9| Outside Upper 429.00 B858.00
| 10 Suite Main 885.00 1680.00

* (Mew)

Click the box to the left of the 7th record
Press and hold Shift
To select a range of records, click the box to the left of the 3rd record, and release Shift

CabinID - | Cabin Type - Deck + Rate 1Passe ~ Rate 2 Passe -
1 Inside Riviera 289.00 578.00
2 Qutside

Riviera

8 Inside

9 QOutside Upper 42500 858.00
10 Suite Main 885.00 1680.00
[Mew)
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7. Notice that 5 records have been selected
8. To select all records, position the mouse on the button at the intersection of the column
headers and the row headers

CabinID  ~| CabinType - Deck - Rate 1Passe - Rate 2 Passe -
| 2 Qutside Riviera 315.00 833.00
| 3 Outside Riviera 389.00 778.00
| 4 Suite Verandah 1009.00 2018.00
|| 5 Inside Upper 379.00 758.00
|| 6 Inside Main 359.00 718.00
| 7 Outside Riviera 349.00 698.00
| 8 Inside Upper 369.00 738.00
| 9 Cutside Upper 4259.00 858.00
| 10 Suite Main 885.00 1680.00
#* (Mew)

10. Notice that all records have been selected.
11. Click any cell in the table

Record Deletion

e You can click a row header and press Delete
e You can right-click a row header and click Delete Record
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= «
# CabinID - | Cabin Type - Deck ~ Rate 1 Passe - Rate 2 Passe -

Table 1 Inside Riviera 289.00 578.00
2 Outside Riviera 315.00 638.00
3 Outside Riviera 389.00 778.00
Suite  Verandsh  1009.00  2018.00
G| New Record & 5 Inside Upper 379.00 758.00
| Delete Record ] 6 Inside Main 359.00 718.00
X cut || 7 Outside Riviera 345.00 698.00
By Copy || 8 Inside Upper 369.00 738.00
@ Paste || 9 Outside Upper 4259.00 858.00
. _ | 10 Suite Main 885.00 1680.00

*E Row Height... (New)

Click Delete Record

N

A warning message box will appear. Read it and click Yes

3. To delete more than one record, click and hold the mouse on the box to the left of
record number 5, then drag up to include record number 2 in the selection

Cabin ID

-

Cabin Type -

1 Inside
2 Outside

Deck
Riviera
Riviera

~ Rate 1 Passe -

Rate 2 Passe -
578.00

7 Cutside Riviera 349,00 698.00
8 Inside Upper 369.00 738.00
9 Outside Upper 429.00 858.00
10 Suite Main 885.00 16280.00
* (Mew)
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4. On your keyboard, press Delete

=t Cahin_r;"'-._\
Cabin ID - | Cabin Type - Deck ~ Rate 1 Passe - Rate 2 Passe ~ | Click to Add
1 Inside Riviera 289.00 578.00
2 Outside Riviera 319.00 638.00
7 Outside Riviera 345.00 698.00
8 Inside Upper 369.00 738.00
9 QOutside Upper 429.00 858.00
10 Suite Main 885.00 1680.00
* (Mew)

Microsoft Access x|

You are about to delete 4 record(s).

i 'i If you dick Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?

Mo
5. Read the warning message box and press Enter
7 Cabins
CabinlD ~ | CabinType - Deck ~ Rate 1 Passe -~ |[Rate 2 Passe ~ Click to Add
1 Inside Riviera 289.00 578.00
2 Outside Riviera 319.00 638.00
7 Outside Riviera 349.00 698.00
8 Inside Upper 369.00 738.00
9 Outside Upper 429,00 858.00
10 Suite Main 885.00 1680.00
* (Mew)
2.6 Data Import and Export (MS-Excel)
Exporting Data from MS-Access to MS-Excel
o Click the table. Then, on the Ribbon, click External Data.
¢ In the Export section, click the Excel button
Or
¢ Inthe Navigation Pane, right-click the desired table, position the mouse on Export, and
click Excel
e This would open the Export - Excel Spreadsheet dialog box with the path where the file
will be saved.
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Expott - Excel Spreadsheet x|

Select the destination for the data you want to export é /

Specify the destination file name and format.

File name: IC:'Dncuments and Settingsadministrator\My Documents\Employees. xlsx Browse... |

File format: IEXEE| Workbook (*.xdsx) j

Specify export options.

[~ Export data with formatting and layout.
Select this option to preserve mast farmatting and layout information when exporting & table, query, form, ar report.

[~ | Open the destination file after the export operation is completz.
Select this option to view the results of the export operation. This option is available onlywhen you export formatted data,

[~ Exportonly the selected records.

Select this option to export only: the selected records, This option is only available when you export formatted dsta end have reconds
selected,

OK I Cancel

Importing a Microsoft Excel Spreadsheet

Microsoft Access allows you to import a spreadsheet from Microsoft Excel.

| Home Create External Data Database Tools
| . ] |TextFile @ m .
EEIC RS
== o8 XML File
Saved Linked Tabl§ Excel JAccess ODBC Export  Collect
Imports Database ?;j More ~ > Data ~
Import & Link

All Access Objects = «

\[seareh.. 1o

Ready

You will see Get External Data dialog box, it shows three different options of how and to where

database will be stored.
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SHE W V4
Select the source and destnation of the data ck"i /
Speafy the source of the data.
Ele e [cnmmr s

Specify how and where you want to store the data in the current database.

@ Import the source data into a new table in the current database.
If the specified table does not exist, Access will create 2. If the specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

' Append a copy of the records to the table: <o) ]

If the specified table exists, Amesvdaddhermdswhubb Ifﬂnmbhdmmleunmnceamhwm
to the source data will not be reflected in the database.

| Link to the data source by creating a linked table.

Access wil create a table that wil maintain a link to the source data in Excel. Changes made to the source data in Excel will be
refiected in the Inkad table. However, the source data cannot be changed from within Access.

Click Browse to select Excel worksheet you want to import and click Open.

Spedfy the source of the data.
Elename: c: \Users\Usman\Desktop\ ‘ Browse...
. File Open
Spedfy how and where you want to =
< y r. « Users » Usman » Desktop » v l +y ‘ l Search Desktop
© Import the source data|
If the specified table doesrf |  Organize ¥ New folder 4
with the imported data. Cha: 7 g
. *  Name Date modi
. of the rh (A] Microsoft Access
If the specified table exists & Usman 2/18/2010
to the source data wil not | 3¢ Favorites AddictiveTips Worksheet xsx 2/18/2010
B Desktop |=
' Link to the data source | ) b
2 will create a table & Downloads
reflected in the kinked table %, Recent Places
4 Libraries T
«& Homegroup
| M Camnuter bl i il |
File name: v | Microsoft Excel (

Now the Import Worksheet Wizards will open up where you can select the desired worksheet
from the list you want to import and click Next.
Show Worksheets
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[Timpor: Spresdsheet Wizaed W T - —

Your spreadsheet file contains more than one worksheet or range, Which worksheet or range would you like?

9 Show Worksheets sheett ]

Sample data for worksheet ‘Sheet ',
LI.D ame Pesignation [Tasks -
2R Mr . XYZ Ruthor oftware Reviewing
z: iz . XYZ Rnalyst Software testing
4 p r.XYZ Ruthor oftware Reviewing
24 fr . XYZ Rnalyst oftware testing
L‘S r.XYZ Ruthor oftware Reviewing
7 r.XYZ Rnalysc oftware testing
8 r.XYZ Ruthor oftware Reviewin
r.XYZ Rnalysc oftware testing
r.XYZ Ruthor oftware Reviewing
0 Mr.XYZ Rnalysc oftware tescing
1 r.XYZ Ruthor oftware Reviewing
2 r.XYZ Rnalysc oftware testing
3 {r .XYZ Ruthor oftware Reviewing L]

Show Named Ranges

E Import Spreadsheet Wizard

Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?

= Show Worksheets Employees
¥ Show Named Ranges PayrollInformation

Sample data for range ‘Payrolllnformation’.
1 EmployecHumber DateWorked TimeIn TimeCut TimeWorked ﬂ
?9209& MS7/2008 [:00 17:00 B .00
T729?3 MS7/2008 @00 7:00 B .00
TSQ?Q? i,/ 7/2008 LO:00 15:50 5. 50
?'?29?3 M/a8/2008 200 n&:00 I7.00
?9209‘1 M/8/2008 @:30 [L&:30 [7.00
759?9']' M/8/2008 [:00 n7:50 B .50
?59?9? M/Sa/2008 n4:00 20 :30 6. 50
?200?4 M/9/2008 2:00 [L7:00 Ig.00
ETQQ?S M/Sa/2008 200 n58:30 2.50
HQEDB& M/9/2008 @:00 [L7:00 .00
EZOO?& M,/10/2008 [@0:00 l&:30 & .50
EQEDQ& /1072008 @:30 17:30 B .00
ESS?S? M/10/2008 [9:00 [L7:00 g.00 :I
2 i
Cancel | = Back MNext = Finish |

Click the First Row Contains Column Headings check box
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Enable the First row Contains Column Headings checkbox. As mentioned earlier, your
worksheet must have column’s label in first row,

%wm (U075 (g “e————

[V |First Row Contains Column Headings

Microsoft Access can use your column headings as field names for your table. Does the first
row specified contan column headings?

=W e
s
o
-
-
™~

W N O
159
H
>
]
™~

HHHHHField10

oftware
oftware
oftware
oftware
oftware
oftware
oftware
oftware
oftware
oftware
oftware
oftware
oftware
oftware

Reviewing
testing
Reviewing
testing
Reviewing
testing
Reviewing
testing
Reviewing
testing
Reviewing
testing
Reviewing
testing

| Concel | | <Bak

Specify information about each of the fields you are importing. Select field/column in the area
below and specify corresponding Field Options.
Next step provides different options of selecting primary key (Unique Identifier). You can
enable Let Access add primary key, or choose your own primary key by selecting column/field
label from drop-down box. We will select the default option, i.e., Let Access add the primary

key. Click Next.
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Microsoft Access recommends that you define a primary key for your new table, A primary key is used to

uniquely identify each record in your table, It allows you to retrieve data more quiddy.

© Let Access add primary key.
() Choose my own primary key. [~
() Ng primary key.
Designation |Tasks H§§§§g1e1d1o
Ruthor Boftware Reviewing -
pnalysc Foftware testing
Ruthor Software Reviewing
hnalysc Software testing
Rputhor Boftware Reviewing
pnalysc Software testing
puthor Foftware Reviewing
hnalyst Software testing
Ruthor Software Reviewing
Rnalyst Software testing
puchoxr Boftware Reviewing
fpnalyst Software testing
Ruthor Boftware Reviewing
Rnalyst Software testing -
»
[ oconcd | [ <mo | [ mewt> ][ g |

Enable Save import steps to save the import steps for later use and click close.

Save Import Steps

[7] save import steps

l.s;“;x

R 27 N

Finished importing file 'C:\Users\{Jsman\Desktop\AddictiveTips Worksheet.xisx’ to table "Addictivetips Example’.

Do you want to save these import steps? This will allow you to quiddy repeat the operation without using the wizard.

The following shows an Excel worksheet that has been imported in Access 2010.
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All Access Objects @ « || E]-Sheets. : Mm_
[search.. N 10! IDI - Name - Designation -
Tables 2 | 1 Mr.XYZ Author SOftware Reviewing
BH Addictivetips Example ' 2 Mr.XYzZ Analyst Software testing
B sheett - 3 Mr.XYZ Author Software Reviewing
4 Mr.XYZ Analyst Software testing
5 Mr.XYZ Author Software Reviewing
6 Mr.XYZ Analyst Software testing
7 Mr.XYZ Author Software Reviewing
8 Mr.XYZ Analyst Software testing
9 Mr.XYZ Author Software Reviewing
10 Mr.XYZ Analyst Software testing
11 Mr.XYZ Author Software Reviewing
12 Mr.XYZ Analyst Software testing
13 Mr.XYZ Author Software Reviewing
| 14 Mr.XYZ Analyst Software testing
*  (New)
Record: M 10114 | b b [ &N | search
Ready |

Right-click on imported table and click Design View to check for the data types.

File Home Create External Data Database Tools Design
@ Primary Key SeaInsert Rows ﬁ § /“ "".‘2 :‘2 ,33 “’:];;
SN Buildes = Delete Rows E = o=
View ', Property Indexes Create Data Rename/Delete  Relationships Object
- JJ Test Validation Rules Q Modify Lookups Sheet Macros ~ Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
All Access Objects & « :lsneeu]:!ma—ue
[Search 5} Field Name Data Type Description -
= ~ |¥ 101 AutoNumber L
: Addictivetips Example 4 Name Text
- ' Designation Text
= Sheedt Tasks Text
v

Field Properties

General Lookup!

Field Size

Format

Input Mask

Caption

Default Value
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Smart Tags v

Afield name can be up to 64 characters long,
including spaces. Press F1 for help on fieid
No names,

Yes

Yes (Duplicates O
No

No Control
None

Design view. F6 = Switch panes. F1 = He;p.

| E=-FYICIN

Note:

In Excel Data is in a list format; each column has a title/label in first row and contains

similar data types (similar facts), and there is no blank rows and columns. Access recognizes

them as fields and records.

2.7 Table Relationships
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In a relational database, relationships enable you to prevent redundant data. Relationships
are essential because they bring the data in your tables together so you can extract
meaningful information.

For example, if you are designing a database that will track information about books, you
might have a table called Titles that stores information about each book. There is also
information you might want to store about the publisher. If you were to store all of this
information in the titles table, the publisher's phone number would be duplicated for each title
that the publisher prints.

A better solution is to store the publisher information only once in a separate table, Publishers.
You would then put a pointer in the Titles table that references an entry in the Publishers table.

Enforce referential integrity between the Titles and Publishers tables. Referential integrity
relationships help ensure that information in one table matches information in another.

Types of Table Relationships

A relationship works by matching data in key columns, usually columns with the same name in
both tables. In most cases, the relationship matches the primary key from one table, which
provides a unique identifier for each row, with an entry in the foreign key in the other table.
There are three types of relationships between tables. The type of relationship that is created
depends on how the related columns are defined.

e One-To-Many Relationships - A one-to-many relationship is the most common
type of relationship. In this type of relationship, a row in table A (first table) can have
many matching rows in table B(second table), but a row in table B can have only one
matching row in table A. For example, the Publishers and Titles tables have a
one-to-many relationship: each publisher produces many titles, but each title comes
from only one publisher.

A one-to-many relationship is created if only one of the related columns is a primary
key or has a unique constraint.

In Access, the primary key side of a one-to-many relationship is denoted by a key
symbol. The foreign key side of a relationship is denoted by an infinity symbol.

e Many-To-Many Relationships - In a many-to-many relationship, a row in table A
can have many matching rows in table B, and vice versa. You create such a
relationship by defining a third table, called a junction table, whose primary key
consists of the foreign keys from both table A and table B. For example, the Authors
table and the Titles table have a many-to-many relationship that is defined by a
one-to-many relationship from each of these tables to the TitleAuthors table. The
primary key of the TitleAuthors table is the combination of the au_id column (the
authors table’s primary key) and the title_id column (the Titles table’s primary key).

e One-To-One Relationships - In a one-to-one relationship, a row in table A can
have no more than one matching row in table B, and vice versa. A one-to-one
relationship is created if both of the related columns are primary keys or have unique
constraints.

This type of relationship is not common because most information related in this way
would be all in one table. You might use a one-to-one relationship to:

Divide a table with many columns.

Isolate part of a table for security reasons.

Store data that is short-lived and could be easily deleted by simply deleting the
table.

v Store information that applies only to a subset of the main table.

ANENEN
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In Access, the primary key side of a one-to-one relationship is denoted by a key symbol. The
foreign key side is also denoted by a key symbol.

2.8 Referential Integrity

Referential integrity is a database concept that ensures that relationships between tables
remain consistent. When one table has a foreign key to another table, the concept of
referential integrity states that you may not add a record to the table that contains the foreign
key unless there is a corresponding record in the linked table. It also includes the techniques
known as cascading update and cascading delete, which ensure that changes made to the
linked table are reflected in the primary table.

Consider the situation where we have two tables: Employees and Managers. The Employees
table has a foreign key attribute entitled Managed By which points to the record for that
employee’s manager in the Managers table. Referential integrity enforces the following three
rules:

1. We may not add a record to the Employees table unless the Managed By attribute points
to a valid record in the Managers table.

2. If the primary key for a record in the Managers table changes, all corresponding records
in the Employees table must be modified using a cascading update.

3. If arecord in the Managers table is deleted, all corresponding records in the Employees
table must be deleted using a cascading delete.

2.9 Create Relationships with MS-Access Tables

1. Onthe Database Tools tab, in the Relationships group, click Relationships.

2. The Show Table dialog box automatically appears. If it does not appear, on
the Design tab, in the Relationships group, click Show Table.
The Show Table dialog box displays all of the tables and queries in the database. To see
only tables, click Tables.

Drag a field (typically the primary key) from one table to the common field (the foreign key) in
the other table

The Edit Relationships dialog box appears.

Edit Relationships

Table /Query: Related Table /Query:
|Cusb:|mers A |Orders W |
ID Customer ID ~
Join Type. .
v
: : Create Mew..
[¥]Enforce Referential Integrity:

[Jcascade Update Related Fields
[ cascade Delete Related Records

Relationship Type: One-To-Many

5. Verify that the field names shown are the common fields for the relationship. If a field name is
incorrect, click on the field name and select the appropriate field from the list.
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To enforce referential integrity for this relationship, select the Enforce Referential
Integrity check box. For more information about referential integrity, see the section Enforce
Referential Integrity

Click Create.

Access draws a relationship line between the two tables. If you selected the Enforce
Referential Integrity check box, the line appears thicker at each end. In addition, again only if
you selected the Enforce Referential Integrity check box, the number 1 appears over the
thick portion on one side of the relationship line, and the infinity symbol (=) appears over the
thick portion on the on the other side of the line, as shown in the following figure.

Drag a field from one table to the
requivalentﬂeld in the other tahle.

g0 D OrdenlD -
LastMame —= . CustomeriD
FirstMame Moz loyeslD
Fritmary key of — Felationship line defining
Emplovees table a one-to-many relationship
il 1 allle,
EmployedD = ||OrdeiD
LaztMame ety CustomerlD
Firztklame EmployeelD o

hatching field in Orders tahle J

To create a one-to-one relationship: Both of the common fields (typically the primary key
and foreign key fields) must have a unique index. This means that the Indexed property for
these fields should be set to Yes (No Duplicates). If both fields have a unique index, Access
creates a one-to-one relationship.

To create a one-to-many relationship: The field on the one side (typically the primary key) of
the relationship must have a unique index. This means that the Indexed property for this field
should be set to Yes (No Duplicates). The field on the many side should not have a unique
index. It can have an index, but it must allow duplicates. This means that the Indexed property
for this field should be set to either No or Yes (Duplicates OK). When one field has a unique
index, and the other does not, Access creates a one-to-many relationship.
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7} Store Management | = Relationships I

Store Management
v ID
Customer_ID
Product_ID
Statf_ID

=

Customer
¥ Cutomer_ID
Customer Name
Customer Address
Customer Phone

L Staff
z ¢ State_iD

Employes Name
products Employee Phone
V Product_ID -— Available
Product Name
sales

Tip: When you create a relationship, you can view the related table as a subdatasheet of the
primary table. Open the primary table and click the plus (+) in the far left column. The plus sign
turns into a minus (-) sign. If the Insert Subdatasheet dialog box opens, click the table you
want to view as a subdatasheet and then click OK. Access displays the subdatasheet each
time you click the plus sign in the far left column. Click the minus sign to hide the
subdatasheet.

Tip: After a relationship has been created between two tables, you must delete the
relationship before you can make modifications to the fields on which the relationship is
based.

To delete a relationship:

1. Click the line that connects the tables.
2. Press the Delete key.

Tip: When you create a lookup column, Access creates a relationship between the tables but
does not enforce integrity constraints.
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WORKING WITH QUERIES

Queries are an essential part of any database. They extract meaningful information from your
database and answer key business questions. Queries are a way of searching for
and compiling data from one or more tables. The real power of a relational database is in the
ability to quickly retrieve and analyse your data by running a query. Queries allow you
to pull information from one or more tables based on a set of search conditions you define.

3.1 Query Wizard

The Query Wizard offers the simplest approach to creating a query where in step by step you
specify the data that the query will make available. The wizard presents the tables that are part
of the database and you select which fields you need. Such a query is called a Select Query.

To use the Query Wizard, on the Ribbon, you can click the Create tab and, in the Queries
section, click Query Wizard . This would display the New Query dialog box:

=

Query
Dresign

Newguery 2(x|

Crosskab Query Wizard
Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a seleck query
From the Fields you pick,

| Ik I Cancel

On the New Query dialog box, you can click Simple Query Wizard and click OK. The first
page of the Simple Query Wizard expects you to choose the origin of the query as a table or
an already created query.

Select the Available fields and place under Selected Fields by clicking the single arrow in
case all the fields are required the double headed arrow can be clicked and click Next.
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Simple Query Wizard

Tables/Queries

Which fields do you want in your gquery?

You can choose from more than one table or query.

|Ta|:|IE: Company Assets

Available Fields:

=

Selected Fields:

Category
Make

Model
Date Acquired

Purchase Price

Al [¥ ]

<

Cancel = Back

Mext >

Finish

Give a desired name to store this query and click Finish.

v

Simple Query Wizard

What title do you want for your query?

I.ﬁ.ssetsInvenh'Dry

% Dpen the query to view information.
" Modify the query design.

That's all the information the wizard needs to create your
query.,

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

Cancel

< Back Mext =

Finish
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3.2 Query Design

Query design consists of selecting the fields that would be part of a query. A query can be
based on tables or on other queries. To create a query, you open the tables or queries on
which you are going to base your query in Query Design view, and then use the options in
Design view to create your query.

To display a query in Design View, from the Navigation Pane, you can right-click a
query and click Design View

To start designing a new query, in the Queries section of the Create tab of the
Ribbon, click Query Design

1. Select the Create tab on the Ribbon and locate the Queries group.
2. Select the Query Design command.

Home Create External Data Database Tools Fields Table

E EQ ___I @@ Ej“ﬁm

"'L“" | Mav
Application | Table Table SharePoint | Query  CQuery Form Form  Elank
Parts = Design  Lists = Wizard Design Design Form EIMC"
Templates Tables Queries a Forms
All Access Objects (%) <« || /[52] Employee B Query Design
Search. e D Create a new, blank query in A
Design view,
Tables PN ? o1
B categories & The Show Table dialog box is
T displayed, from which you can
B customers choose tables or queries to add to
+ the query design. e
j Fenu kems - L
o
Press F1 for more help.
j Order [tems T g ¥ h
oo TTorOT o

3. Access will switch to Query Design view. In the Show Table dialog box that
appears, select the table you would like to run a query on. Click Add, then
click Close
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Show Table R
Tables | Queries | Both

Categories

Menu Ibeml:}
Order Items
Orders Table
Products Table
Sales Unit

The Query Window

The Query window is presented like a regular window. If the database is set to show
overlapped windows, its title bar displays its system button on the left section. This can be
used to minimize, maximize, restore, move, resize, or close the window. Like all Microsoft
Access window obijects, the title bar displays a special menu when right-clicked:

'ﬁj Quenyl - o B ER
H aave Rg =
== Close =
Cd Close Al
lﬁ Design View
BOL  SOL View

w

4 »

Field: -

Table: =
Sort:

Show: O O O

Criteria:
ar

-

4 »

The right section of the title bar displays the classic system buttons of a regular window.

In the top wide area of the Query window, the query displays an object (table(s), query
(queries)) or a group of objects that was selected to create the query. The lower portion of the
query displays boxes that would be used to perform various operations related to the query.
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The upper and the lower sections of the query window are separated by a splitter bar that you
can use to resize them by dragging the splitter bar up or down:

'ﬁj Cueryl o = E2
F
-
ALl Y L
L % i O
Field: - o
Table: =
Sort:
Shows: O | d
Criteria:
ar:
w
4 »

Selecting the Columns

To create the fields for a query, you use the table(s) or query(queries) displayed in the upper
section of the window. Once you have decided on the originating object(s), you can select
which fields are relevant for your query:

e To select one field from the list, just click it

e To select many fields on the same range, you can click one of them, press and hold
Shift. Then click one field on the other end of the desired range

e To selectfields at random, click one of the desired fields, press and hold Ctrl; then click
each one of the desired fields

e To select all fields, you can click the * line on the list of fields

Add Columns

To make a field participate in a query, you have various options:

e Once you have made your selection on the list in the top part of the query window, you
can drag it and drop it in the bottom section of the query window

e Instead of dragging a field or all fields, you can either double-click a field to add it to the
query, or double-click the line with * to add all fields to the query

e Inthe bottom part of the query window, click an empty Field box to show a combo box.
Then click the arrow of that combo box and select an item from the list:
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r'ﬁj Cueryl o = E2

Mg b

( Assets
*

¥ AssetlD
Asset Tag
Asset Type
Make
Model
Acquired Date
Purchase Price
Motes

4 |m 4

Field: -
Table: (| Assets.*
Sort: || AssetlD
Shows || Asset Tag | O
Criteria; || Asset Type
orn

My b

Model
Acquired Date
Purchase Price »
HMotes

4, The selected table will appear as a small window in the Object Relationship
Pane. In the table window, double-click the field names you would like to

include in your query. They will be added to the Design Grid in the bottom part
of the screen.
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o ¢

»
. Home Create External Data

Database Tools Design
' @ 2' +' A Update (D Union \pi ZalnsertRows 4 Insert Colums 2 %
b =9 ® [ crosstab @ Pass-Through 2 Delete & Delete Columns -
Run Select | Make Append Show | — Totals )
‘ Table M Delete 7 Data Definition | Tapje o™ Builde Add Retumn: ANl |5
ults Query Type Query Setup Show/Hide

f’

~

Double-click a field name

Customers 2
to add it to the Query
¥ o Building Pane below
First Name
Last Name

Street Address
State

Phone Number

City
w
4 { ‘ »
Field: |First Name Last Name Street Address City State Zip Codd] =
Table: | Customers Customers Customers Customers Customers Customers =
Sort:
Show: 2 2 7] 2 ] ¥
Criteria:
or:
w
4.1m »

. Num Lock | [ B @ sa[i|

Executing a Query
In the Navigation Pane, a query is represented by an icon =¥ and a name.

Executing a query consists of viewing its results but the action or outcome may depend on the
type of query. You then click the Run button to display the results. You can save queries for
later use.

To view the result of a query:

o If the query is currently closed, from the Navigation Pane:
v" You can double-click it
v You can right-click it and click Open

o If the query is already opened and it is in Design View, on the Ribbon:
'

v You can click the Run button
v You can click the View button or you can click the arrow of the View button

and click Datasheet View

EE

View

-
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Display All Records and All Fields

Each table has an option that allows you to display all of the fields and all of the records in a
table. This option appears on the field line on the drop-down menu as the table name followed
by a period and an asterisk (tablename.*)
1. Click the down-arrow in the first field on the Field row and then select
the tablename.* option. The table name appears on the table line.
Click the Run button. Access retrieves all of the fields and records for the table and displays

them in Datasheet view.
Retrieve Columns
You can use an Access query to retrieve columns of data. On the Field line in Query Design

view, choose the field name of each field you want to retrieve in the order you want to retrieve
them.

Euragin Tosk

Bt [

................

:::::

aaaaaa

1. Open atable or query in Query Design view.
2. Choose the field names you want to retrieve in the order you want to retrieve them.
3. Click the Run button. Access retrieves the columns you chose.
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3 Queryi
Last Mame - First Name -

Smith John
Adams Mark
Kilim Valerie
Singleton Bart
smith Cindy
lones Lisa
Morris Eill
Fox lames
Sarious lohn
Green Grant
Crump Chris
Cook Nancy
Billingsley Jane
Harrison George
Maorgan MNancy
Petro Sally
Lovelace Jirm
Fine Adam
Kinkley Grace
Richardson Paul
Singleton Mary

*

Streat Address
123 Main Strast
45 Elm Street
67 Spruce Straet
B9 Pine Street
103 Nolcom Drive
34 Helly Avenue
456 Orchard Ave
7 Fallcrest Way
29 Grant Street
78 Cord Road
12 Mill Road
13 Stride Street
24 Stratmere Lane
S67 Kingston Way
55 Echahill Road
5978 High Street
44 Andower Road
923 Leon Road
100 Warren Street
21 Brown Street

122 Barkshire Drive

City -
Grand Rapid  PA
Gena DE
Helbrook NI
FMorris M
Holbrook M
lackson DE
Menla PA
Falt FA
Falt Pa
Neotley DE
Newnez NI
Berry PA
Grand Rapid PA
Boston DE
Londen PA
New Hanover DE
Kennedy 1]
Bradford DE
Holyyoke MI
Woodlane PA
Elberta DE

Change from Datasheet View to Query Design View

Dr. MCR HRDIAP

= Postal Code ~
08971
10777
05589
05645
05589
10677
08577
02907
02907
10986
05113
08045
08971
10150
08892
10154
05260
10761
05047
083597
10134

State

After you run a query, you can easily change back to Query Design view and make

modifications to your query or create a new query.

Change to Query Design view

wN e

| calibri

- |1

M CEE

Activate the Home tab.

9 John
10 Grant
11 Chris
12 Mancy
13 lane

B 7 m|[A | %[

Last Name
Smith
Adams
Eilm
singlaton
Smith
lanes
Marris

Fox
Sarious
Green
Crump
Cook
Billingsley

= Street Add
123 Main 5t
45 Elm Stre
67 Spruce S
29 Pine 5tn
10 Molcom
34 Holly Av
456 QOrehan
7 Fallcrest”
29 Grant 5t
78 Cord Roi
12 Mill Roa
13 Stride 51
24 Stratme

Click the down-arrow below View in the Views group. A menu appears.
Click Design View. Access changes to Query Design view. You can modify your query.

Tip: You can also click the Design button | in the lower-right corner of the Access
window to change to Design view.
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Selecting a Column

To select a field in the lower section of the view, click the tiny bar of the column header:

= Quena = = ER

(i b

Assets
*

7 AssetlD
Asset Tag
Asset Type
Make
Model
Acquired Date
Furchase Price
Motes

4 »
% +
Field: | AssetID AssetT&J Asset Type t
Table: | Assets Assets Assets =
Sort:
Shows:
Criteria:
arn
-
4 »

The whole column will be selected

To select a range of columns, click the column header of one at one end, press and
hold Shift, then click the column header at the other end

Removing a Column from a Query

To delete a column:
v' Once it is selected, you can press Delete
v Right-click the column header and click Cut

To delete a group of columns, select them and press Delete

Using Operators on Queries

When performing data analysis, to use the operators on a query enter the expression
in the Criteria box(es) that correspond(s) to the column(s)

When writing the expression, there are a few rules you should observe:

Each operator must be written as indicated

To include a letter, a character, or a string, type it between double-quotes. An example
is "M". Another example would be "El Salvador”. In some cases, if you forget to use the
double-quotes, Microsoft Access would add them. In some circumstances, if you forget
to use the double-quotes, Microsoft Access would not add them and the expression
may fail. Therefore, to be on the safe side, always add the quotes yourself

If a date or time value is part of an expression, include it between two # symbols. An
example would be #12/8/94+#. Another example is #05/02/2004#. If you forget the #
symbol, most of the time, Microsoft Access would not correct it and you may receive an
error

All built-in constants, True, False, NULL, etc, do not use quotes
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= Quent = B 52
F Y
Videos =
&
% VideoID
Title
Director
CopyrightYear
Rating
Length
Farmat
|
LRI 4
- ...
Field: |Title Director T :
Table: |videos Videos Yideos.* =
Saort: VideolD
Show: Title O
Criteria: Director
or
Rating i
Length
4 Format LA

Right-click the column and click Properties. In the Property Sheet, click Caption and type the
desired caption.

= Quer = = 52
Fa
Videos =
*
7 videolD
Title
Director
CopyrightYear
Rating
Length
Format
|
AL 3
I R R ——— —— ———————
Field: |Title Director Copyrightvear = :
Table: |Videos Videos Videos =
Sort:
Show:
Criteria:
ar
Property Sheet v X =
P Selection type: Field Properties ¥
General |I.oukup|
Drescription
Format
Decimal Places
Input Mask
Caption £ Year (
Smart Tags
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@ Queryl o B ER
Title - Director - Year - Minutes -

General's Daughter (The) Simon West 1999 116
Wedding Crashers David Dobkin 128
Two for the Money D. 1. Caruso 123
Memoirs of a Geisha Bob Marshall 2006 145
Her Alibi Bruce Beresford 94
WHHT 1. ). Abrams 2006 1325
Godzilla Roland Emmerich 1998 139
Just Cause Arne Glimcher 1999 102
Wall Street 1387 126
Michael Jackson Live in Bucharest Andy Morahan 1992 122
Dutfoxed: Rupert Murdoch's War
Sentinel (The) Clark Johnson 2006 108
Last Castle (The) Rod Lurie 126
Five Deadly Venoms
Sneakers Phil Alden Robinson 1992 133
The Bridge on the River Kwai David Lean 1957

*

Record: M 1ofle L {% Mo Filter | [Search

Overview of expressions

An expression is a combination of some or all of the following: built-in or user-defined
functions, identifiers, operators, and constants. Each expression evaluates to a single value.

Operators Constants
+ / <> 3782 mwa-
B b &2 S 4.5 .08
Expression
Identifiers Functions
Form![Orders]![Order ID] Sum() Aval)

Reports![Sales Report]![Total Sales] Date() Len()
[Purchase Price]
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An operator is a sign or symbol that specifies the type of calculation to perform within an
expression. There are mathematical, comparison, logical, and reference operators. Access
supports a variety of operators, including arithmetic operators such as +, -, multiply (*), and
divide (/), in addition to comparison operators for comparing values, text operators for
concatenating text, and logical operators for determining true or false values.

Arithmetic Operators

You use the arithmetic operators to calculate a value from two or more numbers or to change

the sign of a number from positive to negative or vice versa.

OPERATOR PURPOSE

EXAMPLE

+ Sum two numbers.

- Find the difference between two numbers or indicate
the negative value of a number.

* Multiply two numbers.
/ Divide the first number by the second number.
\ Round both numbers to integers, divide the first

number by the second number, and then truncate
the result to an integer.

Mod Divide the first number by the second number, and
then return only the remainder.

A Raise a number to the power of an exponent.

[Subtotal]+[SalesTax]

[Price]-[Discount]

[Quantity]*[Price]
[Total])/[ItemCount]

[Registered]\[Rooms]

[Registered] Mod
[Rooms]

Number ~ Exponent
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Comparison Operators

You use the comparison operators to compare values and return a result that is True, False, or
Null. The constants 1 and 2 are used in the examples, but those constants can be replaced
with identifiers, functions, or expressions.

OPERATOR PURPOSE EXAMPLE RESULT

< Returns True if the first value is less than the second 1<2 True
value.

<= Returns True if the first value is less than or equal to 1 <=2 True

the second value.

> Returns True if the first value is greater than the 1>2 False
second value.

>= Returns True if the first value is greater than or equal 1 >=2 False
to the second value.

= Returns True if the first value is equal to the second 1=2 False
value.
<> Returns True if the first value is not equal to the 1<>2 True

second value.

NOTE In all cases, if either the first value or the second value is null, the result is then also

null. Because null represents an unknown value, the result of any comparison with a null value
is also unknown.

Logical Operators

You use the logical operators to combine two Boolean values and return a true, false, or null
result. Logical operators are also referred to as Boolean operators.

OPERATOR PURPOSE EXAMPLE RESULT
And Returns True when Exprl and Expr2 are true. 1<2And3<4 True
Or Returns True when either Exprl or Expr2istrue. 1<20r3<4  True
Eqv Returns True when both Exprl and Expr2 are 1<2Eqv3<4 True

true, or when both Exprl and Expr2 are false.
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Not Returns True when Expr is not true. Not (1<2) False

Xor Returns True when either Exprl is true or Expr2 1<2 Xor3<4 False
is true, but not both.

Concatenation Operators

You use the concatenation operators to combine two text values into one.

OPERATOR PURPOSE EXAMPLE RESULT

& Combines two strings to form one string. ‘road” & “map” “roadmap”
‘road” & Null “road”

+ Combines two strings to form one string and “road” + “map” “roadmap”

propagates null values (if one value is Null, the
entire expression evaluates to Null).

“road” + Null Null

Special Operators

You use the special operators to return a True or False result as described in the following
table.

OPERATOR PURPOSE EXAMPLE

Is Null orls Not Determines whether a value is Null or Fieldl Is Not Null
Null Not Null.

Like "pattern” Matches string values by using the Fieldl Like "instruct*"
wildcard operators ? and *.

Betweenvall Determines whether a numeric or date Fieldl Between 1 And 10

And val2 value is found within a range. - OR -
Fieldl Between #07-01-07#
And #12-31-07#

In(vall,val2...) Determines whether a value is found Fieldl In ("red","green","blue")
within a set of values. - OR -
Fieldl In (1,5,7,9)

Operators

Operators such as = (equal), <> (not equal), > (greater than), or < (less than) restrict the
records you retrieve.
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List of operators

Operator Meaning Field Type Entry Format
= Equal to Character ="DE"
Number =5
Date = #2/16/88#
<> Not equal to Character <>"DE"
Number <>5
Date <> #2/16/88#
> Greater than Character >"DE"
Number >5
Date > #2/16/88#
>= Greater than or|Character >="DE"
equal to Number >=5
Date > = #2/16/88#
< Less than Character <"DE"
Number <5
Date < #2/16/88#
<= Less than or equallCharacter <="DE"
to Number <=5
Date <= #2/16/88#
In Equal to any item in|Character In("DE","NJ")
a list Number In(5,9,17)
Date In (#2/16/88%#, #2/3/90%#, #12/15/88#)
Not In Not equal to any|Character Not In("DE", "NJ")
item in a list Number Not In(5, 9, 17)
Date Not In (#2/16/88%#, #2/3/90%#,
#12/15/88#)
Between Between two|Character Between "C" And "F"
values, Number Between 5 And 10
greater than orDate Between #1/1/88# And #12/31/88#

equal to one and
less than or equal to
the other

Not Between

Not between two

Character

Not Between "C" And "F"

values Number Not Between 5 And 10
Date Not Between #1/1/88# And
#12/31/88#
Is Null The value is|Character Is Null
missing from theNumber Is Null
field Date Is Null
Is Not Null The value is not/Character Is Not Null
missing from theNumber Is Not Null
field Date Is Not Null
Like Like a specified/Character Like "S*"
pattern. Number Like "1*"
* means any series|Date Not Applicable
of characters.

? means any single

character.
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Not Like

Not like a specified
pattern.

* means any series
of characters.
? means many
single character.

Character
Number
Date

Like "S*"
Like "1*"
Not Applicable

Logical Operators

To get specific records from the tables with certain conditions,. In these example details of

employees having salary ranges from 4000 to 6000. For this condition, we will be using AND

logical operator and write the criteria as;

Tablel
¥ Employee_ID
Year of Service
Salary
4|
Field: | Employee_ID Year of Service Salary
Table: |Tablel Tablel Tablel
Sort:
Show: ] @] 7l
Criteria: >4000 And <6000
or:

For applying this condition like Year of Service criteria, more than 2 years And less than 6 of

service, under Design Query window, we will write this condition under Year of Service field

as;
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Tablel
% Employee_ID
Year of Service
Salary
4]
Field: | Employee_ID Year of Service Salary
Table: |Tablel | Tablel Tablel
Sort:
Show: ]
Criteria: >3 And <6
or:

For inserting an OR condition, just enter number of Year in OR field. For instance we also

want to show employees who worked for 2 years. For this, we will simply add 2 in OR field.

4 |

ERRE)

-----

Field:
Table:
Sort:
Show:
Criteria:
or:

Tablel

Employee_ID

[¥]

:Year of Service 'Salary

| Tablel Tablel
V]

>3 And <6

2

Negating an Expression

To negate you can precede the string with NOT
The result would include all records that do not include the value that was set on the right side

of NOT.
You can also use <> instead of NOT.
EH Quena = = ER
il
Wideos =
¥ wvideoID
Title
Drirector
CopyrightYear
Rating
Length
-
A L
Field: |Title Drirector CopyrightYear | Rating Length :
Table: |videos Wideos Wideos Wideos Videos =
Sort:
Shows:
Criteria: == "PiG-13"
on
-
A | »
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Using Arithmetic Operators
An arithmetic operator can be used to create an expression that results in a calculation.

= Queyt X
il |
TimeKeepers =
*
% PayrolllD
EmployeeMumber
HourlySalary
DateWorked
Timeln
TimeOut
TimeWaorked
A
40 »

Field: | Daily Salary: [HourlySalary]*[TimeW orked]
Table:
Sort:
Showr: O O
Criteria:
ar

[N

4 M3

| = sl

IN Operator

e When several "Or" conditions that apply to the same field as an alternative to typing
values in many cells, or typing Or between each value in the same cell, you can use
the Inoperator.

¢ Inthe Criteria row of the field you want to query, type In, and then type your criteria
values. Separate values with commas, and surround the whole set of values with
parentheses.

e When you press ENTER or click another cell to commit your changes, Access
surrounds each condition with quotation marks, as shown in the picture.

‘1 CompanyMName | Country City
| Customers Customers Customers
-
a In [France,BeIgium,Germany,Denmark]l
2 CompanyMame | Country City
Customers Customers Customers

In ["France”,"Belgium”, " Germany”, Denmark’]
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Like Operator

In a list of people one of them is named "Moore" or some of them are named "Moore"
and you want to find the record(s) with that name, you would use LIKE "Moore".

If the value you want to find is a date, include it between two # signs as in LIKE
#8/8/1993#.

The most regular use of the LIKE is with strings. Example Name Starting with S Like
agwr

To specify that you want the strings that start with any character from o to r followed by
anything, you would use LIKE "[0-r]*":

To find specific characters in a string, use the [] as the placeholder. Inside the square
brackets, enter the characters separated by commas. An example would be LIKE "[a,
h, o, y]*":

Instead of using a range of characters, you may want to exclude the characters of a
specific range. To negate the filter of a range of characters, you can precede
the LIKE operation with the NOT operator.

The * character on a LIKE operation is used to find many characters. If you want to find
only one character, use the? Wildcard. LIKE "?i*" This would search for a string
starting with any character containing i in the second place followed by any other
characters.

Create a Query That Uses Two or More Tables

If you want to view data from two or more tables or queries, you can create a query that pulls
the data from multiple tables or queries. The tables and queries from which you pull your data
should have a relationship.

N

I Fagmes i
Sident I

Fapmert {uts
omgant Do
Fayment Amount

Mavigaiion Pame

Pl | ‘Sudent ID Lust Fsma Firrt Mume Pwymant Datr Amaurst Dus Faymivat Amceort ‘P @
Taakr Fuysaests

Tnadtrg ) Slggents Fagenty Eaymdnni Faymir)
figat Aoty Aipdng A3 pradery
4 4

orrt

D e

Open the tables and/or queries you want to use in Query Design view.
Choose the field names you want to retrieve in the order you want to retrieve them.

60




Dr. MCR HRDIAP

3. Choose the field names you want to sort by in the order you want to sort. Under the
fields you want to sort by, choose Ascending or Descending.

4. Enter your selection criteria, if necessary (Not applicable in this example).

5. Deselect the Show button for columns you do not want to display (Not applicable in this
example).

6. Click the Run button. Access retrieves the columns you chose and displays the rows in
the order you specified.

[ awerr™

| StedenbID = . Lazt Mame = | First Mame - Payment Date - Amowent Due = | Paymant Amount

[ E adarms Mark 1/ 20/ 20t ol 300
2 Adamg Mark 27V D00 400 2]
3 Kilm Valerie 1/13/ 2003 00 250
A Kilm Valerie 2/ 2] oy 250 230

| 1 Lrmith rahn FARENE S0 SO0

- [ B ]

Save a Query

After you create a query, you can save it. You can rerun a saved query at any time. If you
change the data on which the saved query is based, you will see the changes when you rerun
the query.

Home Crexte Extesrnal Dats Database Tools Aerobat
- EEREE R
" = . . . — . i Pois-Through —
'r"f'u'n' Run Seledt 'T:.’lﬁ::ll: Append Update Crosstad Delete ﬁll:la'_,_l‘ Defindtion ?.r:;l\l i-"

7 Query [ame:
Fiest Mame Students in DE or Mamed Smith

Last Name
Street Address

1. Click the Save button on the Quick Access toolbar. Access saves the query unless you
are saving for the first time. If you are saving for the first time, the Save As dialog box
appears.

Type the name you want to give your query.

Click OK. Access saves the query. You can now access the query by using the
Navigation pane.

wnN

Tip: You can also save by right-clicking a query’s tab and then selecting Save from the menu

that appears. Access saves the query unless you are saving for the first time. If you are saving
for the first time, the Save As dialog box appears. Type the name you want to give the query
and then click OK. Access saves the query. You can now access the query by using the
Navigation pane.

Tip: After you have saved a query, you can run it by opening the Navigation pane and then
clicking the name of the query.
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Modify a Query

Once created, a query can be modified. Simply open the query in Query Design view and
make the changes. You can add columns, change the sort order, change the criteria, and
make other changes.

In Query Design view, the Query Setup group offers several options that can assist you. Use
the Insert Rows button to insert a row in the criteria area. Click anywhere in the row before
which you want to insert a new row and then click the Insert Rows button.

o

e Use the Insert Columns button = to insert a column. Click anywhere in the column
before which you want to insert a column and then click the Insert Column button .

=t
e Use the Delete Rows button ~  to delete a row in the criteria area. Click anywhere in

the row you want to delete and then click the Delete Row button.
4
o Use the Delete Columns button ~  to delete a column. Click anywhere in the column
S
you want to delete and then click the Delete Column button

Parameter Query

To prompt users when a query runs, you can create a parameter query. You create a
parameter query by enclosing a question in square brackets ([]). For example, if you want to
create a parameter query that asks users which State they want to use from the Student’s
table, you would type [Which State?] on the Criteria line under the State column. When the
guery runs, Access will prompt the user for the answer to your question.

1. Open atable or query in Query Design view.
2. Create your query.
3. On the Criteria line, type the prompt within square brackets.
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4. Click the Run button. Access prompts you.

-

Enter Farameter Value |M

Which State?

5. Respond to the prompt.
6. Click OK. Access displays the results

of your query in Datasheet view.

=«

Last Mame - First Mame - Street Address -~ City - State -  Postal Code -
krurnp Chris 12 Mill Road Newnez M 05113
Kilm Valerie &7 Spruce Street Holbrook My 05539
Kinkley Grace 100 Warren Streat Halyyoke Ml 05047
Lovelace Jimi 44 Andover Road Kennedy Ml 05260
Singlaton Bart 89 Pine Street Maorris Ml 05645
Smith Cindy 10 Nolcom Drive Holbrook M 05589

#*

Note: If you want to make your user prompt

more flexible, use one of the following formats.

Like "*" & [Prompt] & "*"

Returns all records that contain the value

you enter.
Example: If you enter ad, Access returns all
records that include the

sequence ad anywhere in the field.

Like "*" & [Prompt]

Returns all records that end with the value
you enter.
Example: If you enter S, Access returns all
records that end with S.

Like [Prompt] & "*"

Returns all records that begin with the value
you enter.
Example: If you enter S, Access returns all
records that begin with S.

> [Prompt]

Note: You can also use < (less than) ,<=
(less than or equal to) >=, >= (greater
than or equal to), or <> (not equal)

Find all records with a value greater than
the value you enter.
Example: If you enter 5, Access returns all
records that are greater than 5.
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3.4 Action Queries
Append Query

Appending a record consists of adding a record to a table. An Append Query allows you to

add records to an existing table but you do not create the records. They must be retrieved

from one table and transferred to another table.

To start an Append Query, start a query in the Design View. In the Query Type section of the
+

Ribbon, click the Append button ™.

You will be presented with a dialog box that expects you to either select the table to which

you will add the records, or to specify the name of a new table that would receive the

records. If you want to add the records to an existing table, you can select it from the combo

box.

1. To execute the query, In the Navigation Pane, double-click Add New Cars to the
Application
2. Read the strings on the message box:

Bethesda Car Rental x|

You are about to run an append query that will modify data in your table.

! fre wau sure yau wank ko run this bvpe of ackion query?
For information an turning off confirmation messages for document deletions, click Help,

Show Help == |

Yes Mo Help

3. Then click Yes

4. Another message box will come up:

Bethesda Car Rental ; |

You are about to append 6 row(s]).

' Cnce wou dick Yes, wou can't use the Undo command to reverse the changes,
Are wou sure you want to append the selected rows?

Yes Mo

Click Yes
5. Close the query window

Update Query

Microsoft Access provides an action query named Update Query. An Update Query allows
you to change the existing values of one or more columns of a table. An Update Query will

make bulk changes to records in the record source.

1. Onthe Design tab, in the Query Type group, click Update.
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2. Access adds the Update to row in the query design grid. Locate the field that contains the

data that you want to change, and then type your expression (your change criteria) in
the Update to row for that field.

On the Design tab, in the Results group, click Run.
An alert message appears.

To run the query and update the data, click Yes.

B e MM B 3 Query Tools

Create External Data Database Tools Design
)(' @D Union

= =0 &0 (s
? e ¢° FA" ® @ Pass-Through

Select Make Append|Updaté|Crosstab Delete ¥
Table a7, Data Definition

Query Type

ﬂ qryUpdatebxl = = =

Ll »

["8ooKs
7 15BN
Title
PuUbID
Price

4 L) »

Field:
Table:
Update To:

Price
BOOKS
Price*1.1

Criteria:
on

Microsoft Access

You are about to run an update query that will modify data in your table.

& l-}. Are you sure you want to run this type of action query?
For information on how to prevent this message from displaying every time you run an action query, dick Help.

Show Help ==

Was this information helpful?

Bethesda Car Rental x|

You are about to update 13 row(s).

I;

Once you click Yes, wou can't use the Undo command to reverse the changes.,
Are wol sure you wank to update these records?

Yes Mo
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Delete Queries

A Delete Query deletes records from a single database table or database tables. If a condition
is specified only that set of records are deleted .The delete query will work with a group of
records that meet a specified criteria that you apply. You can use the delete query to remove
all records or only records that meet the defined criteria.

1. Click the Create tab.

a. Inthe Ribbon, click Query Design.

2. When the Show Table window appears, click the desired Table Name.

a. Then click the button.
3. Click the button.

4. In the Ribbon, click Delete.

5. In the field list of the table, click-and-drag the * field to the first column of the design

grid.
'i'i—_, = - ) s Query Tools Microsoft Access
Home Create External Data Datab. Tools Design
E ' ﬁ = ' ‘Q,' /' . QD Ynion Qe Sainsert Rows 3 Insert Columns
t ° |53, ’__]Q ° e < il] K Delete Ro W Co
} @ Pyss-Through =% Delete Rov Delete Columns
View Run Select Make Append Update Crogstab Deletel Show 55
- Table L').. ta Definition Table :_-.\Sullder s Return
Resuits Query Thpe Query Setup
=53 Quena
Employees
A73 Ernj loyee ID
Fir Name
Lasy Name
<
Fiela: =1
Table:

Delete:
Criteria:
o

< fun
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Add Criteria

1. In the column of the design grid, which needs to be conditioned click in
the Criteria row.

2. Type: the conditional value

3. Inthe Ribbon, click Run.

You are about to run a delete query that will modify data in your table.

Are you sure you want to run this type of action query?
For information on how to prevent this message from displaying every time you run an action query, dick Help.

[ fes ] l Mo l [ Help

Was this information helpful?

You are about to delete 13 row(s) from the specified table.

I\, Once you dick Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to delete the selected records?

[ Show Help == ]

Some More Examples on Queries

Open an existing query

If you are not familiar with the Navigation Pane, you may not know how to open a query that
already exists. The Navigation Pane is a feature that replaces the Database Window from
versions prior to Access 2007. You'll see the Navigation Pane along the left side of your
screen.

To open any database object, including a query, you can double-click the object in the
Navigation Pane.

Use the Northwind database to follow along with examples

Note Examples use a database that was created by using the Northwind 2010 database
template.

1. Click the File tab, and then click New.

2. In the middle pane, under Available Templates, click Sample Templates, and then
click Northwind.

3. Intheright pane, review the name for the database file in the File Name box, and make
any changes to the name. You can also browse for a different file location by clicking
the folder icon.
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4. Click Create.
5. Follow the directions on the Northwind Traders page (on the Startup Screen object
tab) to open the database, and then close the Login Dialog window.

Look at a subset of the data in a table

Sometimes you may want to review all of the data from a table, but at other times, you may
want to review only the data from certain fields, or you may want to review data only if certain
fields meet certain criteria. To review some of the data in a table, you use a select query.

Suppose that you want to review a list of products and their prices. You can create a query that
returns product and price information by using the following procedure:

Open the Northwind database that you previously set up by using these steps.

On the Create tab, in the Query group, click Query Design.

In the Show Table dialog box, on the Tables tab, double-click Products.

Close the Show Table dialog box.

In the Products table, double-click Product Name and List Price to add these fields to
the query design grid.

6. On the Design tab, in the Results group, click Run.

aronNE

The query runs, and then displays a list of products and their prices.
Review data from more than one table simultaneously

Tables in a well-designed database bear logical relationships to each other. These
relationships exist on the basis of fields that the tables have in common. When you want to
review data from related tables, you use a select query.

Suppose that you want to review orders for customers who live in a particular city. Data about
orders and data about customers are stored in two tables in the same database. Each table
has a Customer ID field, which forms the basis of a one-to-many relationship between the two
tables. You can create a query that returns orders for customers in a particular city, for
example, Las Vegas, by using the following procedure:

1. Open the Northwind database that you previously set up by using these steps.

2. Onthe Create tab, in the Query group, click Query Design.

3. In the Show Table dialog box, on the Tables tab, double-click Customers and
Orders.

4. Close the Show Table dialog box.

Note the line, called a join, that connects the ID field in the Customers table and the Customer
ID field in the Orders table. This line shows the relationship between the two tables.

5. In the Customers table, double-click Company and City to add these fields to the
query design grid.

6. Inthe query design grid, in the City column, clear the check box in the Show row.

7. Inthe Criteria row of the City column, type Las Vegas.

Clearing the Show check box prevents the query from displaying the city in its results, and
typing Las Vegas in the Criteria row specifies that you want to see only records where the
value of the City field is Las Vegas. In this case, the query returns only the customers that are
located in Las Vegas — Company L and Company AA.
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Note that you do not have to display a field to use it with a criterion.

8. In the Orders table, double-click Order ID and Order Date to add these fields to the

next two columns of the query design grid.

9. On the Design tab, in the Results group, click Run.
The query runs, and then displays a list of orders for customers in Las Vegas.

10. Press CTRL+S to save the query.
The Save As dialog box appears.

11. In the Query Name box, type Orders by City, and then click OK.
Ask variations of a question by using parameters
Sometimes you may want to run a query that is only slightly different from an existing query.
You can change the original query to use your new criteria, but if you frequently want to run
variations of a particular query, consider using a parameter query. When you run a parameter
guery, the query prompts you for field values, and then uses the values that you supply to
create criteria for your query.
In the previous example, you created a query that returns orders for customers who are
located in Las Vegas. You can modify the query to prompt you to specify the city each time

that you run the query by using the following procedure:

1. Open the Northwind database that you previously set up by using these steps.
2. Press F11 to display the Navigation Pane.

Note This step is not necessary if the Navigation Pane is displayed.
3. In the Navigation Pane, right-click the query named Orders by City (that you created
in the previous section), and then click Design View on the shortcut menu.
4. Inthe query design grid, in the Criteria row of the City column, delete Las Vegas, and
then type [For what city?].
The string [For what city?] is your parameter prompt. The square brackets indicate that you
want the query to ask for input, and the text (in this case, For what city?) is the question that
the parameter prompt displays.

Note Neither a period (.) nor an exclamation point (!) can be used as text in a parameter
prompt.

5. Select the check box in the Show row of the City column, so that the query results will
display the city.
6. On the Design tab, in the Results group, click Run.
The query prompts you to enter a value for City.

7. Type New York, and then press ENTER.

The query runs, and then displays orders for customers in New York.
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But what if you don't know what values you can specify? To make your parameter more
flexible, you can use wildcard characters as part of the prompt:

8. Onthe Home tab, in the Views group, click View, and then click Design View.
9. In the query design grid, in the Criteria row of the City column, type Like [For what
City?]&"*".

In this parameter prompt, the Like keyword, the ampersand (&), and the asterisk (*) enclosed
in guotation marks allow the user to type a combination of characters, including wildcard
characters, to return a variety of results. For example, if the user types *, the query returns all
cities; if the user types L, the query returns all cities that start with the letter "L;" and if the user
types *s*, the query returns all cities that contain the letter "s."

10. On the Design tab, in the Results group, click Run.
At the query prompt, type New, and then press ENTER.

11. The query runs, and then displays orders for customers in New York.
Specify parameter data types

You can also specify what type of data a parameter should accept. You can set the data type
for any parameter, but it is especially important to set the data type for numeric, currency, or
date/time data. When you specify the data type that a parameter should accept, users see a
more helpful error message if they enter the wrong type of data, such as entering text when
currency is expected.

Note If a parameter is set to accept text data, any input is interpreted as text, and no error
message is displayed.

To specify the data type for parameters in a query, use the following procedure:

1. With the query open in Design view, on the Design tab, in the Show/Hide group, click
Parameters.

2. In the Query Parameters dialog box, in the Parameter column, type the prompt for
each parameter for which you want to specify the data type. Make sure that each
parameter matches the prompt that you use in the Criteria row of the query design
grid.

3. Inthe Data Type column, select the data type for each parameter.

Make calculations based on your data

Most of the time, you do not use tables to store calculated values that are based on data in the
same database. For example, the Order Details table in Northwind 2007 does not store
product subtotals, because the subtotal for any given product is calculated by using data that
is stored in the Quantity, Unit Price, and Discount fields of the Order Detalils table.

In some cases, calculated values can become out-of-date, because the values that they are
based on change. For example, you would not want to store someone's age in a table,
because every year you would have to update the value; instead, you store the person's date
of birth, and then use an expression in a query to calculate the person's age.

Use the following procedure to create a query that calculates product subtotals based on data
from the Order Details table.
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Open the Northwind database that you previously set up by using these steps.

On the Create tab, in the Query group, click Query Design.

In the Show Table dialog box, on the Tables tab, double-click Order Details.

Close the Show Table dialog box.

In the Order Details table, double-click Product ID to add this field to the first column of
the query design grid.

In the second column of the grid, right-click the Field row, and then click Zoom on the
shortcut menu.

7. Inthe Zoom box, type or paste the following:

arwnNPE

o

Subtotal: ([Quantity]*[Unit Price])-([Quantity]*[Unit Price]*[Discount])
Click OK.
This is the calculated field. The calculated field multiplies the quantity of each product by the
unit price for that product, multiplies the quantity of each product by the unit price and discount
for that product, and then subtracts the total discount from the total unit price.

8. On the Design tab, in the Results group, click Run.
The query runs, and then displays a list of products and subtotals, per order.

9. Press CTRL+S to save the query, and then name the query Product Subtotals.

Look at summarized or aggregate data

When you use tables to record transactions or store regularly occurring numeric data, it is
useful to be able to review that data in aggregate, such as sums or averages.

Access allows you to review simple aggregate data in any datasheet by adding a Total row. A
Total row is a row at the bottom of the datasheet that can display a running total or other
aggregate value.

Note You cannot add a Total row to the datasheet of a Web query.

You can add a Total row to the Product Subtotals query that you created in the previous
example by using the following procedure:

1. Run the Product Subtotals query, and leave the results open in Datasheet view.
2. Onthe Home tab, in the Records group, click Totals.

A new row appears at the bottom of the datasheet, with the word Total in the first column.
3. Click the cell in the last row of the datasheet named Total.

Note that an arrow appears in the cell.
4. Click the arrow to view the available aggregate functions.

Because the column contains text data, there are only two choices: None and Count.

5. Select Count.
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The content of the cell changes from Total to a count of the column values.

6. Click the adjoining cell (the second column).
Note that an arrow appears in the cell.

7. Click the arrow, and then click Sum.
The field displays a sum of the column values.

8. Leave the query open in Datasheet view.
Create atotals query for more complex summaries
The Total row in a datasheet is very useful, but for more complex questions, you use a totals
query. A totals query is a select query that allows you to group and summarize data. For
example, suppose that you want to see total sales per product. In a totals query, you can use
Sum, an aggregate function, to see total sales per product.

Note You cannot use aggregate functions in a Web query.

Use the following procedure to modify the Product Subtotals query to make it summarize
product subtotals by product.

1. Onthe Home tab, in the Views group, click View, and then click Design View.
The Product Subtotals query opens in Design view.

2. Onthe Design tab, in the Show/Hide group, click Totals.
The Totals row is displayed in the query design grid.

Note Although they have similar names, the Totals row in the design grid and the Total row
in a datasheet are not the same:

e You can group by field values by using the Totals row in the design grid.

e You can add a datasheet Total row to the results of a totals query.

e When you use the Totals row in the design grid, you must choose an aggregate
function for each field. If you do not want to perform a calculation on a field, you can
group by the field.

3. In the second column of the design grid, in the Total row, select Sum from the
drop-down list.
4. On the Design tab, in the Results group, click Run.

The query runs, and then displays a list of products with subtotals.
5. Press CTRL+S to save the query. Leave the query open.
Create a crosstab query to add another level of grouping

Now suppose that you want to review product subtotals, but you also want to aggregate by
month, so that each row shows subtotals for a product, and each column shows product
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subtotals for a month. To show subtotals for a product and to show product subtotals for a
month, use a crosstab query.

Note A crosstab query cannot be displayed in a web browser.

You can modify the Product Subtotals query again so that the query returns rows of product
subtotals and columns of monthly subtotals.

On the Home tab, in the Views group, click View, and then click Design View.
In the Query Setup group, click Show Table.

In the Show Table dialog box, double-click Orders, and then click Close.

On the Design tab, in the Query Type group, click Crosstab.

NS

In the design grid, the Show row is hidden, and the Crosstab row is displayed.

5. In the third column of the design grid, right-click the Field row, and then click Zoom on
the shortcut menu. The Zoom box opens.
6. Inthe Zoom box, type or paste the following:

Month: "Month " & DatePart("m", [Order Date])
7. Click OK.
8. In the Crosstab row, select the following values from the drop-down list: Row
Headingfor the first column, Value for the second column, and Column Heading for
the third column.
9. On the Design tab, in the Results group, click Run.
The query runs, and then displays product subtotals, aggregated by month.

10. Press CTRL+S to save the query.
Create a new table by using data from other tables
You can use a make-table query to create a new table from data that is stored in other tables.
Note A make-table query cannot be run in a web browser.
For example, suppose that you want to send data for Chicago orders to a Chicago business
partner who uses Access to prepare reports. Instead of sending all your order data, you want

to restrict the data that you send to data specific to Chicago orders.

You can build a select query that contains Chicago order data, and then use the select query
to create the new table by using the following procedure:

1. Open the Northwind database that you previously set up by using these steps.

2. Torun a make-table query, you may need to enable the database content by using the
Message Bar, which appears beneath the Ribbon if the database is untrusted when
you open it.

Note If your database is in a trusted location, the Message Bar does not appear and
enabling the content is unnecessary.

3. Close the Login Dialog form.
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On the Create tab, in the Query group, click Query Design.

In the Show Table dialog box, double-click Order Details and Orders.

Close the Show Table dialog box.

In the Orders table, double-click Customer ID and Ship City to add these fields to the
design grid.

In the Order Details table, double-click Order ID, Product ID, Quantity, Unit Price,
and Discount to add these fields to the design grid.

9. In the Ship City column of the design grid, clear the box in the Show row. In the
Criteria row, type 'Chicago’ (include the single quotation marks).

No o s

o

Verify the query results before you use them to create the table.

10. On the Design tab, in the Results group, click Run.
11. Press CTRL+S to save the query.

The Save As dialog box appears.
12. In the Query Name box, type Chicago Orders Query, and then click OK.
13. On the Home tab, in the Views group, click View, and then click Design View.
14. On the Design tab, in the Query Type group, click Make Table.
The Make Table dialog box appears.
15. In the Make Table dialog box, in the Table Name box, type Chicago Orders, and then
click OK.
16. On the Design tab, in the Results group, click Run.
17. In the confirmation dialog box, click Yes to confirm.

The new table is created, and the table appears in the Navigation Pane.

Note If there is already a table that has the name that you specified, that table is deleted
before the query runs.

18. On the Design tab, in the Results group, click Run.

Because the Chicago Orders table exists, a warning dialog box appears.
19. Click No to cancel the action and to dismiss the dialog box.

Add data to atable by using data from other tables

You can use an append query to retrieve data from one or more tables and add that data to
another table.

Note An append query cannot be run in a web browser.

Suppose that you created a table to share with a Chicago business associate, but you realize
that the associate also works with clients in the Milwaukee area. You want to add rows that
contain Milwaukee area data to the table before you share the table with your associate.

You can add Milwaukee area data to the Chicago Orders table that you created in the previous
example by using the following procedure:
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Open the query named "Chicago Orders Query" in Design view.
On the Design tab, in the Query Type group, click Append. The Append dialog box
opens.

e

3. In the Append dialog box, click the arrow in the Table Name box, and then select
Chicago Orders from the drop-down list.
4. Click OK.

The Append dialog box closes. In the design grid, the Show row disappears, and the Append
To row appears.

5. In the design grid, in the Criteria row of the Ship City column, delete 'Chicago’, and
then type 'Milwaukee'.
6. Inthe Append To row, select the appropriate field for each column.

In this example, the Append To row values should match the Field row values, but that is not
required for append queries to work.

7. On the Design tab, in the Results group, click Run.

Note While running a query that returns a large amount of data you might get an error
message indicating that you will not be able to undo the query. Try increasing the limit on the
memory segment to 3MB to allow the query to go through.

Change data in an automated fashion

You can use an update query to change the data in your tables, and you can use an update
guery to enter criteria to specify which rows should be updated. An update query provides you
an opportunity to review the updated data before you perform the update.

Important An action query cannot be undone. You should consider making a backup of any
tables that you will update by using an update query.

Note An update query cannot be run in a web browser.

In the previous example, you appended rows to the Chicago Orders table. In the Chicago
Orders table, the Product ID field shows the numeric Product ID. To make the data more
useful for reports, you may want to replace the product IDs with product names. To replace the
product IDs, you must first change the data type of the Product ID field of the Chicago Orders
table from Number to Text, so that the Product ID field can accept product names.

You can update the values in the Chicago Orders table by using the following procedure:

Open the Chicago Orders table in Design view.

In the Product ID row, change the Data Type from Number to Text.

Save and close the Chicago Orders table.

On the Create tab, in the Query group, click Query Design.

In the Show Table dialog box, double-click Chicago Orders and Products.
Close the Show Table dialog box.

On the Design tab, in the Query Type group, click Update.

NogosrwdhE

In the design grid, the Sort and Show rows disappear, and the Update To row appears.
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8. In the Chicago Orders table, double-click Product ID to add this field to the design
grid.

9. In the design grid, in the Update To row of the Product ID column, type or paste the
following:

[Products].[Product Name]

Tip You can use an update query to delete field values by using an empty string (
NULL in the Update To row.

) or

10. In the Criteria row, type or paste the following:
[Product ID] Like ([Products].[ID])

The Like keyword is necessary because the fields that you are comparing contain different
data types (Product ID is text data, ID is numeric data).

11. You can review which values will be changed by an update query by viewing the query
in Datasheet view.

On the Design tab, in the Results group, click View, and then click Datasheet View.
The query returns a list of Product IDs that will be updated.
12. On the Design tab, in the Results group, click Run.

When you open the Chicago Orders table, you will see that the numeric values in the Product
ID field have been replaced by the product names from the Products table.

Delete data in an automated fashion

You can use a delete query to delete data from your tables, and you can use a delete query to
enter criteria to specify which rows should be deleted. A delete query provides you an
opportunity to review the rows that will be deleted before you perform the deletion.

Note A delete query cannot be run in a web browser.

Suppose that you are preparing to send the Chicago Orders table (updated in the previous
example) to your Chicago business associate, and you notice that some of the rows contain a
number of empty fields. You would like to remove these rows that contain empty fields before
you send the table. You could just open the table and delete the rows manually, but you might
find it helpful to use a delete query if there are more than a few rows that you want to delete
and you have clear criteria for which rows should be deleted.

You can use a query to delete rows in the Chicago Orders table that do not have a value for
Order ID by using the following procedure:

1. Onthe Create tab, in the Query group, click Query Design.
2. Inthe Show Table dialog box, double-click Chicago Orders.
3. Close the Show Table dialog box.

4. Onthe Design tab, in the Query Type group, click Delete.

In the design grid, the Sort and Show rows disappear, and the Delete row appears.
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5. Inthe Chicago Orders table, double-click Order ID to add it to the grid.
6. Inthe design grid, in the Criteria row of the Order ID column, type Is Null.

7. Onthe Design tab, in the Results group, click Run.
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CREATING FORMS AND REPORTS

Access forms are much like paper forms: you can use them to enter, edit, or display data. They
are based on tables. When using a form, you can choose the format, the arrangement, and
which fields you want to display. This lesson teaches you how to create forms. A form
in Microsoft Access is an object that allows users to easily add and view data in a table

1. In the Navigation Pane, select the table you would like to use to create a form

2.Select the Create tab on the Ribbon and locate the Forms group. Click

the Form command.

Create External Data Database Tools
o= ‘ = B ile — [ssg i
é i ,;I E ¢~\~) :; 02 Ij Form Wizard
e i > o == = ] Navigation ~
Application | Table Table SharePoint | Query Query Form Form Blank
Parts ~ Design  Lists v Wizard Design ‘esign Form % More Forms ~
Templates Tables Queries k Forms
All Access Objects & « | Form l
! [Search... Jao Create a form that lets you enter
P information for one record at a
Tables A ]

& Categories

time.

o Press F1 for more help.

Using the Form command to create a form from the Customers table

3. Your form will be created and opened in Layout View.

=
] Customers

» on -
D 1
First Name Tracey
Last Name Beckham
Streat Address 7 East Walker Dr.
State NC
Zip Coda 27612
Email beckEemail. com
Phone Number 919-555-2314
City Raleigh
Add to Mailing List?
D - Paid - Pre Order - Motes + |Pickup Dat: -
8 Yes No 12/24/2000
#* (Mew) Mo No
Record: W 4 LofL b M b= Mo Fiter | Search

The new form
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4. To save the form, click the Save command on the Quick Access Toolbar. When

prompted, type a name for the form and then click OK.

[ Save As (2. [ |

Farm Mame:

Customers Form

[ Ok Tl [ Cancel

Naming and saving the form

You can use the Navigation bars to move through the records on a form.

e

M 43ef21 | » H ¥ | Search

Go to First Record

Go to Previous Record

The Current Record

Go to Next Record

Go to Last Record

OO WNIPEF

Create a New (Blank) Record

4.1 Form Views

A view is a way of looking at an Access object. Forms have three views: Form view, Layout
view, and Design view. You can enter, edit, and view data in Form view. You can modify a
form in Layout view or Design view. In Layout view, you can see your data, and the form you
see closely resembles what your form will look like when you view it in Form view. You can
make most, but not all, changes to your form in Layout view. Design view displays the
structure of your form. In this view you cannot see the underlying data, but you can perform

some tasks in Design view that you cannot perform in Layout view.

Change the view

Open the form.

Activate the Format tab.

Click the down-arrow under the View button. A menu appears.
Click the view you want.

Pwn
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D"g \ Al . 5
-
Home Create
== 4
— =] Je
== -
2
[View?| | Paste ||| B
" . |
— | Form View r
rtain
==1 -
|: Layout View |
=l
A 8
lp;; Design View
[Vuiioo |

Runs

Create Form with a Wizard

The Form Wizard found in Microsoft Access makes basic form creation fast and simple. .

E;’J\ = 5 bankdb : Database (Access 2007) - Microsoft Access

ol
—/ Home Create External Data Database Tools Acrobat

fl E _—l @ = = fi(5 PivotChart E‘ i) [l Labels E @ @ .r"_;

—_ = ] Blank Form — i f_| Blank Report == —
Table Table SharePoint Table Form  Split  Multiple Form Report . Report Query Query Macro
Templates* Lists~ Design Form  Items |2 More Forms = Design = Repart wizard Design || Wizard Design  ~
Tables Ft =‘ Reports Other
+5,| Form Wizard
| All Tables <] R

In the first step of the Form wizard, we need to specify the fields from the Customer table that
will appear on the form. In this case, we want all of the fields to appear. Move each of the fields
from the Available Fields side over to the Selected Fields side as in the following figure. Then
click on the Next button.

Form Wizard

Which fields do you want on your form?

You can choose from more than one table or query.

Tables/Queries

Table: Customer v

Available Fields: Selected Fields:

CustomerID
Firsthame
LastMame
StreetAddress

City
State

Forms can have several different layouts or arrangement of the labels and fields on the
screen.

e Columnar - Places the labels to the left of each field. This is similar to a paper form.
This layout is suitable for viewing data one record at a time.
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e Tabular - Places the field labels at the top of the screen and the records are displayed
below. This is similar to how a spreadsheet would display the data and is suitable for
displaying multiple records of data at a time.

o Datasheet - The data appears in the same fashion as when viewing or adding data to a
table.

o Justified - Places the labels above each field with the fields spread out on the form.
This is suitable for viewing a single record at a time as with the columnar layout..

Form Wizard
What layout would you like for your form?
() Tabular
(") Batashest
() Justified
[ Cancel ] ’ < Back ” Mext = ] l Einish l

As a final step, give this new form the name: CustomerDataEntry and then click on
the Finish button as shown below:

Form Wizard

What title do you want for your form?
Cush:merDataEntrﬂ

That's all the information the wizard needs to create your
form.

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

(%) Open the farm to view or enter information.
() Modify the form's design.

[ Cancel H < Back ]

The new form will be created by the wizard and then opened. It appears as in the figure below:
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( vg‘ = 5
—/ Home Create
E R
2 (|[m
View Paste

Views | Clipboard ™

bankdb : Database (Access 2007) - Microsoft Access

External Data

All Tables =

Customer E

=1 Customer: Table

‘? Accounts summary Qu...

‘j:‘ Customer Accounts Qu..

‘? Customer Address

@ CustomerDataEntry

Accounts E3

E3 Accounts : Table

‘j:‘ Accounts Summary Qu...

‘; AccauntsQuery

‘j:‘ Customer Accounts Qu..

=Z| customerDataEntry '

Database Tools

== [ b ~|

Acrobat

5

Rich Text

=

Records

a
#
=

Find

Find

CustomeriD
FirstName
LastName
StreetAddress
City

State

Zip

CustomerDataEntry

Joseph
Smith

123 Lexington

smithville

KY

91232

Record: M 1of4 P OM K

Search

The unique identifier for a customer

==

4.2 Creating Reports

Reports organize and summarize data for viewing online or for printing. A detail report displays
all of the selected records. You can include summary data such as totals, counts, and
percentages in a detail report. A summary report does not list the selected records but instead
summarizes the data and presents totals, counts, percentages, or other summary data only.

Access has several report generation tools that you can use to create both detail and
summary reports quickly.

Views of a Report

Design View

e From the Navigation Pane, you can right-click the report and click Design View

o If the report is already opened, in the Views section of the Ribbon, you can click the
arrow button under View and click Design View

o Ifthe reportis already opened, you can right-click its tab or its title bar and click Design

View

In the Design View of a report, you can add, position, format, configure, and manipulate the
necessary controls. The Design View is equipped with one or more sections. The primary

sections are the Page Header, the Detail, and the Page Footer:
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= | Reportl

# Page Header

B

# Page Footer

When a report is in Design View, the Ribbon is equipped with a Controls section in its
Design tab. You can use those controls to populate your report. You can also select objects
from the Field List and add them to the report.

Print Preview

To have an idea of what a report would look like on a printed piece of paper, you can display
it in what is referred to as Print Preview. To do this:

e If you have created a report using the Report Wizard, it would automatically display in

Print Preview

+ In the Navigation Pane, you can right-click a report and click Print Preview

o If the report is already opened, you can right-click its tab or its title bar and click Print

Preview

When a report appears in Print Preview, the Ribbon is made of only one tab.

To appear realistic, a report in print preview appears as a piece of paper with margins. Its
body is filled with the data that would be printed.

fem [} 2

-

H Exercise
Employee # First Name — Last Name Hourly Salary E|
938-749 Jeannette Lamott 20.05
594-875 Paul Motto 14.85
973-047 James Watts 12.85
740-357 Laurentine Sachs 12.95
242-904 Nicholas Simeon 16.25
Page: 1 4 L m |

The right side and the bottom-right side display a scroll bar each.
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After using the Print Preview, to close it, in the Close Preview section of the Ribbon, you can
nlig the Close Print Preview button. This would display the report in the view it previously had.

Clase Print
Preview

Close Preview

Report View

The Report View shows a report with its controls and the items in its sections but it
does not show the margins:

r il Exercise = B ER ]
Employee # FirstName LastName Hourly Salary
938-749 Jeannette Lamott 20.05
594-875 Paul Motto 14.85
973-047 James Watts 12.85
T40-357 Laurentine Sachs 12.95

Unlike the Print Preview, the Report View does not distinguish where a section starts and
where it ends.

Layout View
The Layout View of a report appears as a drawing board. It shows its title bar and its system

buttons. In its body, it displays three dotted lines that represent the top section and the
margins:
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Eﬂ Exercise

Employee # FirstName LastMName Hourly Salary
D38-749 Jeannette Lamott 20.05
594-875 Paul Motto 14.85
973-047 James Watts 12.85
T40-357 Laurentine Sachs 12.95

Sections of a Report

Page Header and the Page Footer Sections

ﬁ Reportl

= C1 >

# Page Header

P T T

.o

# Page Footer

When a piece of paper prints, it is made of a top section, a body, and a bottom section. To
support this, a report can be equipped with a Page Header that represents the top part, a
Detail section that represents the body of the report, and a Page Footer section that
represents the bottom part.

If you create a report using either the Blank Report or the Report Design options of the
Reports section of the Ribbon, the report would be equipped with a Page Header and a
Page Footer sections:
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The Page Header represents the top section of the printed paper. Therefore, when
designing a report, put in the Page Header the objects you want to display on each top part
of the printed paper.

Because the Page Footer represents the bottom part of each printed page, you can put on it
the object(s) that would display on each page. You can use it to display the date the report is
being printed.

Detail Section

The most fundamental part of a report is the Detail section, which holds the most controls of
a report. If you create a report using one of the options from the Reports section of the
Create tab of the Ribbon, the report would come equipped with various sections. To have
only the Detail section, you can right-click the report and click the option of those sections to
remove them. You may end up with only the Detail section.

EReportl =T CI S
L I T e L S T T S ST SR ST SRR
# Detail

b

4 I 3

You can then equip it with the desired controls.

Size of a Report

A report has a size, which is the combination of its width and its height. When it comes to the

height, each section has and controls its own vertical measure.

e You can drag up or down the bottom border of the bar of the next section
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e You can access the Property Sheet of that section and change the value of the Height
property

The height that a report displays in Design View is the total height of its sections.

When it comes to the width of a report, all sections use the same measure. The width that a
report shows in Design View is the common width of its sections. Therefore, to specify the
width of a report:

e You can drag left or right the right border of any section

- | Reportl = B ER

L R R T T A BT SR

# Page Header

# Detail

# Page Footer

4 [} »

e You can access the Property Sheet of the form and change the value of
the Width property

To change both the height and the width of the report:
e You can drag left, up, right, or down the bottom-right corner of the lowest section

=] Reportl = [E E2

“|| # Detail

- # Page Footer

4 1] |4
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You can access the Property Sheet of the report then change the values of both the Height
and the Width fields

Report Header and the Report Footer
The report is the primary object used to print the data of a database.

To support the cover and the back page, the report can be equipped with two other sections:
The Report Header and the Report Footer sections

EReporﬂ o [E] £
T T T T - T e - T T e T R T R R

# Report Header

# Report Footer

4 i 4

If you create a report using either the Report or the Report Wizard options of the Reports
section of the Ribbon, the report would be equipped with a Report Header and a Report
Footer sections. If you have a report that doesn't have these sections and you want to add

them, right-click the report and click Report Header/Footer | = feport HeaderFooter|
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ﬁ Reportl

T T T T T - S T T T (TR

¥ Detail

¥ Report Header

i ¥ Page Header

[

¥ Page Footer
| ¥ Report Footer

After adding a section to a report, the section would show in Design View and its contents
would appear in the other views. If you want, you can hide the section in either the Design
View or the other views. This characteristic is controlled by the Display When enumerated
property. To apply it, display the report in Design View and access the Property Sheet of the
section on which you want to control this characteristic. Click either the Format or the All tab.

The Display When property has three options:

Always: This is the default value of the property. It indicates that the section will

display in Design View and its contents would appear in all views

Print Only: The section will appear in Design View and Print Preview only, not in

Report View or Layout View

& Report1 |

B RN

# Page Header

# Page Footer

Property Sheet

Selection type: Section
_ || [petail |
1
|| Format | pata | Event | Other| an |
|| Auto Height |
- Can Grow
Can Shrink
) Display When =1
. Keep Together _I
- Force New Page
- Mew Row Or Col LI
. -]
4 [ »
isplayed | Num Lock  Scroll Lock | = =17
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| Mum Lock  Scroll Lock |”ﬁ\fﬁl B 100% IZ:_;:ZI

Report View
il Report1 ®
r
Gender:
First Name Lazt Name =
Gender: Female
First Name Lazt Name
Gender: Male
First Name Lazt Name
-
Mum Lock  Scroll Lock |E; El &2
Print Preview
{d Reportt 53
Gender: Female
First Name Last Name 5
Sherryl Ashburn
Catherine Chang
Jeannette West
Antoinette Clarek
Suzie Hoak
Gender: Male
First Name Last Name
Nehemiah Dean
Koko Domba
Sébastien Porter
Page: 1 4 L m | 3

Screen Only: The section will appear in Design View, in Report View, and in Layout View, but

not in Print Preview
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Use the Report Button

The Report button creates a simple report that lists the records in the selected table or query in
a columnar format.

To use the Report button:

abarie [ drui JOET) - Wit roriol At

== - —im T RerstiRan — Bl
= IE M e I8 Setren B | LN
ety Qenty  biaog

-. 'K — Lideti
Takda Tably  SharePoed Ludle || Foem  pid  Mdgitgle Foum | Begm
Pimgditis = Lati®  Deikgh Foim  Memd 0 ot Foma © D Rapot Hig fon | Wikied Beiigay

| | T R— e —|

adl agerid Clgiets - #

Tables Fl
vl =
S tmple fatars

Ferpuaats ¥

Open the Navigation pane.

Click the table or query on which you want to base your report.

Activate the Create tab.

Click the Report button in the Reports group. Access creates your report and displays
your report in Layout view. You can modify the report.

PwONE

@ LA bl - [ h X o+ Alees
riamr Crasn {xtermad Duts Dotabar Toch

Ts 1 if X | = --
i 3 E reroeun WS Bl =
o L] E e v el i -I.I:'”' bt shsomia
e ——
Wby, L -
?;Twm.m : e | Employee Salaries e W::Iiﬁ:
Repoits ¥

Adatebad Yoty el ]

Feanch Tim 0000, 00

Ao dan ben B 00 0

[ Tam 8,000,080

Loan el o . 0

Cosmer ssdin S0,000.00

Figodman oy 500000

el B 9

BoEmaon LN A TG 00

Hoon Tesm TH0.00

Lancher [T 0. 00

iy Lindy 0,00

gl Famada R000, 00

Franiclin gt &%, 000 00

Thmpann Fhilip 008, a0, 0

Saegel oy e alic]

Taybes [ 150,000, 60

“‘h” : . Aped 4:-
Tip: After you create a report, you can save it.

1. Click the Save button on the Quick Access toolbar. Access saves the report unless you
are saving for the first time. If you are saving for the first time, the Save As dialog box
appears.

Type the name you want to give your report.

Click OK. Access saves the report. You can now access the report by using the
Navigation pane.

wnN
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As with other objects, you can also save a report by right-clicking the reports tab and selecting
Save. Saved reports appear in the Navigation pane.

Tip: Reports created by using the Report button are plain and simple.

Sections of a Report

Report Header

Appears at the top of the first page
and displays the report title.

Page Header

Appears at the top of every page and
displays the headings (field labels)
for each column.

Page Footer

Appears at the bottom of every page
and displays the page number and
total number of pages.

Detail Section

Appears between the page header
and page footer and displays the
records from the table or query.

Report Footer

This section is optional. Appears on
the last page of the report and
displays summary information such
as grand totals.

. Tosessy, March 10, 3009
&3 em ployee Salaries Report Header Sy ot
Larst Mume Firid Name Salary H
e o e Page Header
Frengh Tim 0,000.00
Jordsn Shepet . 20,000,600
Sage Sohrson Mtaachell 70000
ogin P Tern THE0.00
Castac Sanches Barbars 0000
Fripbdeman et igen wndy TREO0.00
Slegel lones Pamals LR, 0
e fratilin pant S0 mail Section
Martan Thomgron ratip 108.000.00
Samihr Siegsl Sy —
illiams Tyl Gaonge 150,000,00
for Minon Len 5, 000,00
Frasidin Eeres Ahee (Pl el ]
Thomgeon Hope Mk 000,00
Segel Lights Barey L o000
Tk Mk Jordian 138,000.00
e T BTy 108, LA
Cantin Sharyl 11100000
John Franki 4200000
= {— Repart Footer
Page 1011 sfemmm Page Footer
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Use the Report Wizard

The Report Wizard provides you with more flexibility than you get by using the Report button.
You can choose the tables and fields, group the data, sort the data, summarize the data,
choose a layout and orientation, apply a style, and title your report.

Create areport by using the Report Wizard:

Open the Report Wizard

@ B~ Schood 1 Database (Aooess 2007) - Micosoft Aooes
Home .
: f—

SR Databaie Tools Aarobeat

== Fohaat - k! 5 W
| ; o g { : Laibe =] ;j iy
L] -~ [N
— — - ) stani Foums || Blank Repast i —
Table  Table  ShacePaint Table t Multiple — t Report || Query Qusery Bacre
Templates=  Lists=  Design o e Farms * ppyl 1“*"""'- WZEd pegign || Wizard Design

1. Activate the Create tab.
2. Click Report Wizard in the Reports group. The Report Wizard appears.

Select tables, queries and fields

When using the Report Wizard, you can use fields from multiple tables and/or queries if the
tables/queries have a relationship.

Report Wizard

Which fields do you want on your report?

You can choose from more than one table or query.

Tables/Queries

Table: Employees Eﬁ

Available Fields: Selected Fields:

Sex Department
Street Address

City Last Mame
: First Name

Postal Code Salary
Department
Date of Birth

1. Click the down-arrow next to the Table/Queries field and then click the table from
which you want to select fields.

2. Click a field and then click the single-right arrow to select a single field, click the
double-right arrows to select all fields, click a field and then click the single-left arrow to
deselect a single field, or click the double-left arrow to deselect all fields.

3. Repeat steps 1 and 2 for each table from which you want to select fields.

4. Click Next. The Report Wizard moves to the next page.
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Group

When using the Report Wizard, you can group data. Grouping puts all of the values in a field
into a group based on the field’s value. For example, if your data is grouped by the Department
field and the records in the Department field have values such as Administration, Computer
Science, and English. Access will group all of the data for the Administration department

together, all of the data for the Computer Science department together, and all of the data for
the English department together.

SRR R

How do you want to view your
data? Department

e ——— ‘ , Name, FretName, Slary
by Employees @

Show me more information

@

[ Cancel H < Back ][ Mext = H Finish ]

1. Click to select the field by which you want to group your data. You may not see this
page of the wizard if you are selecting data from a single table.
2. Click Next. The Report Wizard moves to the next page.

Report Wizard

Department

1D, Last Mame, First Mame, Salary

First Mame
Salary

Priority

®

| cancel || <Back | mea> |[ einish

3. Click a field you want to group by.
4. Click the right-arrow to select a field; click a field and then click the left arrow to
deselect a field. Use the up- and down-arrows to change the order of the groupings. If
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by.
5. Repeat steps 3 and 4 for each field you want to group by.
6. Click Next. The Report Wizard moves to the next page.
"Report Wizard

What sort order and summary information do you want for detail records?

¥ou can sort records by up to fou
ascending or descending order?

Dr. MCR HRDIAP

you are only using one table, this may be your first opportunity to select a field to group

1 |Last Mame

2 [First Mame

®

] (s |
o=

E Summary Options ... i

Cancel || <Bak ||

Mext = ] [ Finish

Click the down-arrow and then select the field you

N

want to sort by.

between Ascending and Descending. You can sort up to four levels.

3. Click the Summary Options button. The Summary Options window appears.

Summary Options 1 AN

Field Sum  Awg  Min  Max

Salary %
5

@1 &

What summary values would you like caloulated? @ )

Cancel

Show
‘@ Detail and Summary

(™) Summary Only

Calculate percent of
total for sums

4. Click to select the summary data you want.

Click the button to choose ascending or descending order. Clicking the button toggles

5. Click to select whether you want detail and summary data or if you want summary data

only.
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6. Click if you want to calculate the percent to the total for sums.

7. Click OK. The Summary Options window closes.

8. Click Next. The Report Wizard moves to the next page.

Layout and orientation

Dr. MCR HRDIAP

You can choose the layout and orientation of your report. The layout determines where each
field appears on the page. Access provides three options to choose from: Stepped, Block, and
Outline. When you choose an option, the left side of the window displays a graphic of the

layout.

Orientation determines whether Access creates the report in portrait or landscape. Most
paper, such as paper sized 8 1/2 by 11, is longer on one edge than it is on the other. If you print
in Portrait, the shortest edge of the paper becomes the top of the page. Portrait is the default
option. If you print Landscape, the longest edge of the paper becomes the top of the page.

"Report Weard

How would you like to lay out your repart?

Layout

() Stepped
) Block

q Adjust the field
a page.

Orientation
(@ Portrait

) Landscape

@all fields fit on

[ Cancel

H < Back ” Next > ][ Finish

1. Click to select a layout.
2. Click to select a page orientation.
3

Choose the Adjust The Field Width So All Fields Fit On A Page option if you want all

fields to fit on a single page.

4. Click Next. The Report Wizard moves to the next page.

Create a title

On the final page of the Report Wizard, you can title your report. The title appears at the top of

the report and on the Navigation pane.
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Report Wizard

What title do you want for your report?
Salaries by Department

That's all the iMformation the wizard needs to create your
report.

Do you want to preview the repart or modify the report's
design?

@ iPreview the report.

() Modify the report's design.

Cancel ] [ = Back

1. Type the title you want to give the report.
2. Click Finish. Access creates, saves, and opens your report in Layout view.

Salaries by Department

Department Admirdstration {— Group Header

Lot Mame  First Mame 4] SCalary

Applebee ot i TE OO0, 00

Corez Alse i I

Cortex Hadis 7 &, OO0 00

Fremch Tiem 3 B0, 000, B

Siegel Zen 9 B0, 000, S0

Taylor Gearge i 250, S0, 80

<—
Group Footer

Department Computer Scienge

Last Wame First Hame D Salary

Seachez  Bamare a3 o8, noa.00

Selge Taen 5 G000 60

Tip: Reports created with the Report Wizard may have the following two sections in addition
to the sections found in reports created by using the Report button.
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Sections of a Report

Group Header Appears before a group and displays
information about the group.

Group Footer Appears after a group and
summarizes the group data.

4.3 Modify a Report

After you create a report, you can modify it. You can add groups or sorts, add fields, change
labels, and perform many other tasks.

You can view a report in Report view, Layout view, Design view, and Print Preview. You can
modify a report in Layout view or Design view. In Layout view, you can see your data, and the
report you see closely resembles how your report will look when you print it. You can make
most, but not all, changes to your report in Layout view. Design view displays the structure of
your report. In this view you cannot see the underlying data, but you can perform some tasks
in Design view that you cannot perform in Layout view. This tutorial focuses on Layout view.

To change to Layout view:

Open your report.

Activate the Home tab.

Click the View button. A menu appears.

Click Layout View. Access changes to Layout view.

PN PE

Change the Size of a Field or Label

If the data in a field or label seems crowded, if some of the data in the field or label does not
appear, or if the data appears as pound signs (####), the field or label is too small.

------------------------------------------

Salary . Salary .
a— 75,000.00
r— 30,000.00 |
| st | @ 86,000.00 | @
e | 95,000.00 |
r— 76,000.00

To change the size of a field or label:

1. Click the field or label. A border appears around it.
2. Click a side of the border and drag outward to increase the width. Click a side of the
border and drag inward to decrease the width.

Tip: Incidentally, if you want to change the height of records, click the top or bottom of a field
border and drag upward or downward.
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Add a Group or Sort
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When you create a report by clicking the Report button, you are not given options that enable
you to group or sort. You can use the Group & Sort button on the Format tab to create a group
or sort. When you create a report by using the Report Wizard, you can use the Group & Sort
button to add or modify a group or sort.

To Group or Sort:

Open the Group, Sort, and Total pane

w1 M
Azplaban
Franch

Mordan

Warvigation Pane
"
2
3

8 employee Salaries

Bnchell

Tam

Bartaia

Linda

Trosbiadiry, Pebrch 15, 30

ARIELE P
Salary
74, 000,00
T2 D [
B o,
5,000, 0}
76, D, (o
&0,000.00
3,000, 00
203000, g
A0, 0
T 00 0
S, D, Do
T, 000,00

@—} |D= Add a group |21 Add a sort | -{— @

Miichell
im
arbara

Linda

T,
40,000.00
55,0000
000,00
TTO00.00
0000
ol D

1. Open your report in Layout view.
2. Activate the Format tab.
3.
appears.
Add a group
Lo
.
F -
; Stegel
i Johnson
iceton
| . for, snd Totad ey
oo wetect o=

=¥

Click Group & Sort in the Grouping and Totals group. The Group, Sort, and Total pane

I N <
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4. Click Add A Group and then select the field by which you want to group. Access groups
and sorts the field.

Add a sort
BEpE— -]
i . Tustsadary, Mbarch: 10, 3009
Bl Employee Salaries B
Laat Name Firyt Name Salary
Apploben
1oa 75,000.00
Cainlin
sharyl 118,000.00
CoBir
¥ Madia 2,000.00
£ Aligs 33,000.00
2
Franklin
g A &5, 000,00
103,000.00
®
fen 1o 55,000.00 "
Groug, Sort, s Tolel fralary ¥

:l Lo Lawl Nasme

R [ R

5. Click Add A Sort and then select the field on which you want to sort. Access sorts the
field.

Groups and sorts display in the Group, Sort, and Total pane in levels. Access performs the
highest-level group or sort first, the second level next, and so on.

.E]MHI.H“' = T T -‘— = X

(1= e e [ff | e

i . Teskidliry, Mafch 19, 2009
- Employee Salaries . Tw’;:m
a5t Nama First Mame salary
Last Mame A
Applebee jow T 000,00
Last Name C
Caitha Sharyl 110,000,00
Cowtaz Alicw 5200000
E Certas Nadia 40,000.00
] Lust ame F
= Franilin vt 45,000.00
i Feankdin Bty B0,000.00
Freach Tim 0,000, 00
Freedman Jon 53000, 00
Lat Mame W .
Giroep, bori, snd Toisl
g ars Lant Bamen = sl oniog ™ 1 by ot characier = 2 el Mame Aofmier] ™ - sl Al Lock i .l bacier mechons ™ & - ¥
| ettt ok wtion ™, o tthen, |y eire sk Itmia
| atta o [l ] mctm st @ b trat churacte
o il e charasciens
s
Cherscions: g
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After you have added a group or sort, you can set several options by clicking the More button
and then clicking the down-arrow next to each option and making your choices.

Group, Sort, and Total Pane Options

From smallest to largest
From oldest to newest

Option Description
Sort order |Use these options to choose from
With A on top |ascending or descending order.

Group interval

Set how you want to group. For example,
if you want to group by the first letter of the
last name so that all As are together, all
Bs are together. etc., you can select By
First Character.

Totals

Select the field you want to total on and
the type of total you want. Your total can
be a sum, average, count, etc. You can
also choose whether you want to show a
grand total, totals as a percentage of a
grand total, display totals in the header, or
display totals in the footer.

Title

Allows you to add or change the field
label.

With or without a header section

Group headers precede each group. This
option allows you to determine whether
you want a header section.

With or without a footer section

Group footers are printed at the bottom of
each group. This option allows you to
determine whether you want a footer
section.

Keep group together

Use these options to determine where a
page break will occur when you print:
Do not keep group together on one
page. This option allows page breaks
within a group.
Keep whole group together on one
page. This option prevents page breaks
within a group.
Keep header and first record together
on one page. This option prevents a
header from printing at the bottom of a
page with no records.

There are three buttons on the right side

of the Group, Sort, and Total pane. If you want to

delete a group or sort, click the group or sort you want to delete and then click the Delete
button. Groups and sorts execute in the order they are listed in the Group, Sort, and Total
pane. If you want to change the order of execution, click the group or sort you want to move up
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or down and then click the Move Up or Move Down button to move a group or sort up or down
alevel.

To add a field:

a | A Sobharol : Dotabaur Uror 0TI - Microuoh A Bepad Layosd Teok
Hemr  Cresbr Irtwmad Duts Dalabase Bzch kowal | .
]
Salaries by Department P
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Departmos] i
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[ 1] Last Hame Firet Mame Salary
Agplebes Jow TEO80 30
0 Conez Aacn 32000 00
r Conex HMacka 40000 00
i 2 Fench Tim 30,080.00
e 4§ Singel Ban 30080 00
i 1% Tayhas st 150,000 00
>
2
Dt e v il Cammgpastar SCianoe
[ Lasi Hamis Firel Hame halmry
H Figrikhn Bletnay 13,050 00
n Hops Mk 36 00
i Sanchez Blarbars L

Open your report in Layout view.

Activate the Format tab.

Click the Add Existing Fields button in the Controls group. The Field List pane appears.
Click Show All Tables if the field you want to add does not appear.
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5. Click the field you want to add and drag it onto your report. A thick line appears on the
report. Access places the field before the line. If you want the field to appear in the
detail area, be sure to drag it to the detail area.

To delete afield:

1. Open your report in Layout view.
2. Click the field you want to delete.
3. Press the Delete key. Access deletes the field.

To move a column:

1. Open your report in Layout view.
2. Click the column label.
3. Drag the column to the new location. Access moves the column to the new location.

To change a title:

Open your report in Layout view.

Double-click in the Title field.

Click and drag to select the current title.

Type a new title.

Click anywhere outside the Title field. Access changes the title.

agrwnNpE

To change afield label:

Open your report in Layout view.

Double-click the field label.

Click and drag to select the label name.

Type the new label name.

Click anywhere outside the label. Access changes the field label.

arwdOE

To change the paper size:

1. Open your report in Layout view.

2. Activate the Page Setup tab.

3. Click the Size button in the Page Layout group. A menu appears.
4. Click the size of the paper you are going to print on.

To change paper orientation:

1. Open your report in Layout view.

2. Activate the Page Setup tab.

3. Click Portrait or Landscape to choose the orientation you want to use. Access changes
the page orientation.

To change margins:

Open your report in Layout view.

Activate the Page Setup tab.

Click the Margins button in the Page Layout group. A menu appears.
Click the margin size you want. Access changes the page margin.

e NS
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To add page numbers:

Click a radio button to choose a format.
Click a radio button to choose a position.
Click the down-arrow in the Alignment field and then choose an alignment.

1. Open your report in Layout view.
2. Activate the Format tab.

3.

box appears.

4.

5.

6.

7.

on the first page.

Dr. MCR HRDIAP

Click the Insert Page Number button in the Controls group. The Page Numbers dialog

Deselect Show Number On First Page if you do not want the page number to appear

8. Click OK. Access places the page number in your report.

To add current date or time;:

1. Open your report in Layout view.
2. Activate the Format tab.

-
3. Click the Date and Time button £ in the Controls group. The Date and Time dialog

box appears.

© N g

Date and Time

= X

4

i ) T
[¥]indude Date: <— @
i@ Tuesday, March 10, 2003 H
) 10-Mar-09
) 310/2009 @
Incude Time H
i@ 9:00:29 PM<— @
(719:00 PM
i1 21:00
Sample:
Tuesday, March 10, 2009
9:00:29 PM

| |

| ok

Cancel ]

Deselect the Include Date box if you do not wish to include the date.
Click to select a format if you are including the date.

Deselect the Include Time box if you do not wish to include the time.
Click to select a format if you are including the time.

Click OK. Access places the date and/or time in your report.
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4.4 Apply an AutoFormat

You can use the AutoFormat option on the Format tab to apply formats such as background
colors, fonts, and font sizes quickly.

To apply an AutoFormat:
1. Activate the Format tab.
2. Click AutoFormat. The AutoFormat menu appears.
3. Click the format you want to apply.
Change Fonts and Formats
You can use options on the Format tab to manually apply formats to your report. You must

select the field or field label by clicking it before you apply. To select multiple items, hold down
the Shift key and then click each item you want to select. A box surrounds selected items.

Change Fonts and Formats

Shortcut
Key

Button Function

Layout View—Format Tab, Font Group

Arial - Apply a font to the current selection.

= . Set the size of the font for the current
selection.

B Ctrl-b Bold the current selection.

I Ctrl-i Italicize the current selection.

u Ctrl-u Underline the current selection.

E Ctrl-I Left-align the selection.

= Ctrl-r Right-align the selection.

= Ctrl-e Center the selection.

N Change the font color.

e Change the background color.

= Change the alternating color. For example,

you can have every other row in the detalil
area appear in alternating colors.

Layout View—Format Tab, Formatting Group

Standard

-

Apply a Number format.

$

Use a currency symbol.

Yo

Change to percent.

¥

Use thousand separators.
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] Increase decimal places.
50 Decrease decimal places.

Layout View—Format Tab, Gridlines Group
@ Add gridlines.

= Change the weight of gridlines.

== Change the style of gridlines.

4 Change the color of gridlines.

Layout View—Format Tab, Controls Group

o Add a logo.

5 Add a title.

B Set line thickness.
= Set line style.

o Set line color.

Tip: After you modify your report, you must save it if you want to keep the changes. To save,
click the Save button on the Quick Access toolbar or right-click the report’s tab and then click
Save.

4.5 Create Mailing Labels

In Access, the easiest way to create a mailing label is to use the Label Wizard. The Label
Wizard extracts name and address data from your database and formats it so you can print it
on commercially available labels.

Each time you view or print labels, the data are extracted from the database, so as you update
your database, Access updates your labels.

To create labels:

Open the Labels Wizard

= of Students
T Desaneon;
[ T
T Ereclied thasenks
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1. Click the table or query you want to use to create a label.
2. Activate the Create tab.
3. Click Labels in the Reports group. The Labels Wizard appears.

Choose a product number

Most commercially available labels have a product number. You should be able to find the
number on the box. You use the product number to tell Access the dimensions of your labels
and the number of columns and rows that are on a page.

Label Wizard
— — This wizard creates standard labels or custom labels.
e What label size would you ke?
p—— -]
— E E Product number; Dimensions; Mumber across:
— E E 5095 213" x 338" 2 o
p—— : 5095 234 x 234 3
—]3 g 5097 112w & 2
3 £ 5159 12" x4 2
— ] g g -
3 3
L8 | e Uriit &f Measire Label Type
@) English Metric @ Sheet feed Continuows
Filter by manufacturer: Avery @ E'
| Customize. .. |
l Cancel ] | Mext = |

1. Click to select the Product Number in the Product Number field.
2. Click Next. The Label Wizard moves to the next page.

Choose a font, font size, font weight, and color

A font is a set of characters (text) represented in a single typeface. Each character within a
font is created by using the same basic style. The Label Wizard has options that allow you to
select a font, font size, weight, and color. You can also choose to italicize or underline the text
in your labels.
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Vhat fianit and coler would you lke v 1 be? 2
Text appearance
Font nam: Font size:
Arial 10

Font weight: Text color:

S (=] I (]
T@ T;TC@ T@

| Concdl | [ <Beck ] Mext > Fridh

Label Wizard

Click the down-arrow next to the Font Name field and then select the font. A preview
appears in the Sample box.

Click the down-arrow next to the Font Size field and then select the font size. A preview
appears in the Sample box.

Click the down-arrow next to the Font Weight field and then select the font weight. A
preview appears in the Sample box.

Click the button next to the Text Color field and then select a color you want your text to
have. A preview appears in the Sample box.

Click the Italic box if you want to italicize. A preview appears in the Sample box.

Click the Underline box if you want to underline. A preview appears in the Sample box.
Click Next. The Label Wizard moves to the next page.

4.6 Create a layout

You create the layout of your labels by selecting fields and placing them in the Prototype Label
box. You type any text or spaces that you want to appear on your label.

Label Wizard

What would you like on your mading label?

/
» Construct your label on the right by choosing fields from the left. You may also
type text that you would like to see on every labal right onto the prototype.

Available fields: Pratotype label:

Strest Address - {First Name} {Last Name}
o _‘ {Street Addres)

Postal Code 1 [5] (it (state} Postal Code)
Phurs N - |

Cacel | [ <Bak | mMet> | [ Fnish
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1. Click a field name and then click the right-arrow to place the field on the prototype
label.
2. Press the spacebar to leave spaces.
3. Press the Enter key to move to a new line.
4. Type any text you want to appear on the label.
5. Click Next. The Label Wizard moves to the next page.
Sort

When creating labels, you can sort on any field and you can have multiple levels of sort. For
example, you can sort by last name and then by first name.

F
Label Wizard
You can sort your labels by one or more fields in your database. You might
E 1 E want to sort by more than one field (such az last name, then first name), or by
s 5 just one field {sudh as postal code)
4 o
IR : .
8 2 Which fields would you lie to soet by?
4 bd
" °
- 3 = Available fields: Sort by:
iy o
o o
-~ e 1D - Last Mame
L
City e
State - ’
Postal Code =
Country
Phone Mumber -
Maobile Mumber *
Cancel | < Back Einish
|- " |

1. Click to choose the fields you want to sort by. Click the single right-arrow to select a
single field, click the double right-arrow to select all fields, click the single left-arrow to
deselect a single field, click the double left-arrow to deselect all fields.

2. Click Next. The Label Wizard moves to the next page.
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Title the report

Label Wizard

What do you want ko do?

Eﬁhatnamwuﬂvwﬂcefmywre@
Student Address Labels
That's all the information the wizard needs to create your labels!

@ 'See the labels a5 they wil look printed.
() Modify the label design.

@

<fe

1. Type atitle for your report. The title will appear in the Navigation pane.

2. Click Finish. Access displays the labels in Print Preview.

Grand Ragsd, P4 38574

AdamF e
Y Lesa Raad
Beafioed, DE 4081

Hisdbaf Giaed
TE Cord Rogdd
Hothey DE 10588

Walsrig Kim
BT Spiuce Stivel
Hedbeposk, W 05585

Bairy, P (45

Jarrai Fo
T Failles bt Wiy
Fall P, 3E307

Cmaipe Howimon
ET Mangaton Way
Bawen, DE #0150

G race Kinilyy
100 ‘W gn Sirat
Hishppolon, WA 05047

- = Shiw Liggni X = p
AN AT | T LSS o 3 E]
s Im]__'l 3 I e n.l M] uml o T S |
¢ (Radvar jarduiase ' ot doem [ One e i BrassPuant v
- - M Czisam Letup » Fae | Fegei Pageis T By v Preview
Al dcceis Dt e
Wablies.
i [
T ot stusents
O ovesansem
Bty fadlaimiy Fred Adums Mk iy g
B mptores 45 Elm Soewt A5 Eim St 45 Eim Sreal
T trroies shusans Gana, DE 10TTT Gena, DE 10777 ans, 0E 107TT
T sheesl sa®rive
O Siwenic
o Lane Babrgiley Haney Coak Chini Crusg
R 24 Brvatrrnie L 13 Sxide Swawl 12 Ml Rz adl

Mawnez, ML 25113

Grard G bl
TE Civdl Ao
Hotley, DE 10586

Ll Soiid
H Holly desnue
Jucksan, DE 10ETT

Jm Loy elace
44 Ao ovie Road
Eansady, NI (5260

Tip: When you complete your labels you may get the following message.

Dr. MCR HRDIAP

When printing mailing labels, you can usually ignore this message. Click the Show Help button

to read the following:
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This message may be the result of using a report created with the Label Wizard. This error
message is commonly encountered when printing to label pages that have three or more
labels per row. Usually this message can be ignored.
If you do need to change the layout, try one or both of the following:

e Reduce the width of the controls on the report.
¢ Reduce the width of the report to make sure the report is not wider than the printable
area of the page.

Note that page size is dependent on the printer and the physical size of the paper you are
printing to. In some cases it is necessary to rotate the page orientation from portrait to
landscape to accommodate the selected print width.

Tip: When you view labels in Report view, they may appear in a single column. To see how
your labels will appear when printed, use Print Preview.

4.7 Print a Report

In Print Preview, you can see exactly how your report will look when printed, you can make
changes to it, and you can print it. To print, click the Print button in the Print group. The Print
dialog box opens and you can select your print options.

After creating a report, you have many options to print it. The fastest option consists of sending
the report directly to the printer. To do this:

¢ In the Navigation Pane, right-click the report and click Print...

e Click File and click Print. This would display a window with three options:

| e
| .

Print Preview
,_'E‘ Save

Bl save Object As

Print

Quick Print
Send the object directly to the default printer
without making changes.

III_] Save Database As . |

L_'?E Open

i__? Close Database

y L Print
Select a printer, number of copies, and other
printing options before printing.

(& cCollege Park Auto ...
(& College Park Auto ...

(& college Park Auto ... ) )
Print Preview
III_] College Park Auto ... Preview and make changes to pages before

printing.

Info
Recent

Mew

To send the document directly to the printer, click Quick Print.
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Change to Print Preview:

Open your report.
Activate the Home tab.

Dr. MCR HRDIAP

1
2
3. Click the down-arrow under the View button. A menu appears.
4

Click Print Preview. Ac

cess changes to Print Preview.

Several options are available to you in Print Preview.

Print Preview Options

Print Displays the Print dialog box. You can select such
options as the printer, print range, and number of
copies. Use this option to print your report.

Size Click the Size button to set the size of the paper you
are going to print on.

Portrait Click the Portrait button to print with the shortest side
of the paper as the top.

Landscape Click the Landscape button to print with the longest
side of the paper as the top.

Margins Click the Margins button to select a margin size of

Normal, Wide, or Narrow. Margins define the amount
of white space that surrounds your report.

Print Data Only

Prints the report data without other elements such as
titles, and labels.

Zoom

Changes the cursor to a magnifying glass. When the
magnifying glass displays a minus sign (=), you can
zoom out. When the magnifying glass displays a plus
sign (+), you can zoom in.
Click the down-arrow under the Zoom button to display
a menu and choose a zoom level.

One Page

Displays one page of the report in the Access window.

Two Page

Displays two pages of the report in the Access window.

More Pages

Displays a menu from which you can choose the
number of page you want to display.

Tip: To view a report online, use Report view. Open your report. Activate the Home tab. Click
the down-arrow under the View button. Click Report view. Your report displays in Report view.
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“ Effective usage of ICT enables e-Governance which results
in delivery of Good Governance ”
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