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Tutor Setup Information

e Copythe sample files folder, called Access 2010 Basics to the Documents folder
on the PC.

e At the end of the course, remove all files modified or created during the course, prior
to re-running the course.

e At the end of the course, reset all program and operating system defaults thatmay
have been modified during the course, prior to re-running the course.
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Database Concepts

What is a database?

Adatabase is defined as an organized collection of data (information).

In raw form, a sheet of paper divided into columns and rows or a table in Microsoft
Word or Excel would previously have been considered a simple database. Single
table databases are very limited in their uses and would not be considered as a
business solution.

These days, a database is defined as a collection of objects, such as tables, forms,
gueries and reports. A database will be able to store data in a structured manner

across multiple tables, use queries to locate specific information according to given
criteria, produce detailed (on-screen or printed) reports, perform calculations and
much more.

Database Examples

Databases are used to group and format data and then extract information from that
data. Examples of databases usages include:

- A phone directory

- Criminal databases used by the police to keep track of known criminals
- Patient records are kept on a database within the health system

- Tax details are kept on a government database

What is a relational database ?

Unlike a single table database, a relational database is able to store and manipulate
data across multiple tables.

By utilizing multiple tables, a relational database reduces unnecessary duplication of
data. For example, when using a large database to store customer information,
including addresses, itis likely many individuals will live in the same street and share
other common parts of the address. Rather than storing the same street name,
county, state, etc., over and over, this information can be stored in a separate
table. As each new customer is added to the database, only the unique house
number needs to be recorded.

What is a table?

Tables are used to store the data in a structured and organized format. As
previously mentioned, tables are similar to those of Word and Excel, in that they
contain rows (records) and columns (fields).
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ID ~ | FirstMame ~ | LastName ~ | Middle Initial - DOB - | Membership Type - | Expiry Date -

1 Madeline Gutierrez R 09-Dec-69 Peek 28-Feb-08
2 Peter Mclntosh S 25-May-48 Senior 18-Feb-08
3 lose Gonzalez D 03-5ep-75 Peek 17-Nov-07
4 Patrick Murphy F 15-Aug-97 Junior 06-Sep-07
5 Emanuel Costello C 05-Oct-45 Senior 13-Dec-07
6 Charles Engel A 20-0ct-81 Off-Peek 10-Jan-08
7 Murfit Fattah P 22-Apr-86 Off-Peek 01-Jan-08
8 Rosa Capito M 24-lun-60 Peek 02-1ul-07
9 Marsha Arcuri M 10-Jan-85| Peek 27-Aug-07
10 Hilda Reichert B 04-Jul-83 Off-Peek 24-0ct-07
11 Anan Singh i 18-Mar-65 Peek 22-Jlun-07

What is arecord (row)?

e Arecord applies to data entered into a single row of a table. All data in that row
would belong to an individual or item. Arecord would normally include a unique ID
number, Name, Description, plus other relevantinformation. With each new record,
a new row is created.

What is a field (column)?

Each column (previously known as a ‘field’) is used to define whatspecific
information is to be entered into that particular column. Acolumn titled ‘Street’ for
example would signify this to be the pointin a record to enter in the Street name
when creating each new record.

Table - Congisreng of Caluming & Aewt
Celumn heading

D~ FirstName - LagtName - Middleinitial - [ = Membarship Type = | Expiry Da1g. -
1 Madaline Gulismma: B 05-Da-69 Pegh 28-Feb-08
2 Pator Melntosh 5 ToMay-18 Senior 18-Fab-08 Mambareiip Type =
1 Jose Ganzale: o £1-Rep-T5 Pesk 17-Mow-07 seek
A Patrick Murphvy F 15-Aug-97 lunio 06-3ep-07 >RAISF
¥ Emanue| Comelle = D5-DE-1% Senior 13-Dac-07 ek
& Charles Engsl A TO-DE-F1 D41 -Paak 10=Jar-08 luniar
I aturtil Fattah P 22-ApF-a6 DH-Paak O1=dar-0H ELHT
8 Rosa Capito M - Fun-60 Pegk B2 bul-07 t-Feek
¥ Madiha Argun ] 16-Jan-85 Peek Ir-ag-o7 |l - Paak
10 Hilda Faichart B 04-Jul-83 Off-Peak 3a-0ct-07]| ek
11 Aundani Skgh i 18-Mar-G5 Paak J;.jﬁ! ey
: off-Peek
Dk
Il 5 Emanuel costella C O5-0ct-45 Sanior |‘|-I:‘|r_-r-|'|.-‘-_|l|
Rews = Each mow i Columins (Fielgs)—Comaing date
FEprEsents ons record | Database Takle Inreintinn 1o the column heating

—
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What is data?

Data is the information entered into tables within the database. Databases are used
daily by large corporations, small businesses and individuals, often without people
realizing they are using a database. Even something as simple as entering contact
details into the ‘Contact’ or ‘Address Book’ section of an email program such as
Microsoft Outlook / Outlook Express, involves entering data into a database.

Data entered will generally be alphabetical (names / addresses) or numerical (Dates
/ Currency), however Access is also able to store other forms of data, such as links
to websites, documents created in other packages (OLE) as well as file attachments
(files & images).

Data can be entered into the database manually, via the ke yboard, imported from or
linked to external sources or even collected through email.

The difference between data and information

Data:

- Facts, statistics used for reference or analysis.

- Numbers, characters, symbols, images etc., which can be processed by a
computer

- Data must be interpreted, by a human or machine, to derive meaning

Information:
- Information is interpreted data
- Data that has been processed to produce meaning.

Data types

Data types define what type of data will be entered into each ‘field’ (column) in a
table. If however the data type is setto a currency or date ‘Data Type’, numeric data
entered will automatically format to the appropriate currency or data/time format.

There are a number of specific reasons for selecting the correct data types when
creating Tables within a database. Setting a ‘Date’ Data Type for example will
format and store all entries in the manner configured. This in turn means that
gueries created to locate information according to a ‘Date’ criteria will have
consistent data to work with. In the same way, Numeric data must be of a numeric

type, otherwise query searches, reports and calculations will fail to provide the
desired information.

NOTE: Field Properties must also be configured to format the appropriate currency
symbol, date format and to limit the data entry to specific characters, symbols and
spacing.
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Common uses of large-scale databases

These include:

Airline booking systems:
These systems maintain a database of all the seats on all the available flight,
allowing passengers to be quickly booked onto fights to their destination.

Government records:

Governments all over to world rely on multiple large databases in order to function.
Taxrecords, criminal records and social security all require sophisticated database
systems.

Bank account records:
Banks require extremely reliable databases in order to keep track of all their
customer account & log transactions.

Hospital patient details:
Medical records are being moved onto a database system. This system should
allow your medical history to be instantly available wherever you require treatment.

Keeping datadiscrete

Adatabase can have manytables. Atable should only contain records related to a
particular subject. For example you may have a table called customers containing
information about your customers with a separate table called orders. You can then
link the tables by creating a relationship, connecting each customer with their
associated orders.

Each field should contain only one item

Each field should contain the smallest data element. For instance if you are storing
a person’'s name, use one field for the first name and another field for the second
name. This means that at a later date you could manipulate the data to sort by the
second name. For the same reason split the details of an address into as many
smaller parts as possible so that later you could search by state/region , by post
code/zip code or even by country if you are maintaining an international list.

Database designers, database administrators and database users

Different groups of people design, maintain and use large scale databases.

Database designers:
These are highly skilled database professionals with an in-depth knowledge of
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exactly how the database works, including its overall function and details of the
programming.

Database administrators:

This group administer the day to day operation of the database and make sure that
the data is kept secure. These provide technical backup to users of the database.
They provide access to specific data for appropriate users. In the event of a
computer crash the database administrator will be responsible for restoring normal
computer operations.

Database Users:
The users are responsible for routine, day to day data entry, data maintenance and
information retrieval.
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Opening a Database & Security Issues

Opening a database within your samples folder

e The sample files for this course are stored in a folder called Access 2010 Basics,
which in turn is stored under the Documents folder. You will now open a database
file called Hrst Look. To do this, click on the Open button, which you will find under

the File tab.

Creale

“ Home

Faf il Diada

Dulabaie T

Available Templates

| 5 Open

[E] Marthwind acedb

Recent

e This will display the Open dialog box.

@ Home
] |
Blank Blanik w
databaie ditahn

Cilhoe com Templales

[&] Open =
—~ = — — 1
A |j » Libraries » Documents » v|¢,|| Search Documents o2
Organize » New folder =« [l E@l
@ Microsoft Access Documents IIbrary .. )
} Arrange by:  Folder =
Includes: 2 locations
W Favorites MName Date modified Type i
=1r i = . Access 2010 Basics 31/03/2010 4:37 PM  File folder
- Libraries
—Fdotre 22/01/201011:24 ... File folder
t| Documents
RTIS | Bluetooth Exchange Folder 22/01/2010 2:41 PM File folder
@' Music
& Pictures . Downloads 19/02/2010 213 PM  File folder =
. . KEEP 101:24 PM  File folder
B8 Videos
J microsoft File folder
«& Homegroup J My Call Graphs File folder
My Data Sources File folder
i ¢ . OneNote Notebooks 17/03/201011:04 ... File folder
& Computer . e 4 e Z
‘--i. Local Disk (C:)  ~— ¢ LLL} [:
File name: - [Microsof't Access v]
Tools - [ Open |vl ’ Cancel ]
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If necessary select the Documents folder within the left section and within the right
section of the window, select the Access 2010 Basics folder. Double click on the
Access 2010 Basics folder to see the sample files.

@ Open

Organize »

-
@ Microsoft Access |

Documents library

(]
@Uv| . <« Documents » Access 2010 Basics » - |¢, | | Search Access 2010 Basics o [
Mew folder g2 - .@.

) Arrange by:  Folder ~
Access 2010 Basics
T Favorites Name Date modified Type |~
& Libraries £ . images 31/03/2010 1:24 PM  File folder
3 Documents (2] Filter & Sort 6/07/2007 442 AM  Microsoft Access
J. Music [ Eiltering Eorms 6,/06,/2008 1:13 PM Microsoft Access |=
&) Pictures (&) First Look 3/07/2007 4:47 PM  Microsoft Access
B Videos ~ L@ Forms—teaders and Footers 9/06/2008 11:37 AM  Microsoft Access
& Forms 25/07/200711:29 ... Microsoft Access —
& Homegroup ] Hiding 9/06,/2008 1:39 PM Microsoft Access
[ Keys and Indexing 25/07/2007 8:58 AM  Microsoft Access
18 Computer % Printing Microsoft Access il
‘c_f, Local Disk (C:) = 4| LI} | +
File name: First Look - ’Microsof't Access v]
Tools - [ Open |v] [ Cancel ]

e Double click on the file called Frst Look to open the database file within the Access
program. You will see the database displayed.

Al - W First Look: : Ostal

B G l ¥
4 Coey | F peling
= 5 Dt =

Extemal Gala Drataladic Tosls

1) Secusty Waiteng  Soee sdier donlirl b B Siabled {h fer menr delads Erabile Conlert

Cantomer g &
T cuitomes : Tabte
uerd

L3
=

EEEEQEuys=sxx5x0:!

i

mer_Creisish

t (s

“p‘:a’xl_'
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You may see a waming displayed under the ribbon. If you see this message, do not
worry, we will talk more about this later, for now, when you see this message
displayed, click on the Enable Content button.

(&) [ |+ First Look : Dati
Home Create External Data Database Tools
% cut | = =
53 Copy | { =8 “F Spelling
s X Delete -
e Chpooard SOTt o FiteET FEToTas
! | Security Warning  Some active content has been disabled. Click for more details, Enable Content
All Tables WK
Customer x|~

j Customer : Table
¥ Quend

- | Customer_Crosstab

You will then see the window displayed, without the warning.

Home Create External Data Database Tools
,,
Views Clipboard Sort & Filter Rec
All Tables ¥l «

Customer
j Customer: Table

»

#¥  Quend
i Customer_Crosstab
i Quen
“t Quens
CY Quend

Similar to other Microsoft Office applications, Access 2010 warns users of potential
security threats when they arise and relate to macros within the application. Macros
contain code written to perform a task within the application and are used widelyin
Excel and Word as well as Access. Because macros use code designed to allow
advanced users the opportunity to create their own functions to enhance the

functionality of a database, others can also write malicious code intended to have
the opposite effect.

An alternative to enabling macros everytime a database is opened is to select and
add a trusted folder within the Trust Centre. We shall do this in the next section.

Close the database and close Access.
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Trusted Locations — Using the Trust Centre

e Re-open Access and open a database file called Sample. As you can see the
warning message is displayed.

Al I= Sample: Dat:
Home Create External Data Database Tools

!',.' Security Warning Some active content has been disabled. Click for more details. Enable Content

All Tables > o«

Customer R |-

j Customer: Table

e Now we willmake the sample folder a trusted location, permanently!

e Click on the Hle tab and then the Info side tab, within the side pane displayed, click
on the Trust Center Settings link.

@i A | Sample : Database (Access 2007) - Micro

Home Create External Data Database Tools

il

Save Object As

Information about Sample

Ch\Users\Dave\DocumentsiAccess 2010 Basics\Sample.accdb
(@] save Database As

l_:-‘-: Cpen B ) )
Security Warning
=
[ Close Database @ Active content might contain viruses and other security hazards. The
following centent has been disabled:
(2] sample.accdb S VBA Macros
Content -
[E] Reports.acedb You should enable content only if you trust the contents of the file.

Learn more about Active Content
Iz_n First Look.accdb

Trust Center Settings

& Morthwind.accdb

Chara vniir datahaca in 2 Wah hrrascar

e The Trust Center window will be displayed.

Trust Center @I&

Trusted Publishers

Message Bar Settings for all Office Applications

Trusted Locations X
Showing the Message Bar

Add-ins @ Show the Message Barin all applications when content has been blocked

. () Mever show information about blocked content
Macro Settings

Message Bar

Privacy Crptions

e Selectthe Trusted Locations button from the left pane of the window.
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Miiage Dar

Prency Spkiand Policy Locations

e Click on the Add new location button.

e Fusk
Ereucin b acatiam
PRPRET—
mrurg S8 Thene Lotabiam e tuted o il s o agersng e pas thangh b sdd § imcafion, man 1o
i 18 1 i M i i
Patn oz [Epr—y
e
[Fype—
hiiioan ot s P AT D D FALTWI.  boonn dedast ieahion Wi fetatary
e a iy Linisn .
L
e
Prary Dt
Fatn . Program P blezaaft Ofter MWL ACOWND
Deimtms Aicr et st Wi Datsbanr
Date Miostien
[T I Syee—
jat e iistian.. | | fomnen s
Aitag Tranad LacahEn am my AT et HcIREIndes
Drinble w8 Trues titvees
[ [

Ciram FileAMIroioft OMaOMaLAACOND,  Acckss difault locybion: Wizard Databaces

You will see a dialog box displayed.

Microsoft Office Trusted Location

Warning: This location will be treated as a trusted source for opening files. If you
change or add a location, make sure that the new location is secure.
Path:

\Program Files\Microsoft Office \Office 14\ACCWIZY,

Browse...

[7] subfolders of this location are also trusted
Description:

Date and Time Created:  1/04/2010 2:43 PM

| ok || cancel

Truett Crntar (7 i
Trusted Publish
Ui isheers Trased Loo
ey aions
“Trusted Locations
Waring: All theee locstions aee frested a1 busbed cources for opening filer. I you changs or add 8 lacation, make ture
P tht W e liakion it teeure,
ik ing
Path Deeigripkion Erake Padified
Macrn Sertings
Uhurs Logalicns
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Click on the Browse button and you will see a dialog box displayed.

@ Browse

=5

O'\_) [ 1 « Microsoft Office » Officel4 » ACCWIZ

Organize » New folder

i MName

-{ Favorites

s Libraries
3 Documents
rJ'- Music
=/ Pictures

B videos

% Homegroup

M Computer
&, Local Disk (C:)

Date medified Ty

Mo iterns match your search.

w RECOVERY (D:)

- 4|
s .. - B

L}

o

Folder name:

| |

Cancel

)

You need to click on the Documents (or My Documents) folder, which should be
listed down the left side of the dialog box, as illustrated.

@ Browse @
@Uv 3 v Libraries » Documents » v|‘?| Search Documents ,Ol
Organize = New folder = .@.

i MName Date modified Type
» .0 Favorites . S ;
. Access 2010 Basics 1/04/2010 2:18 PM File folder
~ Librari | Adobe 22/01/201011:24 ... File folder
4 ibraries
ﬁj = , Bluetooth Exchange Folder 22/01/2010 2:41 PM  File folder
> -] Documents
J' T , Downleads 19/02/2010 212 PM  File folder
@' Music =
. = J KEEP 31/03/20101:24 PM  File folder
» [ Pictures
ﬁl - . microsoft 15/08/200912:58 ...  File folder
> ideos
. My Call Graghs 1/02/2010 8:37 PM File folder
'% - My Data Sources 2470372010 9:01 AM  File folder
omEIeUR 1 )l OneNote Notebooks 17/03/201011:04 .. File folder
48 Computer
» &, Local Disk (C:)
e RECOVERY @) - -
Folder name:  Access 2010 Basics
Tools ~ [ OK ] ’ Cancel ]

Once you have clicked on this folder you should see the Access 2010 Basics folder

displayed.
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@ Browse
@(-\J'| @ v Libraries » Documents » v | g | | Search Documents L2 |

Organize * New folder 4= - (7]
*  Mame Date medified Type :
[ Favorites — - -
| Access 2010 Basics 1/04/2010 2:18 PM File folder
I ——ArohE 22/01/201011:24 ... File folder
=l Libraries .
.. Bluetooth Exchange Folder 22/01/2010 3:41 PM  File folder
@ Documents .
J’F e .. Downloads 19/02/2010 213 PM  File folder
usic -
. - .. KEEP 31/03/20101:24 PM  File folder
|| Pictures . .
BB vid .. microsoft 15/08/200912:58 ...  File folder
e . My Call Graphs 1/02/2010 8:37 PM File folder
My Data Sources 24/03/2010 9:01 AM  File folder
#d Homegroup I .
. OneMote Motebooks 17/03/201011:04 ... File folder
18 Computer
&, Local Disk (C)
< RECOVERY (Dx) g = -
Folder name: Access 2010 Basics
Tools - [ QK ] ’ Cancel

Select the Access 2010 Basics folder, as illustrated.

@ Browse
@@v| @ v Libraries » Documents » v | 5 | | Search Documents pe |
Organize « MNew folder = - @

“* MName Date modified Type .
- Favorites — - -
| Access 2010 Basics 1/04/2010 218 PM  File folder
o ——Frtotre 22/01/201011:24 ... File folder
= Libraries i
.. Bluetooth Exchange Folder 22/01,/2010 3:41 PM  File folder
5| Documents o .
J’ Musi .. Downloads 19/02/2010 2:13 PM  File folder
usic =
3 . KEEP 31/03/20101:24 PM  File folder
(5] Pictures ] )
B vid .. microsoft 15/08/200912:58 ...  File folder
ideos
. My Call Graphs 1/02/2010 8:37 PM  File folder
Wy Data Sources 24/03/20109:01 AM  File folder
#d Homegroup .
|4 . OneMote Motebooks 17/03/201011:04 ... File folder
18 Computer
&, Local Disk (C2)
L; RECOVERY (D:) a0 — .
Folder name:  Access 2010 Basics
Tools = [ QK i ’ Cancel
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e Click on the OK button and you will see the following.

i

Warning: This location will be treated as a trusted source for opening files. If you
change or add a location, make sure that the new location is secure,

Path:
C:\WUsers\Dave\Documents\Access 2010 Basics

[7] subfolders of this location are also trusted
Description:

Date and Time Created:  1/04/2010 2:47 FM

Microsoft Office Trusted Location @

Browse,..

-

[ oK ] [ Cancel

)

e Click on the OK button and the Access 2010 Basics folder will now be permanently

trusted.

Trust Center

L9

Trusted Publishers Trusted Locations

Trusted Locations

Trusted Documents that the new location is secure,

Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make sure

. Path Description
Add-ins User Locations
ActiveX Settings ChUsers\Dave\Documents\Access 2010 Basics),

Macro Settings
Policy Locations
DEP Settings

Message Bar

Privacy Options

e Close the Access program and then reopen it.

Chram Files\Microsoft Office’\Officel P ACOWIZY,  Access default location: Wizard Databases

Date Modified

1/04/2010 2:43 PM

Click on the OK button on any remaining dialog boxes to close them.

Reopen the Sample database. You should no longer see the waming displayed.

NOTE: If other database files are stored in different folders, these will need to be
added to Trusted Locations. Alternativelyis may be worth considering centralizing

database files.

e Close the Access program.
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Setting the default folder location within Access

e We can set a default folder for opening files within Access. This means that when
you display the Open dialog box, it always displays files in the folder that you set as
default.

e To seta default folder, re-open the Access program and then click on the Fle tab
(top-left). You will see the following.

@l

.ﬂﬂ Home Create

I_j Open

= |

@_] Printing.accdb
I.I_P] Sample.accdb
|E|_] Reports.accdb

IAI] First Look.accdb

Recent

New

Help
[zl Addans -

“ :] Options | ‘
XK Exit

e Click on the Options button (displayed towards the bottom of the list). This will
display the Access Options dialog box.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Access 2010 Basics Page 22

f Access Options

| Genera| L. . . - R
Q. General options for working with Access
Current Database

Datasheet User Interface oplions

Object Designers ¥ Emable Live Preview

/| Always use ClearType
Proofing o

ScreenTip style: | Show feature descriptions in ScreenTips |-
Language |#| Show shartcut keys in ScreenTips
Client Settings Color scheme: Silver T‘

Customize Ribbon Creating databases

Quick Access Toolba

Y e Default file format for Blank Database: | Access 2007 -
Add-ins Default database folder: Clsers\Dave\Documents', | Browse..
Trust Center New database gort order: General - Legacy |- h

Personalire your copy of Microsoft Office

User name: | David Murray

Initials: D

T E— Cancel :

Within the Creating databases section of the dialog box, click on the Browse
button to the right of the Default database folder.

Chent Settings Lolorscheme: | Silver| ¥ |
Customize Ribbon Creating databases
ick A Toolb
Quick Access Toolbar Default file format for Elank Database: | Access 2007 EI
Add-ins Default database folder: Ch\Users\Dave\Documents',
Trust Center MNew database sort order: General - Legacy El

Personalize your copy of Microsoft Office

User name: |David Murray

Initials: D

This will display a dialog box.
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[A] Default Database Path =
Ry —
OU | » Libraries » Documents » - | &,l | Search Documents L2 |
Organize - Mew folder 4= - .@.
=
@ Microsoft Access * MName Date modified Type
J Access 2010 Basics 1/04/2010 2:48 PM File folder
0 Favorites | Adobe 22/01/201011:24 ... File folder
J Bluetooth Exchange Folder 22/01/2010 3:41 PM  File folder
= Libraries L , Downloads 19/02/2010 213 PM  File folder
3 Docurments | KEEP 31/03/20101:24 PM  File folder
;J‘- Music /| microsoft 15/08/200912:58 ...  File folder
= Pictures , My Call Graphs 1/02/2010 8:37 PM File folder
B Videos My Data Sources 24/03/2010 9:01 AM  File folder
B J OneMote Motebooks 17/03/201011:04 ... File folder
0@ Homegroup
1M Computer
‘CLT-‘, Local Disk (C:) = 4 | m b
Folder name:
Tools = [ OK l l Cancel ]

Select the Documents folder within the left side of the dialog box.

In the right side of the dialog box select the Access 2010 Basics folder.

[A] Default Database Path (=5
B, —
OU "5 » Libraries » Documents » - | 3 | | Search Documents Lo |
Organize « Mew folder B @
~
@ Microsaft Access Il Mame Date modified Type
| . Access 2010 Basics 1/04,/2010 2:48 PM File folder
0 Favorites J Adobe 22/01/201011:24 ... File folder
. Bluetooth Exchange Folder 22/01/2010 2:41 PM  File folder
4 Libraries E . Downloads 19/02/2010 213 PM  File folder
3 Documents . KEEP 31/03/20101:24 PM  File folder
J‘- Music . microsoft 15/08/200912:58 ...  File folder
= Pictures . My Call Graphs 1/02/2010 8:37 PM File folder
B# Videos My Data Sources 24/03/2010 %01 AM  File folder
. OneMote Motebooks 17/03/201011:04 ... File folder
#d Homegroup
1M Computer
Lb—a Local Disk (Cz) = < | 1 b
Folder name:  Access 2010 Basics
Tools - [ QK ] [ Cancel ]

Click on the OK button and you will see the Access 2010 Basics folder listed as the

default folder, as illustrated.
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Access Options

| General

Current Database
Datasheet
Object Designers
Proofing
Language

Client Settings

[\ ™ : : 5
;;ﬁ General options for working with Access.

User Interface options

@ Enable Live Preview |
E! Always use ClearType

ScreenTip style: | Show feature de.scriptions in ScreenTips E'
[¥] show shartcut keys in ScreenTips

LColor scheme:

5i|\J’ErE|

Customize Ribbaon Creating databases

Cuick Access Toolbar

Default file format for Blank Database: | Access 2007 El

Add-ins

Default database folder: ChUsers\Dave\DocumentsAccess 2010 Basics

Trust Center

Personalize your copy of Microsoft Office

User name; | David Murray

e Click on the OK button to close the dialog box.
e Close Access.
e Reopen the Access program and click on the FHle tab. Then select the Open button.

(&l d - -

Create

n

e You should see that the contents of your samples folder, i.e. Access 2010 Basics,
is displayed automatically for you, as illustrated.
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(&] 0pen ()
—
| —_ < My Documents » Access 2010 Basics » v | % || Search Access 2010 Basics )
s
Organize * New folder =~ [ l@l
[A] Microsoft Access —  Documents I|brary , )
) Arrange by:  Folder =
Access 2010 Basics
AR avonies Name Date modified Type Il
.}i Libraries J images 31/03/20101:24 PM  File folder
3 Documents 3 () Filter & Sort 6/07/2007 4:42 AM  Microsoft Access
J" Music @& Filtering Forms 6/06/20081:13 PM  Microsoft Access|=
(&5 Pictures (] First Look 31/03/2010 6:15 PM  Microsoft Access
B Videos &) Forms - Headers and Footers 9/06/2008 11:37 AM  Microsoft Access
| @] Forms 25/07/2007 11:29 ... Microsoft Access —
) Hidin 9/06,2008 1:39 PM Microsoft Access
Q% Homegroup 9
@_j Keys and Indexing 25/07/2007 8:58 AM  Microsoft Access
" @_j Printin 1/04/2010 2:48 PM Microsoft Access
. g A04, 3 v icrosoft Access
= CompUter % o~ - - B E— S
& Local Disk (C:)  ~ < | LLI] }
File names: | - [MicrosoﬂAccess v]
Tools [ Open IV] ’ Cancel ]

¢ Close the dialog box.

Closing the Access program

To close the Access program click on the Close button to the top-right of the Access

screen.

= B
Close
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Tables, Fields and Field Types

Creating a new blank database

e Start Access. This will display the File tab contents.

@]l i = |

Create

External Data

Database Toals

Microsoft Access

(] Printing.accdb

Available Templates

ﬁ Home

Lisl i

Blank Blank web Recent Sample My templates  Mew from
[}] sample.accdb database database templates templates existing
[Z] Reports.accdb Office.com Templates Search Office.com for te
IE_I_] First Look.accdb
-4
Recent Busingess
MNew
e Selectthe Blank database icon.
@] = | Microsoft Access
Home Create External Data Database Tools
ol )
) Available Templates
(B i Home
|= Open ‘ ‘
= ' =| i,_;*';l =7 f’
Le D Em L&
Ii_f] Printing.accdb = =
Blank Blank web Recent Sample My templates  Mew from
(] sample.acedb database database templates templates existing

I%] Reports.accdb

IE__] First Look.accdb

Recent

MNew

Office.com Templates

=

Business

Search Office.com forte
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You need to give the new database a name and also set a folder location to store it
in. In this case we previously set the default folder to point to our Access 2010
Basics folder, and if you look carefully at the right side of the screen you will notice
that this default folder has been used.

Blank database

File Name
Databasel =3

Cih\Users\Dave\Documents\Access 2010 Basics'

|4

Create

—

NOTE: If you had wanted to create a new database in a different folder, then you
would have clicked on the small folder icon to the right of the FHle Name section and
navigated to the desired folder. In this case however we will be using the default
folder location.

Replace the default database file name with the name Cheltenham Courses.
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File Mame

!Chef‘tenham Courses| ! =

Ch\Users\Dave\Documents\Access 2010 Basicsh

W

12520 |

L T
e

e Click on the Create button.

File Mame

|u.e||m|un |ﬁ

Ch\Users\Dave\Documents\Access 2010 Basicsh,

]

Create

-
11:11 AM
3/04/2010

Sk A e )

The Access window opens and displays a new table. Until one or more tables have
been created, given fields and properties set, Access can do little at this stage.

[E“EUJ' (u-|; Table Tools ‘ Che
F Home Create External Data Database Tools Fields Table

All Access Objects = « || =] Tablet
|[searcn.. o ID - |ClicktoAdd -

Tables ikl (New)

5 Tablet
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Adding fields and setting the field type
e Click on the down arrow in the Click to Add section to the right of the ID field.

@9 o |
Home Create External Data Database Toaols Fields
All Access Objects ¥ <« || = Cheltenham ',

Search. 0 1D Click to Add -
Tables 2 || ¥ (New)

EH cCheltenham

e From the drop down list displayed, select Text.

@9~ | |
Home Create External Data Database Tools Fields Table
All Access Objects ) « || = Cheitenham '
Search. Fel ID - Click to Add -
Tables x || * (New])| aB  Text
EH Cheltenham 12 Number
EE Currency
[E5) Date aTime
¥l  Yes/No
ﬁi Lookup & Relationship
Az Rich Text
AB  Memo
@ Attachment
g) Hyperlink
Calculated Field 3
Paste as Fields

e Type in Course Name and the screen will look like this.

A9 -s | | Chet
Home Create EBxternal Data Database Tools Fields Table

All Access Objects = « ||E3 Tabier |

Search. 0 In] -| Course Name (lick to Add -
Tables x ||* (New

£ Tablet

e Press the Enter key. The pointer moves to the right, to the next cell ready to accept
another field name input.
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@l ™ I - |5 ; : Cheltenham Courses: D
Home Create External Data Database Tools Fields Table
All Access Objects = « || = Tabler
Search. el In] ~ Course Nam - Click to Add  ~
Tables x || * (New) AB  Text
£3 Table 12 Number
% Currency
EY) Date & Time
[ Yes/MNo
ﬂ Lookup & Relationship
Aa  Rich Text
AB  Memo
I Attachment
% Hyperlink
Calculated Field 4
Paste as Fields

e Use the same technique to type in Course Description in the next cell along, as
illustrated. Press the Enter key.

@| = = - | = | b [ | Cheltenham Courses : Database (Access 2
Home Create External Data Database Tools Fields Table

All Access Objects = « || =] Tablel
Search. Fel 1D = Course Nam -~ Course Desc ~ Click to Add -
z ||[* (New)

Tables
EH Tablel

Text

Mumber

currency

Date & Time

Yes/No

Lookup & Relationship
Rich Text

Memo

Attachment

PezpBudillc s

Hyperlink
Calculated Field 3

Paste as Fields

e Click on the down arrow (next to the Click to Add section). This time from the drop
down list displayed, select Currency.
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@| H g ' |= Cheltenham Courses : Database (Access
Home Create External Data Database Tools Fields Table
All Access Objects = « || Tabler |
Search.. 0 1D - Course Nam ~ Course Desc ~ | Click to Add -~
Tables x || * (New) AR Text
E3 Tablet 12 MNumber
EE Currency
E) Date &Time
[¥] Yes/No
ﬁi Lookup & Relationship
Az Rich Text
AB Memo
@ Attachment
g) Hyperlink
Calculated Field 3
Paste as Fields

e Type in the word Price and press the Enter key.

e Click on the down arrow (nextto the Click to Add section). This time from the drop
down list displayed, select Number.

@| = M - = | | Cheltenham Courses : Database (Access 2007) - Microsc
Home Create External Data Database Tools Fields Table
All Access Objects = « || =1 Table1
Searchin Fel 1D - Course Nam - | Course Desc - Price ~ Click to Add -
Tables ~ || *¥ (New) AR Text
j Tablel 12 Mumber

i

S Currency

E) Date & Time

[ Yes/MNo

ﬂ Lookup & Relationship
Aa  Rich Text

AB Memo

=

Attachment
g-) Hyperlink
Calculated Field 4

Paste as Fields

e Type in the words Places Left and press the Enter key.

e Click on the down arrow (nextto the Click to Add section). This time from the drop
down list displayed, select Date & Time.
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E H =M= |w ¥ Cheltenham Courses : Database (Access 207 - Microsoft Access
m Home Creale Extemnal Drata Database Tools Fields Talile
All Acoess Objects =T
[ o {[] = Course Marr = Course Desc = Brice = Places Left - Chcktoadd -
Tahbes z || *® (New) Al et
j Tamhlel 12 Humher
-{'} Cyrrency
5 Date & Time
M vesma
B, Lonkup & Relatinnship
Ag  Hsch Text
AR hrma
§  attachment
B Hypedink
Calculated Fueld
Paste a5 Clelds

Type in the words Course Date and press the Enter key.

Click on the down arrow (nextto the Click to Add section). This time from the drop
down list displayed, select Number.

|:I| = | - - |w Chehenham Courses ; Database (Acces 30T) - Microsoft Access
n rigme Create Csternal Dutn Cuatatase Tagls Fiha Takie
&l Access Objects w o || Tabied
[y Fel [5] + Course Nam - Course Dest - Price « PlacesLeft - Course Date - Clckfoddd -
Tables x ||* (New) L
T tabien 13 Huiber
I Curency
B Dole & Tieme
E  iema
B, Looiup & Relabonthip
Aa  BuF Ted
AH  pdems
§  amachmgm
B Hpeilink
Caloulasbed Feeld "

Paid s Ficlds

Type in the word Duration (days) and press the Enter key.

Click on the down arrow (next to the Click to Add section). This time from the drop
down list displayed, select Attachment.
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| =] Tabiel
(k)

-

= Courie Nism =

(Maw)

Conarse Dk =

Price

= Places Left

= Course Date =

Dusration (s = Cock foAed -

Al Test

12 Humiber
= cyneno
73 Db & Time
= T
Bl Lookup & Relalianshi
Az BihT
LA Llemo
§ Atischmgnd
B Ewbm
EMiruldled 1ieid
Palr ai Firl
e Your field information will now look like this.
Chelteriham Courtes : Database [Access 2007) - Miretoll Access
sl Diats Cratabase Tools Figsds Tabee
| T Taner
(1] = Course Nam - Course Dest - Price - Pacesleft - Course Date - Duration (& - lE Clhick to Add -
* (M) o)

e So far you have opened Access, and created and saved a blank database. You
then inserted fields into a table within your database, and you have given each field

a field type.

About Access Data Types

e There are several data types to choose from and one or two, i.e. Text has the ability
to accept and store most data input, however data output, searching, producing

reports, calculating value, etc., will present a problem.

The following Data Type table provides a description of the types of data each Data
Type can store, format and perform searches and calculations on.
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Description

Memo Alphanumeric characters (maximum of 65,535 characters) and can store text with
rich text formatting (.rft)

Date/Time Dates and times values. Stores both a date component and a time component
even when only displaying one or the other.

AutoNumber A unique and sequential number inserted automatically each time a new record
is added

OLE Object Used for storing OLE objects from other Microsoft Windows applications

Attachment Pictures, Images, Binary files, Office files. Storage size limited to 700kb

Closing and naming a table

To close the table click on the Close Table button, displayed towards the top-right of
the screen. Take care to click on the correct close button. The top Close button will
close the entire Access program, while the lower Close button will simply close the
table thatis open within the Access program.

= = E2
v

X

Close 'Tablel"

Once you click on the lower Close button you will see a dialog box displayed.
Notice that the Access program has called the table Tablel.
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P )

Microsoft Access @

l i, Do youwant to save changes to the design of table Table1'?

[ es ] [ Mo ] [ Cancel ]

Click on the Yes button. You will see the following dialog box displayed allowing you
to save the table using a more friendly name.

Seve As A=)
Table Mame:
Table1
[ OK ] [ Cancel ]

Type in a name for the table, such as Next Weeks Courses.

Save As -7l

Table Name:

Mext Weeks Courses|

[ OK ][ Cancel ]

Click on the OK button. Your screen will now look like this. You can see the table
that you created displayed within the left section of the window.

Home Create External Data Database Tools
All Access Objects > <«
Search. ol
Tables %

j Next Weeks Courses

Click on the Close button to the top-right of the Access screen.

= B
Close
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Table Navigation & Modification

Opening a table within a database

e Restartthe Access program.
e Click on the Open button.

(&)l

Home Create External Data Database Tools

3

Available Templates

4] fat Home
“ ,jOpen ”
- |
U L%

[ Cheltenham Course...
Blank Blank web Recent

database database templates

Office.com Templates
Recent

&
— =l

e Selectafile called Training Courses (you may have to scroll down the listto see
this file).

(A] Open X5
r W - . - |
l'\_,/”\_./l | , & My Documents » Access 2010 Basics » - | {,| Search Access 2010 Basics 2
Organize « Mew folder =+ M E@'
@ Microsoft Access Documents ||brary Arrange by:  Folder =
Access 2010 Basics
A Favorites Name Date modified Type it
1] Forms £3/UF/200F LAY ... MICTOSOtt ACCESS
4 Libraries E (& Hiding 9/06/2008 1:39 PM Microsoft Access
3 Documents (] Keys and Indexing 25/07/2007 8:58 AM  Microsoft Access
JT Music (3] printing 1/04/2010 248 PM  Microsoft Access
&= Pictures (B Quieries 6/07/2007 4:42 AM  Microsoft Access
B8 Videos ~ @] Relationships 25/07/200710:42 ... Microsoft Access
(] Reports 31/03/2010 619 PM  Microsoft Access|=
+d, Homegroup (] sample 1/04/2010 2:48 PM Microsoft Access
(2] searching 6/07/2007 4:42 AM  Microsoft Access
1M Computer (] Training Courses 7/04/2010 1:45 PM Microsoft Access +
& local Disk (C) ~+ @ I b
File name: Training Courses - ’Microsoft Access VI
Tools - [ Open |v] ’ Cancel ]
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Click on the Open button, and you will see the following screen displayed.

°
BllH9~ -+
Home Create External Data Database Toaols
All Access Objects ® «
Search. 2
Tables =
= Mext Weeks Courses
e As you will see this is a copy of the table that you created in the lastsection. To

open the table, called Next Weeks Courses, double click on the table.

@]l -~
Home Create External Data Datak
All Access Objects = «
Searchi. Fe
S

Tables

e Your screen will now look like this.

Tonsrmng Conarian - Database (Ao 2007) « Mecrosolt Beeeis

(Al =
Weme  Cresle  Ebenal Dol Dialabade Tesls Fickdi  Tabde
AN Azcess Dbgects R ETTT
e B o = Course Nam - Course Des - Price = Placesieft - Course Date - Duration (di - [-] Chck fg At -
Tades x ||™ a)

Wt Wiesks Courer

Switching between ‘Datasheet View’ and ‘Design View’

¢ If you look at the bottom-right of the Access screen you will see the View buttons.

IEEY-N"
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Click on the Design View button.

() e e s
ﬁﬂ.

Your screen will now look like this.

(]| & a5 Trmesinig Coursen : Dababane hctuss 1007} - Microucht Accwm

- Moms Coate  EtemsData  DilasaeTooh  Design = @

ciess Obyedts = = ’ e

-
ol Field Name Data Type Descraption -
i Autohumbs
| Course Name Text
: Course Descript Test
Brice Currency
| Places Left Numbsa
Course Date Date/Time
Duratian {days) Numbar
i Attachment
el Sregemes
General Lagkus
el Sine Long Integ
Hesw Vaboes e
Furmal
Caption
nnnnn i ]
St Tags & Tt e Can b upt 1664 chaincterd luny
Test Augn General meuding waces. Freas F1 ferhels on et
......
Drngr e, M = Bibrhy parsen. Fl = bl nadue
—— T T )

Click on the Datasheet View button and the Access screen will look as it did
originally.

Click on the Design View button again.

(B e @
ﬁﬂ.

In the Design view you have an upper and lower section. The upper section looks
like this.
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] Next Weeks Courses '
Field Mame Data Type

i AutoMumber

Course Name Text

Course Description Text

Price Currency

Places Left Mumber

Course Date Date/Time

Duration (days) Mumber

Fieldl Attachment

You can use the upper section to change field names and to modify the field data
type.

The lower section, displaying the ‘Held Properties’ looks like this.

General Lnnkupl

Field Size Long Integer

Mew Values Increment

Format

Caption

Indexed ¥es (Mo Duplicates)
Smart Tags

Text Align General

The lower section allows you to specify more information about each field, such as
the field size or format. We will use some of these features later in the course.

Adding records to a table

Display the table in Datasheet view, so that it looks like this.

Trairimyg Cowrses : Database [(Access 2007) - Microsedt Acoess

rnal Data Databage Tools Fiehds Table

[j Mirxl Werks Coursm,
) = Course Nam - Course Dest - Price =  Places Left - Course Date - Duration [di - l.[! Chck toAad -

* (e ) o)

Click in the cell directly under the Course Name header, and you will see the
following.
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T Mext Weeks Courses
D
* (New |

Course Nam ~ Course Dest ~ Pri

A

Enter a course name, in this case Word 2010.

] MNext Weeks Courses

1D = | Course Nam - | Gourse Desc -
7 L Word 2010
* (New)

Press the Enter key and the next field will be selected, as illustrated.

T Mext Weeks Courses ',

o] - |Course Mam - Course Desc - Price
F 1 Word 2010
* (New)

Within the Course Description field, enter Basics. Press the Enter key and your
screen will look like this.

T Next Weeks Courses ',

1D ~ Course Nam - | Course Dest ~ Price - Plac
F 1 Word 2010 Basics
* (MNew)

Within the Price field enter 200 and press the Enter key.

Within the Places Left field enter 5 and press the Enter key.

Within the Course Date field enter 3/3/2010 and press the Enter key.
Within the Duration (days) field enter 1 and press the Enter key.
Double click on the Attachment field.

=] Next Weeks Courses

D - Course Nam - Course Dest - Price ~ | Places Left - Course Date - Duration (d: - Click to
\# 1 Word 2010 Basics $200.00 5 3/03/2010 1 Gio)
i * (New) i)
1

You will see a dialog box displayed.
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Attachments
Attachments (Double-dlick to open)

X5

’ OK ]’ Cancel ]

Click on the Add button. Scroll down and select the logo_Word file.

@ Choose File @
—,
:‘ u | .« My Documents » Access 2010 Basics » - | 5 | | Search Access 2010 Basics )
Organize = MNew folder = - 0 @
“*  Name Date modified Type it
- Eaverit =
i LIS @] Forms 25/07/200711:29 ... Microsoft Access
) 3] Hiding 9/06/2008 1:39 PM  Microsoft Access
Librari i
ﬁ@' ranes @] Keys and Indexing 25/07/2007 8:58 AM  Microsoft Access
D t
i PEUMENE | | BB logo_Access 7/04/2010 303 PM  HPTSMSMVP.JPG
Musi £
Hste B logo_Bxcel 7/04/20103:02 PM  HPTSMSMVP.JPG
Pict L
|§| erres 5 logo_Outlook 7/04/2010 301 PM HPTSMSMVP.JPG
Vid
aees B logo_PowerPoint 7/04/20103:02 PM  HPTSMSMVP.JPG
@ % logo_publisher 7/04/20010 300 PM HPTSMSMVP.JPG| |
o :
PILCS [ % 1ogo_Word 7/04/20103:02PM  HPTSMSMVPIPG
- HH-Primtimyg ! 1/04/2010 2:48 PM  Microsoft Access
/8 Comput
— RS @] Product Specs - Oil Filter 25/06/2007 1:07 AM  Microsoft Word T
%, Local Disk (C:
i Local Disk (C:) @] Quieries 7/2007 442 AM  Microsoft Access +
s RECOVERY (D3 o o I .
File name: logo_Word ~ [AllFiles -
Tools - [ Open |v] [ Cancel ]

Click on the Open button and you will see the following dialog box.

Attachments
Attachments (Double-dick to open)

I logo_Word.jpa
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Click on the OK button. If you look carefully, you will notice that the number 1, is

displayed in brackets, within the attachment field.

oase (Access 2007) - Microsoft Access

as left - Course Date - Duration (di = 0] Click to Add -
5 3/03/2010 1 0O
Btoy

Within the next row, down click within the Course Name field.

— Next Weeks Courses

1D ~ Course Nam - Course Dest - Price + | Places Left
—_— Basics $200.00
* (New) |

In the Course Name field, enter a course called Excel 2010 and press Enter.

In the Course Description field, enter Advanced and press Enter.

In the Price field, enter 400 and press Enter.

In the Places Left field, enter 2 and press Enter.

In the Course Date field, enter 3/3/2010 and press Enter.
In the Duration (days) field, enter 2 and press Enter.

In the attachment field, attach the Excel logo file.

Your screen will now look like this.

mal Cata Database Touls Fields Takile

|_':| Hext Werks Courses

[[v] +  Courde Narr - Courde Des - Price = Places Left - Course Date - Duration (di - |_:‘"|
1 wWhard 2010 Ratics SI00.00 L 3,103 2000 1 _ {1]
# 2 Excel 2010 Advanced £400.00 2 3fo3f2000 2 1)
* {Mew) o)

Add the following data to the table.

Click o Add -
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s Courses

~ Course Nam - |Course Dest - Price ~ | Places Left - Cowurse Date - Duration (d: - U}
1 Word 2010 Basics $200.00 5 3/03/2010 1 L'-_':'ﬂ 1)
2 Excel 2010 Advanced 5400.00 ¥ 3/03/2010 2 k'-j‘: 1)
3 PowerPoint 20 Basics 5200.00 4 3/03/2010 1 107&8)]
4 PowerPoint 20 Advanced $A00.00 1 3/03/2010 2 B1)
5 Qutlook 2010 Basics $200.00 i ! 3/03/2010 1 k'-_':'ﬂ 1)
6 Access 2010 Basics 5200.00 3 3/03/2010 1 Wy 1)
7 Access 2010  Advanced S400.00 1 3/03/2010 2 O1)
0 TP

Saving changes made to atable

e To save your changes click on the Save button displayed at the top-left of the
Access window.

Create External Dati

= « |53 N
Fe

Tables o

B Mext Weeks Courses

e Close the Access program.

Navigating through records within atable

e Startthe access program and open the database called Manipulating Tables.
e Double click on the table called Next Weeks Courses.

(Al = =

Home Create External Data Databa
All Access Objects = «
Searchi. e
Tables =

= | Next Weeks Courses

e The record navigation bar is located at the bottom-left of your screen, once you have
opened a table.
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Record: 4 1of7 L I { Search

As tables grow, navigating records becomes more difficult, therefore Access has the
record navigation bar to help locate records more easily. As you can see currently
record 1 of 7 is selected.

To select the next record, click on the single, right-pointing arrow.

Record: M 1of7 EIN 3 | Search

This will display record 2 of 7, as illustrated.

Record: M 1 L (I L search

To select the lastrecord, click on the control as illustrated below.

Record: M 4 2of7 Bl H P { Search

To select the previous record, click on the control as illustrated below.

Record: HHS [ T { Search

To select the first record, click on the control as illustrated below.

Rec-:rmi 2of7 LI ! Search

To jump to a record, such as record number 5, enter the record number as illustrated
and press the Enter key.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Access 2010 Basics Page 45

Record: 4 4 5 LI I 2 | Search

Adjusting column width

Columns can be adjusted by placing the pointer over the thin dividing line between
two field names as illustrated. In this case, you cannotsee all of the Course names
displayed properly.

T Next Weeks Courses
ID + Course Nam|~ Cgurse Dest ~
1 Word 2010 Bdsics
2 Excel 2010 Advanced
3 PowerPoint 20 Basics
4 PowerPoint 20 Advanced
5 Qutlook 2010 Basics

The pointer changes to an arrow shape, as illustrated.

b

Once the pointer has changed to the arrow shape, click and drag the field left to
decrease orright to increase the size.

Before continuing, make the first column narrower, so that the contents cannot be
displayed properly.

Automatically resizing a column width to fit contents

The first column should look something like this.

j Next Weeks Courses

ID = Cour: - Course Dest - Price -  Places Lef
1 Word 2( Basics £200.00
2 Excel 2C Advanced $400.00
3 PowerP Basics $200.00
4 PowerP Advanced $400.00
5 Outlook Basics 5200.00
& Access : Basics $200.00
7 Access ; Advanced 5400.00
* (New)

To automatically resize a field width, position the pointer over the thin dividing line
separating the first and second column heading, until the double arrow is displayed,
and then double click to see the fields automatically resize to fit the (longest) line of
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text within the field.

] Mext Weeks Courses
1D - (Course NMame - Course Dest - Price - P

1 Word 2010 Basics $200.00
2 Excel 2010 Advanced $400.00
3 PowerPoint 2010 Basics 5200.00
4 PowerPoint 2010 Advanced $400.00
5 Outlook 2010 Basics $200.00
6 Access 2010 Basics $200.00
7 Access 2010 Advanced 3400.00

* (New)

Moving acolumn to rearrange the column order

e Make a note of the order of the columns, BEFORE you start experimenting with
rearranging the order of the columns.

e Move the mouse pointer to a column header,such as Course Name.

T Next Weeks Courses

1D ~| Course Name - Course Descript ~ Price
WoTt 2017 Basics
2 Excel 2010 Advanced

3 PowerPoint 2010 Basics
4 PowerPoint 2010 Advanced

5 Outlook 2010 Basics

6 Access 2010 Basics

7 Access 2010 Advanced
* [New)

e When the pointer changes to a down arrow, click once to highlight the column.

T Next Weeks Cours«s"‘-.\
1D ~ | Course Name -~ Course Descript - Price - Places|

1 Word 2010 Basics $200.00
2 Excel 2010 Advanced 3400.00
3 PowerPoint 2010 Basics $200.00
4 PowerPoint 2010 Advanced $400.00
5 Qutlook 2010 Basics 3200.00
6 Access 2010 Basics $200.00
7 Access 2010 Advanced $400.00

* (New)

e Click and hold down the mouse button. Use the thick dark line (left of the highlighted
column) as a guide to the new position. Drag the column until the guide line is
between two columns. Release the mouse button.
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o - Course Descrigt - Price CourseMame - Placesieft - CouwrseDate - Ouration (di - A
1 Baskes 5200.00 Word 2010 L 303/ 2010 1 1
2 Advanced SA00.00 Ewxcel 2000 F 3oy 2010 i 51)
3 Bt SA00.00 PowerPaint J000 4 1/03/ 010 ! (1)
4 Advanced SA00.00 PowerPoint 201 | 303/ 2010 1 =1
5 Bushcs £200.00 Outbock 2010 4 3/03/2010 1 1)
& Baghcs 5300000 Accest 2010 1 103/ 2000 1 1)
I Advanced SA0L00 Access 2010 303/ 2010 Fi (1)
|« [MEw Bin)

TIP: To move multiple columns in one go, click in the first column and without
releasing the mouse button, drag across to the last column of the group you wish to
select. Let go of the mouse button to highlight the selected columns. To move the
selected columns, follow the same steps used to move a single column.

Experiment with re-ordering more columns. When you have finished experimenting,
reorder the columns back to their original order.

Save your changes and close the Access program.
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Field Properties

Field Properties

e Field Properties amongst other things, control how information is displayed, specifies
default values and prevents incorrect data entry. Options available will depend upon
the data type of each field.

e Open access and open the FHeld Properties database.
e Open the table called Next Weeks Courses.

Home Create External Data Database Tools
All Access Objects > 4«
Search. 2
Tables *

= Mext Weeks Courses

e Click on the Design View button (bottom-right of the screen) to switch to Design
View.

e The Field Properties section occupies the lower half of the screen.

Field Properties

General |Lookup

Field Size Long Integer

Mew Values Increment

Format

Caption

Indexed Yes (No Duplicates]
Smart Tags

Text Align General
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e Click on the ID field (in the top section of the window) and you will see the following

field properties displayed.

@l = - &~ |5 | Field Propertie:
Home Create External Data Database Tools Design
All Access Objects = « || =3 MextWeeks Courses |
Search.. p[ Field Mame Data Type
3
Tables | o AutoMumber
=_=j Mext Weeks Courses Course Name Text
Course Description Text
Price Currency
Places Left Mumber
Course Date Date/Time
Duration (days) Mumber
Fieldl Attachment
General |Lookup
Field Size Long Integer
Mew Values Increment
Format
Caption
Indexed Yes [No Duplicates)
Smart Tags
Text Align General

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Access 2010 Basics

Page 50

e Click on the Course Name field (in the top section of the window) and you will see
the following field properties displayed.

[FIN = B AR SR

Home Create External Data Database Tools

| Field Properties : Database (Access 2007) - Micrc

Design

All Access Objects = « || 5 Next Weeks Courses |

Search. 2 Field Name
S

% D

Data Type
AutoMumber

Tables

=_=j Mext Weeks Courses Course Name

Text

Course Description
Price

Places Left

Course Date
Duration (days)
Fieldl

Text
Currency
Number
Date/Time
Number
Attachment

Field

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

255

Mo

Yes

Mo

Yes

Mo Control
MNone

Design view. F6 = Switch panes. F1 = Help.
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e Click on the Price field (in the top section of the window) and you will see the
following field properties displayed.

Al - s

Create

External Data

Database Tools

Design

Field Properties : Dat

All Access Objects
Searchi.

= «

o

Tables
jj Mext Weeks Courses

3

T Next Weeks Coulses\\

Field Name

% ID

Course Name
Course Description

Data Type

AutoNumber
Text
Text

Price

Currency

Places [eft

Course Date
Duration (days)

Fieldl

Number
Date/Time
Number
Attachment

General |Lookup

Format
Decimal Flaces
Input Mask
Caption
Default Value
Validation Rule
Validation Text
Requirad
Indexed

Smart Tags
Text Align

Currency
Auto

Mo
Mo

General

Design view. F& = Switch panes. F1 = Help.
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e Click on the Places Left field (in the top section of the window) and you will see the
following field properties displayed.

Al

| ) : | Field Properties :

Home Create External Data Database Tools Design

All Access Objects v/ « | 2] NextWeeks Courses

L o Field Mame Data Type

Tables = % | ID AutoMNumber

fj Mext Weeks Courses Course Name Text

Course Description Text
Prica Fl:rrnnnr:
Places Left Mumber
LOUrsE UdieE Ll'dl.EfII e
Duration (days) Mumber
Fieldl Attachment

General |Lookup

Field Size
Format
Decimal Places
Input Mask
Caption
Default Value
Validation Rule
Validation Text
Required
Indexed

Smart Tags
Text Align

Long Integer

Auto

Mo
Mo

General

Design view. F& = Switch panes. F1 = Help.
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e Click on the Course Date field (in the top section of the window) and you will see the
following field properties displayed.

AE9- s ‘ : _ | Field Properti
Home Create External Data Database Tools Design

All Access Objects = « |} NmrtWeelcsl:omses‘\

[o—— 0 Field Mame Data Type
Tables ~ % ID AutoNumber
fj Mext Weeks Courses Course Name Text

Course Description Text

Price Currency
Places | eft MNumber
Course Date| Date/Time
Duration (days) Number
Fieldl Attachment

General |Lookup

Format

Input Mask
Caption
Default Value
Validation Rule
Validation Text

Required Mo
Indexed Mo

IME Mode Mo Control
IME Sentence Mode Maone
Smart Tags

Text Align General
Show Date Picker For dates

Design view, F& = Switch panes. F1 = Help.
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e Click on the Feld1 field (in the top section of the window) and you will see the
following field properties displayed.

@| = - - |5 ‘ - ! | Field Propertie
Home Create External Data Database Tools Dresign

All Access Objects () « | I NextWeeks Courses '

Search. Fel Field Name Data Type
Tables x % D AutoMumber
j Mext Weeks Courses Course Name Text

Course Description Text

Price Currency
Places Left Number
Course Date Date/Time
Duration (days) Number
Fieldl Attachment

General |Lookup

Caption
Required Mo

Design view, F& = Switch panes. F1 = Help.

e Click into the Price field name.
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(Al = Field Prop
Home Create External Data Database Tools Dresign

All Access Objects ¥ « || I3 NextWeeks Courses '

Search.. o Field Name Data Type
Tables x % ID AutoNumber
j Mext Weeks Courses Course Name Text

Courco Do r\ripﬁnn Jaxt

Price Currency
Flaces [eft NUmBber
Course Date Date/Time
Duration (days) Mumber
Fieldl Attachment

Mo ve to the Field Properties section and click in the cell to the right of Format,
where itsays Currency.

eneral | ankup

Farmat
Cresamall Flages
Inpul Maik
Captinn
Chefa Value
walidation Fule
Walidation Tesk
Feguiresd
Imdewrd

amar Tags
Text Align

12l

Currencyl
Aula

He
No

eneral

Figld Properties

Asmall (drop down) arrow is displayed to the right of the box.

Click on the down arrow to display a drop down list.

CIBIU FIUPETLIES

General |Lookup

Format
Decimal Places
Input Mask

Currency

|

General Number 3456.789

Currency

6,79

Caption Euro £3,456.79
Default Value Fixed 3456.79
Validation Rule ;tﬂﬂdﬂtfd ?,243536?3
idati ercen 0%
Walidation Text
- Scientific 3.46E-03
Required v
Indexed Mo
Smart Tags
Text Align General

The list displays the options available for the Currency data type according to the
regional settings of your computer.
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e Selecta different currencytype. Inthe example below, the Euro currency has been
selected.

Field Properties

General |Lookup

Format Currency

Decimal Places General Number 3456.789

Input Mask Currency 53,456.79

Caption

Default Value Fixed 3456.79

Validation Rule ;t;:::tfd f;;ggﬁ
A 0%

Validation Text Scientific 346E-03

Required e

Indexed Mo

Smart Tags

Text Align General

e Once selected the format will be marked as Euro, as illustrated.

General |Lookup

Format =
Decimal Places Auta
Input Mask

Caption

Default Value
Walidation Rule
Walidation Text

Required Mo

Indexed Mo

Smart Tags

Text Align General
Hiain

e Click within the Decimal Places line and you will see a down arrow displayed at the
end of the line.

General |Lookup

Format 2= |Euro

Decimal Places Auto E
Input Mask

Caption

Default Value

Validation Rule
Validation Text

Required Mo
Indexed Mo
Smart Tags

Text Align General

e Click on the down arrow and as you can see you can set the number of decimal
places that will be used. You would nomally use the default Auto setting, butin this
case select 2 decimal places, as illustrated.
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1 12
General LOOkUDI.__ 13

Format = |14 pu
Decimal Places |Autd]

Input Mask

Caption

Default Value
Validation Rule
Validation Text

Required L]
Indexed ‘Mo
Smart Tags |

Text Align General

You will now see the Decimal Places setto 2.

General |Lopokup

Format Euro
Decimal Places = E
Inputback
F
Caption
Default Value
WValidation Rule
WValidation Text

Required Mo
Indexed Mo
Smart Tags

Text Align General

Click on the Places Left field, within the top section of the window.

j MNext Weeks Courses *

Field Name Data Type

¥ ID AutoNumber

Course Name Text

Course Description Text

Prics Fllrrﬂhf“‘\;’

Places Left Mumber

COUTsE Date Date/ TIme

Duration (days) Mumber

Fieldl Attachment

Within the lower, Field Properties section click on the down arrow displayed to the
right of the Decimal Places.
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Figld Properties

Genenal [Laskup

Field Size Long Inkeger

Format

Decimsl Places autol |zl
Ingut Mask l ]
Captian

Detaunt Vadue

WValidation Rule
valication Text

Required Mo
Indezed Ma
Smart Tags

Test Align Geneval

e From the drop down list displayed, select 0.

General [Loakup

[auta
1
2
3
4
5
&
|
k)
10
11
12
13

Field Size

Faormat |14 -
Eranmal Places Sutel] =
Impot Mask

Caption

Befault Value
WaEToN Fuse
Walidation Text

Required Ma
Indexed 351
fmart Tagt

Test Align Gemeral

e Switch back to the Datasheet View by clicking on the Datasheet icon at the bottom-
right of the screen. You will see the following dialog box displayed.

P )

Microsoft Access @

You must first save the table.

Do you want to save the table now?

e Cm)

e Click on the Yes button to save your changes and you will see the following.
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1 Mext Weeks Courses
1D ~ | Course Nam - | Course Dest -~ Price ~ | Places Left - |Course Date - |Duration (d: ~ (7} ch
fl Word 2010 Basics £200.00 5 3/03/2010 1 0f)
2 Excel 2010 Advanced £400.00 2 3/03/2010 2 1)
3 PowerPoint 20 Basics €200.00 4 3/03/2010 1 1)
4 PowerPaoint 20 Advanced €400.00 T 3/03/2010 2 1)
5 Outlook 2010 ' Basics €200.00 4 3/03/2010 1 (1)
6 Access 2010  Basics £€200.00 3 3/03/2010 1 1)
| 7 Access 2010  Advanced €400.00 1 3/03/2010 2 07§ M)
* {New) U

e Click on the Design View icon (bottom-right) to switch back to design view.

¢ Inthe FHeld Name column (displayed in the top section of the dialog box), select
Course Date.

¢ || 2 MNext Weeks Comses-"-.\
b Field Mame Data Type
=% [ID AutoMumber
Course Name Text
Course Description Text
Price Currency
Places left Mumber
Course Date| Date/Time
Duration [days) Mumber
Field1 Attachment

e Move down to the Field Properties section. Click in the Format box and then click
on the down arrow to view the list of options.

= 2
e You will see the following. Select Short Date.

Field Properties

General Loakup
Fasmal

Ingul Maik General Date LG 00T 2 P
Captinn Loy Cuate Tuesday, 15 June 2007
Drefaue Value kirdium Date L% Jumn 07
valkdatinn foule 19,06 2007
Validatinn Test 'r":r"uu '"“: :ﬂ:::d“‘
aedium Time -
Required Ghart Time 17:34
Indexed ™
IML Bliade Mo Contral
IML Seritence Made Hone
Smant Tags
Tesh Align General
Show Dale Picker Fra dales
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NOTE: Access stores full date and time information, even when for example; the
formatis setto display only the Short Date.

Input Masks

e Input Masks are used to restrict how data is entered. By forcing users of the
database to only enter data in a fixed format this greatly reduces the chances of data
input errors.

NOTE: Input Masks only work with Text and Date data types.

e Within the upper section, click on the Course Date, Data Type cell, as illustrated
below.

b1 | —=] Mext Weeks Courses

2 Field Name Data Type
=¥ (1D AutoMNumber
Course Name Text
Course Description Text
Price Currency
Places Left Number
Course Date Date/Time
Duration (days) MNumber
Field1 Attachment

e Look at the bottom of the screen and you will see a table that includes Input Mask,
as illustrated.

General |Lookup

Format = |3hort Date
E Input Mask

Caption

Default Value

WValidation Rule

Walidation Text

Required Mo

Indexed Mo

IME Mode Mo Control

IME Sentence Mode Mone

Smart Tags

Text Align General

Show Date Picker For dates
= Help.

e Click within the Input Mask line.
e Click on the small button containing three dots displayed at the right end of this line.
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General |Lookup

Format g% |5hort Date
Input Mask E]
Caption

Default Value
Validation Rule
Validation Text

Required Mo
Indexed Mo

IME Mode Mo Control
IME Sentence Mode Mone
Smart Tags

Text Align General
Show Date Picker Faor dates

e If prompted to save the table, click on the Yes button.

-

Input Mask Wizard @

l i Mustsave table first, Save now?

e The Input Mask Wizard dialog boxis displayed.

i 5

Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask works, use the Try It box.
To change the Input Mask list, didk the Edit List button.
Input Mask: Data Look:

Long Time 1:12:00PM

Short Date 27/09/1969

Shart Time 13:12
Medium Time 01:12 PM

Medium Date 27-5ep-69

Try It: |

[ Edit List ] [ Cancel ] [ Next > ] [ Finish ]

e Selectthe Short Date option, and then click on the Next button. Although itis highly
unlikely in the case of a date, that you would wish to change the placeholder
character, you have the ability to substitute the character, inserting others in their
place. Do not make any changes in this case; simplylook at what options are
available.
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Fa B

Input Mask Wizard
Do you want to change the input mask?
Input Mask Mame: Short Date
Input Mask: 39 f00,/0000

What placeholder character do you want the field to display?

Placeholders are replaced as you enter data into the field.
Flaceholder character: | =

Try It: |

[ Cancel ] [ < Back ][ Mext = ] [ Einish ]

Click on the Next button and then the Fnish button. The Input Mask now displays
the following.

General |Lookup

Format short Date
Input Mask
Caption
Default Value
Validation Rule
Validation Text

Required Mo
Indexed MNao

IME Mode Mo Control
IME Sentence Mode Maone
Smart Tags

Text Align General
Show Date Picker For dates

Click on the Datasheet View button (bottom-right) to switch to Datasheet View.
When prompted, click on the Yes button to save the changes.

P )

Microsoft Access @

You must first save the table.

Do you want to save the table now?

e (w ]

Using the mouse pointer, select the next blank cell at the bottom of the Date
Received column.
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| j Next Weels Courses
!

1D - |Course Nam - Course Dest - Price - | Places Left - |Course Date - Duration {d: =

1 Word 2010 Basics €200.00 5 3/03/2010 1

2 Excel 2010 Advanced £€400.00 2 3/03/2010 2

3 PowerPoint 20 Basics €200.00 4 3/03/2010 1

4 PowerPoint 20 Advanced €400.00 1 3/03/2010 2

5 Outlook 2010 Basics €200.00 4 3/03/2010 1

6 Access 2010 Basics €200.00 3 3/03/2010 1k

| 7 Access 2010 Advanced €400.00 T 7032010 2

* (New) v

Notice the new Input Mask appears. From this point on, each new record added to
the database will require the operator to follow the format. No other format will be
accepted.

Using Input Masks with Text data type for example, is useful when storing phone
numbers. As calculation is not needed, phone numbers are entered into fields
configured with the Text data type. Following the same approach as the Date / Time
inputmask will ensure data entry operators will enter in phone numbers according to
the mask you have set.

NOTE: If at any stage incomplete data has been entered into the field using an input
mask, you will not be able to move out of the field or select another function until the
data is either removed or completed. Access will display the following message.

Microsoft Access @

lol The value you entered isn't appropriate for the input mask '99,/00,/0000;0; ' spedfied for this field.

[ ok | | Help |

Click on the Design View button (bottom-right) to switch to Design View.

Validating Numbers

Validation rules help to control and therefore limit the type and amount of data users
can enter. By providing conditions (criteria), in the form of expressions in the
Validation property of a field, data entered must match the given conditions to be
accepted.

If the data fails to meet the conditions specified, Validation Text, also specified
within Held Properties below the validation rule, will be displayed prompting the
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user of the conditions required to meet data entry requirements.

Select the Price field.

Field Proper
External Data Dratabase Tools Design
9« || 55 Mext Weeks Courses-"-.\
o Field Name Data Type
x % ID AutoNumber
Course Name Text
Course Description Text
Price Currency
Places Left Number
Course Date Date/Time
Duration (days) Number
Fieldl Attachment

Click within the Validation Rule line and type in:

>=200
General |Lookup
Format Euro
Decimal Places 2
Input Mask
Caption
Default Value
‘ Validation Rule - = 200)
Vatidatiom Text
Required Mo
Indexed Mo
Smart Tags
Text Align General
elp.

Press the Enter key.

Within the Validation Text section type in the following line of text

A price greater equal to, or greater than, 200 must be entered
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General |Lookup

Format Euro

Decimal Places 2

Input Mask

Caption

Default Value

WValidation Rule >=200

Validation Text A price greater equal to, or greater than, 200 must be entered

Dﬂqllirﬂd ko

Indexed [ [:]

Smart Tags

Text Align General
{elp.

Press the Enter key.

Click on the Datasheet View button (bottom-right of the screen). You will see the
following dialog box displayed.

- )

Microsoft Access @

You must first save the table.

Do you want to save the table now?

e (o]

Click on the Yes button.

Within row 8, under the Price column, enter the number 200, and press the enter
key. It will be displayed as illustrated. The validation rule allows the number 200 to
be entered so Access accepts this number with no problems.

] Next Weeks Courses
D + Course Nam - Course Dest ~ Price - Places Left

1 Word 2010 Basics €200.00
2 Excel 2010 Advanced €400.00
3 PowerPoint 20 Basics €200.00
4 PowerPoint 20 Advanced €400.00
5 Outlook 2010 Basics €200.00
6 Access 2010 Basics €200.00
7 Access 2010 Advanced EAT0.00
8 €200.00

* (New)

Try overtyping the value you have just typed with the number 300. Again Access will
accept this as you also specified that prices over 200 could be entered.
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= Next Weeks Courses ',

1D ~ Course Nam - Course Dest - Price ~  Places Left -~ Cours
1 Word 2010 Basics £200.00 5 3
2 Excel 2010 Advanced €400.00 2 3
3 PowerPoint 20 Basics £200.00 4 3
4 PowerPoint 20 Advanced €400.00 1 3
5 Outlook 2010 Basics €200.00 4 3
6 Access 2010 Basics £€£200.00 3 3
7 Access 2010 Advanced - 1 3
8 £€300.00 3
#* (New)

e Now try overtyping the value with 150 and press the Enter key. This time you will

see an errormessage displayed, as the validation rule specifies that the price must
be 200 or above.

| Next Weeks Courses
D - Course Nam - Course Desc - Price + | Places Left - Course Date ~ Duration (c

1Word 2010  Basics €200.00 5 3/03/2010
2 Excel 2010 Advanced €400.00 2 3/03/2010
3 PowerPoint 20 Basics £€200.00 4 3/03/2010
4 PowerPoint 20 Advanced €400.00 1 3/03/2010
5 Outlook 2010 Basics €200.00 4 3/03/2010
6 Access 2010  Pasics £€200.00 3 3/03/2010
7 Access 2010 Advanced €400.00 1 3/03/2010

£ 8 150.00 3/03/2010

* [{New)

-“FEI-DSBH Access
I_:\ A price greater equal to, or greater than, 200 must be entered
E ok § | beb

e Click on the OK button and enter a valid number such as 400 and press the Enter
key.

Validating Dates

e Click on the Design View button (bottom-right).
e Selectthe Course Date field name.
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T Next Weeks Courses"‘-.\
Field Name Data Type

S|% 1D AutoNumber

Course Name Text

Course Description Text

Price Currency

Places | eft Number
| Course Date Date/Time

Duration [days) Mumber

Fieldl Attachment

Make sure that the formatis setto Short Date.
Within the Validation Rule line type in the following and then press the Enter key.

>01/01/2010

The screen will now look like this.

General |Lookup

Format Short Date
Input Mask 99,00/0000;0;_
Caption

Dafault Ul

Validation Rule =01,01,2010
Mahdation Tewt

Required Mo

Indexed Ma

IME Mode Mo Caontrol
IME Sentence Mode Mane

Smart Tags

Text Align General
Show Date Picker For dates

In the Validation Text, type in Records cannot be backdated to last year, then
press the Enter key.

| General [Lookup]

Format sShort Date
Input Mask 99,00/0000,0;_
Caption

Default Value

Walidation Bule #1401 .2010=
Validation Text Records cannot be backdated to last year
Requited fio

Indexed MNao

IME Mode Mo Control
IME Sentence Mode Mone

Smart Tags

Text Align General
Show Date Picker For dates

Click on the Datasheet View button (bottom-right of the screen) to switch to
Datasheet View. When prompted, click on the Yes button to save the changes.
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- )

Microsoft Access @

You must first save the table.

Do you want to save the table now?

=] (® ]

Access notifies you that the Data integrity rules have changed. Click on the Yes
button. When setting up Validation Rules, data in existing records may not meet the
new rules and if thatis the case the following will be displayed.

Microsoft Access @

Data integrity rules have been changed; existing data may not be valid for the new rules.

EL
=

This process may take a long time. Do you want the existing data to be tested with the new rules?

[ Ves l [ Mo ] [Cancel ]

As we are onlyinterested in making certain all new record entries conform to the
rule, click on the Yes button to keep the new settings and continue testing.

NOTE: Access continues checking any other validation rules you added and will
inform you if they contain data that fails to meet the rules.

Within the Course Date column, try entering a date such as 03/03/2000, which
clearlyis before the validated date specified. You will see the following dialog box
displayed.

] | Next Weeks Courses

1D ~ Course Mam - Course Dest ~ Price -  Places Left - Course Date - Duration (d: ~
1 Word 2010 Basics £200.00 5 3/03/2010 1
2 Excel 2010 Advanced €400.00 2 3/03/2010 2
3 PowerPoint 20 Basics £200.00 4 3/03/2010 1
4 PowerPoint 20 Advanced €400.00 1 3/03/2010 2
5 Outlook 2010 Basics £200.00 4 3/03/2010 1
6 Access 2010 Basics £200.00 3 3/03/2010 1
7 Access 2010 Advanced £400.00 1 3/03/2010 2
8 €400.00 3/03/2010
& 9 03/30/2000
* [New)
Microsoft Access

I Records cannot be backdated to last year

ook | | bep
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Click on the OK button and overtype the invalid date with a valid date, i.e. after
01/01/2010, which will fulfill the validation critera.

Data Entry Required / Not Required

A validation rule ensures that data entered into a field meets the rules; however it
does not require data to be entered into a field. You can use the Required option to
force a user to enter data into a particular field.

Click on the Design View button (bottom-right) and if required save any changes
that you have made.

Click within the Course Name field, in the upper part of the window.

j MNext Weeks Courses

Field Mame Data Type
% |Ip AutoMumber

Text

Course Description Text

Price Currency

Places Left MNumber

Course Date Date/Time

Duration (days) Mumber

Fieldl Attachment

If you look within the Held Properties section, in the lower part of the window, you
will see that the Required option is setto No.

General |Lookup

Field Size 255
Format

Input Mask

Caption

Default Value

Validation Rule

\alidation Text

Required Mo
Indexed Mo
Unicode Compression Yes

IME Mode Mo Control
IME Sentence Mode Mone
Smart Tags

Double click on the word No and this will toggle to the word Yes.
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General |Lookup

Field Size 255
Format

Input Mask

Caption

Default Value

WValidation Rule

WValidation Text

Required

Allow Zero Length Yes
Indexed Mo
Unicode Compression Yes

IME Mode Mo Control
IME Sentence Mode Mone
Smart Tags

Click within the Course Description field.

| T Mext Weeks Courses

Field Mame Data Type

# |Ip AutoNumber

CoadrseMam Text

Course Deskription Text

P Currency

Places Left MNumber

Course Date Date/Time

Duration (days) Mumber

Fieldl Attachment

Within the lower part of the window, set the Required option for this field to Yes.
Set the Required option for the Price field to Yes.

Set the Required option for the Places Left field to No.

Setthe Required option for the Course Date field to Yes.

Setthe Required option for the Duration field to Yes.

Leave the Required option for the Held1 field setto No.

Click on the Datasheet button (bottom-right) to switch to the Datasheet View. When
you see the following dialog box, click on the Yes button.

P )

Microsoft Access @

You must first save the table.

Do you want to save the table now?

e (w ]

You may see the following dialog box, click on the Yes button.
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Microzoft Access @

Data integrity rules have been changed; existing data may not be valid for the new rules.

= I"l This process may take a long time. Do you want the existing data to be tested with the new rules?

[ fes J l Mo l [Cancel ]

Click on the next available row in the Course Name column.

==z deWeehsCours«s"‘-.\
1D ~ |Course Nam - Course Desc - Price ~  Places Left - Course
1 Word 2010 Basics €200.00 5 3/
2 Excel 2010 Advanced €400.00 2 3
3 PowerPoint 20 Basics £€200.00 4 3/
4 PowerPoint 20 Advanced £€400.00 1 3/
5 Qutlook 2010 Basics €200.00 4 3
6 Access 2010 Basics €200.00 3 3/
e dvanced €400.00 1 3/
* (New |

Enter a name for the course,such as PC Theory and press the Enter key. Your
screen will now look like this.

T Next Weeks Courses

[n] ~ Course Nam -~ Course Dest - Price - | Pla

1 Word 2010 Basics €200.00
2 Excel 2010 Advanced €400.00
3 PowerPoint 20 Basics €200.00
4 PowerPoint 20 Advanced €400.00
5 Outlook 2010 Basics €200.00
6 Access 2010  Basics €200.00
7 Access 2010 _Advanced €400.00

i 10 PC Theory

#* {Mew)

Press the Enter keyto jump to the Price field. Enter a price of 200.

Press the Enter keyto jump to the Course date field. Enter a value of 03/03/2010.
Press the Enter keyto jump to the Duration field. Enter a value of 1.

Press the Enter keyto jump to the Fieldl field. Your screen will now look like this.

| 1 Phewt wesks Counes

(e} - Course Nam - Course Dest - Price - Placesleft - Course Date - .ﬂ‘l.;l'lll:ﬂ'l:H.n -1 a Click to Add -
1 Werd 2000 Basics 200,00 -] 3102/ 2000 1 1)
2 Exgel 2010 Adwanoed A0, 50 2 1/03/2000 2 ]
3 PenieerPoint 20 Rasics 200,00 '] /03 2000 1 1)
4 PowerPoint 20 Advanced €£A00.00 1 1032000 a 1)
5 Outhopk 2010 - Basies 200,00 a 1o 2010 1 1)
b Afcass JOI0 Ratict 200,00 3 ifodf 2000 1 .;11;-
T Arcess 110 Advanced CA00.00 1 303/ 2010 1 1)
I 10 PC Thisory £200,00 3 afoalamo 1 o)
. (W) Ha)
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Press the Enter key and you will see the following dialog boxdisplayed. Remember
that you setthe Required setting to Yes for the Course Description, which is why
this warning dialog boxis displayed.

P o

Microsoft Access @

l . Youmustentera value in the 'Mext Weeks Courses. Course Description’ field,

P ook | Help |

Click on the OK button and enter the word Basics into the Course Description
field.

j Next Weeks Courses

1D + Course Nam - Course Dest - Price +  Places Left

1 Word 2010 Basics £200.00
2 Excel 2010 Advanced £400.00
3 PowerPoint 20 Basics £200.00
4 PowerPoint 20 Advanced £€400.00
5 Outlook 2010 Basics £200.00
6 Access 2010  Basics £200.00
7 Access 2010 —Advanced £400.00

7 10 PC Theory Basics £200.00

* (MNew)

Press the Enter key and you will no longer see any error messages.
Save your changes and close the Access program.

Field Properties — Reference Materials

These tables provide a reference guide to some of the most commonly used field
properties, along with examples and descriptions.

NOTE: These operators, wildcards, etc., along with the examples will prove useful
when learning about and using queries (covered in a later section), therefore itis
worth spending some time familiarizing yourself with them.

Table — Field Properties — Validation Rule Comparison Operators
The following table contains comparison operators used to compare values and
return a result thatis true, false, or null.
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Validation Rule Comparison Operators Description

< Less than

= Greater thanor Equal to

< Not Equal to

Field Properties — Logical Operators

¢ The following table contains logical operators used to combine two values and return
atrue, false, or null result.

Operator sage Description

Or Exprl Or Expr2 True when either Exprl or Expr2 is true.

Mot Mot Expr True when Expr is not true.

Field Properties — Validation Rule Examples

e The following table contains Validation Rule examples and description.

Validation Rule Example Description

> 1000 Or Is Null Entry must be blank or greater than 1000.

>=#1/1/96% And <#1/1/97# Entry must be a date in 1996,

Field Properties — General

The following table provides a brief description of the purpose of commonly used
field properties.
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Use this Field property

Format Customize the way the field appears when displayed or printed

Mew Values Set whether an AutoMumber fieldis incremented or assigneda random value

Caption Set the text displayed by defaultin labels for forms, reports, and gueries

Validation Rule Supply an expression that must be met when adding a value in this field

Required Require that data be entered ina field.

Field Properties — Format

e The following table provide a description of how each of the formats affect the way
information is displayed.

Format Property Option Description

Number General Number Inmost cases, displays the number as entered, however this format will not
display a decimal point or ‘00" (zeros) if the zeros fall after a decimal point. |.E.
1234.00 becomes 1234 & 1234.0100
Becomes 1234.01 Does not display or store the last two zeros

Currency Displays the number using the thousand separator (,). Currency symbols
displayed according to Microsoft Windows Regional and Language settings
{Contral Panel)

Euro Displays the number using the Eurc currency symbel, regardless of the symbaol

specifiedinthe Regional and Language settings.

Fixed Stores the whole value entered but enly displays the number up to two
decimal places, (depending upcn Regional & Language settings). Nocurrency
symbol displayed.

Standard Dizplays the number using the thousand separator (,) No Currency symbol

displayed. 2,345.678 becomes 2,345.67

Percent IMultiplies the value by 100 and displays the number witha percent sign
added to the end. 0.3456 becomes 35%

Scientific Displays the value in standard scientific notation.
1234 567 becomes 1.23E+03

Yes/No True/False — Displays the value as either True or False.
Yes/MNo — Displays the value as either Yes or No.
On/Off — Displays the value as either On or Off.
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Field Properties — Input Mask Characters

e The following characters can be used to define an input mask.

Character Description

] Digit or space (entry not reguired, plus [+] and minus [-] signs not allowed)

L Letter (& to Z, entry required)

Letter or digit (entry required)

Any character or a space (entry reguired)

| Decimal placehclder and thousand, date, and time separators. The character used depends on
Regional Settings (Control Panel)

El Causes all characters to be converted to uppercase

L Causes the character that follows to be displayed as the literal character (for example, \A is
displayedas just A)

Field Properties — Input Mask Examples

e The following characters can be used to define an input mask.

Input mask Sample values
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Manipulating Tables & Records

Renaming a table

e Startthe Access program.
e Open a database called Tables and Records.

Home Create EBxternal Data Database Tools
All Access Objects > o«
Search. 2
Tables -3

5] Next Weeks Courses

e Select (butdo not open) the table called Next Weeks Courses. Right click on the
table and from the popup list displayed select the Rename command.

@' |+
Home Create External Data Database Tools
All Access Objects =«
Searchi. P
Tables &
5 mext Weeks Couy ,,
F Open

lﬁ Design View
Import 4
Export r
“%  Collect and Update Data via E-mail

_:f@ Rename

e T
Delete

Cut

sa Copy

) Be

e The table name is now displayed in editing mode.
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(Al =~ =
Home Create External Data Datz
All Access Objects = «
Search.. ey
Tables 3

j Mext Weeks Courses

Type in Future Courses and press the Enter key.

(Al A~ =
Home Create External Data
All Access Objects = «

Searci. Fe

Tables &3

j Future Courses

e Double click on the table to open it. The table object tab now displays the new name,
Future Courses.

E| d - I+ | | i
Home Create External Data Database Tools Fields Table
All Access Objects @ T Future Courses

TCr +~ ourse Nam -~ Course Dest ~

Searchi.
Tables
lj Future Courses

dword2010  Basics
2 Excel 2010 Advanced
3 PowerPoint 20 Basics
4 PowerPoint 20 Advanced
5 Outlook 2010 Basics
6 Access 2010  Basics
7 Access 2010 Advanced
10 PC Theory Basics
* (New)

»

Editing data within arecord

e With the table open, under the Course Description field, click within the record
relating to the PowerPoint course.
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= Future Cou-rses
In] - |Course Mam - Course Dest - Price -
1 Word 2010 Basics £200.00
2 Excel 2010 Achvancad £400.00
3 PowerPoint PO Basics €£200.00
4 PowerPoint 20 Advanced €400.00
5 Qutlook 2010  Basics £€200.00
6 Access 2010 Basics €200.00
7 Access 2010 Advanced £€400.00
10 PC Theory Basics €200.00

* (New)

Press the F2 function key (located at the top of the keyboard). The cell is now in
Editing mode and existing values can be overwritten, edited or removed (depending
upon field properties).

] Future Comses
ID ~ Course Nam -~ Course Dest ~ Price - PlacesLeft ~ Ct
1 Word 2010 Basics €200.00 5
2 Excel 2010 Advanced €400.00 2
3 PowerPoint 2 €200.00 4
4 PowerPoint 20TAdvanced €400.00 1
5 Outlook 2010 Basics €200.00 4
6 Access 2010  Basics €200.00 3
7 Access 2010 Advanced €400.00 1
10 PC Theory Basics €200.00 3
* (MNew)

Type in the word Advanced and press the Enter key.

== Future Courses
1D - |Course Nam - Course Dest -~ Price - Pl
1 Word 2010 Basics €200.00
2 Excel 2010 Advanced €400.00
# 3 PowerPoint . £200.00)
4 PowerPoint 20 Advanced €400.00
5 Outlook 2010 Basics €200.00
6 Access 2010 Basics €200.00
7 Access 2010 Advanced €400.00
10 PC Theory Basics €200.00
* (New)

Use the same technique to change the duration for this course from one to two
days.
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e Change the price for this course from 200 to 400. Your data will now look like this.

_=__f| Future Courses
1D - Course Nam - | Course Desc » Price ~ | Places Left ~ Course Date ~ Duration {_dz -
1 Word 2010 Basics €200.00 5 3/03/2010 1
2 Excel 2010 Advanced £400.00 2 3/03/2010 2
F 3 PowerPoint 20 Advanced £€400.00 4 3/03/2010 ¥
T POWETFOITTT 20 Agvanced 0000 T 370372010 z
5 Cutlook 2010 Basics €200.00 4 3/03/2010 1
6 Access 2010 Basics €200.00 3 3/03/2010 1
7 Access 2010 Advanced £€400.00 34 3/03/2010 2
10 PC Theory Basics €200.00 3 3/03/2010 1
* (New)

Deleting data within arecord

e Deleting data in a record is similar to editing data in a record; however there are a
number of considerations to take into account.

Data cannot be deleted from fields where the Required field propertyis setto Yes,
as this prevents the field from being left blank.

Deleting data from an Attachment (Data Type) field is actually not a deletion but the
removal of an attachment.

e Toremove data from a record, select the Places Left field for the PowerPoint 2010
record.

=1 Future Courses

D - Course Nam - Course Desc - Price - | Places Left - Course Da
1 Word 2010 Basics €200.00 5 3/03/

2 Excel 2010 Advanced €400, 2 3fo3f

3 PowerPoint 20 Advanced €400.00 4 3fo3f

4 PowerPoint 20 Advanced €400.0T7 T 3/03/

5 Dutlook 2010 Basics €200.00 a 3/03/

6 Access 2010  Basics £200.00 3 afozf

7 Access 2010 Advanced €400.00 1 3fo3f

10 PC Theory Basics €200.00 3 3fo3/

* (New)

e Then press the F2 key to activate editing mode, then use either the Delete or the
Backspace keyto delete the entry. Press the Enter key to commit the changes.
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== Future Coulses\
1D - Course Nam - Course Dest ~ Price -  Places Left - Course Date ~ Dui
1 'Word 2010  Basics €200.00 5 3/03/2010
2 Excel 2010 Advanced £€400.0 3/03/2010
W 3 PowerPoint 20 Advanced €400. 3 aly
4 PowerPoint 20 Advanced €400.0 3/03/2010
5 Outlook 2010 Basics €200.00 4 3/03/2010
& Access 2010 Basics €200.00 3 3/03/2010
7 Access 2010 Advanced €400.00 1 3/03/2010
10 PC Theory Basics £€200.00 3 3/03/2010
* (New)

e The pointermoves to the next column, leaving the Places Left field empty.

Using the Undo command

e Like other Microsoft Office applications, the Undo command (CTRL-Z), allows the
user to undo previous actions.

Create Externa

Tables P

Unlike other Office Applications however, when working with tables for example, the
Undo function will only undo the last action. The Undo button is located on the
Quick Access Toolbar.

e Selectan item within the Places Left column, press the F2 key and then press the
Del key. The item will be removed. Repeat this procedure for each item under the
Places Left column. Your data will now look like this.

=] Future Courses

1D - | Course Nam » | Course Desc ~ Price -l Places Left - [ourse Date -  Duration
F 1 Word 2010 Basics €200.0( | 3/03/2010
2 Excel 2010 Advanced £400.0 3/03/2010
3 PowerPoint 20 Advanced £400.0 3/03/2010
4 PowerPoint 20 Advanced £400.0 3/03/2010
5 Outlook 2010 Basics £€200.0 3/03/2010
6 Access 2010  Basics €200.0 3/03/2010
7 Access 2010  Advanced £400.0 3/03/2010
10 PC Theory Basics £200.0 3/03/2010
* (Mew)
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e Click on the Undo button and the lastitem you deleted will be displayed again. Click
on the Undo button again, and you will see that no more undo’s can be performed.

Deleting a single record

e You mayneed to remove a record from a table. In this example you will remove the
record relating to the Outlook 2010 course.

e Move the pointer to the column, left of the ID field for the Outlook record. When the
pointer changes to a right pointing arrow, click to highlight the whole row (record).

All Access Objedts ] « |j Future Courses - |
Search.. p l 1D + Course Nam » | Course Desc » Price - | Places Left
Tables 2 [ 1 Word 2010 Basics €200.00
EH Future Courses 2 Excel 2010 Advanced €400.00
3 PowerPoint 20 Advanced £€400.00
4 PowerPoint 20 Advanced £€400.00
5 Outlook 2010 Basics £200.00
6 Access 2010 Basics €200.00
7 Access 2010 Advanced €400.00
10 PC Theaory Basics €200.00
* [{New)

e With the pointer anywhere within the highlighted area, click using the right mouse
button to activate the shortcut menu.

| T Future Courses

1D - C-ourse Mam - | Course Dest - Price - P_IHEE
1 Word 2010 Basics €£200.00
2 Excel 2010 Advanced €400.00
3 PowerPoint 20 Advanced €400.00
4 PowerPoint 20 Advanced €400.00
5 Qutlook 2010 Bs | N Recoid 200.00
6 Access 2010 ja = 230.00
=fr+ Delete Record
7 Access 2010 i A00.00
10 PCTheory Bz & Cut 200.00
* (New) B3

Copy

,:E Row Height...

e Click on the Delete Record option. Awarning is displayed.

I )

Microsoft Access @

You are about to delete 1 record(s).

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

e) [m )
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NOTE: Undo is not available when deleting records, therefore any deletions will be
committed.

e Click on the Yes button to confirn the deletion.

T Future Courses
D ~ Course Nam -~ Course Dest - Price ~ | Places Left - Course Date ~
1 Word 2010 Basics €200.00 5 3/03/2010
2 Excel 2010 Advanced €400.00 3/03/2010
3 PowerPoint 20 Advanced €400.00 3/03/2010
4 PowerPoint 20 Advanced €400.00 3/03/2010
E Access 2010 Basics €200.00 3/03/2010
7 Access 2010  Advanced €400.00 3/03/2010
10 PC Theory Basics £200.00 3/03/2010
* (New)

e The Outlook course record has been deleted from the table.

NOTE: When deleting records from a table, the unique number in an ID
(AutoNumber) field is also deleted and will not be reused.

TIP: Instead of using the shortcutmenu and the Delete Record option, you could
simply highlight the row and press the Delete key.

Deleting multiple records

e Ifa group of records needs to be deleted, the process is similar to deleting a single
record. The onlydifference is in selecting the records.

e Move the pointer left to the ID column for the Excel 2010 course.

¥l ij Future Courses

Lol 1D ~ Course Nam -  Course Dest - Price
rorl 1Word 2010 Basics €
2 Excel 2010 Advanced €40
3 PowerPoint 20 Advanced €40
4 PowerPoint 20 Advanced £40
6 Access 2010  Basics €20
7 Access 2010 Advanced £41
10 PC Theory Basics €20

* [New)

e Drag down the listto the Access 2010 basics course and all the rows, i.e. records,
will be selected.
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& j Future Courses
0o 1D » | Course Nam » | Course Dest ~ Price
g0 1 Word 2010 Basics €200
2 Excel 2010 Advanced €400
3 PowerPoint 20 Advanced €400
4 PowerPoint 20 Advanced €400
6 Access 2010 Basics €200
FAccess20H0—Advanced €40C
10 PC Theary Basics €200
* (New)

e Press the Del key and you will see a warning dialog box.

_ | Future Courses-

o} ~ |Course Nam ~ Course Desc ~ Price ~ | Places Left -~ Course Date ~ D
1 Word 2010 Basics £€200.00 5 3/03/2010
7 Access 2010  Advanced £400.00 3/03/2010
10 PC Theary Basics €200.00 3/03/2010
* (New)
Microsoft Access @

You are about to delete 4 record(s).

& l % Ifyou dick Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?

e Click on the Yes button to delete the selected records. Your data will now look like
this.

j Future Courses

1D ~ Course Nam ~ Course Desc ~ Price ~  Places Left ~
1 word 2010 Basics €200.00 N
E Access 2010 Advanced €400.00
10 PC Theory Basics €200.00
* (New)

TIP: Records can also be highlighted by clicking on the first record, moving to the
last, then whilst holding down the Shift key, select the last record to highlight all
records between and including the first and last records.

Using Save As to back up the database using a different file name

e Click on the Hle tab and select the Save Database As option.
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CYIN= R R c R

Home Create E
lg Save

Save Object As

| IE__] Save Database As

lﬁ Cpen

Lj Close Database

You may see a dialog box asking you to close all open objects. If you see this dialog
box click on the Yes button.

-

Microsoft Access @

All open objects must be closed before you save the database.
N

= Do you want Microsoft Access to dose all open objects?

The Save As dialog boxwill be displayed.

[A] Save As (23]
OTI'\_J | . & My Documnents » Access 2010 Basics » - | ¢¢| | Search Access 2010 Basics o |
Organize * Mew folder == = '@'
-~
* | MName Date modified Type e
1 Libraries . _ .
- | images 7/04/2010 4:35 PM File folder
j Documents b N ) i
J_‘ e |I_|1 Cheltenham Courses 7/04,/20101:45 PM Microsoft Access |
I Music £
) |I_|1 Filter & Sort 6,/07/2007 4:42 AM Microsoft Access
=] Pictures _ R . .
B vid 2 (& Filtering Forms 6,/06/2008 1:13 PM Microsoft Access
ideos
|I_|1 First Look 31/03/2010 6:15 PM  Microsoft Access |
|I_|1 Forms - Headers and Footers 9/06,2008 11:37 AM  Microsoft Access
#% Homegroup R : .
— [ Forms 25/07/200711:29 ... Microsoft Access
_ |I_|1 Hiding 9/06,2008 1:39 PM Microsoft Access
1M Computer . o i ) i
: |I_|1 Keys and Indexing 25/07/2007 8:58 AM  Microsoft Access
&, Local Disk (C) o . _ ]
(& Manipulating Tables 8/04/201011:17 AM - Microsoft Access -
= RECOVERY (D)
1 | 1 | 3
File name: | LELESET R -
Save as type: [Microsof't Access 2007 Database v]
4 Hide Folders Tools = [ Save ] ’ Cancel ]

Enter a new name for the database, such as Backup Tables and Records.
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Click on the Save button to save the database under the new name.

Deleting atable

Open a database called Deleting a Table. This database contains three tables.

Home Create External Data Database Tot
All Access Objects ¥l «
Search.. j o
Tables 3

j Future Courses
j Last weeks cousres

j Mew Courses

Select the table that you wish to delete, such as New Courses.
Press the Del key and you will see a warning dialog box.

P

Microsoft Access @

Do you want to delete the table '"Mew Courses'? Deleting this object will remove it from all groups.

For more information on how to prevent this message from displaying every time you delete an object, dick Help.

[ Yes [ Mo ] ’ Help ]

-

Click on the Yes button and the table will be deleted.

@' = ) - |=

Home Create External Data
All Access Objects LA
Search. P
Tables =

j Future Courses

5] Last weeks cousres

TIP: To delete a table from a database, the table must be closed.

Close the Access program.
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Primary Keys and Indexing

Defining a Primary Key

Aprimarykey is used as a unique identifier for each record in a database table and

is essential when working with relational tables.
To be effective, a primary key cannot have duplicate entries and must be seton a

field generating a unique identifier. When creating a new table Access automatically

adds the ID field with an AutoNumber data type. By default the ID field is also the
primary key.

Other fields suitable to be set as a primary key are for example passport, social
security and driving licence numbers, military identification, tax, workplace or
personal identification numbers, unique to each individual.

NOTE: Aprimarykey field can never be empty.
Access also uses primary keys to indextables.

Start the Access program.
Open a database called Keys and indexing.

Home Create External Data Database
All Tables ¥l «
Parts P

= Parts: Table

Open the Parts table.

(Al e - Keys and Indexing : Database (Access 2007) - Microsolt Access

n Home Create Extemrl Dats Datatiie Tools Fielgs Tatile

Al Tables G r'|;:]Fuh
Parits & Part Humber - PartMName - PartDescription - Price - NumberinStock - Date Received - Discontinu
T Parts - Table B uight Stop Light 2.50 43 24/01/ 2005 +

2 Alr Filter Paper Filter &.m 10 110/ 2006

1 Spark Plugs  Box of 8 Plugs 43.50 b 11102 2007

4 Light Halagen Light 15.50 8

B Cul Additive  Maotor Ol Additiee 1.50 4

¥ Battery 12w Heawy Duty Batt .50 £

L] [Mew]

Switch to the Design View, by clicking on the Design View button (bottom-right).
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| B i
630PM |
12/04/2010 |

Sl N S

The Primary Key symbol identifies the Part Number field as being the primary key.

E“ H ) - |+ | able Tools | Keys and Int
Home Create External Data Database Tools Design
All Tables ©@ « || pans'
Parts S Field Name Data Type
& Parts: Table i AutoMumber
Part Name Text
Part Description Memo
Price Currency

NOTE: The Primary Key button is also shown in the Tools group on the Ribbon.

To use another field as the primary key, select the Part Name field.

EEHD-®™-|= able Tools Keys
Home Create External Data Database Tool Design
All Tables © « || pans'
Parts 2 Field Name Data Type
EA Parts : Table % part Number AutoNumber
pafrt Name Text
Part Description Memo
Price Currency

Number in Stock Number

Click on the Design tab.

@d9-c-is
Home Create External Data Database Togls Design
Hj % %  — ::*E Insert Rows :M g‘_; |_::7—-’.
i g = Delete Rows - =4 e
Wiew Primary Fuilder Test Validation | " Property Indexes | Create Data
- Key Rules :@Mﬂdlf}' Lookups | gheet Macros =
Views Tools Show/Hide Field, Record

Click on the Primary Key button on the Ribbon. The Primary Key symbol is now
displayed beside the Part Name field.
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=R |= Key
Home Create External Data Database Toals Dresign
All Tables v « (| = Parts
Parts 3 Field Name Data Type
5 Parts: Table Dart Mumhe AutoNumber
B part Name Text
Part Description Memo
Price Currency

Bliamnbme S Cdenle Blismmbme

NOTE: The Part Name field however is not a suitable data type to become a
primary key, as data within this field is unlikely to be unique.

e When working with related tables, the Primary Key field in one table is generally the
(foreign key) field used to create the relationship with another table.

NOTE: Depending upon the data type a field is set to, more than one field can be
highlighted and set as a primary key, although only one displays the Primary Key
symbol.

¢ MAKE SURE YOU DO THIS: Resetthe Primary Key back to the Part Number, field
before continuing, as illustrated below.

(Bl 9~ -3
Home Create External Data [Dratabase Tools Dresign
All Tables =) « || =3 Parts
Parts 2 Field Name Data Ty
T3 Parts: Table #* part Number AutoMumber
Part Name Text
Part Description Memo
Price Currency

Indexing - Reference Notes

e Access uses indexes much like the Table of Contents at the beginning of this
course, to help locate and sort information quickly. An index stores the location of
records based on the field or fields that you choose to index. After Access obtains
the location from the index, it can then retrieve the data by moving directly to the
correct location.

e As mentioned earlier, by default, Access sets the Primary key as the Index within a
table; however indexing can be set on other fields, especially fields used frequently
in searches.

NOTE: Although indexing may speed up searches, it can also slow the process of

updating data within tables. Also, you cannot index OLE objects or attachment
fields.
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As a guide, consider indexing a field if all of the following conditions are met:

- The field's data type is Text, Memo, Number, Date/Time,
AutoNumber, Currency, Yes/No or Hyperlink.

- You anticipate searching for values stored in the field.
- You anticipate sorting values in the field.

- You anticipate storing many different values in the field. If many of the values in the
field are the same, the index might not significantly speed up queries.

Indexing can also be set for multiple fields. If you are likely to perform searches on
two or more fields within a single query, it makes sense to create a multiple-field
index on both fields.

NOTE: You can include up to 10 and set the order of fields in a multiple-field index.

When you sort a table using a multiple-field index, Access first sorts by the first field
defined for the index. If there are records with duplicate values in the first field,
Access then sorts using the second field defined for the multiple-field index.

Before creating an index, decide whether you want to create a single-field indexor a
multiple-field index.

You create an index on a single field by setting the Indexed property.

The following table lists the possible settings for the Indexed property.

Indexed property setting Meaning

No Dontcoraate an index on this field {or delete the existing index)
Yes (Duplicates OK) Create an index on this field

Yes (Mo Duplicates) Craate 3 unique index on this fisld

NOTE: By setting the Index propertyto No Duplicates, Access prevents any new
value which matches an existing value from being entered into the field. For
example, indexing the ID field in a table and setting itto Yes (No Duplicates)
prevents duplicate numbers being entered and therefore the values in the field
remain unique.
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Creating a single-field Index

e For the purpose of this exercise, we will assume that the Part Name field in the
Parts table will be subjectto many searches; therefore it would be worthwhile
indexing this field to speed up searches.

e Click on the Part Name field.

@d9-c-ls
Home Create External Data Dratabase Tools Design
All Tables v « || = Parts |
Parts - Field Name Data Ty
E Parts - Table # | part Numher AutoNumber
Part Name Text
Part Description Memo
Price Currency
Bliimmbhar in CHaclk Blrimnbhor

e Move down to the General tab within the Field Properties section.
e |If you look atthe Indexed properties, you will see thatitis setto No.

General |Lookup

Field Size 255
Format

Input Mask

Caption

Default Value

Validation Rule

Validation Text

Required Ma

Allow Tern | enagth Ye

Indexed EE
O E COMmpTreEssian TeT

IME Mode Mao Contral
IME Sentence Mode Mane
Smart Tags

Double click on the word No and it will toggle to the word Yes. The RHeld

[ ]
Properties section will now look like this.
General |Lookup
Field Size 255
Format
Input Mask
Caption
Default Value
Walidation Rule
Walidation Text
Required Mo
Allow Zero Length Yes
Indexed
Onicode Compression | Ves
IME Mode Mo Control
IME Sentence Mode Maone
Smart Tags
e Press Ctrl-S to save your changes.
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e Close the Access program.

Creating a multiple-field Index

e Startthe Access program.

e Open atable called Multiple Field Indexing.

e Open the Parts table.

e Click on the Home tab and then click on the View button. Click on Design View.

Create Ex

=
J J PivotTable View

nh PivotChart View
M Design View

e Your screen will look like this.

Multiple Field Indexing - Copy : Dat

Data Type
AutoMumber
Text
Memo

&) K
Home Create External Data Database Tools Design
All Tables S| = Pa“s-'-._.\
Parts e Field Mame
55 Parts: Table Edlrart Number
Part Mame
Part Description
Price

Mumber in Stock
Date Received
Discontinued
Documentation

Currency
Number
Date/Time
Yes/No
Attachment

e On the Design tab, within the Show/Hide group, click on the Indexes button.
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@lﬂ |= | | Mu

Home Create External Data Database Tools Design |

E ‘U; ) jm—) ZraInsert Rows gﬂ g J |_=|-
a8 % = Delete Rows '—I_ = -
View Primary| Euilder Test Validation i Property] Indexes | Create Data
- Key Rules @Modlfy Lookups Sheet Macros ~
Views Tools Show/Hide Field, Recornt
The Indexes window is displayed.
£¢¢ Indexes: Parts 34
Index Name Field Mame Sort Order -
Mumber in Stock Mumber in Stor Ascending =
Part Mame Part Name Ascending
%  PrimaryKey Part Number Ascending
-
Index Properties
Primary Mo
Unique Ma The name for this index. Each index can use up
Ignore Mulls Mo to 10 fields.

NOTE: By default, Access automatically configures indexes on certain fields as they
are added to a table, for example ID fields. In such cases, these indexes will display

in the Indexes dialog boxwhen opened.

Aname for the indexis required in the first blank row in the Index Name column.
This name is used onlyto identify the indexand can be the name of a field(s) to be

indexed or another name.

In the Index Name column, type New Index and press the Enter key to move to the

Field Name column, as illustrated.

£& Indexes: Parts EZ
Index Name Field Mame Sort Order -
Mumber in Stock Mumber in Stor Ascending =
Part Name Part Name Ascending

¢ | Dri Part Number  Ascending
Mew Index

Index Properties

The name for this index. Each index can use up
to 10 fields.
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¢ Click on the drop arrow and select Part Name and press the Enter key to move to
the Sort Order column.

£4 Indexes: Parts 3
Index Name Field Name Sort Order -
Mumber in Stock Mumber in Stor Ascending =
Part Mame Part Mame Ascending
% PrimaryKey Part Number _ Ascending
MNew Index ~ | fscending
Part Number b’
g5
Primary MNao Price
Il‘g'ﬂgr‘fNuns ﬁg Number in Stdpk of the field to be indexed.
Date Received
|| Discontinued

o Leave the sortorder setto Ascending (default) and press the Enter key to move to
the next row down.

=

£ Indexes: Parts 3
Index Mame Field Name Sort Order -
Mumber in Stock Mumber in Stor Ascending =
Part Mame Part Mame Ascending
¥ | primaryKey Part Mumber  Ascending
New Index Part Name Ascending E|

Index Properties

Primary Mo
Unigue Mo Records can be sorted in ascending or
Ignore Mulls Mo descending order.

e Press the Enter key again to move to the Field Name column, as illustrated.

=

-

£ Indexes: Parts X
Index Name Field Name Sort Order -
Part Mame Part Mame Ascending —
¥ | primaryKey Part Number Ascending =

Mew Index Part Mame Ascending
-
Index Properties
The name of the field to be indexed.
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e Clickinthe down arrow and select Price.

£4 Indexes: Parts 3
Index Name Field Mame Sort Order -
Part Mame Part Mame Ascending -
% PrimaryKey Part Number Ascending =
Mew Index Part Mame Ascending
Part Number b

Part Name E
Number in Stope of the field to be indexed.
Date Received
Discontinued

e The screen will now look like this.

£¢f Indexes: Parts b3
Index Name Field Name Sort Order -
Part Name Part Mame Ascending -
¥ PrimaryKey Part Number Ascending =
Mew Index Part Mame Ascending
Price Ascending |E|

Index Properties

Records can be sorted in ascending or
descending order.

e Press the Enter keyto move to the Sort Order column.
¢ Close the dialog box.

Deleting multi-field indexes

e On the Design tab, in the Show/Hide group, click on the Indexes button.
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@l ™ 4= | | Mu
Home Create External Data Database Tools Design |
= X O ZvaInsert Rows e =7 -
B ' 3 A87 | =
e = Delete Rows = - -
View Primary| Euilder Test Validation i Property] Indexes | Create Data
- Key Rules ‘i@mod'fﬁ" Lookups Sheet Macros ~
Views Tools Show/Hide Field, Recornt

Click in the left most column to highlight the row as shown below.

£4 Indexes: Parts 3

Index Name Field Name Sort Order -
Mumber in Stock Mumber in Stor Ascending =

Part Mame Part Mame Ascending

¥ PrimaryKey Part Number Ascending

Mew Index Part Name Ascending
Price Ascending b

Index Properties

The name for this index. Each index can use up
to 10 fields.

Press the Delete key on the keyboard.

NOTE: To delete multiple rows in one go, click and drag in the left most column to
select the required rows before pressing the Delete key.

Close the dialog box.

Close Access and save any changes that you have made.
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Filtering

Text Filters

Text Filters provide ameans to find one or more specific records in table, form or
print specific records in a report, table, or query.

By using criteria in a filter, you effectively display only those records matching the
criteria. Records not matching the critena disappear from view, hence the term
‘filter’. For example if you only want to display records that fall between the first day
of a month and the last day of a month, you can apply a filter, specifying the oldest
date and the newest and only records matching the criteria remain visible in the
table

Filters remain in place until they are removed or until the objectis closed.

More than one filter may be active at one time, although only one filter per field is
possible. Setting a new filter on a field will effectively remove the previous filter for
that field before applying the new filter.

Applying a single filter

Asingle filter is one thatis applied to a single field, using the quick filter options
made available in Access 2010.

Open the Access program.
Open a database called Flitering Records. You will see the following.

@' ; |=

Home Create External Data Database Toals
All Tables ¥ «
Orders *

j Orders : Table

Double click to open the Orders table.
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Ao "y I Filter & Sart: Diatabase (Access 00T) - Micresoft Aecess o = o
— Home  Credte  ExtenaiDats  DatabaceTook  Fislds  Table =@
#ll Tables SR =
Ohders [ OrderNo - FinstName - LastName - Pordition = | Sales Account Manager - | Categary = Prodict Name + Linit Oty + O
= e Tapse IM Bedecs Owner Mariya Sergrenka Beverages Chai 10 bowes x 20 bags.
2 Amtoia Gratstes Solsons  Purchasing Representative  Lasura Ghusasni | Condiments Syrup 12- 550 ml biottes
3 Thomas LVC] Purchasing Manager Anne Hellung-Larsen Condiments Cajum Seasoning 4B- 602 jare
4 Christina Lee Overver fan Kotas ol Clive Oil 36 bowes
5 Martin O Dannell Purchasing Manager Bariya Seng Jarms, ySpread 13- 3esjare
B Francisco Peraz-Clasta Owmer Mancy Freehafer Oried Fruft & Nuts Oried Pears 12-1 I plegs.
T Ming-Yang Xim Purchasing Reprasantative  Mancy Freahafer Sauces Curry Sauce 12-12 0z jars L
& Elizabeth Andersen Purchaging Manager Mancy Freehater Dried Fruit & Nuts Walnuts 40- 100 g pkgs,
5 Sven Maortensen Purchasing Manager Mancy Freenafer Canned Fruit & Vegetables  Fruit Cocktall 152502
10 Roland Wacker Purchasing Manager Nancy Fraghafer Baked Goods & Mixes Chocolate Biscuits Mix 10 boxes » 12 plecas
11 Peter Krachne Purchasing Marager Robert Zare lams, Preserves Murmalsde 30 gift boxes
12 john Edwards Purchasing Representative  Michael Nelpper Baked Goods & Mixes Scones 24 plgs. x 4 pieces
13 Andre Ludick Purchasing Reprasentative  Mariya Sergienko Baversges Bear 24- 13 oz bottles
14 Carlos Grilo Purchasing Manager Anne Hellung-Larssn Canned heat Crab Meat 24-4orting
15 Helena Kupkova Purchasing Representative  Anne Hellung-Larsan Soups Clam Chowder 12- 12 0z cams
18 Danial Goldschmidt Owner Mancy Freahafer Beverages Coffes 16 - 500 g tins
17 sean Philippe  Bagel Purchasing Representative  Andrew Cencini Candy Chocolate 10 pkgs
15 Catherine Awtier Miconi Accounting Assistant anne Hellung-Larsen Dried Fruft & Muts Oried Apples. 50~ 300 g phgs:
15 Alexander  Eggerer Purchasing Manager fari Kotas Grains Long Grain Rice 16- 2 kg baxes
20 George U Accounting Manager Mariya Sergienio Pasta anoechi 24- 250 g phgs,
21 Bemard Tham Purchasing Assistant Michagl Neipper Pasta Rawioll 24- 250 g phigs.
2% Lwgiana Ramas Purthasing Manager Aring Hellung-Larsan Sauces Hot Poppar Sauce 32- 8 oz botties
21 Michael Entin Owner Jan Kotas Sauces Tormato Sauce 24-8Borjars
24 jomas Hasselberg Purchasing Manager Mariya Serglenko Dairy Products Mozzarelia 24- 200 g phgs.
25 John Rodman Accounting Assitant Laura Giwssani DOirved Frurt & dNuts Almands 5 kg phg.
26 flun Ly Purchasing Manager A dellung-Larsen i ts Mustard 12 bomes
27 Karen Tah Purchasing Manager Jan Kotas Dried Frult & Nuts Oried Plsms 1o bag
2 Amritansh  Raghav Purchasing Manager Mariya Sergienko Beverages Green Tea 20 bags per box
2% Soo lung Lee Owner Mancy Freehafer Cereal Granola 10 per box
* LT = ~ : -
= L Heroobi ot/ 1o0 3 | bohin | T RnA | Search 14 L b
Distasteet Wiew - T D

To apply a single filter click at the top of the Position column to select the whole

column.
Order No » First Name - Last Mame

|| 1 Anna Bedecs Owner Mariya S
| 2 Antonio Gratacos Solsona  Purchasing Representative Laura Gil
| 3 Thomas Axen Purchasing Manager Anne He
| 4 Christina Lee Owner Jan Kota
| 5 Martin O'Donnell Purchasing Manager Mariya S
| 6 Francisco Pérez-Olaeta Owner Mancy Fi
| 7 Ming-Yang Xie Purchasing Representative Nancy Fr
| 8 Elizabeth Andersen Purchasing Manager Mancy Fi
| 9 Sven Mortensen Purchasing Manager Nancy Fr
| 10 Roland Wacker Purchasing Manager Mancy Fi
| 11 Peter Krschne Purchasing Manager RobertZ

Click on the Home tab, within the Sort & Flter group click on the Hlter button.

AE9- - ‘ Table Tools Filter & Sort : Database (Access 200;
Home Create External Data Database Tools Fields Table
% = Cut Y 4| Ascending €7 Selection - H_@ = New X Totals ‘ﬁ 2 Repla
] J Qﬁ Copy ) El Descending EAdvanced = == save ? Spelling ] = GoTc
View Paste Filter 1 Refresh Find

- fF-:-rmat Painter 7 Remove Sort ¥ Togale Filter Al X Delete ~ EMore e h Seled
Views | Clipboard ] Sort & Filter | Records Find

3 Thomas Axen Purchasing Manager Ar

4 Christina Lee Owner Jai

5 Martin O'Donnell Purchasing Manager M:

6 Francisco Pérez-Olaeta Owner Mz
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e The Filter drop down is displayed.

=5 OIIZI-EISII"-.\

COrder No - | First Mame - Last Name - Position - Sales Accc
1 Anna Bedecs Owner Mariya Ser
2 Antonio Gratacos Solsona | 4] SortAtoZ B
3 Thomas Axen Z| sortZtoa L

4 Christina Lee .
5 Martin 'Donnell ® r
6 Francisco Pérez-Olaeta Text Eilters ' £
7 Ming-Yang  Xie (Select All} €
8 Elizabeth Andersen (Blanks] £
9 Sven Mortensen Accounting Assistant A

Accounting Manager

10 Roland Wacker Owner €
11 Peter Krschne Purchasing Assistant r
12 lohn Edwards Purchasing Manager ¢
13 Andre Ludick Purchasing Representative r
14 Carlos Grilo L
15 Helena Kupkova L
16 Daniel Goldschmidt [ OK ] ’ Cancel €
17 Jean Philippe Bagel €

This drop down menu is divided by lines, into three sections, however only the
second and third areas of the dialog box apply to filtering. For now, ignore the A-Z
sort section as this will be covered elsewhere.

e Inthe lowersection of the dialog, you will notice a group of tick boxes. These tick
boxes represent all the available (unique) job titles entered into the Positions field.

Position = Sales Accc

Owner Mariya Ser

4] SortAtez ]

2] sotZtoa L
®

Text Filters r

[Select All)

{Blanks)

Accounting Assistant
Accounting Manager
Owner

Purchasing Assistant
Purchasing Manager ¢
Purchasing Representative

= T M M T

[ OK ] [ Cancel ]

L]

e At the top of the tick box group is a tick boxlabeled (Select All).
e Click on the (Select All) tick box to un-tick all boxes.
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Position
Owner
4| SortAtoz
£l satZtoa

&

Text Filters

[C] (Blanks)
|:| Accounting Assistant
|:| Accounting Manager
[ owner
|:| Purchasing Assistant
|:| Purchasing Manager

|:| Purchasing Representative

= Sales Accc

Mariya Ser

L

= T T T T T =

(T

Cancel

W T e T T

To locate all records for those who are an Owner, click on the Owner tick box.

Paosition
Owner
4] SetAtez
Z) sotzton

K
Text Filters
[ (Select Al

[T (Blanks)
|:| Accounting Assistant

[ Accounting Manager
Owner
|| Purchasing Assistant

|:| Purchasing Manager

|:| Purchasing Representative

~ Sales Accc
Mariya Ser

1

= TE Tm T T =

Lok ]

Cancel

Click on the OK button. Sixrecords are displayed with Owner in the Positions field.

A TR T=T=T=

= Orders

Order No - First Mame -

1 Anna
4 Christina
6 Francisco
16 Daniel
23 Michael
29 Soo Jung
#* (MNew)

Last Mame
Bedecs
Lee
Pérez-Claeta
Goldschmidt
Entin
Lee

Position

Lo

ales Account |
flariya Sergien|
an Kotas
ancy Freehafe
ancy Freehafe
an Kotas

== =

ancy Freehafe
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FOR USE AT THE LICENSED SITE(S) ONLY



Access 2010 Basics Page 100

Abutton is displayed to the right of the field name of any field which has a filter
applied.

" Position =" Sgles Account Man

Position equals "Owner’
Jan Kotas

Mancy Freehafer
Mancy Freehafer
Jan Kotas

Mancy Freehafer

Click on the Home tab and within the Sort & Hlter group, the Toggle Filter button
iS how active.

BlH9- = |
Home Create External Data Database Toals Fields
b}/{’ b Cut \_? ‘-ElAscending ‘U’/’ Selection =
e 53 Copy il Descending Vo] Advanced ~
Wiew Filter | 14
- i “ Toggle Filter| | |
Views Clipboard Sort & Filter

Toggle Hlter effectivelyturns the filter on and off, switching between the filtered
view and nomal view (unfiltered).

The Filtered button (at the bottom of the window) which was previously grayed out
is now active in the record navigation bar at the bottom of the table.

Record: M 1ofe L “ Filtered | [Search 4

Datasheet View

The Filtered button works in exactly the same way as a Toggle Filter button in the
Sort & Filter group in the ribbon.

Click on the Hltered button once. The table is temporarily unfiltered and all records
are visible.

Click on the Unfiltered button to revert back to the filtered view.

* [ Mew)
Record: M 1of29 LI B Unfiltered | Bearch 1

Datasheet View
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Clearing a single filter

e To clear a filter that you applied click at the top of the Position column to select the
column.

2| Old-ers"'-..\

Order Mo - | First Name ~ Last Mame i Position - B
1 Anna Bedecs owner il
4 Christina Lee Owner la
& Francisco Pérez-Olaeta Owner M
16 Daniel Goldschmidt Owner N
23 Michael Entin Owner Ja
29 5o0 Jung Lee Owner N

* (New)

e Click on the Home tab and within the Sort & Flter group, click on the Hlter button.

@ 9= |

File Create External Data Database Tools Fields Ti
M % cut F b | Ascending V7 selection - .°

53 Copy El Descending fjAd\tanced = -

View g L } Filter m o . [ Refr

- # Format Painte ; Remave Sort | S Toggle Filter All
Views Clipboard = Sort & Filter

The Filter dialog boxis displayed.

==z Old-ers."-..
Order Mo = | First Name - Last Name - Position =i’ Sales Accol
1 Anna Bedecs Owner Mariya Serg
4 Christina Lee 4] sortatoz
6 Francisco Pérez-Olaeta Z| sortZtoa e
16 Daniel Goldschmidt = = — e
g Clear filter from Position
23 Michael Entin
Tt Ot 3
29 Soo Jung Lee e Liers e
* (New) [T] (select A
[T {B1anks)

] Accounting Assistant

|:| Accounting Manager
Owner

[ Purchasing Assistant

|:| Purchasing Manager

|:| Purchasing Representative

[ OK ] [ Cancel ]

NOTE: Only when afilter is in use, will the Clear filter from Position option be
available in the list, otherwise the option will be grayed out.

e Selectthe Clear filter from Position option from the list to remove the filter.
e All the records will now be displayed again.
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Creating multiple filters

Using a filter on one field helps reduce the list of records to those that meet the
criteria set, however there may be occasions when you want to be even more
specific about the records you wish to display. This can be accomplished by setting
different filters across multiple fields.

NOTE: Only one filter can be specified per field, however multiple criteria can be
included in one filter.

To setfilters on multiple fields, you simply follow the steps used for creating a simple
filter and repeat the process across additional fields. The only subtle difference is in
the process of clearing multiple field filters, covered later in this section.

With the Orders table open, click on the double left pointing arrow button, top right
of the Navigation Pane to minimize the pane.

@9
Home Create External Data Drati
All Tables v| « || Orders

Orders = Order Mo -

'j Orders : Table I

NOTE: Minimizing the navigation pane provides more viewing space when working
with database object.
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Click at the top of the Position field name to highlight the column.

A9 s | . . | Filt

Home Create External Data Database Tools Fields Table
» || 53 orders |

Order Mo = First Name - Last Name - Position = Sale

1 Anna Bedecs Owner Mari

2 Antonio Gratacos Solsona  Purchasing Representative Laur

3 Thomas Axen Purchasing Manager Ann

4 Christina Lee owner Jant

3 Martin O'Donnell Purchasing Manager Mari

6 Francisco Pérez-Olaeta Owner Man

7 Ming-Yang Xie Purchasing Representative NMan

8 Elizabeth Andersen Purchasing Manager Man

9 Sven Martensen Purchasing Manager Nan

10 Roland Wacker Purchasing Manager Man

11 Peter Krschne Purchasing Manager Rokn

12 John Edwards Purchasing Representative Mick

Click on the down arrow button to the right of the Position field name.

= RN R | | Filter &5

Home Create External Data Database Tools Fields Table
» || = oders

Order No - First Name -~ Last Name - Position - Sales Acc

1 Anna Bedecs Owner ftariya Se

2 Antonio Gratacos Solsona  Purchasing Representative Laura Giu

3 Thomas Axen Purchasing Manager Anne Hel

4 Christina Lee Owner Jan Kotas

In the dialog box click on the Text Fliters command and from the submenu
displayed, click on Begins With.

Filter & Sort : Databasze (Access 2007) - Microsoft Access

base Tools Fields Table
- Position = Sales Account Manager - Category - Prodi
Owner 4] soratoz es Chai
ona Purchasing Representativ il SortZto A ents Syrup
Purchasing Manager % ents Cajun Se
Owner Alives Mi
Text Filt »
Purchasing Manager o Equals...
owner [Select Al Does Mot Egual...
Purchasing Representativ (Blanks) Begins With...

Purchasing Manager
Purchasing Manager
Purchasing Manager
Purchasing Manager
Purchasing Representativ
Purchasing Representativ

Accounting Assistant
Accounting Manager
Owner

Purchasing Assistant
Purchasing Manager
Purchasing Representative

Does Mot Begin With...
Contains..

Does Mot Contain...
Ends With...

Does Mot End With...

== DT

Purchasing Manager Meat Crab Me
Purchasing Representativ [ oK ] [ Cancel Clam ch
Owner es Coffee
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NOTE: Text Filters are custom filters that allow you to specify criteria without having
to use operators such as <, >, =, etc

e The Custom Filter dialog boxis displayed.

Custom Filter @

Position begins with

[ Ok ][ Cancel ]

e Click into the box and type in Purchasing.

Custom Filter @

Position begins with |Purchasing

[ Ok ][ Cancel ]

e Click on the OK button.

Onlyrecords matching the criteria, beginning with the word ‘Purchasing’ in the
Position field remain displayed.

@AE9-~-|s | | Fitter& Sort:
Home Create External Data Database Tools Fields Table
» (W Omers-"-.\ .
Order No ~  FirstName -  LastName |+ Position #| Sgles Accour
2 Antonio Gratacos Solsonp  [FUI(IEHNTEITIETNIENE  Labira Giussar
3 Thomas Axen Purchasing Manager Arne Hellung
5 Martin O'Donnell Purchasing Manager Mariya Sergie
7 Ming-Yang Xie Purchasing Representative Ngncy Freeh:
8 Elizabeth Andersen Purchasing Manager Mgncy Freeh:
5 Sven Mortensen Purchasing Manager Mgncy Freeh:
10 Roland Wacker Purchasing Manager Mgncy Freeh:
11 Peter Krschne Purchasing Manager Robert Zare
12 Jlohn Edwards Purchasing Representative Michael Neig
13 Andre Ludick Purchasing Representative Mgriya Sergie
14 Carlos Grilo Purchasing Manager Arne Hellung
15 Helena Kupkova Purchasing Representative Arjne Hellung
o 17 Jean Philippe Bagel Purchasing Representative Arjdrew Cenc
£ 19 Alexander Eggerer Purchasing Manager Jam Kotas
_E 21 Bernard Tham Purchasing Assistant Michael Neig
g 22 Luciana Ramos Purchasing Manager Arjne Hellung
E 24 lonas Hasselberg Purchasing Manager Mariya Sergie
= 26 Run Liu Purchasing Manager Arne Hellung
27 Karen Toh Purchasing Manager Jam Kotas
28 Amritansh Raghav Purchasing Manager Mariya Sergie
* [(Mew)
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Click at the top of the Quantity field column.

NOTE: If you do not see this field, you may have the scroll to the right.

= ER 3

v @

X

Unit Qty + Quantity - OQrderDate - |Click
2-550 ml bottles 44 20/01/2006
18- 6 0z jars 100 22/01/2006
2-8o0zjars 80 6/02/2006
2-12 oz jars 40 23/02/2006
10 - 100 g pkgs. a0 &/03/2006
5.250Z 40 10/03/2006
0 boxes x 12 pieces 40 22/03/2006
10 gift boxes 20 24/03/2006
4 pkgs. x 4 pieces 40 24/03/2006
‘4 - 12 oz bottles 20 24/03/2006
4-4oztins 120 24/03/2006

Click on the down arrow button to the right of the Quantity field name.

= B ZZ

> @

1 *

- Unit Qty - O.uanllty - Order Date - Click
12 - 550 ml bottles 40 20/01/2006
48 - 6 0z jars 100  22/01/2006
d 12-8ozjars 80 6/02/2006
12 - 12 oz jars 40  23/02/2006
40 - 100 g pkgs. 40 6/03/2006
15.25 0Z 40 10/03/2006

When the Flter dialog boxis displayed, click on the Number Flters command and
from the sub menu displayed, click on Greater Than.

= B 2R

v @

=

tName - Unit Qty - |Quantity - OrderDate - | Click
12-550mlbottlé §|  Sort Smallest to Largest
ioning 48-6 01 jars %l sortlargest to Smallest

Ty Spread 12-8 oz jars

& 1719 Az iaee . . ! |
Equals... Mumber Filters L

-ail Does Not Equal.., [¥] (select Al
Biscu## Less Than @ (Blanks)
= | Greater Than... IZ' o
| [¥] 40
Between... 7] 80
24-17 oz bottles [ g0
24 - 4 pz tins | [¥] 100
vder 12-12 oz cans ¥ 120
10 pkgs #1125
Rice 16-2 kg boxes .
24 - 250 g pkgs. | | oK | [ Cancel
r Sauce 32- 8 oz bottles
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e The Custom Filter dialog boxis displayed.

7]

Custom Filter

Quantity is greater than or equal to||

[ Ok J[ Cancel ]

NOTE: Although the title in the Number filter list was
‘Greater Than’
the dialog box states ‘Quantity is greater than or equal to’ therefore when you

enter in a value of 40 for example, the filter will display records with values of 40 and
above.

e Click into the box and type in 40.

Custom Filter

2]

Quantity is greater than or equal to| 40

[ Ok J [ Cancel ]

e Click on the OK button. Only records matching a Position beginning with the word
‘Purchase’ and a ‘Quantity’ greater than or equal to 40 remain displayed.

Filter & Sort : Database (Access 2007) - Micrasoft Access L]
ik TooM Tidiai Tabls
Pasiticn W Sales Account Manager - Categary Praduct Namse Unit City = Quantity El Cirdigr
nq Punchasing Repr Laufa Giussani Condiments Syrup 12 - 550 ml bottles =
Purchasing Manager Ange Hellung-Larsen Condimanis Cajun Seasoning A% - 603 jars 100
Purchasing Manager Mafiya Sergienko Jams, Presergs Bopsenbeny Spresd 12 - BOF jars 80
Purchasing Representiative  MNagoy Freehater Sauces Curry Sauce 12-12c2 jars a0
Purchasing Manager Magey Frechafer Drved Fruit & Nuts Walruts 40 - 100 g pgs. an
Purchasing Manager Magey Freehaler Canned Fruil & Vegetables Fruil Cockiail 15,2502 40
Purchasing Manager MNagoy Frechafer Baked Goods & Mixes Chocolate Biscuits Mix 10 boxes x 12 plecgs 4
Purchasing Representalive  Midhael Neipper Baked Goods & Mixas SOOnEs 24 pkgs. x4 pieces an 1
Puarchasing Manager Ange Hallung-Larsen Cannad Maat Craty Maat 34 = 4 0oF ting 130 3
Purchasing Representative  Ange Hellung-Larsen Soups Clarm Chowrdier 12 - 12 02 Ging an =
Purchasing Representative  Angrew Cencinl Candy Chocolate 10pkgs a0 LY
Purchasing Manager lan|kotas Graing Long Grain Rice 16 - 2 kg baxes (] 5
Purchasing Assistant Midhael Neipper Pasla Raviali 2 - 250 g plogs. a0 L
Furchasing Manager dinge Hallung-Larsen Sauces Hiot Pepper Sauce 13 - 8 oz battles Al %
Purchasing Manager Mafiypa Sergienko Crary Products mazzaredla 34 . 200 g phgs. 20 2
Pisrchasing Manager Ange Hallung-Larsen Condimanis Mustard 17 boxes [51] 2
Punchasing Manager JanfKatas Dwried Frust & Muts Oried Hums 11b bag 100 0
Purchasing Manager Maliva Sergienko Beverages Green Tea 20 bags per box 125 kil

Position the pointer at the top of the Order Date field.

NOTE: You may have to scroll to the right to view this field.
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| ProductName - Unit Oty - | Quantity §

Syrup 12 - 550 ml bottles A7, 172006
Cajun Seasoning 48-6 0z jars 100 22/01/2006
Boysenberry Spread 12-Bozjars 80 6/02;"2006
Curry Sauce 12-12 0z jars a0 23/02/2006
Walnuts 40- 100 g pkes. 40 6/03/2006
Fruit Cocktail 15.250Z a0 10/03/2006
Chocolate Biscuits Mix 10 boxes x 12 pieces 40 22/03/2006
Scones 24 pkgs. x 4 pieces 40 24/03/2006
Crab Meat 24- 4 pz tins 120 24/03/2006
Clam Chowder 12-12 oz cans a0 24/03/2006
rharnlata 10 Akac An s/nalanng

Click on the down arrow button to the right of the Order Date field name.

= B £

> @

Unit Qty + | Quantity -

12 - 550 ml bottles 40

48 - 6 0z jars 100 22/01/2006
12-8 0z jars 80 6,/02/2006
12-12 oz jars 40 23/02/2006
40 - 100 g pkgs. 40 6/03/2006

When the filter dialog box s displayed, select the Date Filters command and from
the submenu displayed, click on Between.

= =
= @
ctMame - UnitQty - Quantity -7 | Gk
12-550mibotth | 5o Oldest to Hewest
1SOMNg 48 - 6oL jars &1 som Mewest to Oidest

ary Spread 12 - 8 oz jars

e 13 Ahariaee 1 — |

chail Droes Mot Lqual.. || [Select amy a
» Bivew Eefore... [+] 1Branks)
after... m S0A0L/2006
[] 220172008 E| |
t I Belween.. I ] B022006
wler Il Dates In Peisod » [3] 220272005
I o pRgy | [¥] 32006
n Rice 16- 2 kg boxes [¥] 10032006
el 2004
24- 250 phgs. Iml st .
er Sauce 32 - & oz battles
la 24 - 200 g phgs. [ ook || camem |
12 baxes

The Between Dates dialog boxis displayed.
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¥

Between Dates @
Oldest:
Mewest:
[ OK ] [ Cancel ]

Into the Oldest section, type in 01-03-2006.
Into the Newest section type in 31-03-2006.

¥

Between Dates o ==
Oldest: 01-03-2006
MNewest: 31-03-2006
[ oK | | Cancel |

Click on the OK button. Now the number of records matching the three filters is
reduced even further.

Aicrosoft Access o = =R
> @
e
Zategory - Product Mame - Unit Qty ~ | Quantity 47 Order Date -
1it & Nuts Walnuts 40 - 100 g pkgs. 40 6,/03,2006]E
“ruit & Vegetables Fruit Cocktail 15.25 0Z 40 10/03/2006
aods & Mixes Chocolate Biscuits Mix |10 boxes x 12 pieces 40 22/03/2006
sods & Mixes Scones 24 pkgs. x 4 pieces 40 24/03/2006
Vieat Crab Meat 24 -4 pz tins 120 24/03/2006
Clam Chowder 12 - 12 oz cans 40 24/03/2006

Clearing multiple filters

Although itis possible to clear each filter, one at a time by following the steps used
to clear a single filter; itis also possible to clear all filters at once.

Click on the Home tab and within the Sort & Hlter group, click on the Advanced
button. From the list displayed, select Clear All Filters option. The filters will be
removed and all records will once again be displayed.
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A9~ ®™-|< ‘ hle Tool: ‘

“Home Create External Data Database Tools Fields Table
Mv’ & Cut 3 F 4| Ascending 2 Selection ~ Ly =i New
e E3 Copy Zl DescendinJ Vo advanced ~|| B =8 save

View Paste Filter
- # Format Painter ‘2 7 Remove Sorf | & Clear All Filters el1
i ‘E

Views Clipboard ] Sort & F Filter By Form et

10 Roland Wacker Y_  ApplyFilter/Sort :

12 John Edwards v o !

14] Carlos Grilo 42  Advanced Filter/sort.. J

15 Helena Kupkova S -
#* (New) a

e Click on the button, as illustrated below to re-expand the side pane.

Al 9~ -|=
File Home Create
P
Order No =  First b

Anna
2 Anton

o Close Access and save any changes you have made.
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Sorting

Sorting Records A-Z

e Startthe Access program.
e Open a database called Sorting Records.

@' : |=
Home Create External Data Databa:
¥ cut |
53 Copy |
Views Clipboard Sort & F
All Tables > o«
Orders &

j Orders : Table

e Sorting arranges the data within a table into alphabetical or numerical order, making
it more effective and easier to use. Data is easier to find when we know itis sorted
in some order, for example, even a simple computerized address book is sorted
alphabetically from A— Z and calendars are sorted by date order.

NOTE: Atable, query, form, or report can be sorted on one or more fields, with the
exception of attachments or OLE data type fields.

e Double click on the Orders table to open the table.

e To sortasingle field, such as the Product Name field, click on the down arrow on
the field name header.

-

nager - Category - Product Name - Unit Qty
Beverages Chai 10 poxes x 20k
Condiments Syrup 12 - 550 ml bod

en Condiments Cajun Seasoning 48 - 6 0Z jars
il Miliven Ml IE e
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From the drop down list displayed, select Sort Ato Z.

X
- Product Name - Unit Qty - | Q=
Chai 4] sotAtez
Syrup Z] sotZtoa
Cajun Seast
Clive Oil
Boysenberr Text Filters '
Dried Pears iSelect All} -
Curry Sauce [Blanks] ‘;|
Walnuts Almonds :
Eeer
ales  Fruit Cocktz Baysenberry Spread
Chocolate E Cajun Seasoning
Marmalade Chai
Scones Chocolate
Beer Chocolate Biscuits Mix
Crab Meat [V Clam Chowder ik
Clam Chow ’ OK l [ Cancel
Coffee

o

The data will be sorted by Product Name, as illustrated.

‘ext Formatting

Category
Dried Fruit & Nuts
Beverages
Jams, Preserves
Condiments
Beverages
Candy
Baked Goods & Mixes
Soups
Beverages
Canned Meat
Sauces
Dried Fruit & MNuts
Dried Fruit & Nuts
Dried Fruit & Nuts

g Product Name Unit Qty
Almonds kg pkg.
Beer 44 - 12 oz bottl
Boysenberry Spread 12 - 8 oz jars
Cajun Seasoning 48 - 6 0z jars
Chai 0 boxesx 20k
Chocolate 0 pkgs
Chocolate Biscuits Mix 10 boxes x 12
Clam Chowder 2-12 oz cans
Coffee 6- 500 g tins
Crab Meat 4 - 4 oz tins
Curry Sauce 2-12 oz jars
Dried Apples 0 - 300 g pkgs.
Dried Pears 2 -11b pkgs.
Dried Plums Ib bag
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Sorting records Z-A
e To sortin reverse order, repeat the process and select Sort Zto A.

- Product Name Unit Qty v | O~

Almonds |[4]| sortatoZ

Beer Z) sotzZtoa

Boysenberr

Caj‘:m Seasc w

chai Text Filters »

Chocolate {Select All -

Chocolate E [Blanks] -

Clam Chow Almonds 1
Eeer

Coffee Boysenberry Spread

Crab Meat Cajun Seasoning

Curry Sauce Chai

Dried Apple Chocolate
Chocolate Biscuits Mix

Dried ears [ Clam Chowder i
Dried Plum

s  Fruit Cocktz I OK J I Cancel
Gnocchi —

Removing a sort

e Toremove a sort, click on the Remove Sort button in the Sort & FHliter group. The
table returns to the default sort order.

O AR '
Home Create External Data Database Toaols Fields
Lﬁg # Cut F 4] Ascending 7 selection ~
g
— 53 Copy il Drescending f_flAcIvanced >
Wiew Filtef -
: [ renoren].
Views Clipboard Sort & Filter

Sorting on multiple fields

¢ Inthe table below, the Sales Account Manager and the Category fields are side by
side, with the Sales Account Manager field to the left of the Category field. This
positioning is relevant when using a sort on multiple fields in a table, as the left most
field in the select group of fields, takes prionty over the fields to the right.

e Asortis needed to organize the Sales Account Managers into alphabetical order
first, then sort the Category field so that categories within that field are alphabetical
according to each Sales Account Manager, as seen in the image below.
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eREPIBCE | b 11 v IS EEEE |

rGoTo o

cea- B L U A-Y b =S==H B

d Text Formatfing

-1 Sales Account Manager ~f Category -

e| Andrew Cencini Candy It
Anne Hellung-Larsen Canned Meat Icr
Anne Hellung-Larsen Condiments C:
Anne Hellung-Larsen Condiments P
Anne Hellung-Larsen Dried Fruit & Nuts Di
Anne Hellung-Larsen Sauces He

e| Anne Hellung-Larsen Soups Il
Jan Kotas Dried Fruit & Nuts D
Jan Kotas Grains Lc
Jan Kotas oil ol
Jan Kotas Sauces e

e| | Laura Giussani Condiments By
Laura Giussani Dried Fruit & Nuts il
Mariya Sergienko Beverages ct

P tariva Sereierren Reverares £

Place the pointer over the Sales Account Manager field name (at the top of the
column)without clicking. When the pointer changes to the down arrow shape,
click and drag (right) across to the Category field in one movement, to highlight both
fields. Release the mouse button to complete this task. The two columns will be
highlighted, as illustrated.

SacReplace i -1 -S| EE |
= GoTo~ _
& Select~ | B 4 U A-W- - & === H =
Find Text Formatting
+ Sales Account Manager - Category - P
Mariya Sergienko Beverages Chai
ative Laura Giussani Condiments Syruj
Anne Hellung-Larsen Condiments Cajut
Jan Kotas oil Olive
Mariya Sergienko Jams, Preserves Boys
MNancy Freehafer Dried Fruit & Nuts Driec
stive MNancy Freehafer Sauces curry
Mancy Freehafer Dried Fruit & Nuts Walrn
Mancy Freehafer Canned Fruit & Vegetables Fruit
Mancy Freehafer Baked Goods & Mixes Choc
Robert Zare Jams, Preserves Marn
stive Michael Neipper Baked Goods & Mixes Scon
stive Mariya Sergienko Beverages Beer
Anne Hellung-Larsen Canned Meat Crab

Within the Home tab, in the Sort & Hlter group, click on the Ascending button.
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@l 9= |
Home Create External Data Database Tools Fields
M 4 Cut & | Ascending | | 77 selection
e 53 Copy 4] Descending Vo) Advanced ~
View Paste L, } Filte m ] - ~ I
- # Format Painte 35 Remove Sort W Toggle Filte
Views Clipboard = Sort & Filter

Click anywhere in the table to clear the highlighting from the two fields. The fields
are sorted in the order you expected.

cReplace | -1 = T = E |

rGoTo - -

seet- B L U A-¥ -D- === MHE

d Text Formatiing

- | Sales Account Manager =t Category =t

e| Andrew Cencini Candy It
Anne Hellung-Larsen Canned Meat Icr
Anne Hellung-Larsen Condiments IC:
Anne Hellung-Larsen Condiments Wl
Anne Hellung-Larsen Dried Fruit & Nuts D
Anne Hellung-Larsen Sauces He

e| Anne Hellung-Larsen Soups Il
Jan Kotas Dried Fruit & Nuts Di
Jan Kotas Grains Lc
Jan Kotas oil ol
Jan Kotas Sauces e

e| Laura Giussani Condiments By
Laura Giussani Dried Fruit & Nuts il
Mariya Sergienko Beverages ct

& rtarirrSeroierro Reverares £

To demonstrate how the position of fields can impact the results of a sort, first
remove the sort. To remove a sort, click on the Remove Sort button in the Sort &
Filter group.

@ d9- - |

Home Create External Data Database Tools Fields
M # Cut ]? 4 | Ascending "C/Selection'

53 Copy il Drescending fjAd\ranced =
Wiew Paste ., Filter[
- # Format Painte 75 Remove Sort Toggle Filte
Views Clipboard ] Sort & Filter

Mo ve the pointer to the Category field name (at the top of the column) and when the
pointer changes to the down arrow shape click to highlight the column. Release the
mouse button to complete this task.
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er | Category = Prodi
BEVETages Chai
Condiments Syrup
Condiments Cajun Se
oil Olive Qil
Jams, Preserves Boysenb
Dried Fruit & Nuts Dried Pe
Sauces Curry Sal
Dried Fruit & Nuts Walnuts
Canned Fruit & Vegetables Fruit Coc
Baked Goods & Mixes Chocolat
Jams, Preserves Marmalz

With the Category field highlighted, click on the Category field name again and
drag the field to the left of the Sales Account Manager field.

TIP: Remember the thick black line indicates the current position of the field as you
drag it across the table.

When the Category field is in position, release the mouse button to complete the
move.

Position - Category ~ Sales Account Manager -
Owner Beverages Mariya Sergienko Ch
Purchasing Representative Condiments Laura Giussani Syl
Purchasing Manager Condiments Anne Hellung-Larsen Ca
Owner oil Jan Kotas cli
Purchasing Manager Jams, Preserves Mariya Sergienko Bo
Owner Dried Fruit & Nuts Mancy Freehafer Dri
Purchasing Representative Sauces Mancy Freehafer Cu
Purchasing Manager Dried Fruit & Nuts Mancy Freehafer Wi
Purchasing Manager Canned Fruit & Vegetables Mancy Freehafer Fru
Purchasing Manager Baked Goods & Mixes Mancy Freehafer Ch
Purchasing Manager Jams, Preserves Robert Zare H
Nuirrhacinm Danrncandation Dalad Cande @ RMivoc Adirkhanl AMaimmne Cre

Place the pointer over the Category field name without clicking. When the pointer
changes to the down arrow shape click and drag right across to the Sales Account
Manager field in one movement, to highlight both fields. Release the mouse button
to complete this task.
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- Category - Sales Account Manager - Proc
Beverages Mariya Sergienko Chai
ve Condiments Laura Giussani Syrup
Condiments Anne Hellung-Larsen Cajun s
ail Jan Kotas Olive O
Jams, Preserves Mariya Sergienko Boysen
Dried Fruit & Nuts Mancy Freehafer Dried P
ve Sauces Mancy Freehafer curry Si
Dried Fruit & Nuts Mancy Freehafer Walnut
Canned Fruit & Vegetables Nancy Freehafer Fruit Cc
Baked Goods & Mixes Mancy Freehafer Chocol:

In the Sort & Hliter group click on the Ascending button.

@9~ |

Home Create External Data Database Toaols Fields

M # Cut 4 | Ascending | | V7 selection
—-— 53 Copy A+ Descending T3 Advanced ~

Wiew Paste te
- # Format Fainte +7 Remove Sort 7 Toggle Filte
Views Clipboard ] Sort & Filter

Click anywhere in the table to clear the highlight from the two fields.

- Category =1 Sales Account Manager -t

: Baked Goods & Mixes Michael Neipper Sco
Baked Goods & Mixes Mancy Freehafer Che
Beverages Mariya Sergienko Gre

+ Beverages Mariya Sergienko Bee
Beverages Mariya Sergienko Chs
Beverages Mancy Freehafer Cof

+ | Candy Andrew Cencini Chc
Canned Fruit & Vegetables MNancy Freehafer Fru
Canned Meat Anne Hellung-Larsen Cra
Cereal Mancy Freehafer Gra
Condiments Anne Hellung-Larsen Mu
Condiments Anne Hellung-Larsen Caj

: Condiments Laura Giussani Syr

This time the Category field is sorted alphabetically first and the Sales Account
Managers second.

NOTE: When sorting text fields that contain null or zero-length strings, the null
values are listed first (ascending order A-Z) and last (descending order Z-A).

Save your changes and close the Access Program.
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Searching

Searching through records

Start the Access program.
Open a database called Searching Records.

(A]] |+

Home Create External Data Databa:
5 & Cut 3 | Ascending
~ 5a Copy %] De
) # Format Pa Remave 50
Views Clipboard Sort & F
All Tables ) «
Orders 3

= Orders: Table

e Open the Orders table, so that your data looks like this.

| 71 dmders
Crder Mo - Firsl Namer =
B anna
2 Antonig
i Thomat

4 Christina
5 Martin

6 Francisco
7 Ming-Yang
& Elizabath
9 Sven

10 Rodand

11 Petler

19 lnkhe

Lt Namar
Bedecs
Gratacos Solsonad
AXGA
Lt
O Dl
Perer-Olaeta
Nig
Andersen
Mortensen
Wacker
Erschne

o

Porithon
Cnwner
Purchasing Representative
Purchating Manages
Crwner
Purchasing Manager
Owner
Purchasing Representative
Prurchaging Manager
rurchaking Manager
Purchasing Managoer
Purchasing Manager

Fusrmbarins Banrar sadathom

= Sale= Actount Manager -

Mariya Sergienko
Lawura Giussan
Anne Hallung-Lartan
lan Kotas

Kariya Sergienkn
Mancy Freehaler
Mancy Freahafer
Mancy Freehafes
Hancy Frieehafer
Mancy Freehaler
Robweit Tare

Rl nnl Bl

Category - Prc
Daverages Chal
Condiments yTup
Condimenti Cajun
il i
limms, Preserees Boyse
Driad Fruig & Nuts Diried
Sauces Cummy!
Deied Frodt & Nuts Walni
Canned Fruit & vegetables Fruit o
Baked Goods & Mines, Chotn
Jama, Preserves Marm
Aabad &ande ¥ il Fanma

e Press Ctrl+F to display the Fnd and Replace dialog box.
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Find and Replace @
Find F'.EFFIECE
Find What: |E| Find Mext
Look In: Current field IE'
Matich: Whole Field E
Search: All E
[] Match Case Search Fields As Formatted

e You can use this dialog boxto find a specific word. To do this, enter a word into the
Find What section of the dialog box. In this example, enter Rodman

e You can also setwhere you wish to search. Click on the down arrow nextto the
Look In section of the dialog box, and from the drop down list displayed, select
Current Document.

Find and Replace IE'
Find Replace
Find What: ~ |Rodman [=] | Eindnext
Look In: Current fisld E
Match:
Search: ATl E
[ Match Case Search Fields As Formatted

¢ Click on the Find Next button. You will see the firstinstance of the word highlighted,
as illustrated below.

13 EZ:::d Find and Replace @ T_Z;

12 John m Goo

13 Andre - - | |ges

14 Carlos Find What: Rodman | Me

15 Helena

16 Daniel Look In: Current document E| lges

17 Jean Philipp| | match; Whale Field [=]

18 Catherine Search: Al =] ruit

19) Alexander [FMatch Case Search Fields As Formatted

20 George

21 Bernard Tham Purchasing Assistant Michael Neipper Pasta

22 Luciana Ramos Purchasing Manager Anne Hellung-Larsen Sauces

23 Michael Entin Owner Jan Kotas Sauces

24 lonas Hasselberg Purchasing Manager Mariya Sergienko Dairy Prodt

25 Jlohn Accounting Assistant Laura Giussani Dried Fruit
| Record: 4 4 250729 » M » Search |4 |]|i '
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NOTE: Re-clicking on the Find Next button will find more instances of the word
within the table. In this case the word only occurs once.

You can also search for a number. Try searching the number 40. You should find
multiple instances of this number within the table. Make sure that the Look In
section of the dialog boxis set to look at the Current Document (i.e. Orders), not
justthe active column.

You can also search for a phrase rather than a single word. Try searching for Autier
Miconi. Make sure thatthe Look In section of the dialog boxis set to look at the
Current Document (i.e. Orders), not just the active column.

You can also search for a date within a table. Try searching for 7/04/2006.
Save your changes and close the Access program.
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Relationships

Table relationships

Good database design suggests data is organized across multiple tables, as to store
data in one single table would;

1) Resultin vast amounts of duplicated data and
2) Quickly become unmanageable.

Relationships are used to create a link between two or more tables within a
database. When a link is established and with the use of other objects within the
database, data can be entered into or viewed from one ormore tables at the same
time, without the need to close one table and open another.

The most common relationships between tables are:

One-Many
Many-Many
One-One

Arelationship is built by matching a unique field within one table with a field within
another table.

One-to-many relationship

Consider a Parts sales database that includes a Customers table and an Orders

table. A customer can place any number of orders. It follows that for any customer
represented in the Customers table, there can be many orders represented in the
Orders table. The relationship between the Customers table and the Orders table
is therefore a one-to-many relationship.

To establish a one-to-many relationship between tables, itis necessary to take the
Primary Key (normally the ID field) of the ‘one’ side of the relationship, (in this case
the Customer table) and add it as an additional field within the ‘'many’ side (Orders)
table.

TIP: This requires you to add a new (Customers ID) field to the Orders table and

setthe data type. As the AutoNumber field can only be used once in a table, the

Number data type is used. Notice the Customer ID field is included in the Orders
table, shown in the following image.
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Orders
‘¥ Order Mo
Part Description
Date of Order
Payment Method

Customers
% Customer ID
Customer Name
House / Building Mumber
Street

1
City

Customer ID
Part ID State

Country

Contact Number
Email Address

NOTE: When using the name of a primary key field to create a field in another table
and thereby a link, the new field is often referred to as a Foreign key.

Many-to-many relationship

Consider the relationship between a Parts (Product) table and an Orders table. A
single order mightinclude more than one product. On the other hand, a single
product can appear on many orders. For each record in the Orders table therefore,
there can be manyrecords in the Products table.

In addition, for each record in the Parts table, there can be manyrecords in the
Orders table. This type of relationship is called a many-to-many relationship
because, for any product, there can be many orders and, for any order, there can be
many products.

A many-to-many relationship, is actually achieved by creating two one-to-many
relationships, using a third table, often referred to as a Junction. The Primary key
from both the Parts and Orders tables are added to the third table (junction) thereby
effectively creating two one-to-many relationships.

NOTE: In many circles, a many-to-many relationship between your tables is not
considered ideal and consideration should be given to the design, possibly breaking
data across additional tables to avoid the necessity for many-to-many relationships.

One-to-one relationships

In a one-to-one relationship, each record in the first table can have only one
matching record in the second table, and each record in the second table can have
only one matching record in the first table. This type of relationship is not common
because, most often, the information related in this way is stored in the same table.

One example of a one-to-one relationship might be to transfer sensitive data to
another table and isolate it for security reasons.

NOTE: Both tables mustshare a common field but not necessarily a Primary key
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field.

Creating relationships between tables

e Before arelationship can be created, a database must contain two or more tables
upon which a relationship can be formed.

e Start Access and open a database called Relationships from your Access 2010
Basics folder. You will notice the Orders and Parts tables in the navigation pane.

@]
Home Create External Data Database Tools
% cut }

53 copy !

J ‘/
Views Clipboard Sort & Filter

All Access Objects (= «
Tables #

i Orders
i Parts

e Double click on the Orders table to open it. Take a momentto look at the fields in
the table. As you might expect, you will find the Orders No field (primary key) and
several others, including a Part Number field from the Parts table (foreign primary

key).

(all = ¥ Relationdips : Database [Aceeds 200T) « Microsoh Acoess
B o | cote  CieraOus  Dwsbweloss | feds  Tose
A.-_; 3] sicending ttaan o X al i Caliee Tu
A Copy L] Descending T advanced = — 1 ¥ paling = Golar
n =1 fu— ] A = i [H g —
bl - aea- B4 1A S EXE W E
All Access Objects =) e || TI) Oeders
Tables 2 Grder Mo - Part Desoription - Date of Order = Payment Method - Customer D - | Part Mu - Clckdo dcd -
=] cuders * = 14704/ 2010

] Purks

e To create a relationship between tables, the tables must be closed. Click on the
Close button to close the Orders table (and if open, the Parts table too).
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= B E2

Y )

X

Close 'Orders'

You should now see this.

@| = ™~ |5 Relation
Home Create External Data Database Tools
“ & Cut 7 + Ascending 7 Selection o = New -
- 53 Copy B - == Save e
. T # Format Painter i %5 Remove Sort ¥ Toggle Filter _';_;-.E:.ﬁ >< Delete ~ ==
Views Clipboard - Sort & Filter Records

All Access Objects () «
Tables -3

j Orders

j Parts

Click on the Database Tools tab and from within the Relationships group, click on
the Relationships button.

@| = o~ |5 Relationships : Dal

m Home Create External Data Database Toals
— E@ 524 Database Documenter @ [ | @‘ f __-\_'_3
54| =8 & LTy e

-;-,-q_'lAnaIyze Performance
Visual Run Relationships Object - SQL Access  SharePoint | Add-ins
Basic Macro Pependencies 3 Analyze Table Server Database -

Macro Relationships Analyze Move Data Add-Ins

You will see the following displayed on your screen.
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@l = = [LERLSee|  Reltionships: D:
Home Create External Data Database Tools Dresign
=7 X Clear Layout -""jﬁ 5 Hide Table E
- irect Relationships
= 3 Direct Relationsh
Edit =3 Relationship Report | Show oo, ) ) Close
Relationships Table ES.A” Relationships
Tools Relationships

All Access Objects (%) « || =5 Relationships

Tables 3
B orders Orders Parts
% Order No ‘¢ Part Number |a
j Parts Part Description Part Name
Date of Order Part Descriptior =
Payment Method Price
% CustomerID In Stock
% Part Number Received
Discontinued |

e Using the mouse pointer, select the Part Number field from the Parts table.

e Drag across to the corresponding Part Number field in the Orders table. The Edit
Relationships options boxis displayed.

Edit Relationships @
Table /Query: Related Table/Query:

Parts Orders

Part Number EF‘ar‘tNumber -

E
] - Create New..

[TEnforce Referential Integrity!

Cascade Update Related Fields

Cascade Delete Related Records

Relationship Type: One-To-Many

e Click on the Create button to establish the relationship and close the Edit
Relationships options box. There is now a link shown graphically as a line between
the two tables.
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@' = [+ : Relationsh
Home Create External Data Database Tools Dresign
E_,(_él X Clear Layout le
Edit =2} Relationship Report | Show i : Close
Relationships = preR Table 33: All Relatianships
Tools Relationships
All Access Objects (&) « || =5 Relationships
Tables *
1 orders Orders Parts
j ¥ Order No ¥ Part Number &
Parts Part Drescription Part Name
Date of Order Part Descriptior =
Payment Method Price
¥ Customer ID In stock
¥ Part Number Received
Discontinued | ¥

About Referential integrity

e Good database design suggests dividing information into many subject-based tables
to minimize data redundancy. Relationships are then used to bring the data back
together by placing common fields into related tables.

e To bring data back together, Access uses the value in the "many' table to look up
the corresponding value in the "one" table.

e Suppose you have a one-to-many relationship between Parts and Orders and you
want to delete a Part (Item). If the Part you want to delete has orders in the Orders
table, those orders will become "orphans” when you delete the Parts record.

e The orders will still contain a Part ID, but the record (Parent) that it references no
longer exists. Referential integrityis designed to prevent this situation occurring and
keep references in sync so that this kind of situation never occurs.

o Referential integrity by defaultis not enabled and therefore has to be enabled either
during the creation of relationships or when editing relationships. When enabled,
Access will reject any operation that violates referential integrity for that particular
relationship.

e Access rejects updates that change the target of a reference or deletions that
remove the target of a reference. In other words, if you attemptto delete an
individual part from the Parts table that has been referenced in the Orders table
(included in an order), Access will prevent this from happening.
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Enabling Referential Integrity

e Double click on the line between the two tables to open the Edit Relationships
options box again.

Par

NOTE: If you miss the line when clicking, you will open a blank Edit Relationships
options box. Close the boxand try again.

e Click and check the Enforce Referential Integrity check box. Also notice how the
cascade options are now available for selection.

Edit Relationships [~ 8| [3m]
Table /Query: Related Table /Query: _CIK
| Parts - | Orders - |

Cancel
Join Type..
; : Create New..
| Enforce Referential Inteqrity: | lul

Cascade Update Related Fields
Cascade Delete Related Recaords

|.J

Part Number |Z| Part Number

Relationship Type: One-To-Many

Warning: The appropriate cascade option should only be checked during
maintenance periods when legitimate changes need to be made to the database.

e The Relationship Type: section shows this will be a One-To-Many relationship.

e Click on the OK button to establish the relationship.
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@' = |= : Relatio
Home Create External Data Database Tools Design
ié| >< Clear Layout -"':Ij
Edit =3 Relationship Report Show . i Close
Relationships = AL Table 33 All Relationships
Tools Relationships
All Access Objects (%) < || =5 Relationships
Tables 3
T orders Orders Parts
: 1 :
- % Order Mo % Part Number &
Parts Part Description Part Mame
Date of Order Part Descriptior =
Payment Method Price
¥ customer ID In Stock
# Part Number Received
Discontinued | ¥

e In a One-To-Many relationship, with Enforce Referential Integrity enabled, the line
changes to display the digit 1 at one end and the infinite symbol at the other.

co

This graphically displays which table is the One and which is the Many in a One-To-
Many relationship.

Cascade options

e There maybe occasions when legitimate changes are necessary and for that
reason, there are two options available in Access which when enabled, allow

updates to fields and deletion of records (row) whilst maintaining data integrnty.

Cascade update related fields

e When updating fields in related tables, with this option enabled, Access
automatically updates all affected records as part of a single operation and ensures
that the updates are completed, without inconsistencies.

Cascade delete related records

e Equally, you mayalso have a valid reason for deleting a record in one table and
related records in the related table, for example, a record from the Parts table and
all related orders for that Part in the Orders table. Again, when enabled, Access will
automatically delete all related references, maintaining data integrity.

NOTE: Both cascade options are designed for maintenance purposes and should
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therefore only be enabled during system maintenance.

Enabling cascade options

To enable Referential Integrity, double click on the line between the two tables to
open the Edit Relationships options box again.

Par

1 i

Click and check the required Cascade option tick box.

— Relationships

Edit Relationships [~ 5| [eE3a]
Orders Parts Tabl Related Tabl
¥ Order No = T Part Numpe| |oDie/Query: elated Table/Query:
Part Description Part Mame |Parts v|Orders M | I
; ance
Date of Order Part Descrip Part Number |Z| Part Number il
Payment Method Price —
¥ Customer ID In Stock Join Type..
% Part Number = Received T —
: : Create New..
Discantinué 7] Enforce Referential Integrity reate lew
| Cascade Update Related Fields ‘
Cascade Delete Related Records
Relationship Type: One-To-Many

Click on the OK button to update the changes.

Deleting relationships

Once relationships have been established, Access behaves very differently and you
may find yourself unable to edit tables as you have done in the past, even when
referential integrity is disabled. This is because having established a relationship,
attempting to delete fields in a related table or editing / changing certain field
properties, etc., can have a knock on effect to other related tables, therefore Access
prevents the action.

NOTE: It is advisable to design your database well. Make sure your table design and
layout works, create and test your tables before you consider establishing
relationships.
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Changes to the design, improvements and modification over time may also require
removal or changes to relationships between tables.

To delete a relationship, first click once on the line between the two tables. The line
appears thicker. Right click to activate the shortcut menu and select Delete.

I =7 Relationships

Orders Parts
W Order No = | ' Part Mumber A|

Part Description | Part Name -
Dae B e =7 Edit Relationship...
Payment Method

¥ CustomerID l X Delete ]

@ Part Number Received |
| Discontinued | ¥

You will be prompted to confirm the deletion.

P "

Microsoft Access @

! . Are you sure you want to permanently delete the selected relationship from your database?

=] Cm )

Click on the Yes button to confirm. The relationship line between the two tables is
removed and the tables are no longer related.

=, Relationships

Orders Parts

'? Order No [ 7 PartNumber &
Part Description Part Hame
Date of Order Part Descriptior =
Payment Method Price

% CustomerID In Stack

? Part Number Received

Discontinued | ¥

Close Access and save any changes that you have made.
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Forms

Forms overview

e Up to this point, you have entered data directly into a table. Rather than having
information overload from viewing a screen full of records in a table, forms provide
an aesthetically pleasing window to enter and display record information.

e Forms can be used to display and maintain records within your database.

e Forms can be designed to display fields from multiple tables and can also be used to
restrict what information users have access to. In addition, buttons can also be
added to provide automated functionality.

e Microsoft Access 2010 gives you tools to help you create forms quickly, and
provides new form types and features that improve the usability of your database.

Creating forms

e Startthe Access program.
e Open a database called Forms.
e Inthe Navigation Pane, click to select the Parts table.

@l -

Home Create External Data

All Access Objects () «

Tables -3

j Categories
j Customers
=

Orders

Parts

=
:| Payment Method
=

Suppliers

NOTE: It is VERY important that you have selected the Parts table, NOT one of the
other tables, as we are going to produce a form based on the Parts table.

NOTE: There is no need to open a table or query, however ifitis open, make
certain itis the active object in the object window, otherwise Access may base the
form on another open object.
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¢ Click on the Create tab and from within the Forms group, click on the Form button.

@]l - ™~ s

m_Home Create EBxternal Data Database Tools
e 'E] — E @ Form Wizard
8 e O S ]

] E Mavigation =
Application | Table Table SharePoint | Form | |Form  Blank
Parts ~ Design Lists ~

esign Form EMoreForms'
Templates Tables Forms

You will see the following, which displays all the fields within the Parts table.

== ﬁ Frarms : Database (Access 2007) - Micresoft Access

Haome Create External Data Database Tools Design Anrange Farmat

Al Access (]h_]:'m =) 4 || TH) parts %
Tables s
T categories -+ j Parts
I cCustemen
Fart Mumber 15
M onaes
O s Part Name Light
I Fuyment Methad
B suepers Part Description | $top Light
oy Flactrical - Lighting 3
1.80
In 5tack 20
Retceived 26/06/2007
y O
Attached D
5 «] 2
Order Mo - Part Description . Date of Order - | Payment Method - Customer IO -
Ll (L] 13/ 2010

Modifying forms

¢ Make sure the newly created form is still in Layout View. If necessary, click on the
Layout View button at the bottom-right of the screen.

(== i 0

¢ Click on the Design tab and within the Themes group, click on the Themes button.
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CU™ R A R : .

Home Create External Data Database Tools Design Arrange

As Ecmors- .-Aa = @ & E

View n\emes A Fonts =

- -

Views | Themes | Controls

e You will see a drop down list of available styles. Selectthe Clarity style.

Wi -™-|e
_ Higme Create External Dats Catsbate Tools Dhecign i

2 e [P =@

‘o In Uiz Dababaie

e I
s [ P

T e puittin "

@ s r’kal:‘ka] Aa iA..I
:‘\(1'}] Aa 'E ﬁum Aa I el - Lighting

Aa || Aa | S Aa

ght

aa_[f1As 1A M(Aa | |

[F Beowietor Themer.
S8 Sgve Cureent Tmeme..

e The form changes to match the setting of the style chosen.

| Farts
T =+

"] Pat Nurmbes {15 |
Fan Hames Light
Pan Stop Light
Diesriptian
Cabogny Electeal - Lighting 3
Price 180
In Shock 20
Rcenud PEOER00T
Oiscontmied O
Anached Docs
Saupep I F

O ETaEE] — S T

. [Blaw) 1304/ 2000
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NOTE: You can select differentstyles until you find one suitable. The final color is
not set until the form is saved and can be modified again at a later time.

Although the boxes are no longer visible around each data field in the form, they do
still exist.

Click on the Price field, i.e. select the number 1.80, not the text label. Your screen
will look like this.

=5 Parts

j Parts

Stop Light

Electrical - Lighting

1.80

20
26/06/2007

NOTE: Text labels (such as the word Price) are used to indicate the purpose of the
data fields in a Form. Labels are simplytextin text boxes and can be modified, for
example the Attached Docs label could be edited to show Attachments instead.

The Price field in the Parts table is formatted as Fixed, not Number and therefore
there is no currency symbol.

Categon Electrical - Lighting |Z|
Pric 1.80
UnSteck | 20

Click on the Format tab, and within the Number group, click on the Apply Currency
Format button.
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@ | H ’ [= Form Layout Tools Forms: [
Home Create External Data Database Tools Design Arrangs | Farmat
¥ Price ~ | Arial (Detail) - 11 ~| ¥ | Fixed - ==
"_I.é Select All B I u é = ila = ig! == 4 % o 0 ;08 | Background Alternate
Image =
Selection Faomnt MNumber Background

All entries in the Price field within the form will now show a currency symbol
preceding the value. The underlying table however remains unchanged.

NOTE: The actual currency symbol depends upon the Region and Language
settings in the Windows Control Panel.

2] Parts
—] Parts

i Part Number 15

dic)
Part Name Light
| Part Stop Light

i Categary Electrical - Lighting

rice $1.80

n Stock 20

! Received 26/06/2007

—

e Click on the Supp ID field, (i.e. click on the box containing the number 2) as

illustrated below.
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|

—] Parts

L

.|

rt Number 15

Part Name Light

Part Stop Light
Electrical - Lighting
$1.80

20

[26/06/2007

OrderNo - Part Description - Date of Order = Paymeﬁt Methc
: * (New) 13/04/2010

The Supp ID field is a foreign key field from another table and used to establish a
relationship between the Supplier and the Parts tables. There is no reason for
users to see this field in the table therefore it can be removed from the form.

With the field box highlighted press the Del key to remove the field. Your screen will
now look like this.

2] Parm
| 'Parls
0
.
stap Light
Elecingal - Lightmg
=1 B0
i)
7
a]
Order Mo - Part (spseriptian - Data of Drdar -+ | Payment Method - | Customes|D -
. |New) 1304/ 3000
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NOTE: Deleting fields in a form has no impact on the table, which remains
unchanged.

The Part Name and Description fields each occupy double line spacing and these
need to be adjusted. The double spacing is illustrated below.

| = ans
,] Parts
D
Part Number 15
Part Name Light
, Stop Light
Category Electrical - Lighting
P $1.80

Select the Part Name field first (i.e. click to select the box containing the word
Light), move the pointer to the bottom line of the box, until the pointer changes to a
double arrow.

E.

-

Click and drag the line up to reduce the box height, similar to that of the Category,
Price, In Stock.

Repeat the same steps, this time selecting the Part Description field.

Light

riptigr | Stop Light

Electrical - Lighting

$1.80

Selectthe Part Number field.
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|:g Parts
=] Parts

Part Number 15

| Part Name Light
i Part Descriptior Stop Light
5 Category Electrical - Lighting

We can easily move fields within a form. To trythis, place the pointer in the middle
of the highlighted field (i.e. the Part Number field), until the pointer changes to a
(crosshair) pointer.

<

Click and drag the Part Number field down the form and position below the
Attached Docs field.

ZE| Paris
—] Parts
P O
- Ps it
_nght_
escrplior | Stop Light
Electrical - Lighting
 Price $1.80
In Stock 20
Received | 26/06/2007
Dist O
At ed
15
: OrderNo - Partlflescription = Date
* (New)

Click on the Undo button to undo the move and retum the Part Number field back
to its original position.
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@ @[T} - I=
File Home Create External Data
All Access Objects &) « || Z2] Parts |

Tables 3

=_=j Categaries

=

Modifying a form title

When created, Access added a text label to the top of the form using the name of
the table (Parts) the form was based on.

Click on the Parts label. Aboxoutline appears around Parts as illustrated below.

@'H -0 s Form Layoy
Home Create External Data Database Tools Design Arran

All Access Objects &) « || =2] Parts

Tables o

E3 categories j Parts

E3 customers g

EH orders Part Number 15

= Parts Part Name Light

3 Payment Method part Descriptior [Siop ight

[

Double click on the Parts label again to select and highlight it.

NE AT
Home Create Bxternal Data Database Tools
All Access Objects (&) « || =] Parts

Tables -3
=_=j Categories

=]ra- Nl

=_=j Customers
=_=j Orders

===

Part Number 15

Type in ABC Parts Inventory and press the Enter key.

A9 - |= [Form Layout Tools
Home Create External Data Database Tools Design Arrange

All Access Objects &) « || =] Parts

o e =] |ABC Parts Inventory|

= costomers ' Part Number 15

E3 orders

E Parts Part Name Light
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Changing a form logo

Next, click once on the logo to selectit. An outline boxappears around the logo.

Al =9~

Form Layout|

Home Create External Data Database Tools Design Arrange
All Access Objects @ « ||/=2] Parts |

Tabl 2 |2

o . =] |ABC Parts Inventory

=_=j Categories > ]

=_=j Customers

Part Number

=_=j Orders 15

= parts Part Name Light

[ - -

Click on the Design tab and from within the Header / Footer group click on the

Logo button.
Form Layout Tools | Forms : Database (Access 2007) - Microsoft Access
1ls Design Arrange Format
- j IﬁLogo jﬂl =m
a ] ﬁ _'E | @ |§" : 5] Title =
j ] u [ —E v —"I || - & ] Add Existing Property
T | Image * ,%Date and Time Fields Sheet
Controls Header / Footer Tools
The Insert Picture dialog boxis displayed.
@]nsertpicture @
—,
Ou | . ¢ My Documents » Access 2010 Basics » v|¢1>|| Search Access 2010 Basics Pl
Organize - MNew felder = -~ i .@.
- Favorites —
|
4 Libraries [
3 Documents i
J} Music 3 images
= Pictures
B2 Videos

& Homegroup

1M Computer
&, Local Disk (C)
= RECOVERY (D:)

File name: - [Graphics Files

d

Tools = [ Open |v] [

Cancel

)
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e Double click on the Images folder and you will see a selection of pictures.
e Selectan image file called Motor Parts.
@ Insert Picture @
@Qv| ¢ Access 2010 Basics » images v|4’r¢| Search images Pl
Organize v Mew folder =~ 0 @
- Favorites " U ‘ , q._. ‘-E-.
= Libraries Fan Belt Glow Plug Headlamp Interior Bulb
3 Documents Assembly |
J’u Music E
=l Pictures Ty
w382 o \
/,?‘G u{’ :, =
&) Homegroup Motor Parts Oil Filter Red Bulb Spark Plug 1
18 Computer @f
&, Local Disk (C) 4
s RECOVERY (D) Stop Light Bulb =
File name: Motor Parts [GraphicsFiIes v]
Tools - [ QK |v] ’ Cancel ]
[ ]

Click on the OK button and the logo will be displayed as illustrated below.

@Al = 9 -

|=

Create  External Data  DatabaseTools | Design
All Access Objects (®) « || 22]_Paris |

T%P"*;tegmies & Eﬂs! & [ ABC Parts Inven
E3 customers g

0 orgers Part Number 15

= earts Part Name Light

=

Modifying aform label
e Click on the Attached Docs label to select the label.

NOTE: Make sure that you click on the label NOT the field which is next to the label.
Look closely at the illustration below.
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Format

B9~ w
Home Create External Data Database Tools Design Arrange

All Access Objects &) « |} ==

Tables 2
S s : ) @ ABC Parts Inventory
E Customers ||| BEbeeeeeeereeeeeeeeeiee e
! Part Number | 15
% Orders H
= Parts | Part Name | Light
B3 Payment Method i
e e  Part Descriptior | Stop Light
% Suppliers H
! Category |Electrica| - Lighting
| Price [$1.80
In Stock |20
| Received | 2610612007

Discontinued O

Attached Docs

e Click once again within the label box outline.

A9~ &-]|s

Home Create External Data Database Tools

All Access Objects &) « || =2

Tables 3 <
% Categories _} ! ! ABC ParL
E Customers
T rtes Part Number 15
£ Parns Part Name Light
E Fayment Method

Part Descriptior | Stop Li
% Suppliers P @

Category @
Price I@
In Stock E
Received @

Discontinued U

Attached Docs
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¢ The outline changes to show a thin outline box which indicates you are now in text

edit mode. Place the mouse pointer at one end of the label, then in one motion, click
and drag to highlight both words.

Al s ’_L=

Home Create External Data Database Tools Dresign

All Access Objects &) « || =2] Parts |

Tables P ]
.:_.:.j Categories T ! ﬂ ABC Parts Inver
EH customers -
1 Orders art Number 15
= Pars Part Name Light
B2 Payment Method ot Descrintion S T
art Descriptior
E3 suppliers P op Lig
Category Electrical - Lightin
Price $1.80
In Stock 20
Received 26/06/2007

Discontinued U

Attached Docs

¢ Type in the word Documentation, then press the Enter key to commit the change.

Received 26/06/2007

Discontinued U

Documentation

Saving aform
e Press Citrl-S or click on the Save icon to save the form.

DR RENE
Home Create External Dai

All Access Objects (@) <« || Z2] Parts |

Tables ~ J
'\ @

=_=j Categories

==
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e The Save As dialog boxis displayed.

Save As 7 el

Form Mame:
Parts

e Click on the OK button to save the form. The new form appears below tables in the
Navigation Pane.

Alld9g-™-=s
Home Create External Data Database Toaols
All Access Objects &) « || 53] Parts
= : & ABC Parts
=_=j Categories T ! g
£ Customers 3” ----- L’ ---------------------------
: Part Number
B3 Orders : 15
£ Parts Part Name Light
=_=j FPayment Method Part D inti St Liah
CFart Descriptior op Lign
=_=j Suppliers P P9
Forms 2 | Category Electrical
,EI Parts
i Price $1.80
| In Stock 20
Form View

e Click on the Form View button (bottom-right of the screen) to switch to Form View.

o |me |‘!‘-|* ';J;| [ ]

e Unlike the Layout View, Form View does not allow the form to be modified, however
a user will be able to enter and edit data, navigate and create new records in the
underlying table.

o Initially, there is little to differentiate between Layout View and Form View. The first
noticeable difference will be the ribbon, as the Form Layout contextual tab is no
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longer available. Clicking into the field text boxes also no longer activates the border
around the data input area; instead double clicking will highlight the data.

(A]l = - |=

Create

External Data

Database Tools

all Access Objects (3 «

Tables 3

Categories
Customers
Orders

Parts

Payment Method

Suppliers

g
g
=
"]
»

5| Parts '

) & ABC Parts Inventory

Part Number

Part Name

Part Descriptior

-

15
Light

Stop Light

Category

Electrical - Lighting

Price

$1.80

Adding and formatting attachments

e Use the record navigation bar (at the bottom of your screen) to move from one
record to the next and see how the data within the form changes with each record.

Record:|4 4 6 ofl1l

E M

% Unfiltered

Search

Form View

e Use the record navigation bar to locate and display record 6.

@| lﬂ : |= Forms: Database (Access
Home Create External Data Database Tools
All Access Objects (@) « || =2] Parts |
= = ] ABC Parts Invento
j Categories _} ! L! ry
j Customers
53 orders Part Number 21
A parts Part Name Filter - Qil
B Payment Method - . . P
Part Descriptior | Advanced Fully Synthetic Oil Filter
j Suppliers
Forms % Category Lubricants|
% Parts
Price $13.30
In Stock 15
Received 18/04/2007
Discontinued U
Documentation

NOTE: Although this is record number 6, the Part Number is 21

. Record navigation
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relates to the number of record in the table, not to the unique numbers assigned to

each record.

e Click once in the Documentation field box. An outline box appears around the
Attachments box and a control options toolbar appears just above the attachments

box.
(@] = - - = Forms : Databas:
Home Create External Data Database Tools
All Access Objects & « || =5] Parts |
Tables ES -
e L ! @ ABC Parts Inventory
j Customers . N ber
5 orders art Number 21
£ Parts Part Name Filter - Qil
B Payment Method - L . pr—
Part Descriptior | Advanced Fully Synthetic Qil Filter
j Suppliers
Forms % Category Lubricants
E Parts _
Price $13.30
In Stock 15
Received 18/04/2007
Discontinued  H
Documentation
e Click on the paperclip button.
2| Parts |
) @ ABC Parts Inventory
= -
>
Part Number 21
Part Name | Filter - il
Part Descriptior :IhdvancedeuII-:v 'Syntnﬁeﬂ-c Oil Filter
Category Lubricants
Price $13.30
In S 15
Received 18/04/2007
Discontinued  |[@ @b @]
Documentation | Manage Attachments

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au

FOR USE AT THE LICENSED SITE(S) ONLY

Page 145



Access 2010 Basics Page 146

e The Attachments dialog boxis displayed.

Attachments

i

Attachments (Double-dick to open)

[ Ok ][ Cancel ]

e Click on the Add button and locate an image file named Oil Rlter, which is located

in the Images folder under your sample files folder.

[A] Choose File (=3
-~ - |« Access 2010 Basics » images - |+ Search images |
S22 9 r g £
Organize * Mew folder = + [ .@.
[ Favorites - .
Fan Belt Glow Plug Headlamp Interior Bulb
Assembly
4 Libraries
3 Documents
&) Music O Wi .
Srave T @ =
# Videos aa Yo
Motor Parts Oil Filter pspbrwse Red Bulb
*& Homegroup ‘&5‘5‘ E
| .‘
1M Computer b e;
&, Local Disk (C:) /
= RECOVERY (D:) Spark Plug Stop Light Bulb Training Courses o
File name: il Filter ~ [ Al Files -
Tools - [ Open |v] ’ Cancel ]

Double click on the Qil Filter image file to add it as an attachment.
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Attachments
Attachments (Double-dick to open)

Co

'

Remowve

Save As...

Cancel

,_,

e Click on the OK button to close the Attachments dialog box and return to the form.

(Al 9 - = Form Tools
Home Create External Data Database Tools Datasheet
All Access Objects @ « || =3 Parls\

Tables 2 !_ < ABC Parts Inventory
b

E Categories

E Customers P N b
= orders art Number |21
= Parts Part Name | Filter - il
E Payment Method - . .
Part Descriptior |Advanced Fully Synthetic Oil
E Suppliers
Forms % Category | Lubricants
-3| Parts :
Price |$13_30
In Stock | 15
Received | 18/04/2007
Discontinued O
Documentation !

e Animage ofthe oil filter is now displayed in the Documentation field, however the
image is small and difficult to determine.

e Click on the Layout View button (bottom-right) to switch to Layout View.
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< B0

13/04/2010 |

Mo ve the mouse pointer to the bottom edge of the Documentation field box and
position until the pointer changes to a double headed arrow.

1

Using the mouse pointer, click and drag the bottom of the field box downwards so
that the screen resembles the illustration below, then release the mouse button.

=] Paris
D @ABC Parts Inventory
o e ]

| Part Number |21

Part Mame [ﬁr_ter- Qil

Part Descriptior |Ad\.ranced Fully Synthetic Cil Filter

Category | Lubricants
Price [$13.30

In Stock |15
Received | 18/04/2007

! Discontinued O

Documentation |

116 PM_’_

e LA e )

! 13/04/2010

Double click within the Documentation field. The Attachments dialog boxwill be
displayed.
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-

Attachments

Attachments (Double-dick to open)

@ il Filter.jpg

N
i

Remowve

Save As...

Save All..

—_—

Cancel

Click on the Add button and selecta Word document file named Product Specs —

QOil Filter, located in the Access 2010 Basics folder.

NOTE: You will have to move up a folder level, as you are currently viewing the
Images folder, which is located under the Access 2010 Basics folder.

[A] Choose File

"F'."'\_‘
@uv| .« Doc

Organize «

@ Microsoft Access
- Favorites

- Libraries
3 Documents
J‘- Music
=] Pictures

E Videos
NE- Homegroup

18 Computer
&, Local Disk (C)

@ Mext Weeks Courses

E ) Mext Weeks Courses

=] Mext Weeks Courses

| Mext Weeks Courses.xsd
|I_|1 Printing

] Product Specs - Oil Filter
B |I_|1 Quieries

(] Relationships

|I_|1 Reports

%~

uments » Access 2010 Basics » - |-(-,-| | Search Access 2010 Basics L |
Mew folder =~ [ '@'
I Documents ||br—aw Arrange by: Folder =
Access 2010 Basics
MName Date modified Type i

12/04,/2010 3:13 PM
12/04/2010 3:.47 PM
12/04,/2010 4:58 PM
12/04,/2010 4:58 PM
1/04,/2010 2:48 PM

25/06,/2007 1:07 AM
6/07/2007 4:42 AM

25/07/2007 10:42 ...
12/04/2010 6:28 PM

4 na FmnAn S AR P

- 4| I

File name: Product Specs - Qil Filter

Microsoft Excel C
Adobe Acrobat D
XML Document
X5D File 8
Microsoft Access | _

Microsoft Word C

Microsoft Access
Microsoft Access

Microsoft Access

-

b

~ | Al Files

d

Tools = [ Open

]

Cancel ]

Double click on the file to add it as an attachment.
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Attachments
Attachments (Double-dick to open)

[ Ol Filter.jpg

il Product Specs - Gil Filter. docx
Remove

Save As...

W B

Save All...

Cancel

]
-

e Click on the OK button to close the Attachments dialog box and return to the form.
The image of the oil filter is still displayed in the Documentation field.

NOTE: When file attachments are added to a field, the firstimage file added will be
the image displayed by default for the record. If documents are attached to a field
without an image, a button, representing the application used to create or open the
document, i.e. Microsoft Word will be displayed.

ol

¢ When two or more attachments have been added to a field, the arrow controls
provide a means of viewing them.

) @ABC Parts Inventory
&
21

Advanced Fully Swnthetic Ol

Lubricants
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e Click once in the Documentation field to activate the control options toolbar.

Discontinued ' 3 0

Documentation

e Click on the right arrow button within the toolbar.
@D 0 |

Discontinued U

Documentation [y j

TIP: The attachment navigation arrows are most useful when viewing multiple image
attachments.

e When active, click on the left arrow button to navigate backwards through the list of
available files.

@

NOTE: If you had wanted to open and view the attached document, you could have
double clicked to view the document.

Modifying data within records
e Using the record navigation bar locate record 7.
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Record: |4 4 7 ofll EH R T Unfiltered | Search

Form View

e The following data will be displayed.

| 5] Parts
) @ABC Parts Inventory
7

Part Number [22

Part Name L!g_ht

Part Descriptior j_lnpg_ri_r:_r L|_g|:1t 1_'2v é_w_a
1 Categary | Electrical - Lighting

Price | $1.90

In Stock 39

Received | 12/03/2007

Discontinued

Documentation

e Letus assume after checking your stock, it emerges thatin fact there are only 34 of
these lights in stock, not 39, therefore the record needs to be edited and updated
with this new information.

e Double click on the In Stock field to highlight the value.
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| 5] Parts

) &ABC Parts Inventory

Part Number 22
Part Name Light

Part Descriptior | Interior Light 12v Sw

Category Electrical - Lighting
Price $1.90

In Stock

Received 12/03/2007

e Type 34 and press the Enter key.

= pans'|

B @ABC Parts Inventory

Part Number 22
Part Name [ Light
Part Descriptior [ Interior L|ght 12v 5w

Category Electrical - Li-gﬁ_ting

Price $1.90

Stock [34

Received 12/03/2007]

NOTE: The value has been updated and committed to the Parts table.

Deleting records using a form

e Using the record navigation bar locate record 9, which is to be removed from the
table.

Record:{| M 4 9 of11 [ T K Unfiltered | Sear

e The data will look like this.
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== Pmts'\_
) @ABC Parts Inventory

i Part Number 24

| *art Name I'_'|-gr-1_t -Red

Part Descriptior | Side Light - Coloured Red
Categony Electrical - Lighting

Price '$2.70

' In Stock 3

Received | 30/05/2007

i Discontinued

¢ Documentation

¢ At the top-left of each record in a form there is a bar with a single right pointing arrow
at the top of the bar.

@9 Form

Home Create External Data Database Tools Dresign

All Access Objects &) « || 5] Parts
== £ ) @ABC Parts Inventon
j Categories ’—‘_"&h |
i:j Customers :' """""""""""""""""""""""""""""""""""""""
7 orgers art Number 24
= pans Part Name Light - Red
i:j Payment Method _ . . .

i Part Descriptior | Side Light - Coloured
= Suppliers
Forms & i Category Electrical - Lighting
== - H

e When clicked, the bar changes to show the whole record is selected. By doing this,
you can delete an entire record in one go. Click anywhere on the bar to select the
record. The bar changes to look like this.
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@Al 9 -

|+ | Form Layout Tof
Home Create External Data Database Tools Design Arrange

All Access Objects & « || 23] Parts
st % jABC Parts Invento
j Categories ! ﬂ ry
j Customers | |

Part Number
j Orders 24
= parts Part Name Light - Red
j Fayment Method _ — - . .

Part Descriptior | Side Light - Coloured Red
j Suppliers
Forms P Category Electrical - Lighting
E'I Parts _

Price $2.70

In Stock 3

Received 2A0/05/2007

Discontinued

Documentation

e Press the Del. Access displays a warning requesting confirmation of deletion.

I )

Microsoft Access @

You are about to delete 1 record(s).

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

NOTE: The record which is about to be deleted has disappeared and the Record
Nawvigation bar displays one less record.

e Click on the Yes button to confirm deletion.

Adding records using a form

e Click on the New Record button on the record navigation bar (displayed at the
bottom-eft of your screen).
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Record: 4 4 9 of 10 L | % Unfiltered | Search

Form View

|Nex-.-'l{b|ar1kj record

S E=E.

e Anew blank record will be displayed.

= pans|
) @ABC Parts Inventory
4
Part Number | (New)
Part Name |
Part Descriptior
ateg
Pric
In St
Received
Discontinued U
Documentation

e Enter the following information to complete the new record, pressing the Tab or the
Enter keyto move from one field to the next.

NOTE: Leave the last two items blank.

Part Name Alternator

Part Description 12v 60amp Alternator
Category Electrical - Power
Price 220.50

In Stock 3

Received 28/06/2007
Discontinued

Documentation

e Your screen will now look like this.
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|‘:§| Parts
| ) @ABC Parts Inventory
7
Part Nurmber 27
Alternator

12v 60amp Alternator

Electrical - Power
Price $220.50

3

Received 28/06/2007

e Press Enter once more to move to the next new record and save the record you just
completed.

Adding or deleting text in a record using aform

e You can delete any existing data within a record. For instance delete the 12v
60amp text. Click on the Undo button to restore the deleted text.

e You can easilyadd to existing text. Change the Part Name text from Alternator to
Power Alternator. Click on the Undo button to remove the additional text.

Closing forms

e To close a form, click on the Close button at the top right of the form window.

= R
—2 Q.
x

Close 'Parts'

You will see a dialog box asking if you want to save your changes. Click on the Yes
button.
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I "

Microsoft Access @

l i, Do you want to save changes to the design of form ‘Parts'?

[ Yes ] [ Mo ] [ Cancel ]

Opening forms

e To open afom, locate and double click on the form name in the Navigation Pane.

Home Create External Da
All Access Objects @) «

Tables &

Categaories

(]

Ij Customers

j Orders

B Parts

j Payment Method
j Suppliers

Forms

(Ci——
Parts

»

Deleting a form

e If you opened the form, close it now. Deleting a form is similar to deleting a table or
any other object in the database. Before an objectin this case a form can be
deleted, the objectmust be closed.

e Locate the form in the Navigation Pane.

@

Home Create External Da

All Access Objects (x) «

Tables A

Categories
Customers
Orders

Parts

Payment Method

Suppliers

)
5
cl
n
»

i

Ladls' B OE OB EOE

Parts
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e Click once to highlight the Parts form name and then press the Del key. Access
displays a warning dialog box, requesting confirnation of deletion.

Microsoft Access @

Do you want to permanently delete the form "Parts'?

F "

If you dick Yes, you won't be able to undo the deletion.

e Click on the Yes button to confirm deletion. You will no longer see the form, as
illustrated below.

Home Create External Data Dal
All Access Objects (=) «

Tables 3

j Categories

E3 customers

B3 orders

B3 rarts

j Payment Method
=

Suppliers

e Close the Access program.

Filtering a form

e Startthe Access program.
e Open a database called Fltering Forms.
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@ =9 ™=

Home Create EBxternal Data Database Tools

Tables b3
E Orders
% Sales Employees

Queries

Beverage Sales

23

7] Customer Crders

Forms
Customer Orders
Repaorts

Orders

»

23

e Openthe Customer Orders form (by double clicking on it).

All Access Ohjects v| <
Tables #
% Orders

% Sales Employees

Queries

Beverage Sales

b

Customer Orders

Forms #
5]
Reports =

75 Customer Orders
Crders

e Your screen will look like this.
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@' = e Filtering Forms : Database (Acc
Home Create EBxternal Data Database Tools

All Access Objects ¥ « || ==] Customer Orders

Tables 3 Ij':'

E3 orders = Customer Orders

j Sales Employees

Queries
@ Beverage Sales

e
w

First Name:

@ Customer Orders
Forms

Eed

Last Name: Bedecs
-8| Customer Orders
Reports &
0 ki Category: Beverages
Eﬂ Orders

Product Name: |Chai

Quantity: 75

Order Date: 15/01/2006

¢ If you click on the Next Record arrow button (towards the bottom-left) a few times
you will see that there are a number of records relating to the Beverages category.

Record: M 4 1 of240| ® [® 2 | K Unfiltered | Search

T aoot T e Mextrecordpy

e Displaya record where the Category, displays the word Beverages.

=5 customer Orders '

E Customer Orders

4
First Name:
Last Name: O'Donnell
Category: Beverages

Product Name: |Chai

Quantity: .8{)

Order Date: 9/05/2006

¢ Click within the Category section of the form (i.e. click over Beverages).
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e Click on the Home tab and then click on the Flter button within the Ribbon.

Al -~
File Create External Data Database Tools
= & Cut W 41l Ascending €7 Selection -
53 Copy ;l Descending T;Aduanced ~
Wiew Paste Filter
- # Format Painte §7 Remove Sort ¥ Togale Filter
Views Clipboard = Sort & Filter

e This will display the following.

=2| Customer Orders

E Customer Orders

»
First Name: Martin
Last Name: O'Donnell
Category: Beverages
-
Product Name: |2} SotAtoz
Z| sortzton
Quantity: W
Order Date: Text Filters v
[7] (select Al 2

|E Baked Goods & Mixes

[¥] Beverages

[¥] candy

E| Canned Fruit & Vegetables

E| Canned Meat

|Z| Cereal

[¥] Condiments

[¥] Dairy Products =

[¥] (Blanks] H

[ oK ] [ concel

¢ Click within the Beverages check boxto remove the tick.
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2] Customer Orders

| Customer Orders

>
First Name: Martin
Last Name: -O'Donnéll.
Category: Bé|ve rages

Product Name: |%| SortAtoz
Z| sortZtoa

Quantity: &®
Order Date: Text Filters b
[ (select am #

[¥] (Blanks) [
[ ds & Mixes ‘

m

[T] Beverages

V] Candy

EI Canned Fruit & Yegetables
[¥] canned Meat

[¥] cereal

E| Condiments

[¥] Dairy Products =

[ OK J | Cancel ]

e Click on the OK button. If you now click on the Next Record button a few times you

will not see anyitems relating to the Beverages category, as you have filtered the
form not to show them.

Removing a filter from a form
e Rightclick over the Category box (i.e. over Sauces in the example shown below).

=5| Customer Oni-ers.

E Customer Orders

4
First Name: Ming-Yang
Last Name: |Xie
Category:

Product Name: |Curry Sauce
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e From the popup menu displayed, select the Clear filter from Category command.

E E] Customer Orders

E Customer Orders

First Name: Ming-Yang

Last Name: -x-ie

Category:
Product Name: |%| Sortatoz
Z| sortztoa
Quantity: ‘K Clearfilter from Category:
Order Date: +  Text Filters b
[ (select &1 a

[ (Blanks) |
[¥] Baked Goods & Mixes

|| Beverages |

m

¥ Candy

e The Beverages category will now be displayed again.
e Save your changes and close Access.

Inserting and modifying a form header

e Startthe Access program.
e Open a database called Forms - Headers and Footers. You will see the following.

] -
@: =) [

Home Create External Data Database Tools

All Access Objects @) «

Tables &

]

Categories
B3 customers

£ orders

B3 rars

j Payment Method
=

Suppliers

Forms
E] Parts Form

»

e Double click on the Parts Form to open it. Your screen will now look like this.
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@IH9- s

Haome Create

Forms - Headers and Footers:

External Data Database Tools

All Access Objects & <« || =]

Tables ~

Categories
Customers
COrders »
Parts

Payment Method

(B

Suppliers
Forms

-3| Parts Form

bl

Parts Fonn\

E Parts

Part Number: E

Part Name: Light

Part Description: |Stop Light

Category: Electrical - Lighting
Price: L.80

In Stock: 20

Received: 26,/06,/2007

Discontinued: ]

Attarhed Nnrs:

Switch to Design View. To do this, click on the Home tab and then click on the
down arrow under (or next to) the View button.

@9l

Home Create External Data
— % Cut Zl
— . 1]’ .
53 Copy il
View Faste Filter
- ¥ Format Painter F7
VIEWE Clipboard Ta

From the drop down

@ d9- s
“Home Create
d& Cut
- 53 Copy

j Format Painter
| I
—=| Form View

== | Layout View

M Design View
[eatassaso ]

-
-

list displayed, select Design View.
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e Your screen will now look like this. Notice there is a ‘Form Header’ section at the
top of the form.

|= Parts Form
DR N R R N I O R R R L - R
# Form Header
3 =| (| |Parts
1 =
||| # petail
i Ip rt Numher: I Part Number
T pcr: Na = Plartrqarl".1e 1 I I T T I I 1 I I L} 1 I I T 1
2
;. pcrt Descrip‘t‘ = P|art Delscriptilon I I T I I 1 T T T 1 I I I 1
? | !(‘ +ngnr‘p |C' T T T T T T T T T T T T T T T T T 1
4_ l | |a egor}" - u T T i s ot = ot I 1= - ax ot T E
- |Pr1’ce: | Price
5 B .
% |in Stock | In Stock
: iRE ce‘vej: i RIECEi“reld { - T I L T = I - T I I { - —= I L 1
5 [Discontipued:| ¥ |
5 [ | I |
i Aftached Docg:  ||Dpeumentation
8
3_ Sypp 1D | éupp D
S S S S S A R S S { S
Table.Orders ) ) )
n
e Double click on the existing form header called ‘Parts’ to select it, as illustrated.
(Al i - |= |
Home Create External Data Database Tools Design
All Access Objects (&) <« || 2] Parts Form: |
Tables -3 R R B SN A SERN AN AU B -
==z Categories & Form Header
B cust z — .
ustomers = PaltS
j Orders 1=
1 pants N
EH Payment Method # Detail
j Suppliers - | | |
= ol lpdrt Wumber:| {[part Number
e Enter a new header, in this case Current Parts List, as illustrated below.
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AEH9- =

All Access Objects () «

External Data

Create

Database Tools Design

Arrange

Tables 2

Categories # Form Header

Customers z —
B ==
Crders 1 —

Payment Method

]
=
B Farts N
2]
]

Suppliers - | |

& |-r |‘LJ?L I;J=:| |‘:'::I

You will see the following.

Al - s

All Access Objects &) «

Create External Data

Attached Docs: |

13,/04,/2010

Database Toals

Forms - Headers and Footers: |

Tables = - .
= cateqanes /==l Current Parts List
E Customers
1 orders b
= Parts Part Number: IE
ﬁ Payment Method B
Part Name: Light
E Suppliers
""5 3 Part Description: |Stop Light
Parts Form
Category: |Electrica| - Lighting
Price: |1.80
In Stock: |20
Received: |26_!06,’200?
Discontinued:

If you use the Next Record control towards the bottom-eft of the screen, you will
see that the form header is always displayed.
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Record: M

1ofi1l [ (T i Unfiltered | Search

2SI

Mext record

5

I’Aj

Switch back to Design View.
Insert the word ‘The’ in front of the existing header.

A9~ - | Form Design Tool
Home Create External Data Database Tools Design Arrange

All Access Objects (&) « || =] Parts Form |

Tables S B - BT R SO CEC LT eeg
=] Categories ‘Forrln Header

= customer : El The Current Parts List
B orders 1 (=

£ pans N

£ Payment Method # Detail

j Suppliers - | | | | | | |

Switch to Form View and you will see the following.

@Al 9 -5

Create

External Data

Database Tools

Forms - Head

All Access Objects (¥ <«

Tables
j Categories

Customers

Parts

=
j Crders
]
=

Pavment Method

5| Parts Form ',

B

2
Part Number: 15

Inserting and modifying a form footer

The Current Parts List

Switch to Design View. If necessary scroll down until you see the Form Footer

area.
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B - -is | Foi Desig Toals
“ Hame Lreste Laternal Caka Databaie Tools Cesign Arrange Fan

&l Agcess Objects @ « |EI Parts Form

Tables z T T T e
M categaries o | |I| Slock] In Stock
M custamers H |I'Iel:9we‘::l: H:e-neweld
credl N { [
g A ; !IJ econtihued:] | | !
Part i
e [t fwe gl Do) Dprumenlation | |
M rayment harthiod N !
M suppliers N | | | | |
. L b b 1
Forms & |s P 1D Supp 1D
] earts Fom | | | | |
Ll - - - - : : -
: | e Uiz
]
o —
"
=
" —

| 4 Form Foaler

¢ Click on the Design tab and then click on the Label button (within the Controls
group).

@| H )~ [u -~ |; Form Design Tools

Home Create External Data Database Tools Design Arrange Fo
= H B corers - a XYz
= -

..... — o—l = [ w
= [ |BB] Aa b=l () @, 9] T

View Themes A Fonts ~

Views Themes Cantrols

¢ Move the mouse pointer down to the area under the words ‘Form Footer’. Press the
mouse button and while keeping it pressed move diagonally to create a text boxas
illustrated below.
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Al =9~

Create External Data

Database Tools

Form

Design

All Access Objects (&) « || Z2] Parts Form: |

Tables

Categories

= L B IR - B

Customers

a
- |SL pp 1D
Orders

|Sﬁppl

D

Parts T able Orders

Payment Method 11'

LB L0 L8 Lh L L

Suppliers -
Forms
E Parts Form

»

# Form Footer

Release the mouse button and type the words Created by <your name>, as

illustrated below.

15 |——
# Form Footer
: I
Created by Yvette
1_ r'-.-’lurrayl
2
2

Select the text that you have justtyped in.

Click on the Format tab and use the text formatting controls to make the text more

visible.
CIR™ B B | Form Design Tools Fon
Home Create External Data Database Tools Design Arrange | Format
# label2l | Calibri * 14 F || Formatting - ==
E select Al Blr u | A-&- === 3 %4 %8 | Background Alterns
= Image = ow Cal
Selection Font Number Background
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e Anexample is illustrated below.

# Form Footer

Yvette Murray

ot o el

e Switch to Form View. Move between different records to verify that the form footer
is visible for different records.

NOTE: If you wanted to modify the form footer, you would use the same technique
used for modifying form headers.

e Save your changes and close the database.
e Close the Access program.
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Queries

What are queries?

e Using a queryis similar to filtering and sorting tables but much more powerful.
Unlike filters, multiple criteria can be used in one or more fields to be highly specific
about the information you wish to extract from a table.

¢ Queries are used to extract and analyze data within one or more tables.

¢ Queries can be saved, edited and reused. They provide output for use by other
database objects, such a forms and reports.

e Queries are also capable of working with data across multiple tables.

e Different queries are designed to perform different functions, for example an update
guery searches for and updates field information in one or more tables, whilst a
delete query searches for and deletes records from one ormore tables.

e An update query is similar to the Find & Replace function found in most Microsoft
applications, only more advanced. For example, if telephone area codes change to
accommodate an increasing population, an update query might be created to find all
existing area codes affected bythe change and at the same time, replace the old
area code with a new area code.

NOTE: Update queries cannot create new records, only update existing records.

e Aselect query is used to search for and display data according to the specified
criteria. This data can then be viewed as a table, in a form created specifically on
the query or as a report.

e Adelete queryis used when you need to remove entire records (rows) from a table.
Delete queries, by default, remove all of the data in each field, along with the unique
keyfield, (normally the primary key field) When the queryis run, it removes the
entire record (row) from the table.

Before creating a delete query, you would create a select queryfirstto ensure it
returns the records that you want to delete. This way you are able to test the query
first, rather than inadvertently deleting the wrong records. Onlywhen the select
gueryis tested and returns the correct results, would you convert the queryto a
delete query.
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An append query, is used when you want to extract information (records) from one
or more tables and append (add) itto one or more tables. Nomally the tables would
reside in the same database however other database can also be used.

A make table query retrieves data from one or more tables, and then loads the
result setinto a new table. That new table can reside in the database that you have
open, or you can create itin another database.

As with all objects, Access provides a Wizard tool to help create different types of
gueries or blank queries that can be configured from scratch.

NOTE: Tables do not have to be open orselected to create a query.

Creating a query

Start the Access program.

Open a file called Queries. The database opens with two tables (Orders and Sales
Employees) displayed in the Navigation Pane.

Home Create Bxternal Data Database Too
% cut |
32 copy |
‘/
Views Clipboard Sort & Filter
All Access Objects LA
Tables z
i Orders

i Sales Employees

Click on the Create tab and from within the Macros & Code group click on the
Query Wizard button.

| = Quieries : Database (Access 2007) - Microsc

Create External Data Database Tools
j E J E j ﬁForm Wizard imm| & &Report‘.f\."izard &Iﬁ
= = =] Mavigation = | = mmw A =2 Labels Sl
e Table SharePoint Farm Form  Blank Report Report Blank Query uer
Design  Lists = Design Form __EI More Forms ~ Design Report Wizard DQesig
Tables Forms Reports !

The New Query dialog boxis displayed.
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[ Mew Query @

‘Simple Query Wizard

Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select query
from the fields you pidk.

[ Ok ][ Cancel ]

e With the Simple Query Wizard selected, click on the OK button. The Simple
Query Wizard dialog opens.

P )

Simple Query Wizard

Which fields do wou want in your query?

You can choose from more than one table or query,

Tables/Queries
Table: Orders =

Available Fields: Selected Fields:

Erae o
First Mame W
Last Mame
Position
Employee ID
Category
Product Mame

Unit Qty -

|
v
! I

e Use the down arrow in the upper part of the dialog box to select the table or query
you intend working with, in this case select Table: Orders.
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Simple Query Wizard

Which fields do you want in your query?

You can choose from more than one table or query.

Tables/Queries
Table: Orders| El

Table: Sales Employees fields:

First Name (Hl
Last Mame .

Position
Employee ID
Category
Product Name

Unit Qty 7

’ Mext = l ’ Einish l

e In the lower part of the dialog box are two field selection boxes, Available Fields
and Selected Fields.

Simple Query Wizard

Which fields do you want in your query?

You can choose from more than one table or query.

Tables/Queries
[able: Crders| El

Available Figlds: Selected Fields:

First Name [
Last Mame N

W
!I

Position
Employee ID
Category
Product Name

Unit Qty -

(o) om )

e Available Fields can be added to the Selected Fields box by first highlighting the
field and then clicking on the right pointing arrow button.

Or you could double click on a field within the Available Fields list.

Alternatively, clicking on the button below adds all fields to the Selected Fields box.
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NOTE: When fields are displayed in the Selected Felds box, this button will
remove all fields.

This button removes a single highlighted field.

e Add the following fields:

First Name
Last Name
Category
Product Name

Quantity
Order Date.

P )

Simple Query Wizard

Which fields do you wantin your query?

You can choose from mare than one table or query.

Tables/Queries
Table: Orders El
Available Fields: Selected Fields:
Order Mo First Mame
Position Last Mame
Employee ID = | |Category
] - Product Mame

Orcer D

= Order Date

Cancel Mext = ] ’ Einish

e Click on the Next button.
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P )

Simple Query Wizard
Would you like a detail or summary query?
1 | ag 1 . . @) Detail (shows every field of every record)
2 lea| | ----- . r:
§ |cc| |mmm== i () Summary
1
1
1 |bb ey 5 ary Optio
2 | dd -
3| dd ---
1
1
1
i
1
1
1 aa
2 | Ba
3 | bb
4 | cc
5 | dd
6 | dd
Cancel ] ’ < Back H Mext = ] ’ Einish

e Click on the Next button.

P )

Simple Query Wizard

What title da you want for your query?

Orders Query

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?

i@ Dpen the query to view information.

i) Modify the query design.

’ Cancel ] ’ < Back Mext =

e At this point you can accept the default name provided by Access or type your own.
Highlight the Query Name and type in Customer Orders, as illustrated.
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P )

Simple Query Wizard

What title do you want for your query?

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

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

(@ Open the query to view information.
() Modify the query design.

Cancel ” < Back Mext =

e Click on the Finish button. The Customer Orders querydisplays the resultin table
form.

FirstName -  LastMame ~ Category - Product Name ~ Quantity - | OrderDate -
Anna Bedecs Beverages Chai 75 15/01/2006
| Antonio Gratacos Solsona  Condiments Syrup 40 20/01/20086
| Thomas Axen Condiments Cajun Seasoning 100 22/01/2006
| Christina Lee Qil Olive Oil 120 30/01/2006
| Martin O'Donnell lams, Preserves Boysenberry Spread a0 6/02/2006
| Francisco Pérez-Olaeta Dried Fruit & Nuts Dried Pears 100 10/02/20086
| Ming-Yang Xie Sauces Curry Sauce 40 23/02/2006
| Elizabeth Andersen Dried Fruit & Nuts Walnuts a0 6/03/2006
| Sven Mortensen Canned Fruit & Vegetables 'Fruit Cocktail 40 10/03/2006
| Roland Wacker Baked Goods & Mixes Chocolate Biscuits Mix 40 22/03/20086
|Peter Krschne lams, Preserves Marmalade 20 24/03/2006
|John Edwards Baked Goods & Mixes Scones 40 24/03/2006
| Andre Ludick Beverages Beer 20 24/03/20086
| Carlos Grilo Canned Meat Crab Meat 120 24/03/2006
|Helena Kupkova Soups Clam Chowder 40 24/03/2006
| Daniel Goldschmidt Beverages Coffee 100 5/04/2006
|Jean Philippe  Bagel Candy Chocolate 40 5/04/2006
| Catherine Autier Miconi Dried Fruit & Nuts Dried Apples 20 8/04/2006
Alexander Eggerer Grains Long Grain Rice &0 9/04/2006
-ﬁﬂnrﬂn bi Dacta Gnarchi N 12/na/72nnA

e The new query can be seen as a new object in the Navigation Pane.
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Home Create External Data Database Toaols
, EEm BEE@OT
O

leavigati
Application | Table Table SharePoint Form Form Blank

Parts ~ Design  Lists ~ Design Form EIMU"E Fo
Templates Tables Farms
All Access Objects ¥ « || 3 Customer Orders
Tables 2 First Name - Last Mame
£ orders Anna Bedecs
EH sales Employees Antonio Gratacos Solso
Queries % Thomas Axen
@ Customer Orders Christina =z
Martin O'Donnell
Francisco Pérez-Olaeta

Ming-Yang Xie
Elizabeth Andersen

Currently all this query has done is to display information from the Orders table
using only the fields chosen as you worked through the wizard.

NOTE: By default, Access has already saved the query using the name provided
during the wizard process.

Adding (and removing) criteriato aquery

To utilize the power of a query and locate specific records, criteria must be entered
to give the query something to work with.

For example, if there is a need to locate orders placed between certain dates, we
would use the AND operator with the following type of criteria entered into the date
field of the query.

>=01/01/2006 AND <=01/06/2006

Using the OR operator you could enter the following criteria into the date field.

22/01/2006 OR 9/04/2006
This criteria would locate records with either of those two dates.

The NOT operator could be used to exclude records with certain dates from the
gueryresults. For example:

NOT 22/01/2006

This criteria would exclude all records dated 22/01/2006 from the query results.
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TIP: Operators used to create criteria in queries are the same operators used to
create validation rules.

Validation Rule Comparison Operators Description

Less than
= Greater than or Equal to

< Mot Equal to

e To add criteria to a query, the query must first be in Design View. Click on the Home
tab. Click on the down arrow under the View button to switch to Design View.

@9 -

File m Create Bxterni
=4 cut ﬁ
= B3 Copy

Paste Fil

- Format Painter

[F}

Datasheet View

mAER

o— ~

|:| J PivotTable View

ﬂ PivotChart View B
& |

SQL sQL view

'ﬁ Design View -
L

e Your screen will now look like this.
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] =7 Customer Orders

*

{108 2

Orders

% Order No
First Name
Last Mame
Position
Employee ID
Category

A0 »

Field: [=] [Last Name] | [Category] | [Product Name] | [Quantity] | [Order Date]
Table: | Orders Orders COrders Orders Orders COrders
Sort: | | |
Show: @ ) @ ¥ 3 B
Criteria:
or

Similar to other objects when in Design View, queries have their own specific ribbon,
functions and tools.

&l . = Qurers, Tool Quieries : Database (Ao 2007) - Micresolt Sooess
n Hame Create Esternal Duta Databate Tool Design
gzl = g X ' o Incert Riowrs 3 Ingert Columng -
1 ' 1';1 ' 4_.' } 1 Hj ?" Union qftmm e Inepert Row j. Insert Column. E ‘ji?] ._j‘ P\-uplrrp'sm_lt
e bl | =0 - s * i@ Paus.Thenisgh —_ W Detete Columes £l |5 Tamie Mames
Tofal Pasmmetert

Viea Huan Select | Muke Append Update Cioiilab Owiste Show

Table o Data Definition  paple S Buildes A Rt an

Shiw/Hide

NOTE: Although this is currently a Select query, this query can be modified at any
stage to become a different type of query and therefore perform a different function.

@' ™ R M= Query. Tools

Home Create External Data Database Tools Design

B (=t # A o o
b . ' =8 " -aPass-Through
View Run Select ||Make Append Update Crosstab Delete

< Table w, Data Definition
Results Query Type

When working with existing queries, the table field list, located in the Query Design
window, is similar to that used when creating relationships between tables. The
underlying table can be identified by the name at the top of the list, in this case
Orders.
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A= 9™

Juery Tools

Home Create External Data Database Tools Design

ﬁ ? @ il! ’:27! ,’/! ﬁ . ! (D Union d

-9 Pass-Through
View  Run Select | Make Append Update Crosstab Delete

5
- Table &, Data Definition | 7
Results Query Type
All Access Objects = « || 73 customer Orders ',
Tables Y
£ orders Orders
* -
=22 Sales Employees % Order No
Queries 2 First Mame =
'flj Customer Crders Last Mame
Position
Employee 1D
Category 2

NOTE: One difference with this table field listis the * symbol above the Primary Key.
When used, the * represents All fields in the table and is used to save time.

The Query Design Grid is where selected fields from one or more tables are added,
criteria entered, the sort order set and fields set to display or not when the queryis
run.

pe———
(&l ] i P T XX [ A hire
[ [ ———— .
— = - pom F s i bt ¢ r . o Pty St
(3! fAn!+! AM < X 9
d = T, —— e — L yt—
: o om iy 2wl . L
| 51 s Gmans W | Peupa
- Eard
i =
e -, Brie
.. - b ¥ Ovies bim e
[rewa— 1 Ve Ve iy
X Cobin O L Vet Capt
= Fraipn Lmm
s Tast
atagay s
|4 "
s=  TIEEEE ey T— gy [P ook D! Py i Ciabe]
Tabin: | Dty Caas e F Cuguy Cvae
Eant
e F ¢ ¢ ¢
i

NOTE: Fields can be included in the query design grid for criteria (record search)
purposes only and they do not have to be displayed when the queryis run.
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e Place the mouse pointer in the Criteria row under the Order Date field in the query
design grid and type the following.

>=1/06/2006 AND <=31/05/2007

\\\\\\\\

[Product Mame] [Quantity] [Order Date]
Orders Orders Orders

7] O
> =#1,06/2006% And -

e Press the Enter key or use the keyboard cursor keyto move to another cell in the
grid.

e Notice how the criteria entered changes. Access places hash symbols either side of
the dates to signify this value as a date.

#

NOTE: You may have to widen the column to see this clearly.

[Quantity] [Crder Date]
Orders Orders

[
> =#1/06/2006% And <=#31/05/2007%

NOTE: Don’t do this now, but if you wanted to remove this criteria, you would simply
selectitin Design View and then press the Del key to delete it.

Running a query

e When all the necessaryfields, criteria, sort parameters, etc., have been entered into
a queryand itis readyto be tested or used, you will need to ‘run’ the query.
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As an example, when you run aselect query, you are giving the querya command
to look atits parameters, go and search the table or tables for records matching the
criteria and produce a list of those records.

Click on the Design tab and from within the Results group click on the Run button.

Query, Tools

Home Create External Data Database Tools Design

| =0 40 A «§ @D unien q
. @ = EE:‘ = . ﬁ ~e @ Pass-Through

Select | Make Append Update Crosstab Delete
= Table

5
@, Data Definition | 7

Query Type

The results of the query are displayed in table form, as illustrated.

Look at the data within the Order Date column and you should see that all the dates

displayed are within the range specified by the query criteria.

In the Navigation Pane, click once on the Customer Orders queryto selectit.

=31 Customer Orders -
First Name -~ | LastName - Category v Product Name = | Quantity - | Order Date -
Jean PhilippefiiElE Cereal Granola 40 2/06/2006
Catherine Autier Miconi Beverages Green Tea 20 4/06/2006
Alexander Eggerer Sauces Hot Pepper Sauce 60 6/06/2006
George Li Grains Long Grain Rice 100 8/06/2006
Bernard Tham Jams, Preserves Marmalade 40 10/06/2006
Luciana Ramos Dairy Products Mozzarella 40 12/06/2006
Michael Entin Condiments Mustard 40 14/06/2006
Jonas Hasselberg oil Olive Oil 80 16/06/2006
John Rodman Pasta Ravioli 40 18/06/2006
Run Liu Baked Goods & Mixes Scones 60 20/06/2006
Karen Toh Condiments Syrup 100 22/06/2006
Amritansh Raghav Sauces Tomato Sauce 125 24/06/2006
Soo Jung Lee Dried Fruit & Nuts Walnuts 30 26/06/2006
Anna Bedecs Dried Fruit & Nuts Almonds 75 28/06/2006
Antonio Gratacos Solsona  Beverages Beer 40 30/06/2006
Thnmas hvan lams Praserves RBowvsanherre Snread 1nn 2/n7fnng
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@A I+
Home Create External Data
M ¥ cut \F 4] as
—-— 53 Copy i,l, D
WView aste L ~ Filter
- J rormat Fainte
Views Clipboard ]
All Access Objects = « || =3 custon
Tables -3 First Mi
£ orders Jean Ph
4 sales Employees Catheri
= = Alexam
Queries 3
'ﬁ:‘ Customer Orders George
Bernarc
Luciana

e Click on the Design View button to return to Design View.

(@&l = =
Home Create
B 0 r
| Wiew | Paste . B
- # Format Painte

[ ﬁ Datasheet View -
=)
o= E
| | PivoiTable View

ni PivotChart View I

SQL sgL view

M Design View
[

e Nextwe wantto narrow down the search to purchases made for products which fall
under the Dried Fruit & Nuts and Grains categories, between the date criteria
previously set.

¢ Place the mouse pointer into the Criteria row of the query design grid in the
Category field. Type in the following.

Dried Ruit & Nuts.
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Field: |[First Mame] [Last Mame] [Category] [Product Mame] [Quant
Table: | Orders Orders Orders Orders Orders
Sort:
Show: ]
Criteria: Dried Fruit & Nuts|

arn

Use the keyboard down arrow pointer key or mouse to move down to the row below
(the ‘or’ row) in the same field (Category).

Field: |First Name Last Name Category Product Name Quantity QOrder Date
Table: | Orders Orders Orders Orders Orders Orders
Sort:
Show:
Criteria: “Dried Fruit™ & "Muts” »=#1/06/2006% And <=#31,05/2007#
ar: “Grains”

Type in the following and press the Enter key.

Grains
Field: | [First Mame] [Last Mame] [Category] [Product Mame]
Table: | Orders Orders Orders Orders
Sort:
Show: il
Criteria: “Dried Fruit™ & "Muts’
or: “Grains’

NOTE: This time Access encloses the text with “Speech” marks to set the data type
to search for as text.

When run, the query will now search for any records between the date range
specified which contain either Dried Fruit & Nuts or Grains.

Click on the Design tab and from within the Results group click on the Run button.

Home Create External Data Database Tools
B L
= W . 0D Union oF
|t # A B
S

a Pass-Through -
elect | Make Append Update Crosstab Delete
Table e, Data Definition | Ta

Results Cluery Type

When the results are displayed however they are not what we might have expected.
There are no records listing Dried Fruit & Nuts.
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ﬁ] Customer Orders

First Name - LasEName
Alexander Eggerer
George Li
George Li
George Li
Bernard Tham
Thomas Axen
Martin o'Donnell
Amritansh Raghav

*

Grains
Grains
Grains
Grains
Grains
Grains
Grains
Grains

-Category -
Long Grain Rice
Long Grain Rice
Long Grain Rice
Long Grain Rice
Long Grain Rice
Long Grain Rice
Long Grain Rice
Long Grain Rice

Product Mame

- Quantity - OrderDate -

60
100
100
100
80
a0
40
100

9/04/2006
&8/06/2006
5/08/2006
2/10/2006
21/11/2006
11/02/2007
15/02/2007
30/05/2007

e |tis possible that none of the sales of Dried Fruit & Nuts took place between the
dates specified but this is unlikely. Either way, itis worth checking the query design
to make sure the criteria is correct.

TIP: The easiest wayto check the results is to take a look at the table or tables the
gueryis working with. If records matching the criteria are available in the table but
not the query, there must be an issue with the query design.

Editing criteria in aquery

e Switch back to Design View (using the View button).

& o
File Create Exte
B & Cut
74 -

— =3 Copy
WView

I EI Datasheet View N
x|

»

o=
JJ PivotTable View

n PivotChart View

SQL soL View

»

[}4’ Design View

e As we know the data range works, having run the query prior to adding the
Category criteria, the problem must be elsewhere. Look at the criteria in the

Category field.
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Field: | [First Name] [Last Mame] [Category] [Praos
Table: | Orders Orders Orders COrd
Sort:
Show: il
Criteria: “Dried Fruit™ & "Muts’
or: “Grains’

When you entered the criteria and moved to the next row, Access added “speech”
marks. The criteria went from Dried Fruit & Nuts to " Dried Fruit" & "Nuts".

Despite all good intentions, Access does not always interpret entries in the way
there were intended. Access has seen the & between Dried Fruit and Nuts and
interpreted this to be two statements;

1) Dried Fruit
2) Nuts.

As no such entries existin the table, nothing was displayed.

Place the pointer into the Criteria row of the Category field and remove the two
“speech” marks either side of the & symboal.

The result should be "Dried Fruit & Nuts".

Field: | [First Mame] [Last Name] [Category] [Prov
Table: | Orders Orders Orders Ords
Sort:
Show: -
Criteria: “Dried Fruit & Muts®
or: “Grains’

Press Enter to commit the changes.
Click on the Design tab and from within the Results group click on the Run button.

Bl 9=
Home Create External Data Database Tools Design
r |
=3 . «.@ 0D Union
B Y|« AF

\‘ Pass-Through
View| | Run Select | Make Append Update Crosstab Delete o ]
-4 Table M‘Data Definition = 4

ResTits Query Type

The results are displayed and this time includes records which contain the category
Dried Fruit & Nuts according to the criteria set.
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=3l - Customer Drders

First Name -~ Last Mame - Category - Product Name ~ | Quantity - | Order Date -
Alexander Eggerer Grains Long Grain Rice 60 9/04/2006
|George Li Grains Long Grain Rice 100 8/06/2006
|Soo Jung Lee Dried Fruit & Nuts Walnuts 30 26/06/2006
|Anna Bedecs Dried Fruit & Nuts Almonds 75 28/06/2006
[John Edwards Dried Fruit & Nuts Dried Apples 40 20/07/2006
|Andre Ludick Dried Fruit & Nuts Dried Pears 20 22/07/2006
|Carlos Grilo Dried Fruit & Nuts Dried Plums 120 24/07/2006
|George Li Grains Long Grain Rice 100 5/08/2006
|Soo Jung Les Dried Fruit & Nuts Walnuts 30 23/08/2006
|Anna Bedecs Dried Fruit & Nuts Almonds 75 25/08/2006
[John Edwards Dried Fruit & Nuts Dried Apples 40 16/09/2006
Andra Indick Nriad Friit & Nirtc Nriard Daarc n 12/na/2nnA

Saving aquery

e When first created using the Access wizard, a queryis saved automatically. If the
gueryis then modified at a later stage or you create a blank query, you will need to
save using the Save button.

&[]

File

| =

Home Create Exter

M & Cut
[ —|£°I Copy
view | Paste |}
Views Clipboard

e If you make changes to a query and then run the query, then when you exit the
guery without saving, you will be prompted to save the query.

d at

Microsoft Access @

I . Do youwant to save changes to the desian of query 'Customer Orders'?

[ Yes J [ Mo ] [Cancel ]

¢ Click on the Yes button to save any changes, otherwise they will be lost and you will
have to start afresh.

¢ Rightclick on the Customers Orders query tab.
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Home Create External Data Database Tools

&K)’ # cut ]_?' 4] Ascending Wz Selection ~ p
T 53 Copy il Descending fjﬁdvanced = R
Wiew Filter 5 Refre

- 7 ; u All-
Views Clipboard a Sort & Filter

. 1= ™,

All Access Objects v «||ZH Customer Orders "\ |
Tables * First Name - Last Name -~
E3 orders Alexander Eggerer Gre
5 sales Employess George Li Grz
D = Soo Jung Lee Dr!
=§:| Customer Orders Anna Bedecs Dri

e This will display a popup menu. Selectthe Close command. If prompted, click on
the Yes button to save the query.

ﬂ:‘ — L':] I Sa\;e B —
First a = E Ca
= Close
= Grains
George | i Close Al Grains
SooJung g  Design View Dried Fruit
Anna  |squ sol view Dried Fruil
John Datasheet View Dried Fruii
Andre i3 PivotTable View Dried Fruii
Carlos ) ! Dried Fruii
“h PivotChart View .
George — Grains

Creating a two table query and sorting the results

e More often than not, the information in a database will be split across multiple tables.
For a queryto work with multiple tables, a relationship between the tables must be
established.

e Continuing with the Queries database and the Customer Orders query, the next
objective is to search for records matching a given criteria, using both the Orders
and Sales Employees table.

e Click on the Create tab and from within the Macros & Code group, click on the
Query Design button.

|= Quieries : Database (Access 2007) - Microsoft Access
Create External Diata Database Tools
j E j E 'il gForm Wizard fmm| 89| £ ﬂReportWizard Eﬁ @ = NTYY
= 4 H /
— = — ] Mavigation = | % e 4 S| Labels Sps e | 1 ()
le  Table SharePoint Form Form  EBlank Report Report EBlank Query| Query Macro T
Design  Lists = Design  Form EIMO"E Forms ~ Design Report Wizard| Design A vi
Tables Farms Reports Macros & Code
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e The QueryDesign window is displayed.

[ Rl Qs : Datalurse (Sere 207) - Mignesh Aoz = F B
— Wome | Creale | EbemsiDats  Detabase Took o @
=5 [ "'"1 m - ﬂ: FomWemrd  j=m | Report Wemd = s = 2 Module
ﬂ B S EL—? ~ | I‘ i = ﬁ:_gﬂ g
= == DMnigtion+ =— == & Lsoen == Clan Madule
Zoplestion  Table Tanle SharePoint | Fom o Form Sl Aepart Report Blank Queny Query Matrs
[ Design  Lests= Design Fom 08 More Fams » Dengn Report Vitzand Design 8 sl Bacic
Tranintes Tables Foim Rty Mucies & Gade
Ao & «[ 5 cuen A rpety et % |
Toba = . Seiechon fpe. Query Fropertes
= owm e T T | o S
S Saies Emplopers o : ety !
Tebwr | Queres Defaut View I
Querties 2 | l:[m— Dutput Al Figldy i
Sk B RS T Ton feloms P
= iy Sakes Ergityer Unigue Values 0
Unigue Records i
Soures Dtabase I
Souree Connert Sir
| Becord Locks "
Fecordset Type it
DOBE Temeout it
Fitar
Orde By
e Recons
Onientatin L
Subdatasheet Hame
| | Link Child Fegldy
| JR— Lk Master Frelds
s = o e
T T - T = “|| | Subifatasheet Expandes N
el | | I I | Filtar On Loag Il
“m“ || Order By On Lnad w
Show .| n = B H n B B
Crterie
o
i ¥

e The Show Table dialog boxis also displayed, similar to the one used to add tables
when creating table relationships.

Tables | Queries | Both

OTDETS .o

Sales Employees

|_add | [ o= |

e Click on the Add button to add the Orders table.
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Show Table ==
Tables | Queries I Both

| Orders
Sales Employees

[ Add H [ Close ‘

Select the Sales Employees table and click on the Add button again.

Show Table [~% | [mE3a)
Tables | Queries | Both

Order:
Sales Employees |

Add l [ Close ‘

TIP: Double clicking on both table names quickly adds them to the query design
window.

When both tables have been added to the query design window, click on the Close
button to close the Show Table dialog box.

NOTE: If you inadvertently add a table twice to the query design window, with the
pointer in the name area at the top of the additional table, (normally identified by the
Original Table name with a _1 after the name), click using the rightmouse button
and from the shortcut menu, select Remove. See nextimage.

When the Show Table dialog boxis closed, the design window should be left with
two linked tables.
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Home Create External Data Database Tools | Design I
= ) w1 TD Union 2o = Insert Rows
B! gt AE =

@ Pass-Through
View  Run Select | Make Append Update Crosstab Delete Show

Quieries : Databi

- Table 7, Data Definition | Taple %™ Builder
Results Query Type Query 5¢
All Access Objects ¥ « | “H Quenyl
Tables -3
B3 orders Orders Sales Employees
® e ®
EH sales Employees 7 Order Mo 1 7 Employee Number
Queries 3 First Mame = Employee Mame
=5 customer Orders Last Name Position
Position Date Employed
Employee ID Pay Grade
Category b

The purpose of this queryis to check the sales performance of staff. The Sales
Employees table contains the names of each of the sales teams and other staff
information. The Orders table contains information about products sold, quantities,
dates, etc.

Arelationship between the two tables has already been established with the
Employee Number (Primary key) field in the Sales Employees table linked to the
Employees ID (Foreign key) field in the Orders table.

Employee names are not listed in the Orders table. To have the querydisplay the
names of staff against the orders they have processed, a query will have to include
fields from both tables.

In the Orders table, click once to select the Category field. Now hold down the Ctrl
key and click once on each of the following fields.

NOTE: You may need to scroll down the list to see all these items.
Product Name

Quantity
Order Date.

Release the Ctrl key and the four fields should now be highlighted within the Orders
table.
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@9 -s

Query Tools

Quieries: Da

Home Create External Data Database Tools Design
ﬁ (] @ = #' ﬂ ﬁ K' @D Union lh:;] 2z Insert Rows
° e s # @ ® @ PassThrough = Delete Row
Wiew  Run Select | Make Append Update Crosstab Delete Show
- Table @, Data Definition | Taple 5o Builde
Results Query Type Cuer
All Access Objects = « || 3 querys
Tables x
B3 orders Orders Sales Employees
Position e *
1 -
= sales Employees Employee ID e | ¥ Employee Number
Queries 2 Category Employes Name
EH Customer Orders ProlductName : Position
Unit Qty E Date Employed
Cluantity Pay Grade
Order Date i

In one movement, place the pointer over one of the highlighted fields, click and drag

[ )
to the design grid below. When the pointer is in the grid, release the mouse button.
The fields are added to the design grid and are ordered from left to right as they
would be in the table.
L
Field: | Category :Pruduct Mame :Quantity IZ[
Table: | Orders Orders | Orders
Sort:
Show: | [#] ]
Criteria:
i (11
[ )

Next click to select the Employee Name field in the Sales Employee table.
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@| HY-w- = Query Tools Quieries : Da
Home Create External Data Database Tools Dresign

E ! @ D! Eﬁ! ./! ﬁ }(! (D Unian % Z+a Insert Rows

QPass-Thmugh = Delete Row:
View  Run Select | Make Append Update Crosstab Delete Show =
o Table &7, Data Definition | Taple 5o Builder
Results Query Type Cluer
All Access Objects = « || Queryr
Tables %
B3 orders Orders Sales Employees
Position - *
1 ;
&= sales Employees Employee ID e ‘? Employee Mumber
Queries A [T Enpioyeetame |
ﬁ Customer Orders Prc'_dUCt MName A Positton
Unit Qty = Date Employed
Quantity Pay Grade
Crder Date -

¢ Click and drag the Employee Name field down and to the next blank column to the
right of the Order Date field.

e With the pointer correctly positioned, release the mouse button to add the field.

I N

Field: | Category Product Name Quantity Order Date
Table: | Orders Orders Orders Orders Sales Employees
Sort:
Shows:
Criteria:
ar:
4 m

NOTE: The table row of the query design grid displays the names of the tables used
in this query.

e Click on the Save button.

e When prompted to name the query, type in Staff Sales FHgures.
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Sovehs B

Query Mame:
Staff Sales Figures

[ K ][ Cancel ]

e Click on the OK button to name and save the query.
¢ Click on the Design tab and within the Results group click on the Run button.

@Al 9~ I=

Mme Create External Data Database Tools
EHEEERL ERE
. . . =8 - aPass-Through
S

View || Run elect | Make Append Update Crosstab Delete o ]
Table 7, Data Definition | 7

Results Query Type

-

e The querydisplays a table containing a list of all the sales staff and the orders
placed with each member ofstaff. At this time the table is arranged in order of
Employee ID, the primary key field, even though this field was notincluded in the
guery design.

' =31 staff Sales Figures
Category - Product Name = | Quantity - OrderDate - Employee Name -~

Crab Meat 120 24/03/2006 Mariya Sergienko
lams, Preserves Boysenberry Spread 100 5/05/2006 Mariya Sergienko
Candy Chocolate 100 11/05/2006 Mariya Sergienko
Condiments Mustard 40 14/06/2006 Mariya Sergienko
Baked Goods & Mixes Scones 60 20/06/2006 Mariya Sergienko
Baked Goods & Mixes Chocolate Biscuits Mix 40 10/07/2006 Mariya Sergienko
ail Olive Qil 80 13/08/2006 Mariya Sergienko
Condiments Syrup 100 19/08/2006 Mariya Sergienko
Soups Clam Chowder 40 8/09/2006 Mariya Sergienko
Pasta Ravioli 40 12/10/2006 Mariya Sergienko
Sauces Tomato Sauce 125 18/10/2006 Mariya Sergienko
Beverages Coffee 40 15/11/2006 Mariya Sergienko
Dried Fruit & Nuts Dried Apples 40 19/11/2006 Mariya Sergienko
Pasta Gnocchi 40 23/11/2006 Mariya Sergienko
Sauces Tomato Sauce 125 29/11/2006 Mariva Sergienko

e Switch to Design View by clicking on the View button.
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(@&l =
Home Create E
v 4 Cut
(%4 st
=3 Copy
View

i EI Datasheet View
o=
JJ PivotTable View

ﬁﬂ PivotChart View
2

SQL s0L View

-

Lﬁéf Design View

e Move the mouse pointer to just above the Employee Name field name (within the
lower section of the screen) where there is a thin greyline and until the pointer
changes to a down arrow shape.

e With the down arrow shape as the pointer, click to highlight the Employee Name
field.

] 71 Staff Sales Figures

Orders Sales Employees
~ Position  a| o=
oo g .
Employee ID - # Employee Number |
Category Employee Name
Product Mame Position
| Unit Qty = Date Employed

Quantity Pay Grade
Diderbale L5y

Field: | Category Product Name Quantity Order Date
Table: | Orders Crders Orders Orders
Sort:
Show: 7| 7 = 7
Criteria:

an

e Move the pointer once more to just above the Employee Name field name where
there is a thin line and until the pointer this time changes to an arrow shape.
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kS

In one movement, click and drag the field to the left of the Category field, then
release the mouse button.

NOTE: As always, Access provides a thick black guideline to highlight the current

position of the moving field before release. The Employee Name field should now
be on the left side of the query design grid.

| 73} Staff Sales Figures

Orders Sales Employees
[ Position. | .| [
| |oo

Emplayee [D | E % Employes Number |
Category | Employes Mame
Product Name | Position
Unit Qty =| Date Employed
Quantity ‘ Pay Grade
Order Date et |

........

Field: gayml Category Product Mame Quantity Order Date

Table: EFIE Orders Orders QOrders Orders
Sort:

Show: 7 [#] "l 7

Criteria:
ar

Using the pointer, click in the Sort row under the Sales Employees field. Then click
on the down arrow displayed in this cell.
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-------

Field: | Employee Name Category Product Name Quantity Order Da

Table: |Sales Employes rders Crders COrders Crders
Sort:

Show:
Criteria:
ar

Ascending

Descending
[not sorted)

4 |m

e Select Ascending from the drop down option box. When run, this query will display
the results in alphabetical order of Employee Names, rather than order of
Employee ID.

e Clickinto the Criteria row of the Category field, type in the following word and then
press the Enter key.

Beverages

When run, this query will retum onlyrecords which match Beverages in the
Category field.

Field: |Employee Name Category Product Name Quantity
Table: |Sales Employees Orders Orders Orders
Sort: | Ascending
Show: 7 72 ¥
Criteria: “Beverages’ |

A

e Click on the tick box above the criteria you just entered in the Category field. This
will remove the tick. Although the Category field is used by the queryto specify
search criteria, the field does not have to be displayed in the final results.
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an

4

Field: |Employee Mame Category Product Name
Table: |5ales Employees Orders Crders
sort: [Ascending
Show:
Criteria: “Beverages

Click on the Hle tab and click on the Save Object As button.

(Al I

Home Create
H Save
| Save Object As

II_l] Save Database As

In the Save As dialog box, replace the default name with:

Staff Sales Figures — Beverages

Save Az

Save 'Staff Sales Figures' to:
Staff Sales Figures — Beverages
As

Query

7]

(=]

Ok J[ Cancel ]

Click on the OK button.

Click on the Home tab and the Navigation Pane displays the newly saved query.
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@9 s

File Create External
E R

i 53 Copy
Wiew Paste - -
= # Format Fainte
Views Clipboard "
All Access Objects @ « ||
Tables %
£ orders
=_=j Sales Employees
Queries &

@ Customer Orders

@ staff Sales Figures

@ Staff Sales Figures — Beverages

The querytab also changes to display the new name, as illustrated

@' H9-0-|< Query Tools
Home Create External Data Database Tools Dresign

ﬁ # Cut 4] Ascending V7 Selection

53 copy £} pescending V=] Advanced ~
Wiew Paste # Format Painte Filte e
Views Clipboard 'l Sort & Filter
All Access Objects = « liﬂ Staff Sales Figures — Beverages
Tables *
E3 orders Orders Sale
Position
FH <alac Fmnlavasc | - . - A| oo g -

Click on the Design tab and from within the Results group click on the Run button.

BiE9- = :

Juery, Tools

Home Create Bxternal Data Database Tools

= " (D Union
el #! A EH A 1
@ Pass-Through L
Select | Make Append Update Crosstab Delete St
Table @, Data Definition | T
Results Query Type

The results of the modified query are displayed. Only records matching the search

criteria Beverages in the Category field are displayed and the Category field is
hidden.
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ﬂ] Staff Sales Figures — Beverages

Anne Hellung-Larsen Beer

Product Mame

Employee Name -
Andrew Cencini Green Tea
Andrew Cencini Chai
Andrew Cencini Coffee
Andrew Cencini Green Tea
Andrew Cencini Beer
Andrew Cencini Beer

Anne Hellung-Larsen Coffee
Anne Hellung-Larsen Green Tea
Anne Hellung-Larsen Coffee
Anne Hellung-Larsen Coffee
Anne Hellung-Larsen Green Tea

Quantity -~ OrderDate -
80 7/02/2007
80 2/09/2006
40 14/07/2006
100 9/12/2006
20 19/12/2006
40  30/06/2006
40  10/09/2006
20 1/08/2006
40 19/06/2007
100 20/01/2007
20 28/09/2006
40  15/03/2007

Save your changes and close the Access program.

Refining your query

Start the Access program.

Open a database called Refining a query.

@ - s
Home Create External Data Databa
5 # Cut
— Eacopy
o o # Format Painte ovE 5
Views Clipboard ] Sort &
All Access Objects = «
Tables &
£ orders

j 5ales Employees

»

Queries
'flj Customer Crders

E5  staff Sales Figures

] Staff Sales Figures — Beverages

Double click on the Staff Sales Figures — Beverages query.
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ﬁ] Staff Sales Figures — Beverages

Employee Mame - Product Mame -
Andrew Cencini Green Tea
Andrew Cencini Chai
Andrew Cencini Coffee
Andrew Cencini Green Tea
Andrew Cencini Beer
Andrew Cencini Beer

Anne Hellung-Larsen Coffee
Anne Hellung-Larsen Green Tea
Anne Hellung-Larsen Coffee
Anne Hellung-Larsen Coffee
Anne Hellung-Larsen Green Tea

Quantity - | OrderDate -

80
80
40
100
20
40
40
20
40
100
20

7/02/2007
2/09/2006
14/07/2006
9/12/2006
19/12/2006
30/06,/2006
10/09/2006
1/08/2006
19/06,/2007
20/01/2007
28/09/2006

What if there was a bonus incentive for staff who sold more than 40 items of any
Sauce products since 01/01/2007. Also Nancy Freehafer has left the company;

therefore we want to exclude her from the search.

You can use and modify an existing query; however the query should be given a
new name and saved before changes go ahead.

Click on the Fle tab and click on the Save Object As button.

Home Create f

H Save

| [l save Object As

Ii_l] Save Database As
[ Open

,_j Close Database

In the Save As dialog box, replace the default name with:

Staff Incentive — Sauce Sales.

Save Az

Save 'Staff Sales Figures — Beverages' to:
Staff Incentive — Sauce Sales
As

Query

(-2l

Click on the OK button.
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tab and the Navigation Pane displays the newly saved query.

e Click on the Home
“ Home Creale External Data Dalabase
Iﬁkf & Cut r 4 | aseenaing
. 4 Copy H. Descending
Wiew i Filler
Views Clipboard Sort & Filt
£l Access Objects w) e || 3 Seal Incentive - 5
Tahles 2 Employee Mam
E orders Andrew Cencini
[ sales Emplayees Andrew Cencin
Guenies = nn:rew Cencinl
B customer Orders Andrew Cencinl
= Andrew Cencini
— _ andoew Cencini
= stait Sales Figures Anne Hellung-La
T Statf Sales Figures - Beverages Anne Hellung-La
Anne Hellung-La
[

The querytab also changes to display the new name.

Ol R
Home Create External Data Database Tools
M ¥ cut 3 r 4] Ascending V7 selection - @ =
—— 53 Copy %] Descending T Advanced - =g
Wiew Paste Filter Refresh
- & Format Painter 7+ Remove Sort 7 Tooggle Filter Al >‘
Views Clipboard [P SreF-Be e
All Access Objects ® o || Mm—mm\_
Tables % Employee Name - Product Mame
B3 orders Andrew Cencini Green Tea
EH sales Employees Andrew Cencini Chai
= Andrew Cencini Coffee
Queries F

@l H9-~-|

-

View

i E Datasheet

Click on the Home tab, click on the View button and then click on Design View.

En

Create
EEET
= 153 Copy
View Paste
- # Format Painter

]

3
ac—
PivoiTable View
Sales
“ PivotChart View
Werages

SQL 5oL view

M Design View
[uisuinii
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Mo ve the pointer to just above the Category field name where there is a thin grey
line and until the pointer changes to a down arrow shape. With the down arrow
shape as the pointer, click to highlight the Category field.

=31 staff Sales Figures — Beverages

Orders Sales Employees
? Order No l % Employee Mumber |
First Name = ' Employee Name
Last Mame Position
Pasition Date Employed
Employee ID Pay Grade
L Category ¥ L
AL
Field: | Employee Mame Product Mame Quantity Order Date
Table: |Sales Employees Orders Orders Orders
Sort: | Ascending
Showe ] | =l ]
Criteria: N 4 Beverages N

on

With the field highlighted, press the Delete key on the keyboard to delete the field
from the grid.

Field: | Employee Name Product Mame Cluantity Order Date IZ|
Table: |Sales Employees Crders Qrders Orders
Sort: | Ascending
Showe i v i v
Criteria:

ar:

Click within the Criteria row of the Employee Name field and type:

<>Nancy Freehafer

Then press the Enter key.
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Field: | Employee Name Product Mame Cluantity

Table: |5ales Employees Orders Orders
Sort: [Ascending

Show: &

Criteria: | <> Nancy Freehafer |
ar.

A

e Click into the Criteria row of the Product Name field and type:

Like *Sauce*

Then press the Enter key.

Field: |Employee Name Product Mame Quantity

Table: |Sales Employees Orders Orders
Sort: [ Ascending

Show: —

Criteria: | <>"Mancy Freehafer| Like *Sauce*
or:

Al

NOTE: Wildcards such as the * can be used to signify, in this case for example, that
the word Sauce can appear anywhere in the Product Name description.

¢ Clickinto the Criteria row of the Quantity field and type the following and press the
Enter key.

>40
Field: | Employee Mame Product Mame Cuantity Orde
Table: |Sales Employees Orders Crders Orde
Sort: [ Ascending
Show: ]
Criteria: | < ="Nancy Freehafer” Like "*Sauce*” | =40 ‘
ar

e Click into the Criteria row of the Order Date field and type

>=01/01/2007

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Access 2010 Basics Page 207

and press the Enter key.

Field: | Employee Name Product Mame Quantity Order Date

Table: |Sales Employees Orders Orders Orders
Sort: | Ascending

Show: =l

Criteria: | <>"MNancy Freehafer Like "*Sauce*” =40
or:

e
==01,/01/2007 |

Click on the Save button in the Quick Access toolbar to save the changes to the new
query.

Create Extern

Sawve [Ctrl+5)

All Access Objects @ « |(JE
Tables *

j Orders

Click on the Design tab and from within the Results group click on the Run button.

Al 9~ s
Home Create EBxternal Data Database Toaols m

el # A B o o 1

@ Pass-Through
Select | Make Append Update Crosstab Delete St
Table 7, Data Definition | T

Results Cluery Type

Your screen will now look like this.

AE9- &= Refining a query : Database (Acces
Home Create External Data Database Tools
All Access Objects (=) « || =3 stafi Sales Figures - Beverages '
Tables % Employee Name - Product Name » Quantity - OrderDate -
B3 orders anne Hellung-Larsene a1 100 6/05/2007
B3 sales Employees Mariya Sergienko Hot Pepper Sauce 100 5/06/2007
Queries & *

@ Customer Crders
@ staff Incentive — Sauce 5ales
@ Staff Sales Figures

@ Staff Sales Figures — Beverages

Right click on the Staff Incentive — Sauce Sales querytab and from the popup
menu displayed select the Close command.
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Home Create Extdrnal Data Database|Tools
All Access Objects v <« || 3 Staff Sales Figurey
= |
Tables & Empleyeeianf o T
== Close
£ orders Anne Hellung-
L)
3 sales Employees Mariya Sergienke Llose Al e
Queries % % k& Design view
'ﬁj Customer Orders QL 501 View
E3  staff Incentive - Sauce Sales Datasheet View
i3] PivotTable View

'ﬁj Staff Sales Figures

=
-

PivotChart View
'ﬁj 5taff Sales Figures — Beverages

e Close the Access program.

What are Wildcards?

e Wildcards are special characters that you can use within a queryto specify or
exclude certain characters. If you examine the charts below, they should become
more understandable.

Wildcard | Function Examples

%0 Matches multiple characters within a wh%b would find:
string at the start or finish of a character when
string. what
which

It would not find:
awhile
watch
water

Matches a single alphabetic character B_ Il would find:
_ within a string bull
ball
bell

It would not find:
Bail

[ ] Matches any single character defined B[ae]ll would find:

within the brackets. ball
bell
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It would not find:
bill

N Matches any character not defined within
the brackets.

b[~ae]ll would find:

bill
bull

It would not find:
ball
bell

- Matches any one of a range of characters
defined within the brackets, which must
be defined in ascending order, i.e. Ato Z
and not Z to A.

z[a-c]z would find:
xaz
xbz
Xcz

Deleting a query

¢ Inthe Navigation Pane, click once to highlight the Staff Sales Hgures query.

Home Create External Data Databa
All Access Objects v <«
Tables -3
B3 Orders

j Sales Employees

Queries
‘ﬁj Customer Orders

»

@ Staff Incentive — Sauce Sales

=51 Staff Sales Figures

Staff Sales Figures — Beverages

e Press the Delete keyon the keyboard. Access displays a warning dialog box.

o

Microsoft Access

| ‘ Mo | | Help |

Do you want to delete the query 'Staff Sales Figures'? Deleting this object will remove it from all groups.

For more information on how to prevent this message from displaying every time vou delete an object, didk Help.

-

e Click on the Yes button to continue and delete the query. The screen will now look

like this
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@l 9 - I=

Home Create External Data Database Toals
All Access Objects = «
Tables 3
j Orders

j Sales Employees

Queries
'ﬁj Customer Orders

x

'ﬁj staff Incentive — Sauce Sales

'ﬁj Staff Sales Figures — Beverages

e Close Access.

Hiding and un-hiding fields within a query
e Open the Access program.
e Open a database called Hiding. Your screen will look like this.

(@l i = |=

Home Create External Data Database Tools

&ll Access Objects (&) «

Tables 3

Categories
Customers
Orders
Parts

Payment Method

L LY LS LhLE L

Suppliers

ueries 3
Q

'ﬁj Customers Query

e Double click on the query called Customers Query and you will see the following.

[ 7 vt gusey

Cust = Customer Mame + House f .E.ul.l.:llré; = strert £ City Sate = .?Ipl_‘n-drnr . Country - Contact Mumber -
| n I Smith & Rent 51 Highgate Longan GL30 LD L Q1243 227200
2 P Harris . MeCotmack Deve  Joondalup WA 008 Australia 9300 1505
3 GLimgh Block 131 /15 Eagt Avarus haclison Al I5TSE L% 256 467 B
[®! (rew)

e To hide the City field, we need to select the City column. To select this column click
at the top of the City column, as illustrated below.
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lilding ~ Street - City - State ~ Zip(
Bent 5t Highgate ondon GL5(
McCormick Drive  Joondalup WA 6003
£35 East Avenue Madison AL 357%

Right click over the top cell containing the word City and from the popup menu
displayed select the Hide Fields command.

R Street - Cit- i
L : 4] SotAtoZ
Bent 5t Highgate .
McCormick Drive  Joondalu 4 SartZta A
East Avenue Madison| 53 Copy
iy Paste
3 Field Width
Hide Fields
Hrtdefietd
J_| Freeze Fields

Unfreeze All Fields

» Zip Code o
GL50 2LD
6005
35758

The screen will change as illustrated below. The City column has been hidden.

e/ Building - Street
Bent 5t
McCormick Drive

121 #35 East Avenue

State

WA
AL

-

Zip Code or -

GL50 2LD U
6005 A
35758 u

To unhide the hidden column you need to select the columns either side of the
hidden column, as illustrated below. Now when you right click over the selected

columns you will now see the Unhide Columns command.

~ House / Building - Street - State
8 Bent St London
22 McCormick Drive WA
Block 121 #35 East Avenue AL

BB
— —

i

m’

- FinCndaar -
Sort AtoZ

Sort Zto A

Country

stralia
Copy A

Faste

1 FEield Width

Hide Fields

Unhide Fields

Freeze Fields

Unfreeze All Fields
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e Clicking on this command will display the Unhide Columns dialog box.

Unhide Colurmns @
Column:

Customer Mame

House [ Building Mumber
Street

[ city

71 5tate

Zip Code or Post Code
Country

Contact Mumber

Close

e Click on the column thatis hidden, in this case City and then click on the Close
button. The column will then become visible, as illustrated below.

Iding ~ Street - City - State ~ Zip Cc
Bent St Highgate London GL50:
McCormick Drive  Joondalup WA 6005

5 East Avenue Madison AL 35758

e Save your changes and close the database.
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Reports

What are reports?

e In Access, areportis asummary generated from information in a table or query.
Access provides you with a number of tools that help you to quickly build reports that
present the data in an organized, meaningful and easy-to-read layout. These
reports can then be printed.

e You can use the commands on the Create tab to create a simple report with asingle

click, use the Report Wizard to create a more complicated report or create a report
from scratch by adding all the data and formatting elements.

(&) |+ Exporting : Database (Access 2007
Home External Data Database Tools

j 'j ﬁ = E j =] Form Wizard jom| I8 i3l Report Wizard ::

= u H H i

e e flr‘-lavigatian = B 3l Labels Eﬂ

Application | Table Table SharePoint Form Form Blank Report Report Elank Cu

Parts Design  Lists Design Form %MDFE Forms - Design Report Wiz

Templates Tables Forms Reports

¢ Whichever method you choose, you will probably need to make at a few changes to
the design, for example, adjusting column positions and widths to fine tune the final
output of the report (how it displays on the screen or printed).

Creating a simple report

e Reports are based on information in tables or queries. Ifthe reportis to be based on
information contained in more than one table, a relationship must exist, however itis
far more likely that a query has already been created to produce the information
required for the report.

e Click on the Hle tab and click on Open and open a file called Reports contained
within your samples folder.

e The database opens with two tables (Orders and Sales Employees) and two
gueries (Beverage Sales and Customer Orders) displayed in the Navigation Pane.

Home Create External Data Database Too
All Access Objects ¥
Tables *
j Orders

j Sales Employees

»

Queries
@ Beverage Sales

@ Customer Orders
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In the Navigation Pane, click once on the Beverage Sales queryto highlight the
guery, but do not open it.

(A A ~ =
Home Create External Data Data
All Access Objects = «

Tables £«

B2 Orders

j Sales Employees

r

Queries
'ﬁj Beverage Sales

'ﬁj Customer Crders

Click on the Create tab and from within the Reports group, click on the Report
button.

@l - |= Reports : Database (Access.

Home Create External Data Database Tools

3 ‘i E E 'j g Form Wizard fom i Q.Report\*."izard
7 = 3 £ H
L = - e i Navigation - = = Labels
Application | Table Table SharePoint | Form Form  Blank Report Report EBlank

Parts * Design  Lists * Design Form = More Forms ~ Design Report
Templates Tables Farms Reports

Areport based on the Beverage Sales queryis displayed on your screen.

Fot | 3 2007) - Micrassit
Create  Estermal Dats Datatsase Tookh Design Armnge Famt Fage Setup =@
S |L|| Beverags Saks "
::‘-"I preragp SﬂlE“T Manday, 12 April 2010

5:03:55 PM

Layaut view ) CEEIS
T v o

The simple report is displayed for any modifications thatmay be required. Editing
and modifying a reportis similar to editing a form. The title, field text labels and logo
images can all be resized, moved or deleted as necessary. Even the style can be
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altered at the click of a button using the pre-set styles in the AutoFormat group.

Simple reports are notsaved until you either click on the Save button in the Quick
Access toolbar or attempt to close the report, at which point Access will prompt you
to save the report.

.

Microsoft Access @

I . Do youwant to save changes to the design of report ‘Beverage Sales'?

[ Yes ] [ Mo ] [ Cancel

Click on the Save button.

&l |

1]

File Home Create Extel
All Access Objects =l «
Takhl~- e

The Save As dialog boxis displayed.

(Savehs B

Report Mame:
Beverage Sales

Click on the OK button. The new reportis displayed in the Navigation Pane.

@A |=
Home Create External Data
All Access Objects = « || Beverag
Tables P
B orders :
=
= 5ales Employees |
Queries Py --_- --------
: EMplo
'ﬁj Eeverage Sales 3
B cCustomer Orders Nancy
Reports £ Anne b
E Beverage Sales Nancy
Anne t
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e Click on the Close button towards the top right of the report window, to close the

report.
= EBF E2
7
o

Close 'Beverage Sa|e5'|

Using the Report Wizard

e Click on the Create tab and from within the Reports group click on the Report
Wizard button.

@' Al |= Reports : Database (Access 2007

File Home Create External Data Database Tools
|—=j 'j j = 'j @FormWizard imm| IEH| 3 ﬂReportWizard E

= = H F4 !
=[5 H

=
o |

= =] Navigation ~ 1 [ 2l Labels
Application Table Table SharePoint Form Form  Blank Report Report EBlank o]
Parts = Design  Lists = Design  Form ="_EI Mare Forms = Design Report W
Templates Tables Farms Reports

e Firstfields from one or more table must be selected. Click on the Tables/Queries
dropdown list and select the Table: Orders.

Report Wizard
Which fields do you want on your repart?
You can choose from more than one table or query.
Tables/Queries
Query: Beverage Sales| Iz‘

Table: Orders
Table: Sales Employees Fields:
Query: Beverage Sales

Query: Customer Orders

T TOGCC T T

Quantity =
Order Date -

’ Mext = ] [ Einish

e The dialog box will now look like this.
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Report Wizard

Tables/Queries

able: Crders

Available Fields:

First Name
Last Mame
Position
Employee ID
Category
Product Name

Unit Qty

[=]

Selected Fields:

Which fields do you want on your report?

You can choose from more than one table or query.

From the Available Fields, double click each of the follow fields:

Category
Product Name
Unit Qty
Quantity

-

Report Wizard

Tables/Queries
Table: Orders

Available Fields:

Order Mo
First Mame
Last Mame
Position
Employee ID

Order Date

-

=

Cancel

Which fields do you want on your report?

[=]

Selected Fields:

Category
Product Mame

Unit Qty

Quantity

You can choose from more than one table or query.

sl

Finish

Click on the Tables/Queries drop down list and select the Table: Sales

Employees.
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# !

Report Wizard

Which fields do you want on your repart?

You can choose from mare than one table or query.

Tables/Queries

able: Orders E|
Table: Orders _
Table: Sales Employees e
Query: Beverage Sales

Query: Customer Orders 1{'
| T 1R | L oo Mame
Last Name Unit Qty

Pasition

Employee ID
Order Date

e The dialog boxwill now look like this.

s ™y

Report Wizard

Which fields do you want on your report?

You can choose from more than one table or query.

Tables/Queries
Table: Sales Employees []

Available Fields: Selected Fields:

Employee Mumber

Categaory

Employee Mame Product Mame
Position Uit Qty

Date Employed Quantity

Pay Grade

Cancel Mext = ] ’ Einish

e From the Available Fields, double click on the Employee Name field.
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-

Report Wizard

Which fields do you want on your report?

You can choose from mare than one table or query.
TablesfQueries
Table: Sales Employees El
Available Fields: Selected Fields:
Employee Mumber Category

Product Mame

Date Employed = nit Qty
Pay Grade Quantity

Employee Name

<

Cancel Mext = ] ’ Einish

NOTE: The report will now use information from the Orders table and also from the
Sales Employees table.

e Click on the Next button.

-

Report Wizard

How do you want to view your

data? Category, Product Mame, Unit Qty,

Quantity, Employes Mame

by Sales Employees

Show me mare information

Cancel || <Back | bext> || Finish
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e Leave the default by Orders selected.

NOTE: When the reportis complete, because by Orders is selected, information will
be grouped according to a field or fields in the Orders table. This field or fields will
be selected in the next section of the wizard. For example, the ideal field to use to
group information in the reportis the Category field. If by Sales Employees was
selected instead, the employees names would take priority in the report and
products would be grouped under each employee.

e Click on the Next button.

o ]

Report Wizard

Do you want to add any grouping
levels? Category, Product Name, Unit Qty,
Quantity, Employes Name

ECateqory
Product Mame

Unit Qty
Quantity
Employee Mame
Priority
Cancel ] ’ « Back H Mext = ] ’ Finish

NOTE: When the reportis complete, you will see that the reportis broken down into
Categories first, then Products, Quantities, Dates and finally Employees.

e Select Category, and then click on the right arrowed button to add the grouping
level.

e The dialog boxwill now look like this.
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-

Report Wizard

Do you want to add any grouping
levels?

Product Name
Uniit Qty
Quantity

Employee Mame

B

Priari

=)

Category

Product Mame, Unit Qty, Quantity,
Employee Mame

Grouping Options ... l ’ Cancel

H < Back H Next > ” Finish

Click on the Next button.

-

Report Wizard
What sort order and summary information do you want for detail records?
You can sort records by up to four fields, in either
ascending or descending order,
: =]
2 cending
3 cending
4 cending
-
-
|
- I sSurmmary QOptions ... ]
Cancel ] ’ < Back H Mext = ] ’ Einish

In the Sort Order dialog box, click on the drop down arrow and select Product

Name.
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s ™y

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

You can sort records by up to four fields, in either
ascending or descending order,
: =
(Mone)
2
Unit Oty
3 Quantity
Employee Name
4
I Surnmary Options ... ]
Cancel ] ’ < Back ]’ Mext = ] ’ Einish

e The dialog boxwill look like this.

P )

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

You can sort records by up to four fields, in either
ascending or descending order,

- oduct Mame |E|
2 B

3
4
I Summary Options ... ]
Cancel ] ’ < Back H Mext = ] ’ Einish

NOTE: By selecting a field, in this case the Product Name field, when the reportis
complete, information will be organized in Ascending order of Product Name,
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within each category.

e Click on the Next button. Leave the Layout as the default setting.

-

Report Wizard
How would you like to lay out your report?
Orientation
i@ Portrait
(7 Landscape

Adjust the field width so all fields fit on
a page.

Cancel || <Back | bext> || Finish

NOTE: The three Layout options control how the report will be laid out when
finished. Depending upon the number of fields included in a report, consideration
should be given to the report Orientation. If there are too many fields for asingle
page width, select Landscape, otherwise (in this case) Portrait will be sufficient.

Orientation can be changed at any stage before printing.

e Click on the Next button.
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P )

Report Wizard

What title do you want for your report?
COrders

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

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

i@ Preview the report.

() Modify the report's design.

Cancel ] ’ < Back

e Access has given the report the name Orders. Click on the Fnish button to accept
the name and complete the wizard. The reportis now displayed in Print Preview
view. Take a while to see what has been produced.

Orders

Category Product Name Unit Qty Quantity Employee Name

Baked Goods &
Chocolate Biscuits Mix 10 boxes x 12 pieces 40 Nancy Freehafer
Chocolate Biscuits Mix 10 boxes x 12 pieces 40 Nancy Freehafer
Chocolate Biscuits Mix 12-12 ozjars 40 Laura Giussani
Chocolate Biscuits Mix 12-12 ozjars 40 Anne Hellung-Larsen
Chocolate Biscuits Mix 12-12 ozjars 40 Laura Giussani
Chocolate Biscuits Mix 12-12 oz jars 40 Jan Kotas
Chocolate Biscuits Mix 12-12 oz jars 40 Mariya Sergienko
Chocolate Biscuits Mix 10 boxes x 12 pieces 40 Michael Neipper
Scones 12 boxes 60 Robert Zare
Scones 24 pkes. x 4 pieces 40 Nancy Freehafer
Scones 24 pkgs. x 4 pieces 100 Mariya Sergienko
Scones 24 pkgs. x 4 pieces 40 Nancy Freehafer

e Click on the Close Print Preview button.
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m i iard E
= [ TextFile

1areFoint Close Print
List % More ~ Preuiews
1ata Clase Prewigw

e The report will be displayed in Design View.

E&dﬂs\-
R RN R TR R R R R R RS RS IR - S RS- RS RIS RS RS S R RE - R - LR

<+ | ¥ Report Header

- llOrderg

|| # Pagle Heaﬁler : : : : ; : : : : : : : : . : : : :
£ |Cat+g0r\r | ||3r0dqa .’\.'arf“le | | | ||Un111 Oty | | | | || | ClL|4anmg" |Em,0I+:uvee Iw.'ame | | | ‘
- T T 1 T T T T T T T T T T T T T

_| ¥ Category Header

LR R 100 O o

_-]  Detail

||Product Mame ||Unit Oty ||Eluantity ||Emp|oyee Mame H

# Page Footer

I I I I I I I I I I I I I I I I I
|:NowI} | ="Page" & [Page] & "of " & [Pages]|
# Report Footer

Modifying the layout of areport

e Click on the Layout View button, displayed at the bottom-right of the screen.

-
7

PO T g i Layout View

e [ LS 14

e The reportwill be displayed as illustrated below.
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iﬁ ndery
Orders
Haked Goods &
Chocolate Biscusts Mix 10 boxes x 12 piecas a0 Mancy Fraghafer
Checolate Biscuits Mix 10 boxes x 12 piecas A0 Mancy Freehafer
Chocolate Biscuits Mix 12-13 oz jars 40 Laura Glussani
Chocolate Biscukls Mix 12- 12 0% jars 40 Anne Hellu Mg-LBrsen
Chacolate Bisculls Mix 12- 12 o jars 4 Laura Glussan|
Chocolate Biscuils Mix 13- 12 gz jors 40 Jan Eotes
Chocokale Biscuils Mix 1212 o jais 40 Madiya Sesrgirnko
Chooabite Biscuils Mis 10 boxes 5 12 pleoes 40 Miche] Meipguer
Soanes 12 boxes &) Rober! Fare
SCones 24 pkgs. 14 piecas M) Mancy Freehafer
soones 24 pkgs. X 4 pieces 100 Mariya Serglenko
cones 24 phigs. X 4 pleces 40 Mancy Freehafer
Hones 11 boxes B Aanne Hellung-Larsen

Widening areport column

e We need to widen the Category column as some of the items within the column are
wider than the column. To do this click on the Category field name to first select the
column.

-Eﬂo«dﬂs'_

Orders

Baked Goods &

Chocolate Biscuits Mix 10 boxes x 12 pie
Chocolate Biscuits Mix 10 boxes x 12 pie
Chocolate Biscuits Mix 12-12 0z jars
Chocolate Biscuits Mix 12 -12 oz jars

¢ Move the pointer to the dotted line running down the right side of the Category
column. When the pointer changes to a horizontal line with arrows on each end, click
and drag the line to the right, increasing the width of the column until itis wide
enough to display all categories.

>
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e The columns will now look like this

i3l Orders

Category

Baked Goods & Mixes

Product Name

Chocolate Biscuits Mix
Chocolate Biscuits Mix
Chocolate Biscuits Mix
Chocolate Biscuits Mix
Chocolate Biscuits Mix
Chocolate Biscuits Mix

Chocolate Biscuits Mix

Modifying the report title

10 boxes x 12 pieces
10 boxes x 12 pieces
12-12 oz jars
12-12 oz jars
12-12 oz jars
12-12 oz jars
12- 12 oz jars

e Click once on the report title (Orders).

Orders

Baked Goods & Mixes

Product Name

Chocolate Biscuits Mix
Chocolate Biscuits Mix

Chocolate Biscuits Mix

10 boxes x
10 boxes x

12-12 0z je

¢ Double click to highlight and select the word Orders.

[ orders '

Category

i ]

Baked Goods & Mixes

Product Name

Chocolate Biscuits Mix

¢ Type in the following to replace the existing label and press the Enter key to
complete the modification.

Product Orders by Category
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I3 orders

Product Orders by Category
Category Product Name Unit Qty
Baked Goods & Mixes

Chocolate Biscuits Mix 10 hoxes

Tlmmelad e Miemide Bl AR b s e

Position the pointer over the report title box again, this time until the pointer changes
to crosshair.

<

Click and drag the report title boxto the right as illustrated below.

= | Omers-"*..

Product Orders by Category
Category Product Mame Unit Qty Quantity Employee Mame

Baked Goods & Mixes

Chocolate Biscuits Mix 10 boxes x 12 pieces 40 Nancy Freehafer
Chocolate Biscuits Mix 10 boxes x 12 pieces 40 Nancy Freehafer
Chocolate Biscuits Mix 12- 12 oz jars 40 Laura Giussani
Chocolate Biscuits Mix 12-12 0z jars 40 Anne Hellung-Larse
Chocolate Biscuits Mix 12-12 oz jars 40 Laura Giussani
Chocolate Biscuits Mix 12 - 12 oz jars 40 Jan Kotas

Adding alogo to areport

Click on the Design tab and from within the Header / Footer group click on the
Logo button.

Report Layout Tools Reports : Database (Access 2007) - Microsoft Access

Database Tools Dresign | Arrange Format Page Setup

e o IL@Logo
||5NWAa'ﬂ[j@@_-E_EV@|@_J F':%gj\Tl_

Controls Header / Footer

The Insert Picture dialog window is displayed.
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@ Insert Picture

Organize + Mew folder

s

i Favorites
il Libraries

3 Documents

J? Music

=] Pictures

E Videos

m

images

*d Homegroup

1M Computer
£ Local Disk (C)
s RECOVERY (D:)

GI\.,/I | . # My Documents » Access 2010 Basics »

File name:

Toaols = [ Open |v] ’ Cancel ]

- ’Graphics Files vl

Double click on the Images folder to display your sample images.

.

i Favorites
7 Libraries

3 Documents

J‘u Music

| Pictures

B Videos

m

5W-30 Motar Qil

HE Homegroup

. Fan Belt
1M Computer

&, Local Disk (C3)
= RECOVERY (D)

— .

File name: Beverage Logo

@]nsert Picture
@:\-../'I'| . % Access 2010 Basics » images - | #?| | Search images ol
Organize » MNew folder =~ 0O @

Air Filter

&

Glow Plug

_
e

Beverage Logo Cam Belt

Tools - [ 0]'4 |v] ’ Cancel ]

m

= o b |

Headlamp Interior Bulb

Assemnbly

-

- [Graphics Files VI
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Double click on the Beverage Logo file to add the image to the report.

Eﬂ Orders
............................................................................................................
s Product Orders by (
Category | ProductName i unitaty

Baked Goods & Mixes

Chocolate Biscuits Mix 10 boxes x 12
Chocolate Biscuits Mix 10 boxes x 12
Chocolate Biscuits Mix 12-12 oz jar:
Chocolate Biscuits Mix 12-12 oz jar:

The new image is too small. Position the pointer over the right edge of the logo box
until the pointer displays an arrow.

=

Click and drag the right side of the box to the right (expand size). Expand the boxa
small amount and let go of the mouse button.

As the box expands, the image increases insize. Keep expanding the box until the
image fits in the box from top to bottom.

With the logo resized, position the pointer over the report titte box again, this time
until the pointer changes to crosshair.

<

Click and drag the title box to the left until there is a small gap between the title and
the new logo, as illustrated below.

[ Orders
. FERNEEEP  ProductOrdersby
(R I .
; Category Product Name Unit Oty
Baked Goods & Mixes
: Chocolate Biscuits Mix 10 boxes x
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Formatting aform using themes

e Click on the Design tab and within the Themes group, click on the Themes button.

AllH9- -5 Reportiayout oot

Create External Data Database Tools Design | Arrange Format Pa

Colors = !TEI % Totals - ’T| A — m
: ] A ) (1) @, B
es [l4] Fonts - gtrgu:’]: 113 Hide Details " oo l=1= *
Q

Themes Grouping & Totals Controls

e Adrop down theme menu will be displayed. As you move the mouse pointer over
each theme the format will preview the theme formatting.
Ald9-c-|s

Home Create Bxternal Data Database Tools

Report Layoutilo

Design Arrange Forma

ﬂ'@ X Totals =
S s |BD] Aa b= (] @
View Group i3 Hide Details Aa [j -
= & Sort
Views || In this Database - g
All A
cce Aa
]%:les EEEEN
o I * T F
Built-In = o
5. : it Produ
Queries Aa Product Name
@ BE EEEEN [ | [ ] ] ] L L[ 1] L[ []] \/I[XES
B cu : Aa || Aa Chocolate Biscuits Mi
Report: | amemem EEEEEE EmEEE EEEEEE Chocolate Biscuits Mi
E Ee
5 Chocolate Biscuits Mi
@ o|Aa |4 [Aa_]|||Aa Aa —_—
EmEEEE EEEE EEEEEE mmmmem ) Chocolate Biscuits Mi
A Chocolate Biscuits Mi
Aa m Aa i ?‘ a 1 Chocolate Biscuits Mi
{ementalf b Chocolate Biscuits Mi
[Z Browse forThemes o 1
B save Current Theme... Chocolate Biscuits Mi
Scones

e Click on any one of the themes and the theme will be applied to the form.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Access 2010 Basics

Page 232

'f. ATPFOIY

Froduct '\ AlTE

Baked Coods &= Mxes

Chocolate Biscuits Mix
Chocolate Biscuts Mix
Chocolate Biscuits Mix
Chocolate Biscints Mix
Chocolare Bascuats Mix
Chocolare Bisouit Mix
Chicolate Biscuits Mix
Chocolate Biscuits Mix
Scones

'Ln.ton

10 beccad 17 pieces
10 boxes x 12 paeces
12 - 12 oz jars
12- 12 oz jars

12 - 12 a:'jan.

12 -12 oz jars

12 - 12 oz jars

10 boooes x 12 pieces
12 bones

24 pige x 4 pieces
24 phigs. x 4 preces
24 pkga. x 4 paeces

|l;‘.bm:u

12 boxes

Quantity Employves hame

40 Nancy Fraghater
40 MNuancy Freehafes

40 Tanra Crudsani

40 Anne Helliing-Larsen
40 Taura Grussang

40 Jan Kous

40 Manya E'e_ia.iﬂlhv

40 Michael Neipper

&0 Robert Zape

40 Nancy Freshater
100 Maniva EIe;:gﬁlnhu

40 MNancy Frephales

B0 Anne Hellunp;LM
40 Michael Neipper

Modifying field names within areport

e Click on the Product Name field title.

il Categoﬂ
Ba.ked Goods & Mixes

e Double click on the word ‘Name’ and press the Del key.

| Cate gorv

|Product |Lth‘t\
T I N L
"'----------....___EChocolﬂtEBiECuitijx 10boxgx12

' Chocolate Biscuits Mix 10 boxes x 12

e Press the Enter key. The column will now be called Product, rather than Product
Name.
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ECa*.E_u_:cﬂ' Product Unit Qty

Baked Goods & Mixes

: Chocolate Biscuits Mix 10 boxesx 12 p
Chocolate Biscuits Mix 10 boxesx 12 p

Inserting and formatting the date & time

e Within the Design tab you will see the Header / Footer group. Click on the Date
and Time button.

Report LayoutTools Reports : Database (Access 2007) - Microsoft Access

1ols Dresign | }Arrange Format Page Setup

W A=ECQEEM (EH ! © aw
ey ey

Controls Header / Footer

e The Date and Time dialog boxis displayed.

[ Date and Time @

@ Wednesday, 14 April 2010
(1 14-Apr-10

(7 14f04/2010

Indude Time

(@) 5:49:56 PM

(71 5:49 PM

) 17249

Sample:

Wednesday, 14 April 2010
5:49:50 PM

[ Ok, ] [ Cancel

e Click on the OK button.
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neauer y rouwer

80}"«"ednesda}=, 14 April 2010
5:50:08 PM

The date and time are inserted into the top (header) section of the report to the right

of the report title but are very hard to read as they are displayed using a dark
colored font, on a dark background.

NOTE: The date and time are inserted separately; therefore each will require
individual modification.

Click once on the date to selectit.

)rdlers bv CategoiVednesday, 14 April 2010
5:50:08 PM

_____________________________________________________________________________________________

Within the Home tab you will see the Text Formatting group.

Aharoni - 12 -z

Bl U A% 8-

3

it

Text Formatting

Use the nomal font formatting techniques to make the date display using bold. Also
increase the font size and maybe use a different font type.

Repeat the steps to modify the time.

Adding existing fields to a report

Click on the Design tab, and within the Tools group, click on the Add Existing
Fields button.
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Report Layout.Tools ‘ Reports : Database (Access 2007) - Microsoft Access
5 Design | Arrange Format Page Setup

Page ) Add Existing Property
Numbers [3p Date and Time Fields Sheet

Controls Header / Footer Tools

W e V@ EREER 0 ) J 3 | CH

The Field List opens (to the right of your form) and displays the tables within the
database and the available fields.

> | Field List x
|| Fields available for this view:
[=1 Orders Edit Table
Crder Mo
First Name
Last Mame
Position
Employee IO
Category
Product Name
Unit Qty
Quantity
Order Date
[=] 5ales Employees Edit Table
Employee Mumber
Employee Mame
Paosition
Date Employed
Pay Grade

Click within the Employee Name column.
In the Helds List, double click on the Position field to add it to the report.

Field List x
Fields available for this view:
[ Orders Edit Table

Order Mo

First Name

Last Mame

Employee ID
Category
Product Name
Unit Qty
CQuantity
COrder Date

[l Sales Employees Edit Table
Employes Mumber
Employee Mame
Paosition
Date Employed
Pay Grade

The new field will be displayed as illustrated.
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t Orders by Categ¥rdnesday, 14 April 2010

6:02:50 PM

Unit Oty QCuantity Employee Name Positio

10 boxes x 12 pieces 40 Nancy Freehafer Snr Account
Manager

10 boxes x 12 pieces 40 Nancy Freehafer Purchasing
Representative

12 -12 oz jars 40 Laura Giussani Snr Account
Manager

12 -12 ozjars 40 Anne Hellung-Larsen  Purchasing
Representative

12 -12 oz jars 40 Laura Giussani Accounting
Assistant

12 - 12 oz jars 40 Jan Kotas Purchasing
Representative

12 -12 oz jars 40 Mariva Sergienko FPurchasing
Representative

10 boxes x 12 pieces 40 Michael Neipper Purchasing
Representative

12 boxes 60 Robert Zare Accounting

b

NOTE: When adding fields to an existing report, the new field is added to the right of
whichever field (column) is selected. For example, if the Employee Name was
selected, the Position field would have been inserted to the right of Employee
Name.

Click on the Close button to close the Held List.

IRLLTEY ey

Tools

X | Field List x

- | Fields available for this viep=——
= Orders Edit 11058
Qrder No

First Name
Last Mame
Position
Employee ID
Category
Product Name

' Unit Qty
Manager | Fuantibe

Snr Account

Resizing reports for printing

With the field list closed and the Unit Qty field added to the report, itis possible that
you may to see a dotted line running down and through the field displayed at the
extreme left of the report.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Access 2010 Basics Page 237

%Wpd:nesday, 14 April 2

40 Nancy Frgehafer Snr Account
Manager

40 Nancy Frgehafer Purchasing
Representative

40 Laura Giussani Snr Account
Manager

40 Anne Hellung-Tarsey  Purchasing
Representative

40 Laura Giussani Accounting
Assistant

40 Jan Kotas Purchasing
Representative

NOTE: This line represents print guidelines (margins) and in this case, indicates that

part of the field will

fall outside of the printing area. If printed, the report would be

two pages wide, instead of one.

The fields need to be resized to fit within the dotted line.

Click in each of the
normal drag and dr
print on asingle pa

Save and changes

Totals

field name at the top of each column and one by one, use the
op techniques to resize each column so that you will be able to

ge.

you have made and close the Access program.

Start Access.
Open a database c

alled Totals.

Double click on a report called Orders.

© 2010 Ch
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@ =9 ™=

Home Create Bxternal Di
All Access Objects = « -

Tables b3
E Orders

E Sales Employees

Queries

Beverage Sales

»

] Customer Orders

Reports ES

Beverage Sales

_

e The screen will look like this.

R e bl
: +26:03 PM
Category Product Unit Ohy Chantity Emploves Name Pesition
Baked Goods & Mives
| Chocolate Biscuits Mix 10 boxes x 12 pleces 40 Nancy Freehater Snr Account
3."[.1.11.13”
Chooolate Discuits M 10 bowes x 12 pieces 40 Nancy Freehafer Purchasing
Fepresentative
Chocolate Biscuits Mix 12 - 12 oz jars 40 Laura Glussani Snr Account
Mimage:
Chocolate Discuits Mix 12 - 12 oz jars 40 Anne Hellung-Larsen  Purchasing
Representative
Chocoliate Brscoats Mix 127 - 12 02 jars A0 Lamara Cnassnng Accimantmg
Assastant
Chocolate Biecuits Mix 12 - 12 oz jars 40 Jan Kotas TPurchaszing

e The reportis to include the total number of items sold and the number of sales in
each category.

e Click on the Product field name.

Ulcategory | [Product  |ymitoty

. Chocolate Biscuits Mix 10 boxes x 12 pieces

. Chocolate Biscuits Mix 10 boxes x 12 pieces
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¢ Click on the Totals button, located under the Design tab within the Grouping &
Tools group

LR m—

Home Create External Data Database Tools ’V Dresign | Ar
Ls |l Ag b=

View | Themes [A]Fonts - gt"c"-'p TjHlde Details

Views Themes Grouping & Totals

e From the drop down list displayed, select Count Records.

@l = - |5 Report LayoutiTools,
Home Create External Data Database Tools Design | Arrange Format F

N ™ @ E
- M0
Wiew Themes,:ontsv Grc-up l')l Aa @ o)

& Sort
Views Themes Grouy Controls

— T Count Records
All Access Objects = «

COUmt Yatoes
Tables *
i:j Orders
il Product (

i:.j Sales Employees E}
Queries 2 W o Rtk
EH Beverage Sales g Product u
B9 cCustomer Orders Baked Goods & Mixes

e Click on the Quantity field name.

e Click on the Totals button, located under the Design tab within the Grouping &
Tools group

@9~
Home Create External Data Database Tools ’V Design | Ar

&) e Sl 4o

Wiew | Themes [A]Fonts~ = GrOUP T Hide Details
- - B Sort

Views Themes Grouping & Totals

e From the list displayed select the Sum command.
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v | Sum
Average
Count Records
Count Values
Max
Min

Standard Deviation

Variance

Below each group (category) a value is displayed in both the Product Name and

Quantity columns.

|15 ovden ',
mepresenbilng

Scones 24 phkgs. x 4 paetes 100 Manva Sergnmbo Accountng
ASFFTAT

Scones 24 pkgs. x 4 preces #0 ' Nancy Freehafer Purchasing
Represeniative

Scones 12 boxes B0 Aguwe Helhung-Lassen Accouning
AsEisTany

SCones 12 boxes 40 Muchael Nespper FPurchasng
R’EP[E‘SEHH'.."-'P

Scomnes 24 pkgs, x 4 pueces 40 Laura Gressarn Accounimg
AsEistant

Soones 12 boxes 100 Andrew Cencind 5ot Acoomnl
Manager

SionEs 12 boxes &0 Manva Sergumbko Accouniug
Assistant

17
. Deverages -
Beer 12 - 550 ml bornles 40 Anne Hellung-Larsen  Snr Aceount

Manager

On the last page of the report, grand totals of all groups are also displayed.

Clam Chowder
Clam Chateder

CLm'_'. Cha'.f:i_gr

Wednesday, 21 Aprl 2010

10 - 1N g plgs

40 = 100 g rls:

10 Anne Hillhang - Larsen

&0 Mariva Sergienka

40 Mariva Sergienko

Furchasmg
Eepresenuative
Purchasing
H-E.l.rl.l.[_n':
Purchasing
Rapresantative

Page loil

NOTE: The format of the totals can be modified by selecting them first, then from the
Font group in the Home ribbon tab, selecting a different size, font or simply making

them bold.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Access 2010 Basics Page 241

Closing areport

e Rightclick on the Orders reporttab. Selectthe Close command from the list
displayed, to close the report.

@l i £ [
Home Create External Data Database Tools
All Access Objects = « || I save L]
B3 orders P =
[ Close All al|
j Sales Employees -.I
Report View
Queries E3 | @ Rep L
e )
'ﬁ:‘ Beverage Sales Layout View
Design View -
B Customer Orders B Desio wIix
&, Print Preview
Reports A .
B - :

Deleting areport

¢ In the Navigation Pane, click once on the Beverage Sales report to highlight.

(Al =

Home Create Externz
All Access Objects = « || H
Tables 3
j Orders

j Sales Employees

»

Queries
'ﬁj Beverage Sales

'ﬁj Customer Orders

Reports
H Beverage Sales

H UTOETS

kel

e Press the Delete keyto delete the report. Access prompts for confirmation.

L

-

Microsoft Access @

Do you want to permanently delete the report 'Beverage Sales'?

1

= If you dick Yes, you won't be able to undo the deletion.

e Click on the Yes button. The reportis deleted from the database.
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Exporting

What does exporting data mean?

e When you save data you save it to disk in the same file format used by the
application, in this case Microsoft Access. Exporting data means saving the data in
a different format. For instance we could save our database in a spread sheet
format (such as Microsoft Excel format), or as text or in XML format.

Itis important to note that you cannot use the Access Save As command to save
the database in an alternative format such as an Excel workbook, text file or XML
file. You need to export the file.

What is a spread sheet format?

e The file is actually stored as a workbook and each workbook can contain many
worksheets (which contains the tables of data). A typically example is Microsoft
Excel.

What is text only and CSV format?

e As the name implies, if you export a database in text only format, then only te xt will
be saved. You will lose all formatting and other non-text information.

Acommon text formatis called a CSV format. This is short for Comma Separated
Vales. ACSYV file maintains the record and field database structure by inserting a
comma after each field within the file. You could then import the CSV formatted files
into a database orspread sheet and it would be able to delimit, i.e. separate, the
rows and columns to correctly display the basic data. CSV files will not retain any
formatting or other non-text related information.

What is a PDF file?

e The Adobe Acrobat PDF file format is useful because if you save your objects as
PDF files these can be viewed by other people who may not have access to the
Access program. The PDF files can also be displayed within web sites or attached
to emails and send to colleges.

e The Adobe Acrobat Reader program is required to view PDF formatted files and is
available as a free download from the Adobe web site.
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What is an XML file?

XML is short for ‘Extensible Mark-up Language’. Itis a general-purpose mark-up

language that allows you to share data created by different hardware and software
via the Internet.

Exporting a table as an Excel file

Start the Access program.
Open a database called Exporting.

Select but do not open the table called Next Weeks Courses.

Home Create External Data Datab:
All Access Objects >«
Szarch. 2
Tables =

=5 Next Weeks Courses

Click on the External Data tab and from within the Export group, click on the Excel
button.

@' 7 | [= Exporting : Database (Acces
Home Create External Data Database Tools
‘I'j?_ | ,‘—='|,_._ 1 @ Ea;j o] Text File ;':'j EII"ESEI ?mj 8 B LﬂE ] [A Access
o LS = EMLFile | S = : &y word Merge
Saved Excel Access ODBC Saved Excel Text XML PDF  E-mail =
Imports Database ’.ﬁ Mare = | Eyports File File  orXPs Sk More -
Import & Link Export

You will see the following dialog box.
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5w
[t

"Export - Excel Spreadshest e

Select the destination for the data you want to export €

Speafy the destination file name and format,

Elename:  C:\Users\Dave'Documentsiext Weeks Courses. dsx Browse...
File format:  * Excel Workbook (*.xlsx) (v
Spedfy export options.

| Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

| Open the destination file after the export operation is complete.

Select this opbon to view the results of the export operation. This opbon i avadable only when you export formatted data

Export anly the selected records.
ation to export only the selected records, This option s only available when you export formatted data and have records

Lo ][ con

e Click on the Browse button.

(A] File Save =]

o
{ H\..) |@ » Libraries » Documents » - | g | | Search Documents o
Organize = Mew folder == - @
[A] Microsoft Access — Documents ||brary , )
) Arrange by:  Folder =
Includes: 2 locations
Bt 1 Name Date madified Type i
== |iban | - Access 2010 Basics 12/04/2010 2:29 PM  File folder
= Libraries
@ . KEEP 31/03/2010 1:24 PM  File folder
Documents A
J" Music My Data Scurces 24/03/2010 9:01 AM  File folder 3
i) Pictures / OneMote Notebooks 17/03/2010 11:04 ... File folder
: . Downleads 19/02/2010 213 PM  File folder
E Videos i
| My Call Graphs 1/02/2010 8:37 PM File folder
& H ., Adobe 22/01/201011:24 ... File folder
omegroup _ =
| 4| T 1 | i
File name:  Mext Weeks Courses -
Save as type: | Excel Workbook vl

4 Hide Folders Tools = [ Open J [ Cancel ]

e You shouldsee the Access 2010 Basics folder displayed within the right section of
the dialog box. Double click on the Access 2010 Basics folder to change to that
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folder. The dialog boxwill now look like this.

[A] File Save (==
—
@uv| . ¢ Documents » Access 2010 Basics » - |4'n} | | Search Access 2010 Basics pel |
Organize = Mew falder 3= - '@'
- -
[B] Microsoft Access —  Documents IIbr’ary b Fn kit
Access 2010 Basics
pRgtavontes L MName Date mcdvified Type
— - . images 7/04/2010 438 PM  File folder
o Libraries
3 Documents
J’ Music
= Pictures
B2 videos
Q% Homegroup
v 4 (1 | [
File name: Mext Weeks Courses -
Save as type: | Excel Workbook V]
“ Hide Folders Tools - [ Save J ’ Cancel ]

e Enter a file name such as Excel Version Next Weeks Courses.
e Click on the Save button and you will see the following dialog box displayed.

Export - Excel Spreadsheet 7 ==

Select the destination for the data you want to export <

Spedify the destination file name and format.

Elename:  |C:\sers\Dave\Documents\Access 2010 Basics\Excel Verion Mext Weeks Cousres. xsx Browse...,
File format: | Excel Workbook (*.xisx) [=]
Specify export options.

| Export data with formatting and layoul.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

Open the destination file after the export operation is complete.

aption to view the results of the export operation. This option is avalable only when you export formatted d

Export only the selected records.

an to sxport only the selzcted records. This option &= only availabis
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Click on the OK button to save the database table in an Excel file format. You will
see a final dialog box displayed, click on the Close button to close the dialog box.

Export - Excel Spresdsheet =
Save Export Steps

Successfully exported Next Weeks Courses',

Do you want to save these export steps? This will allow you to quickly repeat the operation without using the wizard,

Saye export steps

[ e |

Don’t actually do this now, but if you used the Windows Explorer program to view
the contents of your Access 2010 Basics folder you would see the new Excel file
listed as illustrated.

@uv| » Libraries » Documents » Access 2010 Basics »

Organize » @ Open - Share with = Print E-mail Burn New folder
7 Favorites Documents library
Access 2010 Basics
*':"__'Librariﬁ MName Date modified Ty
|°%] Documents
J Mikie ] images 7/04/2010 4:38 PM File
A i 2/04/2010 2:36 PM Wi
| Pictures _?‘__F."r'm.r.r.'.ng R L 1" qu.'l._ a2t p.” r.‘
R | E] Excel Verion Next Weeks Cousres 12/04,/2010 i
=8 Videos | 2
_ré Expotting 12/04/2010 229 PM  Mii
(&} = A4S0 WA
#d, Homegroup & Deleting a Table 12/04,/2011 M
(E]) Manipulating Tables 12/04/2010 227 FM  Mi
(2] Tables and Recordsl 12/04/2010 2204 FM M

"M Computer

Close the Access program.
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Exporting a table as atext file (keeping data format & layout)

e Startthe Access program.

e Open a database called Exporting.
e Selectbutdo notopen the table called Next Weeks Courses.

(Al =

Haome Create External Data Databi
All Access Objects ) «

Search. r
Tables ~

= Next Weeks Courses

e Click on the External Data tab and from within the Export group, click on the Text
File button.

(A& |+ Exporting : Database (Acces

Home Create Database Tools
= 5 4 v Text File = === == = [A Access
& - = B @7 o E:% SO vE v =1

#55) XML File gy word Merge

Saved Linke ¢ Excel Access ODBC Saved Excel Text XML PDF  E-mail =
Imports Database %34 More ~ Exports File  File orXps ik More -
Import & Link Export

e You will see the following dialog box.

Export - Text Fie ==

Select the destination for the data you want to export

Specify the destination fie name and format,

Elle name: | ¢.\Users\David Murray \Documents\ext Weeks Courses. txt] Browse...

Spedfy export options.

Export data with formatting and layout.
Sedect this option to preserve most formatting and layout information when exporting a table, query, form, or report.

Open the destination file after the export operation is complete.

Selact this oplion to view the results of the export operation, This option is available only when you export formatied data
Export only the selected records.

Sefact thes option to export only the selected records. Thiz option &= only avalsble when you export formatted data and have r

selected

oK | | canca
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e Click on the Browse button.

[A] File Save

Ql\_) 3 » Libraries » Documents » - | #?| Search Docume p|
Organize « Mew folder 12 - .@.
@ Microsoft Access [— Documents ||brary Amange by: Folder

Includes: 2 locations
aaritss MName ’ Date modified Type
Bl Desktop
& Downloads = . Access 2010 Basics 28/05/201010:34 File folder
5| Recent Places My Data Sources 20/05/201012:27 File folder
4 Libraries
3 Documents
J'- Music
&=/ Pictures
B2 Videos
5 - 4| m | 3
File name:  Mext Weeks Courses -
Save as type: | Text Files v]
+ Hide Folders Tools - [ Open ] [ Cancel ]

e You should see the Access 2010 Basics folder displayed within the right section of

the dialog box. Double click on the Access 2010 Basics folder to change to that
folder. The dialog boxwill now look like this.

[A] File Save

Cearch A

@Uv| , « Documents » Access 2010 Basics »

~ [ 4]
Organize * Mew folder i= - .@.

.

@ Microsoft Access [

[ Favorites

Documents library
Access 2010 Basics

-

Arrange by:  Felder =

Mame Date modified Type

Ml Desktop

& Downloads E . Images

27/05/2010 15:51 File folder

=
= Recent Places

= Libraries

3 Documents
;J'- Music
&= Pictures

B videos

P 2 < | ] '

File name: Mext Weeks Courses

Save as type: | Text Files

“ Hide Folders Tools - Save

| |

Cancel ]
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Enter a file name such as Text FHle Version Next Weeks Courses.

Click on the Save button to export the table to a text file. You will see the following
dialog box.

Export - Test File =]

Select the destnation for the data you want to export

Spedfy the destination file name and format.
Elle name:  C:\Users\DavelDocuments\Access 2010 Basics Text Flle Verin Naxt Weeks Cousres. txt Browse...

Speafy export options.

 Export data with formatting and layout.
Select this opfion to preserve most formatting and layout information when experting a table, query, form, or report.

Open the destination file after the export operation is complete.

Select this option o view the resuits of the export operation. This option =

s svaiable only when you export formatied dats

Expart only the selected records.

t only the sefected records; This option 15 only avalable when you export formatted data and have records

Select the first option which will keep the column structure intact.

T =)
Select the destmation for the data you want to export L

Spexify the destination file name and format,

File name:  |c.\sers\Dave\DocumentsiAccess 2010 Basics\Text Flie Verlon Next Weeks Cousres. txt

Spedify export options.

7 Export data with formatting and layout.
Sedect this option to preserve most formatting and layout information when exporting a table, query, form, or report.

" Open the destination file after the export operation is complete.
Sedact this option to view the results of the export operation. This opbion is available anly wihen you export formatied data.

Export only the selected records.

Sebect this oplion to export only the selected records. This oplion 5 only avalable when

you export formatted data and have records
selected

o] [t

Click on the OK button and you will see the following dialog box displayed.
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-

’ Encode 'Mext Weeks Courses’ As @

Choose the encoding to use for saving this file:

(7 Unicode

() Unicode (UTF-8)

Use the default encoding option and click on the OK button. The following dialog
boxwill be displayed.

Export - Text File T@

Save Export Steps

Finished exporting ‘Next Weeks Courses' to file 'C: Users\Dave \Documents\Access 2010 Basics\Text Flle Verion Next Weeks Cousres. b’
successfully,

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

" Save export steps

Click on the Close button.

Don’t actually do this now, butif you used the Windows Explorer program to view
the contents of your Access 2010 Basics folder you would see the new Excel file
listed as illustrated.
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@U'| . ¥ Libraries » Documents » Access 2010 Basics »

Organize « Mj Open ~ Share with + Print E-mail Burn Mew f
't Favorites Documents library
Access 2010 Basics
4 Libraries Name
3 Documents .
,J'. Music | Images
= Pictures ’—@—)!F parting
B Videos . Text Flle Verion Mext Weeks Cousres
I el Verion Met Weeks Cousr
@_,g' Exporting

#& Homegroup

[T I ST

e If you were to open the file to a text only editing program, such as Notepad, the data
would look like this.

* Test Flle Verion Nest Weeks Cousres - Notepad [l E )
Eile Edit Format Miew Help

T 0 | <ourse name | course | price |  Places Left |  Course pate | o
R T T — et e e
T [ Exeel 2010 | Advanced | sa00.00 | - 1/03/2010 |
177777797 powerpeine 2010 | Basics 1 s200.00 | " R 3/03/2010 |
1T powerpaine 2010 | Advanced 1 sa00.00 1 " 3/03/2010 |
I 775 | outlook 2000 | sasics | s200.00 | P 3/03/20100 |
o e e G 6 | Access 2010 | gasics | s200.00 | 31 3/03/2010 |
1T Access 2010 1 advanced | ss00.00 | R /0372000 |

NOTE: This formatis NOT what many programs will expect when importing data
from Access. Nomally you would save to a text file in CSV format.

e Close the Access program.

Exporting a table as atext CSV formatted file

e Startthe Access program.
e Open a database called Exporting.
e Selectbutdo notopen the table called Next Weeks Courses.
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@] i |+

Home Create External Data Datab:

All Access Objects = «
Searchi. P
Tables F-3

= MNext Weeks Courses

Click on the External Data tab and from within the Export group, click on the Text
File button.

@' A |= Exporting : Database (Acces

Home Create Database Toaols
= 5 =] }MjTextFiIe D:'jw o R = T (Al Access
5 &5 & [Ig N E% sl %= v =]

¥ XML File &y ward Merge
Saved Linked Table Excel Access ODBC Saved Excel Text XML POF  E-mail =
Imports e Database ?;j Mare = | Evports File File  orxps Sy More -

Import & Link Export

You will see the following dialog box.

Export - Text File -7 |zl

Select the destination for the data you want to export

Spedify the destination file name and format.

File name: |c. \Users\David Murray\Documents Next Weeks Courses, td]

Spedify export options.

[7] Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

Open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and have records
selected.

[ OK ] [ Cancel ]

Do not select one of the three export options, but simply click on the OK button to
continue. You will see the following dialog box displayed. Make sure that the
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Delimited option is selected.

2] Export Text Wizard 2

This wizard allows you to spedfy details on how Microsoft Access should export your data.
Which export format would you like?

(@) Delimited { Characters such as comma or tab separate each field
® Fixed Width - Fields are aligned in columns with spaces between each field

Sample export format:
L, "Word 2010","Basics",$200.0000,5,3/3/2010 0:00:00,1, "logo_Word.jpg" _J
E,"Excel 2010","Advanced", $400.0000,2,3/3/2010 0:00:00,2, "logo_Excel.jpg"

3, "PowerPoint 2010","Basics",$200.0000,4,3/3/2010 0:00:00,1, "logo_PowerPoint.jpg"
14, "PowerPoint 2010", "Advanced",$400.0000,1,3/3/2010 0:00:00,2, "logo_PowerPoint Jpg”
5, "Cutlook 2010","Basics",$200.0000,4,3/3/2010 0:00:00,1, "logo_Outlock.ipg"

6, "Locess 2010", "Basics",$200.0000,3,3/3/2010 0:00:00,1, "logo_Access.jpg"

[7,"hccess 2010", "Advanced"™, $400.0000,1,3/3/2010 0:00:00,2, "logo_ﬁccess Jpg™

[ Ten Jin Tob Jis Tra Tis

o) Cow )

Click on the Next button. You will see a dialog box allowing you to specify

delimitation type. Make sure thatthe Comma option is selected.

2] Export Text Wizard 22

What delimiter separates your fields? Select the appropriate delimiter and see how your text is affected in the preview below.

Choose the delimiter that separates your fields:

5] Tab ® Semicolon

= Space ® QOther:

@ Comma

[]Indude Field Names on First Row Text Qualifier: [~ E|

L,"Word 2010","Basics",$200.0000,5,3/3/2010 0:00:00,1, "logo Word.jpg"

2, "Excel 2010", "Advanced"™,$400.0000,2,3/3/2010 0:00:00,2, "logo_Excel.jpg"

I3, "PowerPoint 2010","Basics",%200.0000,4,3/3/2010 0:00:00,1, "logo_PowerPoint dpg”
14, "PowerPoint 2010", "Advanced", $400.0000,1,3/3/2010 0:00:00,2, "logo_PowerPoint dpg”
5, "Outlook 2010", "Basics",£200.0000,4,3/3/2010 0:00:00,1, "logo_Cutlook.jpg"

6, "Locess 20107, "Basics",£200.0000,3,3/3/2010 0:00:00,1, "logo_ﬁccess dpg”

[7,"hccess 2010", "Advanced™, £400.0000,1,3/3/2010 0:00:00,2, "logo_ﬁccess dpg”

Cancel ] [ < Back ] [ Next > ] [ Finish ]
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Click on the Next button. The following dialog box will be displayed.

=2] Export Text Wizard £3

That's all the information the wizard needs to export your data.

Export to File:

o ) o)

You will notice that the default file name extension is .TXT.

=g Export Text Wizard

That's all the information the wizard needs to export your data.

Export to File:
C:\Users\Dave \Documents\Mext Weeks Courses, twt

You can change this to CSV.

=2| Export Text Wizard

That's all the information the wizard needs to expaort your

Expaort to File:
C:\Users\Dave\Documentsext Weeks Coursed. cav
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You can also manually modify the save location, as illustrated, to save the file in the
same folder as your other sample files.

2] Export Text Wizard

That's all the information the wizard needs to export your data.

Export to File:

C:\Users'\Dave\DocumenteAccess 2010 Basicslext Weeks Courses.csv

Finally you could change the actual file name from Next Week Courses to CSV
Formatted Courses. The dialog boxshould now look like this.

=2 Export Text Wizard

That's all the information the wizard needs to export your data.

Export to File:
Ci\dsers'\Dave'Documents\Access 2010 basics\C5V Formatted Courses. csw

Click on the Finish button and you will see the following dialog box displayed.

Export - Text File 7|l

Save Export Steps

Finished exporting table Next Weeks Courses’ to file 'C: Users\Dave\Documents\Access 2010 Basics\Next Weeks Courses,csv',

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

|| Save export steps
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Click on the Close button.

Don’t actually do this now, butif you used the Windows Explorer program to view
the contents of your Access 2010 Basics folder you would see the new CSVfile
listed as illustrated.

@uvl . v Libraries » Documents » Access 2010 Basics »

Organize « |._7| Open « Share with « Print E-mail Burn
¢ Favorites Documents library
Access 2010 Basics
= Libraries Name
3 Documents
rJv- Music | Images
= .
[e=| Pictures e
=
B Videos (] SV Formatted Courses

EL] Next Weeks Courses

& Homearoup || Text Flle Verion Mext Weeks Cousres

Close the Access program.

Exporting a table as a PDF formatted file

Start the Access program.
Open a database called Exporting.
Select but do not open the table called Next Weeks Courses.

Home Create EBxternal Data Datab:
All Access Objects ) «
Search. ol
Tables =

=5 Next Weeks Courses

Click on the External Data tab and from within the Export group, click on the PDF
or XPS button.
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(&]] i 4= Exporting : Database (Acces

Home Create Database Tools
:j':}'j N IL_‘:‘E \E EE@ ¥ | Text File ;Ej & T;:'J Dj:‘ Dj:‘ @ [A} Access

] XML File &y word Merge

Saved Llinked Table Excel Access ODBC Saved Excel Text ){ML PDF E-mail
Imports e Database ’F Mare = | Eyports File File  orXPs —l;.> More -
Import & Link Export

e This will display the following window.

i

[A] Publish as PDF or XPS (=3
| » Libraries » Documents » ocuments » - Search My Documents
lad | Lib D ts » MyD t [42]| h My D t 0|
Organize « Mew folder 4= - (7]
@ Microsoft Access —  Documents ||brary St Foitis e
My Documents
W Favorites L MName Date modified Type -
= Libraries . Access 2010 Basics 12/04,/2010 3:41 PM  File folder
3 Documents . KEEP 31/03/20101:24 PM  File folder
J’ Music W My Data Sources 24/03/20109:01 AM  File folder 3
] Pictures . OneNote Notebooks 17/03/201011:04 ... File folder
H Videos . Downloads 19/02,/2010 213 PM  File folder
. My Call Graphs 1/02/2010 8:37 PM File folder
& Homegroup . Adobe 22/01/201011:24 ... File folder
e m e = “HI“ man a1 mee e e )
File name: | [RESRES RO -
Save as type: ’PD‘F -
Open file after publishing Optimize for: () Standard (publishing
online and printing)
@ Minimum size
{publishing online)
Options... l
) Hide Folders Tools ~ [ Publish J [ Cancel ]

e Change to the Access 2010 Basics folder, by double clicking on the folder.
¢ Inthe Save as Type section make sure that PDFis selected.

e Click on the Publish button. If you have the Adobe PDF Reader program installed
you may see the file displayed, as illustrated.
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™ Next Weeks Courses.pdf - Adobe Reader =S ol
*

File Edit Niew Document Tools Window Help

= e & $ /2 ®® 9% . ] (4 Fnd -

»

Next Weeks Courses 12/04/2010
D Course Name Course Descripl Price Places Left Course Date
1 Word 2010 Basics $200.00 5 3/03,/2010
2 Excel 2010 Advanced $400.00 2 3/03/2010
3 PowerPoint 20 Basics $200.00 4 3/03/2010
4 PowerPoint 20 Advanced $400.00 1 3f03/2010
5 Outlook 2010 Basics $200.00 4 3/o3/2010
6Access 2010  Basics $200.00 3 3/03/2010
7 Access 2010  Advanced $400.00 1 3/03/2010

e Close the PDF Reader program.
e Close the Export — PDF window by clicking on the Close button.

Export - PDF [~ 7 |[eE3a]

Save Export Steps

Finished exporting 'Mext Weeks Courses' to file 'C:\Users\Dave\DocumentsMext Weeks Courses.pdf successfully.

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

[7] save export steps

Close

e Don’tactually do this now, but if you used the Windows Explorer program to view
the contents of your Access 2010 Basics folder you would see the new Adobe PDF
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file listed as illustrated.

@le . v Libraries » Documents » Access 2010 Basics »

Organize -

{ Favorites

Open with Adobe Reader9 -

Share with «

Documents library

Access 2010 Basics

Print

_;,.g_Libraries ame
j Documents
& Music | images
=) Pictures ] Feparting
B Videos T Mext Weeks Courses
———=E-esyFormatted-CouTses

o Uamenroun (EL) Mext Weeks Courses

e Close the Access program.

Exporting a table as an XML formatted file

e Startthe Access program.
e Open a database called Exporting.
e Selectbutdo notopen the table called Next Weeks Courses.

(Al =

Home Create EBxternal Data Datab:
All Access Objects = «
Search. e
Tables =

T Mext Weeks Courses

e Click on the External Data tab and from within the Export group, click on the Excel
button.

(A]] |+

Create EBxternal Data Database Tools

Exporting : Database (Acces

':;:}'j ‘% @ n:@ ¥ Text File ':':'j 0™ (A Access

F W A 5 4 Lt =] =

- = #] KML File &7 S s wE e &l word Merge

Saved Llinked Table Excel Access ODBC Saved Excel Text XML PDF  E-mail .

Impaorts Database ?ﬁ Mare * | Exports File File orXps S More -
Import & Link Export

You will see the following dialog box.
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Export - XML File [~ 5| [m=3a]

Select the destination for the data you want to export {

Spedfy the destination file name and format.

File name:  |c:\Users\Dave \DocumentsiNext Weeks Courses. xml

[ OK J ’ Cancel

Click on the Browse button.

@ File Save @
( ': -, = o
L | | » Libraries » Documents » My Documents » - | 4 | | Search My Documents ye |
Organize = MNew folder == - @I
[A] Microsoft Access — Documents ||brary , )
Arrange by:  Folder =
My Documents
L 3 MName Date modified Type e
: _— | o Access 2010 Basics 12/04/2010 4:54 PM  File folder
= Libraries
@ \ KEEP 31/03/2010 1:24 PM  File folder
Documents
J" Music m My Data Scurces 24/03/2010 9:01 AM  File folder =
i) Pictures | OneMote Motebooks 17/03/2010 11:04 ... File folder
. . Downloads 19/02/2010 2:13 PM  File folder
B Videos
, My Call Graphs 1/02/2010 8:37 PM File folder
& H ./ Adobe 22/01/201011:24 ... File folder B
omegroup _ =
- 4| - n | 3
File name:  Mext Weeks Courses -
Save as type: (XML VI
+ Hide Folders Tools - [ Open ] [ Cancel ]
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You should see the Access 2010 Basics folder displayed within the right section of

the dialog box. Double click on the Access 2010 Basics folder to change to that
folder. The dialog boxwill now look like this.

[A] File Save (=
@uv| , ¢« My Documents » Access 2010 Basics » - | (-,| earch Access 2010 Basics L2 |
Organize = Mew folder 4= - .@.

[A] Microsoft Access Documents IIbrary . )
- Arrange by:  Folder »
Access 2010 Basics
A Favorites - Mame Date modified Type
= Libraries J images 7/04/2010 4:38 PM File folder
3 Documents
J”- Music
= Pictures
E Videos
““3‘ Homegroup
* 4| 1 "
File name:  Mext Weeks Courses -
Save as type: | XML ']
&) Hide Folders Tools = [ Save ] [ Cancel ]

Click on the Save button and you will see the following dialog box displayed.

Export - XML File =
Select the destination for the data you want to export
Spedfy the destnation file name and format.
Eile name: | C:\ cers\Dave \Documents\Access 2010 Basics\Next Weeks Courses. xml | Browse..,
ok | [ cancs
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Click on the OK button and you will see the following dialog box.

[ Export XML B[]

Select what information will be exported

Schema of the data (XS0}
[| Presentation of your data (X5L)

o) (o

Click on the OK button. You will see a final dialog box displayed, click on the Close
button to close the dialog box.

Export - XML File (-7

Save Export Steps

Finished exporting ‘Next Weeks Courses' to file 'C: \Users\Dave\Documents\Access 2010 Basics YWext Weeks Courses. xmil successfully.

Do you want to save these export steps? This will allow you to quickdy repeat the operation without using the wizard,

I Saye export steps

Click on the Close button.

Don’t actually do this now, but if you used the Windows Explorer program to view
the contents of your Access 2010 Basics folder you would see the new XML file
listed as illustrated.
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@’Qv| . » Libraries » Documents » Access 2010 Basics »

Organize * &3 Cpen = Share with = E-mail Burn MNew folder
't Favorites Documents library
Access 2010 Basics
il Libraries MName Date modified Type
@ Documents
J“ Musi | images 7/04/2010 4:38 PM File folder
usic
. | =] Next Weeks Courses 12/04,/2010 4:58 PM XML Document
[=| Pictures = |
E Videos || Next Weeks Coursesasd LA/ AI0 L8 P K50 Rile
(®] Exporting 12/04/2010 4:34 PM  Microsoft Access Da

Close the Access program.
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Printing

Considerations before printing

e Tables, queries and reports all use a grid layout which includes columns and rows.
Itis therefore important to consider the number and width of columns when it comes
to printing.

e Ifthe number of fields can be keptto a single sheet (width), either portrait or
landscape, it will save on the number of pages you need to print.

e Although information can be printed directly from a table, consider using a queryto
extract only the fields and records that are actually required.

Print previewing
e Print Preview view shows how the report, table, etc. will look when printed. This

includes the layout of columns (fields) on the page(s), how many pages are required
to print the information, the margin sizes, titles, page numbers, etc.

e Before you can preview your print job, the object must either be selected within the
Navigation Pane or open in the object window. To print only selected records from a
table, the table would have to be open first to select the records.

e Open Access and open a file called Printing. You will see the following.

@. . =
Home Create External Data Database Tool
& Cut |
53 Copy |
‘/
Views Clipboard Sort & Filter
All Access Objects vl «
Tables -3
=3 Orders
j Sales Employees
Queries A

—'E Beverage Sales

-'_3,:'-| Customer Orders

»

Forms
Z§| Customer Orders

x

Reports
Eﬂ Orders
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Double click on the Orders report to open it, as illustrated.

E’i Orders

Category

Baked Goods & Mixes

Chocolate Biscuits Mix
Chocolate Biscuits Mix
Chocolate Biscuits Mix
Chocolate Biscuits Mix
Chocolate Biscuits Mix
Chocolate Biscuits Mix
Chocolate Biscuits Mix
Chocolate Biscuits Mix
Scones

Scones

Srones

10 boxes x 12 pieces
10 boxes x 12 pieces
12 -12 oz jars
12-12 oz jars

12 - 12 oz jars
12-12 oz jars

12 -12 oz jars

10 boxes x 12 pieces
12 boxes

24 pkgs. x4 pieces

4 nkns. % 4 nieres

Quantity

10
10
10
10
40
10
40
40
&0
10

100

12/05/2007

3/11/2006
12/04,/2007
13/05/2006
16/01/2007

6/09/2006
10/07/2006
22/03/2006
17/08/2008
16/05/2007
11062007

Wednesday, 14 April 20
11

I Order Date Employee

Mancy Freehafer
Mancy Freehafer
Laura Giussani

Arnne Hellung-Larsen
Laura Giussani

Jan Kotas

Mariya Sergienko
Michael Neipper
Robert Zare

Mancy Freehafer

Mariva Sernienkn

To use Print Preview, click on the Fle tab and from the drop down list displayed,

click on the Print button. Click on the Print Preview button.

Home Create

External Data

Database Tools

Save
Save Object As
IE_] Save Database As
ﬁ Open
Lj Close Database
IE_I" Printing.accdb
IE_V| Refining a query.ac...
E] Quieries.accdb

] Forms - Headers an...

Info
Recent

Mew

Print

0 By

Quick Print

Send the object directly to the default printer
without making changes.

Print

Select a printer, number of copies, and other
printing options before printing.

Printing : Dat

re¥

Print Preview

Preview and make changes to pages before
printing.

Share

Help
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e The screen will now look like this.

&l = ¥ Frinting : Dtakoie (hces 2007) - Mcropef Aoei

& 5 L o) (= (0] G SO wahLosh a8

Prisk | Sice  MAIQIRS [ Prick ks Gvdy | PORRAR|LanSicape Columng Fuge  Tmam | One | Ten Mo Exeel  Test  POF  E-omal More | Close Print
- - ! Setup = | e | Pages Pages - e onEi - Ve
Al Arcess Objects = o |18 ondes
Tabdes &
O e
T saer Dmslayes
Queries & j.q I -
Iy, - e e -
S ——— " gl Product Orders by Category
- I
e A
- Frodiusd Mame Unit City [Jusnbity Order Dute
Forms = .
2 ) . Baked Goods & Mixes
T Cumomer Orge
& Chacelate Baosits Mo 10 bowes 3 12 preces “ 1007 Hancy Freetaf
= = hacalate Buost bowes ¥ 12 piece LZMSE0T Hancy Freetater
B oo Chocslane Bagwits Mic B0 beoes 2 12 pieces & L2006 Mancy Frechaler
Checslabe Booods Mo 12 < 10 2 jari & LEMMAAT Lauie Grosarm
Chocolate Moty M 12 - 17 &3 jart L LS008 Aees blellursg-Lamen
Chocolate Brcwity Mix 17 < 17 3 jar & 1501007 Lauis Ghein
Chocolate Becwits M 12 - 12 oz jars “ AOSE006 Jan Kotes
Chacelate Boosits Mo 52 - 14 o3 jars “ 1ROTEI0G My Sergienke
Chicolate Bricets Mo 00 booes 2 12 pesces & 2M300E Mchael Hoppes
E - = VTR ARE Bk e T

e Apreviouslyunseen Print Preview ribbon appears, offering you the most common

tools required to adjust and modify the layout of you object to achieve the best
printing results.

E = = Printang : Database (Access J00T) - Microsoft Access
= . Y oy om o i ] ;
" i . = 1 =Tl ) 'y -
= | J | ] ‘il 4 | - il | waa 1w H
Peint Lize  Margimg Print Ciarta Onéy Pertra® Landizape Calumng  Page Zpom  One Trava Lipre Excel Test POF E-mail More Clase Print

Setup x Page | Pages Fages File oriFs x Preview

e APage Navigation Bar, similar to the Record Navigation Bar used in tables,
gueries and forms can be seen at the bottom-left of the object window.

|
-| Scones
Page: 1 (3] L]

@ 0ol ]w s A

e When you first run Print Preview, the document displayed may appear unreadable.
By placing the pointer over the document, the pointer changes to a magnifying glass.
One click will zoom in to make the document readable and another click zooms out
again.
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[
|

Pririt Wne  Mangie [ Fring

All Aggeds Llnesls
LE o

T0 iuies Employees
Durries
= Bavarnge Salee

s
Reports
(=

Printireg : Databe [Seeeis 2007

Lo
Ont | Two  Morr Eacel
Page | Pager Fages

Wetririaft Scieis

—— — )
L 1 il LS
frmt M E-mal  MS3IT Cherde Pt

TIEANTEENNNERN

The Zoom group also offers further tools to enhance the focus and view of the
document when working within Print Preview.

S (Bl [EE =S
Zoom | One | Two  More

Page | Pages Pages~
Zoom

4 B

2 Columns Page
Setup -

Layout

) §

The Zoom button offers zoom pre-sets in percentages and the three pages per view
options offer the chance to preview multiple pages at once. This is useful when you

are more interested in the layout than the actual data content.
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Printing : Database

2 QLDE

ns Page Zoom | Cne Two  Maore
Setup - Page | Pages Pages~

Fit to Window
10%
5%

50%
75%

=l Zoom100%
150%
200%
500%
Maximum 1000%

In the Page Layout group the buttons control page size and page orientation, as
well as margin sizes.

Data Onl Portrait| Landscape Columns Page Zoom

Page Layout

2 ] IEl Orders

Clicking on the Page Size button displays a dialog box listing common International
pages sizes.

[ Page Setup @

Margins (milimeters)

Top: 6.35
Bottom: 5,35
Left: £.35
Right: .35

[ Print Data Only
Split Form

Print Form Only
Print Datasheet Only

[ Ok ] [ Cancel
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By default, Access previews pages in portrait orientation. If you are unsure which
orientation you are viewing, look at the Layout group in the ribbon. Whichever of
the two orientation buttons is active, i.e. brightly shaded, indicates the current page

orientation.

When the Portrait button is selected and active, the page orientation is Portrait

0= E R

Only | [Portrait|Landscape|Columns  Page Zc
Setup

Page Layout

The page will look like this.

| ﬁ"-";e: Product Orders by Category

ProduciNams L 8y anisy Crewr Oan Emgicymm

Eavwagm

ERNE R

Wedrocdsy; 14 dped 180 Fagedaf T

When the Landscape button is selected and active. The page orientation is
Landscape. The screen will look like this.
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Wiadngs day, 14

Orders by Category 12

Quantity

Thomdate Beouis Mo 10 boos x12 pleos 40
Chomlate Bsouits Mx 10 boos x12 piaces &0
Thooolate Biscuits M
Thoolata Biscuits WM
Chooolata Biscuits W
Thomlate Bt M

Chooolate Bisouits M

= i il =i i v}
=1
{!
I

]
]
ETNT R
Iz
i
&

Thooolata Biscuits WM

= Lz & Aobartlars
Semnes 24 pligs x4 piess 20 7 Mancy Bazhater
Somnes 24 pigs x4 piames 1 2007 Mariya Sergienks
Smnes 24 pigs x4 piamas &0 5 MNancy Frashafer
Soznes Leoz & /2005 Annz Hallung-Larsan
Sones 12 oo & 5 Mchacl hiippar
Sanes 24 plgs x4 pisces 0 05 Laura Giussan
Saones 12 oo 100 7 Andrew Cancn
Sones 12 oo il 08 Mariya Sergienis
i7 860
Boverages
Baar 12 - 550 mi bottles &0 15/03/2007 Anne Hallung-Larsen
Boar 24-12 crhottias i 911,2006 Mchasl Maipper
Bagr 24- 12 crbotfias 125 13/05/2007 Anna Hallung-Larszn
Zzar 12 - 550 mi bottles 100 &01,2007 Mariya Sargianis
Boar 12 - 550 mi bodtias 40 30/08/2008 Andraw Cancn
Boar 12 - 550 mi botties &0 3052006 Laura Grssan)
Baar 12 - 550 mi bottles 100 2042007 Laura Gussan:
Waznmday, 14 gl TA0 Sagelat 10

e Close the Access program and save any changes you may have made.

Which orientation, portrait or landscape?

e When printing portrait pages, the advantage, assuming the report is only one page
wide, is that more records can be printed per page, resulting in less pages being
printed.

Landscape orientation on the other hand is useful when the table, report, etc. has
more fields (columns) than a portrait page can accommodate.

NOTE: When columns overflow the first page, a second page is used, in effect
creating a two page wide printout. If those who the printouts are intended for are to
make good use of the printouts, reports, etc., itis recommended that the printouts be
keptto a manageable size.

Adjusting layout in Print Preview

e Startthe Access program.
e Open the database called Printing.
e Double click on Orders in the Navigation Pane to open the Orders table.
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LR AR

Home Create External Data Database Tools
v % cut 4] Ascending 7 Sele
_-l..ﬂ 52 Copy ) £ | Descending V5 Adve
e e j Format Painter e }/ Remove Sort % Tog:
Views Clipboard [P Sort & Filter
All Access Objects ) «
Tables &
£ ares Employees [OrdeTs
Queries -3

@ Beverage Sales

@ Customer Crders

Forms 3
EI Customer Orders

Reports *
Orders

e Click on the File tab and then click on the Print button. Click on the Print Preview
button.

Ls R ‘ Table;Tools Printing : Dat:
Home Create External Data Database Tools Fields Table

| save

Save Object As
Quick Print

Send the object directly to the default printer
without making changes.

@ Save Database As

ﬁ Open

[ Close Database

Print

Select a printer, number of copies, and other
printing optiens before printing.

@ Printing.accdb

@ Refining a query.ac...
@ Quieries.accdb

@ Forms - Headers an...

Print Preview

Preview and make changes to pages before
printing.

Info

Recent

New

Share

Heln
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e The displayed is illustrated below.

& = w Printing : Database (Access 2007) - Micosoft Access

“ Prir Prvisewr
i it B a - 1 B e Illas | A ==
= ] J O 1 s~ T | LIS | UL S | Wz %) % =1 % kd

Prinit Sz Marging Portest| Lardscage Paget  loom | One | Twa  Mare Dl Ted PP Comad Mare | Clade Print
. . Srtup . Page | Eager Pages* File  or 0P . Bremew

Al Access Objicts = 4 |‘_"| Orders
Tables &

M ordes sus Np—
T sales Emplayess

Querles =
S Deverape Sales

B Cuitomer Saden

Forms =

T Customer Ceders

Reports &
Il orden

e The Page Navigation Bar is displayed below the table preview.

Page: 1 L G

e Click on the right arrowed button once.

Make a note of the fields in page 2 and then click on the right arrowed button again
and note which fields are in page 3.

Currently, a print of this table would be 3 pages wide, multiplied by the number of
pages require to print all or selected records.

e Click on the Landscape button.
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@l = - |=
Print Preview
= — [ [ [
= N =
@ O o D=2 &
Print Size  Margins Print Data only | Portraitflandscape| [olumn:  Page
" v ' | | Setup

Print Page Size Page Layout

In Landscape orientation, the printout only requires two pages (width), again
multiplied by the number of pages require to print all or selected records.

NOTE: You use the same page orientation techniques for tables, forms, query
output and reports.

Setting margins

Next, click on the Margins button within the Ribbon.

(Al |=

Print Preview
@ [ e | |

Print Size | Margins

- -

Print Page Size

This will display some pre-set options.

(Al = =
File Print Preview
Print Size |Margins Print Data Only | Portrait |Landscape| Colu
Print Normal Ayout
. Top: 191 cm  Bottom: 1.91 cm
All Access Obje Left  039cm  Right 0.9 em
Tables
B2 Orders Wide
Top: 2.54cm  Bottom: 2.54 ¢m
53 sales Empl Leftt 191 ¢m  Right 191 cm
ueries
Q Marrow
'ﬁj Beverage § Top: 0.64 cm  Bottom: 0.64 cm
Left: 0.64 ecm  Right: 0.64 cm
'flj Customer ¢
Forms Custom Margins
-S| Customer ¢
Reports
B orders |

Select the Narrow option from the list. More records are visible in the preview and
this could resultin fewer pages being printed.
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Order No | First Name
37 Francisco
3E Ming-vang
38 Bi=beth
40 Sven
41 Roland
42 Peter
43 sohn
44 andre
45 Carlos
45 Helena
47 Daniel
AE Jean Fhilippe
43 Cathering
50 Mexander
51 George
52 Bernard
53 Luciana
54 Michae!

55 lonas

56 John

57 Run

58 Karen

58 amitansh
50500 hung
61 Anina

62 ANtonio
£3 Thomas
&4 Christina
£5 Martin

66 Francisco
57 Ming-vang
5B Hizmbeth
65 Sven

70 Reland
71 Peter

72 sohn

Last Name
Pérez-Oizsts
e
anderzen
Iortenzen
Wacker
Krschne
Edwards
Lundfick
Grilo
Kupkova
Goldschmi gt
Bage
SAutier Miconi
Eggerer
U
Tham
Ramos
Entin
Hasselberg
Redman
Liu
Toh
Raghav
Les
Beders
GratacorSolsona
LxEn
Les
' Donne!
Pérex-Oizsts
e
Anderzen
Iiortenzen
Wacker
Krschne
Edwards

Position
Purchasing Representative
Purchasing Representative
Purchasing Representative
Purchasng Representative
Purchasng Representative
Purchasing Director
Purchasng Representative
Purchasing Manager
Aroounting Azistant
Arcounting Azistant
Purchasing Representative
Purchasing Representative
Aooolnting Asmistant
Snr Account Manager
Purchasing Manazer
Purchasing Representative
Aooolnting Asmistant
Snr Account hManager
Purchasng hanager
Inr Account Manager
Accounting Azistant
Nr ACCOUNT hanager
Purchasing Manager
Purchasing Representative
Purchasing Manazer
Inr Account Manager
Aooolnting Asmistant
Snr Account hManager
Purchasng hanager
Purchasing Representative
Purchasing Representative
Purchasng Representative
Purchasng Representative
Purchasng Representative
Purchasing Director
Purchasing Representative

Employes 1D

Category
1candy
3 Baked Goods & Mines
ESoUps
JEeversges
4canned Meat
ESauces
5 Dried Fruit ENuts
EDried Fruit ENuts
5 Dried Fruit B Nuts
4canned Fruit & vegetables
3Pasta
3Ceres
SEeverages
4 530ces
7 Grains
Blams, Preseres
2 Dairy Products
1Condiments
30l
&FPasta
1Eaked Goods & Mxes
3 Co ndi ments
BSauces
3 Dried Fruit B Nuts
4 Dried Fruit B Nuts
BEeverages
51ams, Preseryes
5 Co ndi ments
SEeversges
Acandy
1Baked Goods & Mies
3Soups
BEeversges
3Canned Meat
4530ces
EDried Fruit ENuts

Product Name
Chocalate
Chocolate Biscuits M
Clam Chowder
Coffes
Crab Mest
Curmy Sauce
Cried apples
Cried Pears
Cried Plums
Fruit Cocktad
Gnoochi
Granola
Green Tea
Hot PEpper Sauce
Loing Grain Rice
Iiarmalate
Nozz=relia
Mustand
Ciive Oi
Ravioli
Scones
Hrup
Tomato Sauce
Walnuts
Amonds
Besr
BoyEenber ry Spread
CEiun Sesoning
Chai
Chocolate
Chocolste Biscwits M
Ciam Chowder
Coffes
Crab Meat
Curmy Sauce
Cried apples

Uinit Oy
12 - 1 |b pkes.
12 -17 oz jars
40 - 100 g pkes.
152502
10 bowes x 12 pieces
30 gift bomes
24 phgs. x4 pleces
24 - 12 oz bottles
24 - 4 oz tins
12 - 12 07 cans
16 - 500 £ tins
10 pkz=
50-300 g pkes.
15-2 kghbaones
24 - 250 g phes.
24 - 250 g phe=.
32-Eoz bottles
24-Bozjars
24 - 200 g phe=.
5 kgpkgz
12 bowes
1 Ib bag
20 bags per box
10 per box
10 bowes x 20 bagzs
12 - 550 md botties
4E-Sozjas
36 bowes
12-Bozjars
12 - 1 |b pkes.
12-1Zozjars
40 - 100 g pke=.
132502
10 bowes » 12 pieces
30 gift bomes
24 phzs. v 4 pieces

NOTE: Another option to help further reduce the number of pages required to print a
table, is to resize and reduce column widths or even hide columns not necessary to

the printout.

Printing acomplete table

When the layout has been optimized in Print Preview and the table is readyto be

printed, click on the Print button.

(Al i v

Print Preview

5O

- -

Margins

Page Size

This displays the Print dialog box.
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i a

Print @

Printer

Name: \\LOU-PC-WINT\Brother MFC-7340 Printer v| | eroperties |

Status:  Ready

Type: Brother MFC-7340 Printer

Where: USBOO01

Comment: [] Print to File

Print Range Copies

@) Al Mumber of Copies: 1=

(") Pages From:
1 2 3 Collate
] 1= 2= 3¢ =
(") Selected Record(s)

o] [t ]

e In the Print dialog box, make sure the correct printer name is selected. To printthe
whole table, leave the Print Range setto All and click on the OK button to print.

e Exit from the Print Preview by click on the Close Print Preview button within the
ribbon.

abase (Access 2007) - Microsoft Access

g s %0 3 = Su

re Excel  Text PDF  E-mail Mare Close Print

i File  orXP5 v Preview
Data Close Preview

Printing selected records

e Instead of printing the whole table, Access is able to printselected records.

e Firstselecta few records by click on the vertical bar to the left of the records and
then drag up or down the screen.
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« || I3 -orders

| Order No - | FirstName -  Last Name - Position ~ Employee D -
1 Anna Bedecs Purchasing Manager 5

| 2 Antonio Gratacos Solsona Inr Account Manager 3

3 3 Thomas Axen Accounting Assistant i}
- 4 christina Lee Snr Account Manager 2
| I 5 Martin O'Donnell Purchasing Manager P
- 6 Francisco Pérez-Olaeta Purchasing Representative 3
i | 7 Ming-Yang Xie Purchasing Representative 8
1 il 8 Elizabeth Andersen Purchasing Representative 5
9 Sven Maortensen Purchasing Representative 7

10 Roland Wacker Purchasing Representative 7

11 Peter Krschne Purchasing Director 8

19 lakhe Lagts FRER P Nuarchari;s Mancacrnodadionm

e Click on the Hle tab and then click on the Print button.

- |+ ‘ Table Tools ‘ Printing : Da

Home Create External Data Database Tools Fields Table

Print
Save Ohbject As
Quick Print

Send the object directly to the default printer
without making changes.

(&) save Database As

[ Open

[ Close Database

Print

Select a printer, number of copies, and other
printing options before printing.

@] Printing.accdb

] Print Preview
@—j (PR = REEE RS ik ! Preview and make changes to pages before
’ printing.
Info W

Recent

@] Refining a query.ac...
@] Quieries.accdb

;

New

Share

Help

¢ This will display the Print dialog box. Click on the Selected Record(s) button.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Access 2010 Basics Page 277

Print (-5 [ne3m]
Printer
Name:  |W.OU-PC-WIN7\Brother MFC-7340 Printer ~| | properties |
Status: Ready
Type: Braother MFC-7340 Printer
Where: LISBOO1
Comment: Print to File
Print Range Copies

All

-

Mumber of Copies: 1=

Pages From:

1_1 2_2 3_3 Collate

Setup... [ OK ]| Cancel |

e If you click on the OK button only the selected records will be printed.
e Close the table.

Printing a query or reports

e Follow the same steps used when printing tables. Reports have the obvious
advantage over tables and queries, in that reports are specifically designed to be
printed, therefore a report layout can be modified even before previewing.

Printing forms

e In Access, itis possible to print from a form, in the same way as you would from a
table. The onlydifference is in the layout of the data.

e Open the Customer Orders form, by double clicking on Customer Orders as
illustrated below.

NOTE: Be careful to open the Customer Orders form, NOT the Customer Orders
query
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@9 &=

W Create Bxternal Data Database Too

Lb\/v‘ = % cut f %1 Ascending 2
; o 23 Copy . %} Descending Vo
View aste ilter

# Format Painter ﬁ_, Remove Sort W

Views | Clipboard | Sort & Filter

Tables 3
E Orders

E Sales Employees

Eed

Queries
@ Beverage Sales

Forms

Customer Crders
Reports

Orders

kel

Customer Orders

e This will display the Customers Order form as illustrated below.

A - - Printing : Datsbase {Access 2007) - Microoét Access
_ Home Create Extemal Dats Diakabase Tood
% == & Cut __r ﬂ. agcending 0 Sebection ";"_l - Mew E Tats B Beplace = 1= &
— Ly Capy L] Descending T asvansed = = aMtwe B ipenng = Galar o
) Puite A . 4 |
e F Formal Bainter e & Hemove S0t 7 Teggle Filter Hﬂlfh)l;lmn-r W Mare s Cp febect = BEfO|A-%-5 FEW| |
‘Wi Chipksand 0 Tad & Filler Eecords Find Text Faimaliing
Maccess Opjecs @ « [ 3 conome ceons —
Tables £ —_—
= o —| Customer Orders
T Sabes Empdoyees
Qph'ln = T
Eeves cal
= Eevennge sales First eame: O
H Customer Sedens
Farms - Last Mame: Bedecs
3 customer Saden
Reports & Category: Beverages
W Srden

Froduct Name:  Chai

Chaantily: 75
Order Duates 15,/00/ 2006

e With the form open, click on the File tab and then click on the print button. Click on
the Print Preview button.
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| Printing : Dat
Home Create External Data Database Tools

Print
Save Object As

- Quick Print
Send the object directly to the default printer
without making changes.

(&) save Database As

5 Open

[ Close Database

3

Print

Select a printer, number of copies, and other
printing options before printing.

@_] Printing.accdb

@_] Refining a query.ac..

@_] Quieries.accdb
Print Preview

@—] (RELE = [REEEE i Preview and make changes to pages before

printing.

Info

Recent

MNew

Share

Help

¢ In Print Preview, the layout of data on the page is similar to that of the form itself.

Customer Orders

catgery eeedimarta

fefcitems: CapemSoaweig

00
owicromc  R2jmyzoe

o Ifthe form column spills over into a second page, click on the Columns button in the
Page Layout group.
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@9 -
Print Preview
B 5 [ o swowon

Print Size  Margins [T print Data Only

=2 E &

Portrait| Landscage Columns | Page z
Setup

Print Page Size Page Layout

¢ You will now see the Page Setup dialog box allowing you to adjust the number of
columns, if required.

[ Page Setup @

Grid Settings

Mumber of Columns: 4

Row Spadng: Qcmn

Calurin Spacing: 0.635cm

Column Size

Width:  13m Height: 5 744cm

[] same as Detsil

Column Layout

. [w e = m] == = -]
Down, then Across =EEEE [EEEE
(@ Across, then Down EEEE [ZEEE]

[ oK J [ Cancel ]

e Close the dialog box.

e Within the Print Preview Tab, in the Page Layout section click on the Page Setup
button.

@WH9-™~-|-
Print Preview

Print Size  Margins [T print Data Only

= ]

Portrait|Landscape Columng  Page Zaw
Setup -

Print Page Size Page Layout

This will display the Page Setup dialog.
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Page Setup

| Print Options || page | Columns |

Margins {millimeters)

Top: £.35
Bottom: g, 35
Left: £.35
Right: 6.35

[T]Print Data Only
Split Form

Print Form Only

Print Datasheet Only

[ ok

J l Cancel

You can adjust margins as required using this dialog box. Experiment.

Click on the Columns tab within the Page Setup dialog boxand you can also
experiment with setting column sizes.

Page Setup

(-2l

Print Options | Page CD|'-ImHS|

Grid Settings
MNumber of Columns:

Row Spacing:

Column Size
Width:  13cm
[ same as Detail
Caolumn Layout

Down, then Across

(@) Across, then Down

0.635cm

Height: g, 744cm

When you have finished experimenting close the dialog box.
Save any changes you have made and close Access.
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Reference: The Access 2010 Interface

Opening the Access 2010 program

e Opening Access 2010 installed on Windows XP, Windows Vista or Windows 7 will
visually look different, however the steps required to open Access are identical in
most versions of Windows systems.

NOTE: These instructions use Windows 7.

e Click on the Start button (bottom left of screen).
K

e Select All Programs.

Default Programs

»  AllPrograms Help and Support

| Search programs and files

e Scroll through the list until you locate the Microsoft Office folder button and click to
select.

e -
.. Microsoft Office |

—tozittaFirefo Control Panel

. Moailla Thunderbird

. Online Services Devices and Printers

.. Paint Shop Pro 5

J Recovery Manager B Default Programs

4  Back Help and Support

¢ Finallyclick on the Microsoft Access 2010 icon.
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[A| Microsoft Access 2010

e The Access program window will open as illustrated.

(&) = Mbicroseft Acoess PO
“ Mame  Crese  ExtemaiDats Database Tooh Q
d
Avzilable Templates Blank database
A} viome
|5 Open
(@] menarts. acesn 9 "J k
Etank Blank web Recent Semple  Mytemplates  New from
18] Retationstugs.scts detatiase distaba: ternplates templstes istiieg
[E] sorting Reccencace. Cffice cam Ternplates earth Office.com for fempimes +
[E] Semietang Recsran
-
Fncant Business
File Meme
Cissnbasel &
Help Cr\Users\Dieve’ Documents' Access 2010 Bemcr!
Ada-l
1] Options |
X et Creste

Opening a database within your samples folder

e The sample files for this course are stored in a folder called Access 2010 Basics,
which in turn is stored under the Documents folder. You will now open to a
database file called FHrst Look. To do this, click on the Open button, which you will
find under the FHle tab.

Home Create f

IB_] Reports.accdb
(3] Relationships.accdb
(&) sorting Recards.act...

LE_I_'] Searching Records....
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This will display the Open dialog box.

(A] Open (=
@uv 3 b Libraries » Documents » - | +y | | Search Documents 2 |
Organize = New folder == - [ '@'

> [&] Microsoft Access —  Documents library Arange by: Folder =
Includes: 2 locations
> W Favorites MName Date modified Type hi
423 Libraries £ | ) Access 2010 Basics | 14/04/2010 6:20 PM  File folder
03 Documents , Adobe 22/01/201011:24 ... File folder
A . / Bluetooth Exchange Folder 22/01/2010 3:41 PM  File folder
> (5] Pictures , Downloads 19/02/2010 213 PM  File folder E
> B Videos Il J KEEP 31/03/20101:24 PM  File folder
J microsoft 15/08/200912:58 ...  File folder
. NE Homegroup . My Call Graphs 1/02/2010 8:37 PM File folder
My Data Sources 24/03/20109:01 AM  File folder
418 Computer , OneMNote Notebooks 17/03/201011:04 ... File folder
o [ L o e O o = i
» & Local Disk (C:) = < | LLL} | *
File name: - ’Microsoft)'-\ccess VI
Tools = [ Open |vJ ’ Cancel ]

If necessary select the Documents folder within the left section and within the right
section of the window select the Access 2010 Basics folder. Double click on the
Access 2010 Basics folder to see the sample files.

+& Homegroup

M Computer

Eﬂ Filtering Forms

(] Filtering Records

(&) First Look

(&) Forms - Headers and Footers

[

13/04/2010 2:23 PM
6/07/2007 4:42 AM

31/03/2010 6:15 PM
13/04/2010 2:42 PM

& Local Disk (C) = ¢ | i

File name:

Tools

(A] open =l
@uv| , <« Documents » Access 2010 Basics » jol |
Organize « Mew folder = - [ .@.

@ Microsoft Access —  DOCUMe nts IIbrary Arrange by:  Folder *

Access 2010 Basics

- - -

B Favorites Mame Date modified Type |~

= | ibrari E | images 7/04/2010 4:38 PM File folder

o Libraries =
3 Documents Eﬂ Cheltenham Courses 7/04/2010 1:45 PM Microsoft Access
J_ Music Eﬂ Deleting a Table 12/04/2010 2:27 PM  Microsoft Access|
&) Pictures @J Exporting 12/04/2010 5:03 PM  Microsoft Access
E Videos 0 @J Filter & Sort 12/04/2010 8:08 PM  Microsoft Access

Microsoft Access
Microsoft Access
Microsoft Access

Microsoft Access

3

- ’ Microsoft Access

)

- [ Open |v]

| Cancel |

Double click on a file to open the file. You will see the database displayed.
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@ = = Exporting : Database {Access 2007) - Microsoft Access - = 5
QO torc | Creste  ExtemalDats  DatabaseTools > @
¥ cut | / ; £ ot A
43 Copy | ¥ g ¥ speliing . - B = =

X Delete =
o CHptoard e
| &ll Access Objects
Search., =
Tables &
1 Mext Weeks Courses

| Ready

Opening a table

e To open atable, such as Next Weeks Courses in the example illustrated, double
click on the table.

Al =9~ ™|
Haome Create External Data Data
5 # Cut 7 4 Ascend
~— 3 Copy i
o # Format Fainte R
Views Clipboard - Sort
All Access Objects = «
Search.. e
Tablas 2~
=1 MNext Weeks Courses

The Ribbon (Toolbar)

e Ifnecessary, click on the Home tab.

= R R R

Home Create External Data

J Available Ten

&

@ A
- | —
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You will see the Access ribbon displayed, as illustrated.

i ¥ First Look : Database (Seceis 207] - Micrssoll Access

Lentomer R |

The Ribbon has been designed to offer a standardized layout across all Microsoft
Office applications and help users quickly locate frequently used functions.

The Ribbon is designed to display the most appropriate tools / functions according to
the task at hand and each is divided into Groups. As you work with various objects
and views within Access, the Ribbon will change accordingly, displaying the options
considered most useable at that point.

Ribbon tabs

Ribbon tabs separate functions across different Ribbons according to the Object or
View you are working in. Undertaking different tasks within the database, i.e. editing
an object or switching between Datasheet/ Design views generally causes the
Ribbon tabs and consequently Ribbons to auto select or display additional options
(Contextual tabs). Ribbon tabs can also be selected manually, however only active
items will function.

Al =
Home Create External Data Database Tools
% Cut ]
33 Copy )
‘/
fiews Clipboard Sort & Filter
Groups

All functions are clustered into groups and set out across the Ribbon. Groups have
been designed to help identify tools quickly. An example is illustrated below. If you
look at the groups under the Home tab that are displayed on your screen you will
see the following groups displayed. In the example illustrated these include, Views,
Add & Delete, Properties, Formatting and Held Validation.
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E = - Datsbasel : Database (Sccess 30T) - Microsoft Access
“ Home Creade Exfrersal Dk Dratak Toal il Tatal
o oy Date & Time iy v -
bZ as 12 B So- fr - Frrg
TrwHo of -
Vi ¢ it ar

Dialog box launcher

e ADialog Boxlauncher is available in some groups and when clicked the Dialog Box
Launcher displays additional features within a dialog box. Currently this option may
be grayed out, as itis currently unavailable.

Home Create External Data
# cut |
23 Copy |

Views Clipboard
| E—
All Tables >l

Navigating - Quick keys (shortcut keys)

e Shortcut or quick keys provide an alternative means of navigating the Ribbon,
Ribbon tabs and Quick Access Tool Bar.
By pressing the ‘Alt’ once Office will display the shortcut characters associated with
the various Ribbon tabs or ‘Quick Access Toolbar functions.

File . .H-. e. Cregte External Data Database Tools
¥ cut }
23 Copy |
‘.-f
Views Clipboard Sort & Filter

e Having identified the number / letter, selecting it on the keyboard will activate the
functions or tab associated with the quick key. In certain circumstances, Quick key
characters continue to display until another Quick key s selected, the ‘Alt’ key is
pressed again or the ‘Esc’ keyis used.
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Navigating — Pointer keys & quick keys

e Pressing the ‘ALT once displays the shortcut letters associated with the various
Ribbon tabs or ‘Quick Access Toolbar functions. This operation also engages a
select zone and by using the ‘left’ and ‘right’ pointer keys, you will be able to
navigate through the Ribbon tabs. Use the ‘up’ pointer keyto jump to the Quick
Access Toolbar and use the ‘down’ pointer key to return to the Ribbon tabs again.

Contextual tabs

e Contextual tabs provide additional functionality and will only be displayed when
required. When working on tables for example, the Contextual tab Table Tools

appears to the right of the Ribbon tab.

@' = |= l l atabasel : Datab:
Home Create External Data Database Tools Fields Table
= B Ti = "
. 5.y Date & Time
b/ aB 12 B2 B ¢
...... == [ ves/No u

Wiew Text Mumber Currency
- i More Fields ~

Views Add & Delete Properties

Minimizing the Ribbon
e Nomallythe Ribbon will look something like this.

@' H = | | Databasze? : Database (Access 2007) - Microsoft Access
Home Create External Data Database Tools Fields Table
= - - a
Y £y Date & Time o
ng{’ AB ]2 =2 @ )(,1' |
— == [ Yes/No o =
View Text MNumber Currency e
- Fy More Fields ~ . $ % | %GO o0
Views Add & Delete Properties Formatting
All Access Objects v « | T Tablel
Search. Do 1D ~ | Click to Add  ~
Tables x ||* (New)
£ Tabler

e Double clicking on a Ribbon tab minimizes the Ribbon, offering a greater work area.
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@ = |= Database
Home Create External Data Database Tools Fields Table
All Access Objects ¥ « | 23 Tabler
Search.. ol 1D ~ | Click to Add  ~
Tables 2 ||* (New)
£ Table

e To make selections from a minimized ribbon, click on a ribbon tab. The ribbon
expands for you to make your selection, then minimizes again.

@ H = | | Databasze? : Database (Access 2007) - Microsoft Access
Home Create External Data Database Tools Fields Table
b{’ AB 12 -] [ED Date &Time ) }.. b] =
e == [ Ves/Mo oS -
View Text Number Curreney .. ~  Delete | _.  ——— Modify Madify Memo | _ = _
= i More Fields ~ b= $ % o G0 40
Views Add & Delete Properties Formatting
All Access Objects = « || = Tabier |
Search. Do 1D ~ | Click to Add  ~
Tables ~ || * (New)
£ Tabler

e Torestore the ribbon to a fixed state, double click on any of the ribbon tabs.

The File tab

e The File tab (new to Office 2010 products) provides many of the options previously
found under the Hle drop down menu in earlier versions of Microsoft Office, or under
the Microsoft Office button, within Access 2007.
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E]| = R R
Home Create B
H Save

Save Object As
(] save Database As

= Open

[ Close Database

(#] patabase2.accdb
%‘] Databasel.accdb
%‘] Exporting.accdb

@ First Look.accdb
Recent

New

Print

Share

Help

v Add-Ins -
] Options

XK Exit

Commands include:

Command Description

New Create a Blank Database or select a Template to work with
Open Open an existing database file

Save Save the open database

Print Print from Tables, Reports and other Objects

Close Closes the open database (not the Access application)
Exit Closes the database and quits Access

NOTE: The Save Object As command is used to save copies of Objects (Tables,
Forms, etc.) within the database, not the database itself. If you need to rename the
database filename or create a copy of the file, this needs to be done using other
methods.
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Microsoft Access Help

e As with all Microsoft applications, Help is always available. In the upper right-hand
corner of the application window, is a Help button.

= B E2

()

When clicked, it will open the Access Help window. Alternatively, pressing the F1
function key, normally located in the top row of the keyboard, will also activate the
help window.

) Access Help o B ER
)%t BMe | d
+ J Search -
3 —
=20ffice
products support images templates downloads

Getting started with Access 2010

Getting started with Access 2010

| ‘ﬂr"i Introduction to templates

Build a database to share on the Web
Create a desktop database

Browse Access 2010 support

m

Access basics Macros
Designing applications Queries
Expressions Tables
Forms Videos
see all 2
f i Get the behind-the-scenes story about -
All Access | | @) Connected to Office.com

e From the help window, you will be able to select and click on the topics listed or type
in a word or words into the Search box and have Access Help search the files for all
matching help topics.
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- B Search -

e As an example of using Help, type in the subject you need help with, such as tables
and then press the Enter key on the keyboard or click on the Search button.
) Access Help = [=] 431
=2 00% 8 GME R d
tables ~ B Search -
Microzoft Access Home A.
Search results for tables
Back  Mext A
Search two tables for unmatched records
Introduction to tables i
ARTICLE | When you use a database, you store your data in tables — subject-based lists that con...
Compare two tables and find only matching data
ARTICLE | Sometimes you may want to review records from one table only if there are correspond...
Guide to table relationships
ARTICLE | One of the goals of good database design is to remove data redundancy (duplicate da...
Create or modify a table's primary key
Combine the results of several select queries by using a unicn query
Create or modify tables or indexes by using a data-definition query
ARTICLE | You can create and modify tables, constraints, indexes and relationships by writing dat...
Database design basics
ARTICLE | A properly designed database provides you with access to up-to-date, accurate inform...
Create, edit or delete a relationship
ARTICLE | A relationship is a way to bring data from two different tables together. A relationship... ol
All Access | | & Connected to Office.com
e Then click on the links displayed to get detailed help.

Closing Access 2010

To close the Access program click on the Close icon at the top-right corner of the
program window. This icon contains asmall X shape.
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= B | E |

°
]

TIP: The keyboard shortcut for closing Access is Alt+H4.
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