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Introduction

A Microsoft Access database contains tables, queries, forms, reports, macros and modules. This
course deals with the first four types of object.

Tables  contain the data. The data could be about the studentsin a college, the booksin a
bookshop, the goods in a supermarket. Each different individual will have arecordin
the table. Each record contains fields. For example, a student record would include a
name field, an addressfield, a course field.

Queries ask questions about recordsin tables and also make overall changes to recordsin tables.

Forms  can be designed so that database users can enter and change information using an easy-
to-understand layout.

Reports  can be produced which organise and summarise information from the database.
Macros alow you to group Access commands and attach them to events.
Modules alow usersto program more complex database functions.

Like other Windows applications, Access has a number of ways of doing any one thing. The on-line
help for Accessis comprehensive and includes many useful examples.

Exercise 1

Follow the procedure below to launch Access and start a new database named School in the
folder My Documents

Starting Access and creating a new database
i) Launch Access. Amongst other choices, you can choose to start a new blank database, or open
an existing database. For now, you will be going through the process of creating a database
from scratch starting with a blank database.

ii) If thetask pane or dialog box is not showing, Filee=New Database

iii) Click Blank Database (Access 2000: Blank Access database and click OK; Access 97: Blank
database and click OK) to display the File New Database dialog box.
iv) Typethefile nameinto the File name box
v) If necessary move to the drive and folder where you want to keep the file
vi) Click Create and the Database window will be displayed
The Access window

Menu bar E Microsoft Access [_ O] x] Access 97 has
m‘g;:js File Edit VYiew Insert Tools Window Help Type a question for h.elp - ne|ther Page ObJ eCtS
ne B o BB Mgt @,
change V[ HB|ERYV| 2R~ |%-|&- 0| |<Sam- 0, nor the Groups
with object .
type and i® school : Database (Access 2000 file f . section. AI&), the
view Open T4 Design hNew | * | 5 Obj eCtS |ISt IS
oviocs | @ ERPIITINNGIIT | i arranged
_ Create table by using wizard i H
Tabl
e S Create table by entering d.. ‘ horlzontal Iy
2l Queries
Forms -
New object
LI shortcuts
Pages (not in
Macros Access 97)
Modules
Status bar Groups
Tells you 3 Favorites Database
what is window
happening

1 O v Y

The Database window is the starting point for most of the work that you will do in setting up and
interrogating a database.

Access Intro.doc, 06/11/2006 12:53 PM, di 1



Setting up atable

Designing a new table

Exercise 2

Thisisthefirst stage in setting up a database for a language school. Follow the steps below to
design a table which contains the following fields in the order shown:

Student No Lastname Firstname Town Age Female Subjectl Subject2 Start date

Make sure that you choose the appropriate data type for each field. If you would prefer not to
decide these yourself at this point, read the Hint on page 24

i) Inthe Database window, click Tables New Table 2] x|
then click ‘&3 New to display the New e
Table dialog box, shown on the right W Design visw
-—-g Tahle Wizard
Irmport Table
) ) Link Table
Create a new table in Design
yiEn,
ii) Select Design View and click OK to
display a Table design form in the upper
pane of a new window, shown below ok || cancel
Students : Table =10] x|
’ Field Name | Data Type | Description [« Click this
Sh'gr\lves You _f;l.s,lfir;tm rio ﬁg;r;ber —II | arrow to get
N Iy —| a choice of
which field | |First name Text data types
you are in | |Town Text
s
| |Female ]
Move around \
here using the P General | Lookup | Date/Tirne Press F6 to
. . Currency .
mouse or tab Field Size 50 P The data type switch
and arrow Format s /Mo <1 —dstermines | between the
keys Inpuit Mask OLE Chiert the kind of —~ upper and
Caption Hyper ik values tat lower half
Default Value Lookup Wizard. .. LISers Can
‘alidation Rule store in the
validation Text ﬂef';" hPrless Fi
Required Mo r el on
Allow Zera Length Mo data types.
Indexed Mo

T

he lower part of the new window isthe Field Properties pane. Thisway of looking at atableis

called Design view. Each row in the table design form corresponds to afield in the database record.

i) For each field that you want in the database record, do the following:

Type the name in the Field Name cell then press the tab key, i ,to gotothe Data Type

cell

Click | and choose the correct datatype fromthelist. Moreinformation on datatypesison
page 25

Once you have chosen a data type, press F6 and make any other selections or changes required
in the field properties. Press F6 to get back to the upper pane

Tab to the Description cell and typein text to help when datais being entered

When you have completed arow for each field in the table, you will have designed arecord. Thisis
the first step in creating a database using Access.
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Putting data into the table
Exercise 3

i)

Follow the steps below to prepare your table for data entry. When Access asks about
saving your table, give it the name Students. Answer No to a primary key.

i) Click or Views
Datasheet. Thisdialog
box is displayed:

i) Click Yes. The Save As
dialog box is displayed.

iii) Typein the nameyou
want to give the table
and click OK. The
dialog box to the right
will be displayed

iv) Click Nofor now. The
empty table will be
displayed in Datasheet
view:

v) Start entering records

See the next page for the table once the datais entered and for information on moving around and

selectingin atable.

ii) Put the following datainto the Students table. Y ou will have to break down the name
and address and subjects into parts to fit the table design.
No Name and town Age Female Subjects Start date
1003 Wesley Lewis, London 32 No Spanish, French 01/09/91
1100 Jorge Perez, Oxford 22 No French, Italian 01/01/92
1109 Sunita Ali, London 44 Yes German, Spanish 09/08/92
1193 Lorna Downs, Reading 52 Yes German 11/02/92
1298 Chris Betts, Oxford 25 No Spanish, French 23/02/92
1299 Jane Williams, London 68 Yes French, German 01/11/92
1314 Natalie Davis, Oxford 27 Yes German, ltalian 01/01/92
1346 Abdul Majid, Reading 44 No French 01/03/93
2105 Clare Nicol, London 17 Yes Spanish, Italian 02/11/92
Microsoft Access il

@ You must first save the table.

Do wouwant to sawve the table now?

Save As 2 x|

Table Marme:
|Students
Cancel |

Microsoft Access

& There is no primary key defined.

x|

Although a primary key isn't required, it's highly recommended. A table must hawve a
primary key foryou to define a relationship between this tabile and other tables in the

database.
Do wouwant to create a primary key now?

Mo | Cancel |

B Students : Table [ _ O] x|
Student Mo | Last name | First name | Town | Age|Fema
4 @ 0

Record: 4] 4 | 1 [ ei]e|of 1 i

Thefirst column can contain the following markers:

marks the record currently being entered but not yet saved

is the next new record marker
EI marks the current record
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Click here to | [EEEEULEESRECE : - o] x| Field Selectors.

selectthe | I=[student No [ Last name |First name| Town [Age[Femz~f Click here to
whole table 1003 Lewis Wesley  London 32 O select column
- 1100 Perez Jorge Oxford 22 O] ——
Row Selectors.| || 1109 Al Sunita London = 44 N&‘J’t'?oarf'son
Click one to | 1193 Downs Lorna Reading 52 Click to
select = LL_+—| move from

K

-

_Sell 1298 Betts Chris Oxford 25
(highlightya | ] 1299 Williams 5 - record to
row Record: 14 10 b | »1[p5Fof 10 | y: record

Things you can do with tables

Exercise 4

Use the techniques below to:

i) Change the subjects being studied by Jane Williams to Italian and Spanish
ii) Add German to the subjects of Abdul Majid

iii) Chris Betts has left the school. Remove his record

iv) Close and save the Students table

v) Make acopy of the Students table and name it Copy of Students

Moving around a table

Y ou can move around atable using any of the following methods:

e Click with the mouse in the cell

¢ Click anavigation button

e Usethe arrow keys on their own or with Ctrl pressed

o Pressthetab key

e Pressthe Enter key to complete the current record and start a new one

Selecting cell contents

Editing data

To select Do this

Wholetable  Click on the blank button at the top left of the table
A wholerow Move the mouse to the row selector. It changesto =. Click once.
A wholecell  Click the mouse in the cell selector. Thisisthe area at the left of the cell where the

mouse changesto o p.
A word Double-click it.
To Do this
Replace aword Select the word and type its replacement
Replace cell contents Select the cdll and type its replacement
Insert characters Click an insertion point and type them

Deleting records or parts of records

Select what you want to delete and press the Delete key on the keyboard
Delete single characters using the Backspace or Delete key

Closing a table

To close atable, click its Close box, , or File# Close. Changes are automatically saved.

Copying a table

Do the following to make a copy of atablein case things go wrong:

i) Make sure the table is closed, then select it in the Database window
i) EditeCopy and Edite Paste

iii) Enter a suitable name as the Table Name in the Paste Table As box
iv) Click OK.
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Changing the table design
Exercise 5

Follow the steps below to add anew last field called Amount to pay and add the following

data to the students records that you have already entered:
Student Amount to pay Student

Amount to pay

Wesley Lewis £320.00 Jane Williams £653.00
Jorge Perez  £325.00 Natalie Davis £221.00
Sunita Ali £432.00 Abdul Majid  £0.00
Lorna Downs £216.00 Clare Nicol £39.00

In the Database window, select the table you want to change and click the i Design button. If the
table is already open in Datasheet view, click to switch to Design view.
Y ou can change the table design by adding and removing fields.

Y ou can change field names and properties including data type and length. Be careful how you do

this. If you make the field length shorter than the dataiin it, the excess will be lost. Accesswill tell

you if thisis a possibility
Changing the order of fields
Exercise 6

Follow the steps below to move the First name field so that it comes just before the L ast
name field

First switch to Design view, then:

1. move the mouse to the row
selector, where it changes to =+

3. hold down the left button The
mouse changes to
aes ol

2. click once. The row is
selected. Mouse changes to %

Field Mame | Data Type Field Name | Data Type Field Name | Data Type
Student No Murnber Student No Murmber Student No Mumber
| |Lastname Text Last name Text Last name Text
| = |First name Text 4 |Fir:5:t narme ' i e
Totw Text

4. drag so that thick black line is 5. Release the button. The row is

above the row to move before moved
Field Name | Data Type Field Mame | Data Type
Student Mo Mumber Student Mo Mumber
Text kP |First name
ast name Text
T Text

Changing the appearance of a table
Y ou can adjust field widths in datasheet view to get the best size for the data:

1. Place the mouse over the 3. Release button

line between field headers

2. Drag to new position

First nanie | Last name
Jan Lewis
Joe Jones

First name L ast name
Jon Lewis
Joe Jones

1| First namy L ast name
3 Jon Lewis
0 Joe Jones

Y ou can also use selections on the Format menu to change the font, row height and other
attributes to suit your requirements.
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Adding records to a table
In datasheet view, move to the next new record (marked ) and start entering new ones.

Exercise 7

Add the following record to the Students table:

No Name and address Age Subjects Start date To pay
1441 Helen Dennis, London 43 Spanish, Italian 01/09/94 £217

Moving a table column
Exercise 8

i) Follow the steps below to move the Student No. field so that it isthe last field in
Datasheet view

ii) Copy the table again so that you have a spare

Switch to Datasheet view if necessary. Then:

1. Move the mouse to the 2. Click once to select the column. 3. Hold down the left button.

column selector. The mouse
The mouse changes to The mouse changes to
changes to# 9 l% 9 %ﬁ

A | B4 C ] A C ] A
IREEG LHE) cl » [al
¥ |a2 b2 2 | |=2 c2 | |a2

4. Drag until the thick black is 5. Release the button
where you want to move

AN c Al C
IEN- EN bk P [al
L e a? 2
e "

NOTE: Moving a column in this way does not change the order of the fields in the table itself

Printing a table

Exercise 9
i) Enter your name as the last student name in the table

ii) Follow the steps below to print the table and then close it

i) With the table in Datasheet view, File#Print Preview or click L&,

ii) Check that the layout is satisfactory. Y ou can click the page display with @ to zoom in and
see more detail if necessary.
iii) To changethe layout, File® Page Setup... to make the following adjustments:
e to change the position of text, change the margins
e to print so that width is greater than height, choose Orientation L andscape on the Page tab
iv) To return to Datasheet view without printing, click Close

v) When the layout is satisfactory, click .

Exercise 10 (OPTIONAL)

Switch to Design view and adjust the Field Size property of al the fields so that they are
just the right length for the values that you expect them to contain. For help, see the Hint
on page 10.
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Queries

Designing a select query
A select query chooses and displays data according to rules (criteria) that you decide.

i)

i)

Exercise 11

i) Follow the procedures below to:

ii) Create anew query based on the Students table
iii) Put Student No, First Name, Last Name and Age on the QBE grid
iv) Delete Student No from the QBE grid

In the Database window, click Queries, then
click & New to display the New Query dialog

box:

New Query

Create a new guery without
using a wizard.

Crosstab Query Wizard
Find Duplicates Query \Wizard
Find Unmatched Query Wizard

=]

Cancel |

Select Design View and click OK to display the
Show Table dialog box (see right)

Select the table that you want to query, click Add,
then click Close. The Query design window will
now be displayed as below
In the Query By - < H Queny! - Select Query Drag hames of
Field List ) . .
Example (QBE) tite bar |5 fields to include in
grid, put al the tudents the result of query
. Field to this row
field names you selector
want to see when This is the
the query isrun, as Field List of / This is the Show
well as any others the added box. Ifitis
table cleared then the
that you wart to use HE field will not show
to Select I’ecordS k When the query
from the teble. oo el [Suden o B 4 IS run
Takle: |Students
Set_the_ rules _ part of the Sort :
(Criteria) by which window is " Shaw: O In this row, put
records are the QBE Criteria: — | rules for
; or. selecting records
selected. grid 1

Show Table

Tahles Quer\esl BDthl

x|

add

Cloze

To add asinglefield to the grid, either drag it from the field list to the grid or double-click it.

To transfer all fields so that all show on the grid individually, double-click the field list title bar
and then drag one of the fields to the QBE grid.

To deleteasinglefield click on its Field selector (see diagram) and press Delete on the

keyboard

To delete more than one field at once, drag through their selectors then press Delete.
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Criteria

Examples of criteria

Exercise 12
Follow the procedures below to:

i) Set Criteriato select records whose Age is greater than 25
i) Run the query, check the results and then close it, saving it as Over 25
iii) Create, run and check aquery to list al those whose age is 44 or less.

The Zoom box
If you are typing a long expression into a cell anywhere in Access, Shift+F2 will open the Zoom box
and give you much more space to work in

When you have added al the fields you want, you have to set the criteria. Criteria are the rules by
which records are sel ected.

Criteria are expressions built from operators and values. Some operators are:

< Lessthan > Greater than = Equalto

<= Less than or equal to >=  Greater than or equal to <> Not equal to
Like String comparison (a string is any combination of letters, numbers etc)
Between...And Determines whether a value lies within a specified range of values
In Determines whether a value is equal to any of the values in a list

If you don't include an operator, Access assumes you mean equals (=).

e.g. 25 in the Criteriafor Age selects records (when the query isrun) of students whose Ageis 25,
>25 selects students over 25 and <25 selects students under 25.

After you type an expression and move out of the cell or press 1, Accesstranslates it and displays
the expression using its preferred format.

If you type Access turns it into Which would match

London "London" London

London or Dublin "London" Or "Dublin" London or Dublin

2/2/92 =H#2/2/92# 2-Feb-1992

between 5-Aug-92 Between #5/8/92# And | no earlier than 5-Aug-92 and no later than
and 10-Aug-92 #10/8/92# 10-Aug-92

in(Canada,UK) In ("Canada", "UK") Canada or the United Kingdom

not USA Not "USA" countries other than the USA

*TT* Like "™*TT*" names which have TT in them

*Imports Like "*Imports" names which end with "Imports"

Some special criteria expressions and values

To enter acriterion containing a comma, you must put it between double quotes.
€.g. German, Spanish will give a Syntax Error but "German, Spanish" will be accepted.

To match a character string which may have other characters around it, use * which stands for any
number of characters.

e.g. *AB* will match any of STAB, ABLE, STABLE, CAPABLE €tc.
To match any single character, use ?. e.g H?LL will match HILL, HALL, HELL.
Null matches an empty field.  “” matches ablank field.

Entering criteria

i) Click onthe Criteria cell for the field for which you want to set a criterion

ii) Enter the criteria expression

Running a query

Once you have designed the query, click the Run button, III on the Toolbar.

Printing the result of a query

Print the results of a query exactly the same way you print atable. See page 6
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Selecting records using more than one criterion

Setting criteria for more than one field
Just set the Criteria you want for each field

Exercise 13
i) Create and run aquery to select all males over 35 and display all their fields

ii) Closeit and saveit as Males Over 35

Setting alternative criteria for one field
Put the second criterion in the cell immediately below the first criterion, the third below that, and so
on

Exercise 14

i) Create and run aquery to display just the names and address for all students who areto
pay less than £100 or more than £300

ii) Closeit and saveit as <100 or >300

How criteria combine on the QBE grid
All criteriain the same Criteriarow must be true for arecord to be selected.

If you want criteriato be aternatives, place them on different rows. For example,

This will This will select

Female Start date fa Fermale Star date A
select only records of females
females | <] | = and also anyone
who started as #O1/01/928 | Yes (male or female)
on 1/1/92 #01/07/92# started on 1/1/92
Exercise 15

i) Create and run a query to select all males over 35 and anyone who is to pay less than
£200 and display all their fields

ii) Closeit and saveit as Males < 200

Combining rules using logical operators
Y ou can also use logical operatorsto combine expressions in criteria. The logical operators are
AND, OR and NOT.

X AND Y meansthat both X and Y must be true
X OR'Y meansthat either X or Y or both can be true
NOT X meansthat X must be not true
Examples:
< 1/1/93 OR >31/12/94 will select dates before Jan 1993 and after Dec 1994
NOT London will select all towns other than London
>=20 AND <=30 will select any number between 20 and 30

Exercise 16

i) Create and run a query to select anyone who started before January 1992 or after
December 1992 and show al their fields. Save it as Not 1992

ii) Create and run a query to select anyone studying either German on its own or Spanish
and Italian together and show all their fields (you will need to use one of the special
criteriathat are documented on page 8). Save it as German or Spanish and Italian
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Sorting the records in a query
Exercise 17

Follow the procedures below to :
i) Producealist of al recordsin ascending order of Last Name

ii) Sort and display in descending order of Amount to pay the records of students who
have more than £200 to pay

iii) Close the Students database

First of all, an example:
The following are in ascending order: Abu, Bill, Gina, Ravi, Wes
The following are in descending order: Zino, Nina, Fred, Dana

Data can be sorted in either ascending (A-Z, 0-9) or descending order (Z-A, 9-0). The results of a
guery can be sorted according to the values in one or more fields:

i)  Click inthe Sort cell for afield you want to sort on

i) Click |

iii) Choose Ascending or Descending from the drop-down list
iv) Repeat (i)-(iii) for further sort fields

If you change your mind about sorting on afield, select (not sorted) from the drop-down list.

If you sort on more than one field, Access sortsfirst on the field which is nearest the |eft edge of the
QBE grid, then on the next sort field to the right and so on.

A well-known example of alist which is sorted on multiple fieldsis the telephone directory. The
residential directory is sorted first on Last name, then on Initials, then on Address.

Sorting all the records in a table
Thisisa quick way to sort atable.

i) Click anwhere in the column containing the field that you want to sort on.

A
ii) Click | 2£¥to sort in ascending order or click [ .4*] to sort in descending order.

Note that the table stays sorted only while it is open in datasheet view. If you closeit or switch to
Design view, it revertstoits original order.

Example

To sort on Last name, | [Student No|First name tastrame | Street address | Town |A

so that Allen is first and 1003 Jon Lewis 34 Band Road Landan
Williams is last, click 1100 Joe Janes 1 High St Cixford

; 1109 Liz Ewang 35 Old Flace Landan
anywhere in the markedi—_ 1193 Loma Daownsg 9 Stowe Road Feading

1298 R Betts 43 Battle Street Oiford

2y
area, then click |22

AT

1299 Jane Williams 56 Long Awenue  London

1314 Matalie Dawis 1 Trent Street Oifard

1346 Jed Allen 78 Frith Road Feading

2105 Clare Mical 33 Astor Place London

u] «Jrecardfz of 8 D] (€]
HINT Suggested field sizes:

Student No Integer Age Byte
Last name 20 First name 15
Subject1/2 30 Town 15
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Designing a form

Exercise 18
i) Create atable containing the following eight fields. Assign suitable field types.

staffno
|astname
firstname
female
department
job title
saary

start date

ii) Close the table and name it Staff Records.
iii) Now follow the steps on this page and the next to get the Form Wizardsto create a

form based on this table
i) ClickBE Forms inthe Database window and then click 5 New to get the New Form dialog
box:
New Form ilil

Design View

+
+
R
P
woers P

AutoForm: Columnar
AutoForm: Tabular

This wizard automatically
creates your form, based on
the fields you select,

Choose the table or query
where the object’s data comes
fram:

AutoForm: Datashest
Chart Wizard
PivotTable Wizard

@34 I

[8E=TaT=]]

ii) Select Form Wizard and open the drop-down list and select the table or query to base the form

on. Then click OK to display:

Form Wizard

Tables/Queries:
ITabIe: Staff Records j

Avwailable Fields:

Which fields do youwant on vour form?

Selected Fields:

: S jlu}
lastname
firstnarne
female
department
jobtitle
salany
start date

¥

[All-] o]l

(54

“r'ou can choose from more than one tahle or query.

Cancel |

< Back I Mext» I

Finish

iii) Select the fields you want on the form by clicking the button to place all the fields on the

form at once or click [ > |to put one at atime.

iv) When done, click Next to display the next step:
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Form Wizard

What layout would vou like foryaur form?

© Tahular

 Datasheet

© Justified

Cancel | < Back I Mext » I Finish

v) Choose the layout that you want and click Next to display:
Form Wizard

What style would you like?

Clouds
Calarful 1
Colorul 2
Dusk
Ewvergreen
Flax
Intermational
Fattern

Label IData

Cancel | < Back I Mext» I Finish

vi) Choose the form style you want and click Next to display:

Form Wizard

What title do vou want foryour farm?

Dawe's Staff Records

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

Do wouwant to open the form or modify the form's design?

© Qpenthe form to view or enter information.

& Modify the form's design.

™ Display Help onwarking with the form?

Cancel | < Back | Mext » | Finish |

vii) Set the name of the form and choose whether to open it in data entry view or in design view to
refine its design. Y ou can also get Access display help on working with the form.

viii) Click Finish and the form will now open. If you now need to switch between Form view and

Design view, click the View button which is on the |eft of the toolbar.

Access Intro.doc, 06/11/2006 12:53 PM, di 12



Changing the design of a form
Exercise 19

i) Following this exercise, there are details on how to carry out various actionsin form
redesign. In this exercise and the following exercise, you will redesign the Staff form
so that itisasimilar to the following:

B8 Dave's Staff Records A
Dave's Staff Records
4 staffno I i department I
lastname I jobititle I
firstname | salary | £0.00
temale O start clate |
Record: | | & [ [Mrs]afs y

ii) Change the size of the controls so that they are the best size for the data they are to
contain. Switch between Design and Form view to check this. Y ou may want to take
another look at this exercise once all the data has been entered

i) If theformisalready open inform or datasheet view, either View® Form Design or click the

Iy
Design button, , on the main Toolbar.
If the form is not open, select it in the Database Window and click s Design.

Click E_g‘l at any timeif you want to switch to Form View.

ii) [ #FormHeader + Y ou can select a control or itslabel by clicking
adecil] it. In the form on the l&ft, the staffno control is

Tstaﬁnu !Ftaﬁn % : selected.

Jlmstneme lestname When the cursor is -, on the control or |abel
firstname |[firstname border, you can drag a control and its |abel
ftemale I around. When it is -+, on alarge handle, you
[Gepanment |[Feparment can drag a control and its label separately

fjoh title [ioho titie When the cursor is a double-headed arrow ("
etc), on asmall handle, you can drag to resize
acontrol or label

|5alary ||Salary

|star1 date ||Start date

# Form Footer

When text controls are selected, the toolbar makes formatting tools available:

Use MsSansSerif = gnd = to change the font and size

Uuse B £ W toset/clear bold and italic

UseE

to set alignment
If you click in the control when the cursor is an |-beam, the contents become selected and can
be edited
To deselect the contents so that you can resize, move or format a control, click on ablank area
of theform

To change the height of a section, move the mouse onto the section boundary, where the pointer
changes to 3, and drag up or down
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iii) Tomovea
block of
controls,
you can
select them
dragging a
rectangle
around them
with the
mouse. This
iscaled
marqueeing:

iv) All the
selected
controls can
now be
dragged
somewhere
eseasa

group:

v) Youcan
change the
size of the
form by
dragging the
border
between the
Footer and
the Detail
sections.

# Detail

| staffno: | |staﬁn0

| Iﬁstnﬁmet| |Iastname

| firstname: | |firstn arne

female:| K

[ depadgment] [deparment

[job title:] [jEt-title

[ salary]| [salary

|slart date:| |start date |

All the marqueed controls are selected:

# Detail

| staffno: | |staﬂn0 |

| Iastname:| |Iastname |

| firstname: | |firstn arne |

4
fdepaitmentlfﬁepanment

=1z
Fiob e o e

¥ Detail

# Form Footer 25
# Form Footer
[staffno:] [stafno Edepanmenlﬂﬁepanmgnl o
[tastname:] [lasiname | Ejub |||Ieﬂubmle
‘ lilstname:l ‘hrs\name ‘ E sa| aryﬁgalary E

¥ Form Footer

# Detail

[staffno:] [staffno

[ department:] [depantment

| Iastname:| |Iastname

[ job title:] fjioktitle

|firstname:| |firstname

| salﬂry:| |sa|ary

fomote] ¥

|start dﬂte:| |start date |

[¥ Form Footer

Y ou can also drag the vertical boundary line on the right.

Adding a new control to a form

Exercise 20

i) Change the height of the form header to 1cm (0.4in)

Follow the procedures below and on the next page to:

iii) Format the label in alarger font, coloured if you wish

v) Place apicture of your choice onto the form

ii) Add alabel saying Name Staff Records, where Name is your name

iv) Change the background colour of the main part of the form to light blue

i) InForm Design view, display the toolbox (View® Toolbox if necessary) and select the Label

tool, Aa

ii) Drag arectanglein the Form Header area

iii) Typethetext you want into the rectangle and format it appropriately

Changing the background colour on a form
In Form Design view, select the item that you want to colour, click arrow on the Fill/Back Color

tool,

¥, and select the colour you want.
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Importing an image onto a form
i) InForm Design view, Insert®Picture

ii) Select the picture you want and click OK, then resize and move it as required

Changing the size of a picture

Change the size by dragging a handle. The manner in which the size changes depends upon the Size
Mode property of the picture. To change this, right-click the picture and choose Properties. Then,
on the Format tab, select the mode required from the Size Mode drop-down list. Zoom would be the
most sensible choice in most cases as it displays the whole picture in the correct proportions.

Using a form to enter and change data
Exercise 21

Follow the procedures below to:

i) Usetheform to enter your own name and gender into the table and copy the other field
contents from the following record:

staffno department job title salary start date
9200 Northern Europe Lecturer £17,000.00 01/06/88
ii) With just thisdatain the form, use Print on the File menu to print a copy of it.

NOTE: It is better not to print aform once more than one data record has been entered because
all records would be printed, although you could choose to print just 1 page

iii) Now use the form to enter the following records:

staffno name female department job title salary start date
9001 Angela Watson True Northern Europe Lecturer £19,000 01/01/88
9002 James Tucker False  Northern Europe Administrator £12,000 02/02/89
9003 Daphne Alto True Northern Europe Lecturer £13,000 01/06/90
9004 Deidre Piper True Southern Europe Administrator £18,000 04/04/80
9005 Simon Byron False  Southern Europe Lecturer £9,500 11/10/82
9006 Eleanor Hope  True Asia Lecturer £10,500 12/02/90

Check the records carefully for errors and amend them if necessary.

Moving from field to field in a form
Use the tab or Return key to move forward and Shift+tab to move backwards through the fields.
When you reach the last field, tab or Return will take you to the next new record.

Alternatively, you can click in afield with the mouse.
Moving through records in a form
Click E to move to the first record and El to move to the end of the data.

Click le and ITI to move back and forward one record at time.

To replace data, tab to it and overtypeit. To cancel changesto arecord while you are still init,
Edite=Undo.

Click to start a new record.
Deleting arecord in a form
Click the record selector bar, | |, and press the Delete key

Using datasheet view

If youwould prefer to seetherecordsin aview similar to atable, click to switch to Datasheet

view. To switch back to Form view, click [.=EZ
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Relationships

Exercise 22

ii) Enter the following valuesin that field

Wesley Lewis 9001
Sunita Al 9003
Jane Williams 9005
Abdul Majid 9005
Clare Nicol 9005

Close the table, saving your changes

Make the following changes to the Students table:
i) Addanew field named Tutor ID and set its Data Type to be number

Jorge Perez

Lorna Downs
Natalie Davis
Helen Dennis

9001
9003
9005
9003

Y ou now have two tables, Students and Staff, each containing afield (Tutor 1D and staffno
respectively) taking values from the same set of numbers. Y ou are now going to use those fields to
set the link, or relationship between the two tables. But, first you need to set a Primary key in the

Staff table.
Setting the primary key

The primary key is one or more fields whose value or values uniquely identify each recordin a
table. In arelationship, a primary key is used to refer to specific recordsin one table from another
table. Once you set a primary key for atable, Accesswill prevent any duplicate or Null values from
being entered in the primary key fields. This ensures that no two recordsin atable are identical .

Exercise 23

Follow the procedures below to:

i) Setstaffnointhe Staff table to be the Primary key
ii) Create arelationships between the two tables

To set afield to be the Primary key, select the field in Table Design view and click IT_}I . Repeat to

clear a primary key setting.
i) Display the Database window

ii) Tools=Relationshipsto display the
Relationships window

iii) If thelist of tablesis not already

displayed, click E'}EI , the Show Table

button, and add the tables you want to
relate (see page 7 (ii) and (iii) for details)
iv) Set arelationship by dragging afield

name from the main to the matching field
in the related table.

The dialog box on the right is displayed:

v) Click the check box to enforce referential
integrity. For more information press F1.

vi) Click the Cascade check box(es) if you
want to be able, for example, to delete a
staff record and al their student records
in one action or to change a staffno value
and automatically change the
corresponding student Tutor 1D values

vii) Click the Create button to create the
relationship.

=8 Relationships

[ |

Relationships

Table/Query: Related Table/Query:
Staff [Students
staffio =] Tutor 1D

21 x|

Cancel

Join Tvpe... |

—¥ Enfarce Referential Integrity:

[Tl Cascade Update Relatad Fields

[T Cascade Delete Related Records

Relationship Type:

One-To-Mary
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Thelink isindicated by ablueline. =8 Relationships o] x|

The 1 at the Staff end of the line joining the Students ﬂ
two tables and the ee at the Students end
represent the fact that every member of staff e
may have a number of students. The P
relationship is One-To-Many. Town

Age -]

om oy

viii) Close the Relationships window by Microsoft Access x|
CIICkI ng IXI The dlalog box on the right & Do wou want to sawe changes to the layout of 'Relationships'?
will be displayed

iX) Click Yesto save your changes

Mo | Cancel |

This relationship between the two tables is arelationship that existsin the real situation the datais
modelling. Thus there isin general more than one student to each member of staff.

Relationships tell Access as awhole how datais related between tables. By setting relationships
between tables, you can get Access to enforce referential integrity rules.

These rules make sure that relationships remain intact by preventing the addition of recordsto a
related table with no primary key, changing values or deleting records in a primary table which
would give orphansin arelated table. To define relationships, match the primary key fieldsin one
table with matching fields in the second table.

Querying linked tables
Y ou can query linked tables.

Exercise 24

Follow the procedure below to produce alist of staff and their students

i) Startanew query

i) Add Staff and Students tables to the Query window

iii) Place staff and student name fields on the QBE grid and add the Department field
iv) Run the query

Indexing tables

Anindex helps Access find and sort records faster. Access uses indexesin atable as you use an
index in abook: to find data, it looks up the location of the datain the index. Y ou can create
indexes based on asingle field or on multiple fields. Multiple-field indexes enable you to
distinguish between records in which the first field may have the same value. The primary key of a
table is automatically indexed. For more information on indexes, search Help.

Create a single-field index
Exercise 25

Follow the procedure below to index the Student No field in the Students table

i) Openthetablein Design view
ii) Inthe upper portion of the window, click the field that you want to create an index for

iii) Inthelower portion of the window, click the Indexed property box, and then select Yes
(Duplicates OK) or Yes (No Duplicates). Select the Y es (No Duplicates) option if you want
to ensure that no two records have the same datain thisfield
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Designing a report

Exercise 26

In this exercise, you will create a groups/totals report called Staff Report.

i) Includethe following fields: lasthame, firstname, department, salary

ii) Group on department, sort on lasthame and set Summary Option to Sum and check
the Calculate percent of total for sums box

iii) Put your name in the report heading

) clickB Reports inthe Database New Report
window and click & New to display the

New Report dialog box: \

AutoReport: Tabular

Chart \t/izard
This wizard automatically Label Wizard

creates your report, based
on the fields you select,

Choose the table or query ‘ j
where the object's data comes
frarm: Staff Re

K aNCe |

ii) Select Report Wizards and select the table or query to base the report on. Click OK to get:

Report Wizard

Which fields do vouwant on yvour report?
/ | “'ou can choose from more than one tahle or query.

Tables/Queries:

ITabIe: Staff Records j

Avwailable Fields: Selected Fields:
staffno lastname
fernale firstname

jobtitle . | department

Cancel | < Back I Mext» I Finish |

iii) Inthisbox, select the fields you want in the report and click Next to display the next step:

Report Wizard

Do you wantto add any grouping
levels? lastname, firsthame, departrment, salary

thame
department
salary

] L

Friarity

[+]

Grouping Dptions | Cancel | < Back I Mext » I Finish

iv) Select afield to group on and click > to display:
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Report Wizard

Do you wantto add any grouping
lewels? department

lastname

firsthame lastnare, firstname, salary

] [

Friarity

[+]

Grouping Options Cancel < Back I Mext » I Finish

v) Then click Next to get:

Report Wizard

YWhat sort order and surmmary information do you want for detail records?

“rou can sort records by up to four fields, in either
ascending or descending order,

firstname

salary

Summary Dptions ...

Cancel | < Back | Mext» | Finish

vi) Choosefields to sort on and click Summary Options... to display:
Summary Options
What summany values would yvou like calculated?

Field Sum Awvg Min Max Cancel |

salary O O O

Show
@ Detail and Surnmary
& Summary Only

¥ ‘Calculate percent of
total for sums

vii) Set the options you want and click OK. Then click Next to display the next step:
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Report Wizard

Haow would you like ta lay outyour repaort?

Mlayout — ] Crrientation
& Portrait
JOOCH 300000  Block  Landscape
© Qutline 1
frsc e el "
———  Qutline 2
00K HI000L e Align Left1
e 000 © Align Left2
WAXHKH KA
WAXHKH KA
WAXHKH KA
~ Adjust the field width so all fields

fiton a page.

Cancel | < Back I Mext » I Finish |

viii)  Make any changes you want to the overall ook of the report, then click Next to display:

Report Wizard

What style would you like?

Bold
Casual

Corporate
Farmal
Soft Gray

Title

Label from Detail

Cantrol from Detail

Cancel | < Back I Mext» I Finish

iX) Choose the style you want and click Next to display:

Report Wizard

Whattitle do vou want for your repart?

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

3 Do wouwant to preview the report or modify the repont’s
. design?

* Previewthe report,

 Modify the report's design.

™ Display Help onwarking with the report?

Cancel | < Back | Mext » | Finish |

X) Name the report, choose the view in which to open the report and click the Finish button.
Access will display the report.

The next page explainsthe various partsof areport.
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A sample report

This shows the relationship between the sections of the report as printed and in design view.

Dave's Staff Report < »

Dave's Staff Report

department lastname firstname  salary
Asia —= \ ¥ Page Header
Hope Eleanor £10,500.00 |depart:ment ||lastname | |f1rstname | | salar}r|
+
Summary for 'department’ = Asia (1 detail record) = I
department
Sum £10,500.00
Per cent 10.29% # Detail
lastnatme firstratne galaty
Northern Europe | | | | |
# departrment Footer
Alto Daphne £16,000.00 ="Gummary for " & "department' = ' & " " & [department] & " (" & Count(*) & " " & [T ount(*)=1," detail record"
Other Ann £17,000.00 Sum =Sum([salary
P t =
Tucker James £12,000.00 ereen =Sum([s:
# Page Footer
Watson Angela £19,000.00
=
Summary for ‘department’ = Northern Europe (4 detail records) |=N|:|w(j ! | ="Page " & [Page] & " of " & [Pagesi
Sum £64,000.00 # Report Footer
Per cent 62.75% Grand Total (=g [salary]) |

Southern Europe
Byron £9,500.00
Piper £18,000.00

Summary for ‘department’ = Southern Europge(2 detail records)

Sum £27,500.00

Per cent 26.96%

Grand Total £102,000.0C
06 November 1998 Pagelof 1
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Redesigning a report
Once the wizard has created areport, you can change it to look exactly as you want. From print

preview, click the Design button, E to get back to Design view.
Alternatively, from the Database Window, select the report and click 134 Design

¢ You can make changes to the layout of the report by dragging and resizing controls asin form
redesign

e You can delete controls by selecting them and pressing Del ete on the keyboard

e You can move section boundaries by dragging them up or down when the mouse is ¥

¢ You can remove the Page Header and Footer by doing View® Page Header/Footer

e You can remove the Report Header and Footer by doing View® Report Header /Footer

Add a field to a report
i) Openthereportin Design view

ii) Click E to display the field list:

lastnarne
firsthame
fermale
department
job title
salary

start date

iii) Dragthefield name from the field list onto the report at the desired location
iv) Make any required adjustments of position, size and format

Exercise 27

Modify the report as follows:

i) Move the page number so that it isin the centre of the page footer

i) Movefirstname so that it comes before lastname

iii) Move the datefield so that it is on the right of the report header

iv) Adjust the Detail section so that there is no extra space between detail lines

v) Delete thefield showing salary percentage and adjust the relevant section height
vi) Add the Job Title field to the report

vii) Check the layout in Print Preview

Export a report to Word/Rich Text Format
Thisisuseful if you want to do more detailed work on the layout of areport. Rich Text Format can
be read be any word processor.
i) Select the report in the Database window
ii) File=Export...
iii) Enter afile name
iv) Inthe Save as Typelist, select Rich Text Format
v) Click Export
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Filters

You can create afilter in atable, query, or form. Filters allow you to select records on a temporary
basis and are simpler to use than queries.

There are four methods you can use to filter records: Filter By Selection, Filter By Form, Filter For
Input, and Advanced Filter/Sort.

If you can easily find and select an instance of the value you want the filtered records to contain, use
Filter By Selection.

If you want to choose the values you're searching for from alist or if you want to specify multiple
criteria, use Filter By Form.

If thefocusisinafield in aform or datasheet and you just want to type in place the exact value
you're searching for or the expression whose result you want to use as your criteria, use Filter For
Input.

For complex filters, use Recor ds® Filter @ Advanced Filter/Sort. This command allows you to
create afilter in way that is almost identical to a select query.

This document covers the first three filter types applied to tables.

Exercise 28

Use the procedures below to:

i) Filter By Selection to display all students from London, then remove the filter
ii) Filter Excluding Selection to select all students who are not from London

iii) Filter By Form to select all those studying German as their first subject, then remove the
filter

iv) Filter For Input to select all students who owe more than £300, then remove the filter

Filter By Selection

i) Display thetablein datasheet view
ii) Selectall or part of the contents of afield:

# Students : Table

Student Mo | Tutor 1D ]| First name | Last name | Town | &ge | Fems
L 1003 9001 Wesley Lewis L ondon 320 O
| 1100 9001|Jorge Ferez Oxford oz O

1109 9003 Sunita Ali Londaon 44

iii) Click the Filter By Selection button, % to apply thefilter:

B Students : Table

Student Mo | Tutor ID | First name | Last name | Town | Age| Fema
’_ 1003 9001 Weslay Lewwis ondo 32 O
| 1109 9003 Sunita Ali London 44
| 1299 9005 Jane Wiliams London at3]
| 2108 9005 Clare Nicol London 17
1441 9003 Helen Lennis | ondon 43

Only those records which contain the selected data are displayed.

Removing a filter

Once you have applied afilter, ? becomes the Remove Filter button. Click it to remove the filter.

Filter Excluding Selection

Right click the selection and choose Filter Excluding Selection
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Filter By Form
i) Display thetablein datasheet view

ii) Click the Filter By Form button, . The table collapses to one line and the first cell displays a
drop-down arrow:

Bl Students: Filter by Form

Student No | Tutor ID | Last name | First name| Town |Age|Female Subjects Star

»

iii) Clear any valuesin fields that you do not want to set a criterion on. Click the field in which you
want to specify the criteria that records must meet to be included in the filtered set of records.
Enter your criteria by selecting the value you're searching for from the list in the field (if the list
includes field values), or by typing the value into the field:

B Students: Filter by Form

Student Mo | Tutor 1D ]| First name | Last name | Town | Age | Female| Subject 1| Subject 2
4 =

If you specify valuesin more than one field, the filter returns records only if they contain the same
values you specified in each of those fields

iv) Click the Apply Filter button, ATy
Notes on going further with Filter By Form

e Tofind recordsin which acheck box, toggle button, or option button is or is not selected, click
the check box or button until it's the way you want. To return it to aneutral position so that it
won't be used for filtering records, continue clicking the check box or button until it is grey.

e Tofind recordsin which aparticular field is empty or not empty, type Is Null or IsNot Null into
thefield

e Tofind records using a criteria expression, type the expression into the appropriate field or enter
one using the Expression Builder

e To specify alternative values that records can have to be included in the filters results, click the
Or tab at the bottom of the window, and enter more criteria

Filter For Input
i) Display the tablein datasheet view

ii) Right-click in the field you want to select upon, click in the Filter For box on the shortcut menu,
and type the criterion value. To specify more complex criteria, type the complete expression
using the appropriate combination of identifiers, operators, wildcard characters, and values to
produce the result you want.

iii) To apply the filter and close the shortcut menu, press . To apply the filter and keep the shortcut
menu displayed (so that you can specify additional criteriafor the field), press TAB. Enter new
criteria, and then press TAB again. Repeat until you have just the records you want.

HINT Suggested data types:
Student No Number Age Number
Last name Text Female Yes/No
First name Text Subjectl/2 Text
Start date Date Town Text

Access Intro.doc, 06/11/2006 12:53 PM, d lexton 24



Appendix A

Exporting a table to Excel

Importing a table from Excel

i) Inthe Database window, select the (closed) table
ii) File=Export...

iii) Inthe Save astype box, select the Microsoft Excel version that you want to export to

iv) If necessary, change the L ocation and File name

Click Export

i) File=Get External Data® Import...
ii) Selectthefiletoimport and click Import to start the Import Spreadsheet Wizard

iii) Follow the steps to import the table, making choices as required

Appendix B
Data types

Text (Default) Text or combinations of text and numbers, as well as humbers that don't
require calculations, such as phone numbers. Up to 255 characters.

Memo Up to 65,535 characters of text or combinations of text and numbers.

Number The Field Size can be:

Byte Stores numbers from 0 to 255 (no fractions).

Integer Stores numbers from —32,768 to 32,767 (no fractions).

Long Integer (Default) Stores numbers from —2,147,483,648 to 2,147,483,647 (no
fractions).

Single Stores numbers from —3.402823E38 to —1.401298E-45 for negative values
and from 1.401298E-45 to 3.402823E38 for positive values.

Double Stores numbers from —1.79769313486231E308 to —4.94065645841247E—
324 for negative values and from 1.79769313486231E308 to
4.94065645841247E-324 for positive values.

Date/Time Date and time values for the years 100 through 9999.

Currency Currency values and numeric data used in mathematical calculations involving data
with one to four decimal places. Accurate to 15 digits on the left side of the decimal
separator and to 4 digits on the right side.

AutoNumber | A unique sequential (incremented by 1) number or random number assigned by
Access whenever a new record is added to a table. AutoNumber fields can't be
updated.

Yes/No Yes and No values and fields that contain only one of two values (Yes/No,
True/False, or On/Off).

OLE Object An object (such as an Excel spreadsheet, a Word document, a graphic, a sound
file, or other binary data) up to 1 gigabyte in size linked to or embedded in a Access
table.

Hyperlink Text or combinations of text and numbers stored as text and used as a hyperlink
address.

Lookup Creates a field that allows you to choose a value from another table or from a list of

Wizard values by using a list box or combo box. Clicking this option starts the Lookup

Wizard, which creates a Lookup field. After you complete the wizard, Access sets
the data type based on the values selected in the wizard.
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