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Preface

The books in the Learning Made Simple series aim to do
exactly what it says on the cover - make learning simple.

A Learning Made Simple book:
¢ Is fully illustrated: with clearly labelled screenshots.

€ Is easy to read: with brief explanations, and clear
instructions.

¢ Is task-based: each short section concentrates on one
job at a time.

€ Builds knowledge: ideas and techniques are presented
in the right order so that your understanding builds
progressively as you work through the book.

@ s flexible: as each section is self-contained, if you
know it, you can skip it.

The books in the Learning Made Simple books series are
designed with learning in mind, and so do not directly follow
the structure of any specific syllabus - but they do cover the
content. This book covers Module 5 of the ECDL syllabus and
the Database aspects of New CLAIT. For details of how the
sections map against your syllabus, please go to the website:

http://www.madesimple.co.uk
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1 Getting started




What is a database?

A database is simply a collection of data, stored in an organ-
ised way. For example, it may be:

L 2 an address list
L 4 employee details
L 2 details about items in stock.

A simple database could be used to store the names and
addresses of those you send Christmas cards to, or details of
your CD collection. A more complex database could be used
to store the data that you need to run your company, e.g.
supplier, customer, stock and order details.

Database jargon

If you have never used a database before, you might not have
encountered some of the database terminology that we will
use in this book. Here are brief definitions of the terms you
will come across.

Table: All the data on one topic is stored in a table. A table
could contain details of the employees that work for your
company. In a simple database, you might have only one table.
More complex ones may consist of several tables.

Record: The data for a single item in a table is held in that
item’s record. Using the employee table example, each em-
ployee would have their own record within the employee table.

Field: A field is a piece of information within a record e.g. in
your employee table, things like surname, job title, date of
birth, or salary grade.

Field name: The label, or name, given to a field.

Primary key: A special field that will contain a unique piece
of information in each record e.g. StaffID.

Relationship: A relationship is used to link two tables through
a common field.

If you have never used a
database package before,
| suggest you read
through the next few
pages carefully. Database
concepts and jargon are
not difficult, but you need
to appreciate how a da-
tabase works and to
become familiar with some
of the jargon you will come
across. If you're already
familiar with databases,
move on to ‘Getting into
Access’ (page 12).




Join: The process of linking two tables is often referred to as
joining them.

Data definition: The process of defining, or describing, the
data to be stored. This will involve specifying the data type
(text, number, date), the field size, and how it is related to
other tables.

Data manipulation: This term describes any work done on
existing data within your tables. Sorting and extracting data
and producing reports from it would all be examples of data

manipulation.
Company database file
SUPPLIER CUSTOMER
TABLE TABLE
EMPLOYEE
TABLE
— — R =
Field names - N~
- N~ -
- - ~
- = —
EMPLOYEE TABLE
.—— | Firstname Surname Job Title Start Date | Salary Department
Jennifer Atkinson Sales Manager 10/06/82 | £29,000 | Sales
— | Andrew McPherson Programmer 24/10/92 | £16,450 | Computer
—— | Matthew Anderson Consultant 01/01/93 | £32,600 Insurance
Alison Duncanson Buyer 14/08/88 | £18,900 Purchasing
Records |

Fields



Access objects

There are seven different types of objects in Access - Tables,
Queries, Forms, Reports, Pages, Macros and Modules.

We will use four of these objects - Tables, Queries, Forms and
Reports - as we progress through this book.

Tables

Tables are used to store your data. You can enter and edit your
data in the table datasheet - which looks very similar to an
Excel worksheet.

Main purpose: Store, input and edit data

Queries

Queries are used to extract data from your tables. You might
want to extract data using a specific criterion, e.g. all staff that
work in a specific department.

Main purpose: Extract data

Forms

Forms are used for data entry and editing. They provide a
‘user friendly’ interface with your tables.

Main purpose: Input and edit data

Reports

Reports are used to display your data in a meaningful way,
ready for printing.

Main purpose: Extract data, lay data out ready for printing

So there are two objects that you can use to enter and edit your
data - tables and forms. The data is actually stored in the table.

And there are two objects that you can use to extract data from
your tables - queries and reports.

Tip

Learn to recognise these
tabs — they can speed up
your work.




When planning your data-
base, take a small sample
of the data to be stored
and examine it carefully.
Break the detail on each
item into small units for
sorting and searching. You
can then start to work out
what fields will be needed
to enable you to store all
the necessary data for
each item.

Preparing your data

The most important (and often difficult) stage in setting up
your database takes place away from the computer. Before
you set up a database you must work out how your data should
be organised. Ask yourself two key questions:

€  What do I want to store?
€  What information do I want to get out of my database?
NB: You must also work out your answers to these!!

Once you’ve decided what you are storing and what use you
intend to make of the data, you are ready to start designing
your database. Again, much of this can be done away from the
computer.

What fields do you need?

You must break the data down into the smallest units you
want to search or sort on. Each of these must be in a separate
field.

If you were setting up names, you would probably break the
name into three fields - Title, Firstname (or Initials) and
Surname. This way you can sort the file into Surname order,
or search for someone using the Firstname and Surname.

If you were storing addresses, you would probably want
separate fields for Town/city, Region and/or Country. You
can then sort your records into order on any of these fields, or
locate records by specifying appropriate search criteria. For
example, using Town/city and Country fields, you could
search for addresses in Perth (Town/city), Australia (Country)
rather than Perth (Town/city), Scotland (Country).

The number of lines in an address can vary considerably, e.g.
12 High Street, Edinburgh, EH22 (with one address line before
the town) vs. The Old Schoolhouse, East Lane, Cranshaws, Nr
Duns, Borders Region, TD10 (where you have three address
lines before the town).



When creating your tables set up enough fields to accommo-
date a full address (perhaps by using an Address 1, Address
2, and Address 3 field) before you get to the town, postcode
etc. When entering data into address fields the Address 1 field
should always be used, the Address 2 and Address 3 could be
used if necessary. Make sure you always enter the town,
postcode, county etc. into the same field in each record.

How big are the fields?

You must also decide how much space is required for each
field. The space you allocate must be long enough to accom-
modate the longest item that might go there. How long is the
longest surname you want to store? If in doubt, take a sample
of some typical names (McDonald, Peterson, MacKenzie,
Harvey-Jones?) and add a few more characters to the longest
one to be sure. An error in field size isn’t as serious as an error
in record structure as field sizes can be expanded without
existing data being affected.

It is very important that you spend time organising and
structuring your data before you start to computerise it - it’ll
save you a lot of time and frustration in the long run!

You can edit the structure of your table if necessary - but
hunting through existing data to update records is time
consuming, so it’s best to get it right to start with!

Take note 4@

You can epecify the size of
text and number fields.

Text fields can be up to
255 characters in length
(the default is 50). Num-
bers which are just used as
identifiers, e.g. codes or
telephone numbers, should
be stored in text fields.

Number fields should be
used for any numbers that
you may want to perform
calculations on. There are
several size options for
number fields (see Field
Size in the on-line Help).




I suggest you work through
the book, using the exam-
ple given, for practice.

Normalisation

When deciding on the tables required, you should consider
how best to group the fields to minimise the duplication of
data throughout the database - this is what is meant by the
process of normalisation.

For example, you may be setting up a database to record
details of items that you keep in stock and the suppliers that
you use.

You could record all this information in one table, with fields
for stock code, item description, cost, supplier name, supplier
address, supplier telephone number, contact name, etc. How-
ever, using one table may result in a lot of data duplication -
if you get 200 stock items from the same supplier, you would
need to add the supplier details into the record for each stock
item - that means that the supplier information would have to
be entered 200 times!!

The solution to this kind of problem is to normalise the data.
As aresult of normalisation, you end up organising your data
fields into a group of tables, that can be combined when and
as required.

In the stock example, you could create two tables. One could
hold details of the stock item, e.g. code, description, colour,
supplier code, etc. The other could hold all the supplier
information - supplier code, company name, contact name,
address, telephone number, etc.

The information on each supplier would be entered just once
- into the supplier table. In the stock table, the supplier would
be identified using the supplier code. The two tables could be
linked through the supplier code, so that the data from both
tables can be combined. So if you do have the same supplier
for 200 stock items, you only need to enter the supplier details
once!



There are several benefits to this approach:

*

*

Each set of details (supplier) is stored (and therefore
keyed in) only once.

The stock table will be considerably smaller in size than
it otherwise would have been.

Should any of the supplier details change (phone number/
address) you only have one record to update (in the
Supplier table).

If you wrongly identify a supplier in a record in the Stock
table, you have only one field to correct in each record
that contains the error, rather than several fields.

Take note

On page 10 we introduce a project (based around a bookshop)
that you can set up to help you learn how to use Access and
practise the features that are introduced in this book. In the
project the tables required and table structures have been
worked out for you.

The project has been kept simple, as it would be impractical in
a book of this size to discuss every table, form and report you
might need. Although desirable in a real database, a stock
control system to show how many copies are in stock and their
values, a form for pre-ordering, etc. have not been included.




Take note 4@

At beginner/intermediate
levelyou might not be asked
todesign a database your-
self — you will be given the
desigh to work with. How-
ever, an appreciation ofhow
the designwas reached can
be useful, so do take time
to read through this sec-
tion. If you are an
intermediate/advanced
user you will nearly always
need to be able to design
your owh database.

Take note 4@

In Chapter 2, you will be
given a database design to
set up for practice.

Primary key

Most records will have an identifier - a field that holds a
unique piece of information in each record in the table.

In a Staff table, each member of staff would have a different
StaffID, so the primary key would usually be the StaffID (or
Staff Number). The field that contains the staff name, or
department may hold the same information in several records
- there might be three employees called John Smith, or 20
employees working in the Sales department. But each one of
them would have their own, unique, StaffID.

In a table that stored details of company cars, the car registra-
tion field would be the primary key - each car would have a
different registration number. Your company might have
several BMWs as company cars, but each one would have its
own, unique, registration number.

Once a field has been set as the primary key you cannot enter
duplicate information into it - Access will not allow it.

Database design

Before you start to create a database on your computer, you
should take some time to design it. You need to work out what
fields you will need, and how you will group them into tables.
You will also want to identify the primary key in each table,
and decide how your tables will be related to each other.

We will use an example of a database that might be set up for
your local book store.



Book shop example

Let’s say that you wanted to create a database to store details
of the books in your book shop. You decide that you want to
store the following information on each book:

ISBN (a unigue number given to each book published)

Book Title Author name Price

Classification (fiction/non-fiction/science/travel etc)

Year published Publisher name Publisher address

Publisher contact

To maximise the sorting and searching capabilities of your
database, this list could be extended and broken down into the
following fields:

ISBN Book Title

Author Firstname Author Surname

Price Classification Year published

Publisher name Publisher contact person

Publisher address 1 Publisher address 2

Town Region Country

Postcode Telephone no. Email

You could put all of these fields in one table. However, this
would lead to a potentially inefficient database as you would
have to repeat the publisher details in each record for every
book that you bought from that publisher (perhaps resulting
in the same data being entered hundreds of times).

As we are really storing information on two different things
here - the book, and the publisher - we should set up two
tables - one for information on the book and one for informa-
tion on the publisher. When working with databases, the
things that you store information on (and usually end up
having a table for) are sometimes called entities.

The fields identified so far belong to the tables as follows:

10

These first few pages have
introduced you to some of
the jargon and theory that
are associated with data-
bases.

At this stage, don’t worry
if you can’t really under-
stand everything that you
have read — but come back
to this section and read it
again and again as you use
Access.

It's often easier to appre-
ciate the theory once you
have seen it in action!




Take note 4@‘

This example has resulted
intwo tables being required
to store the data effi-
ciently. Inmany databases,
you will find that it takes
several tables to give the
most efficient design.

Book table Publisher table

ISBN Name

Book Title Contact person
Author Firstname Address 1
Author Surname Address 2

Price Town

Classification Region
Year published Country
Postcode

Telephone number
Email

In the Book table, we would want to be able to identify which
company published the book - so we should add the Publisher
name field to the Book table - or, better still, a PublisherID
field. We should also add a PublisherID field to the Publisher
table. This field would be the primary key field in the Publisher
table - each publisher would have a unique ID. The ISBN would
be the primary key field in the Book table - each book would
have a unique ISBN. The tables would be linked through their
common field - the PublisherID field.

So our final database design would be:

Book table Publisher table
ISBN (primary key) PublisherlD (primary key)
Book Title Name
Author Firstname Contact person
Author Surname Address 1
Price Address 2
Classification Town
Year published Region
PublisherlD Country
Postcode

Telephone number
Email

We still have to finalise details of the data types and properties
of each field, but the basic design has been established.

11



Getting into Access Basic steps

It is assumed that Access is already installed on your compu- | B From the Taskbar
ter. If it isn’t, you must install it (or get someone else to install 1

it for you) before going any further. Click the Start button on

the Taskbar.
¢ If you are already working in another application, save

any files that you want to keep, close the application(s) 2 Point to Al Programs.
you are working in and return to the Desktop.

w

Point to Microsoft Office.
You're now ready to start using Access.
4 Click on Microsoft Office

You can start Access through the Start Menu on the Taskbar
Access 2003.

or from the Microsoft Office Shortcut Bar (if you have it
displayed).

(3 Point to Microsoft Office )

|I 1T emachines PowerDVD 3
£ : T Games 3
m ]_Th Hazard Perceplion Training Z003-2004  » (4 CIICk on ACCGSS )
A Internet i Inkerdctual 3
ACL
}"‘E’ Microsoft Honey
E-mail = )
AL m Microsoft Office ﬁ Microsoft Office Tools

‘[} Paint 4'.1‘.-’: Microsoft Waorks 4 Microsoft Office Access
i —

-

TTh Real @ Microsoft Office Excel 2003

| Microsoft Office wor
T Startup

— | Microsoft Office Pow(ll |k WRRAR
‘ﬂl 2003 Haad)

-

| 2] Microsoft office Outinok 2003

-

@ Microsoft Office PowerPoint 2003

= FTH WinZip b Microsoft Office Publisher 2003
XI Microsoft Office Excel ™

g Internet Explorer @ Microsoft Office Word 2003
.
Hinip 1? MSM Explarer

All Programs I -:‘ MM Messenger 6.0

B Fietecae Cnline
-

_:ZJ Qutlook Express

- I % X .
SRS IREN - remote assitance ( 2 Point to All Programs
N

(1 Click Start )
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Access, like other Office

applications, personalises
your menu and toolbars.
You can expand the menus
to reveal all commands.
After you select a com-
tand, or click a button on
the toolbar, it appears on
your personalised menu or
toolbar. Toolbars can share
space in a single row on the
screen, so you have more
room for your work.

Don’t panic if your toolbars
or menus are not exactly
the same as those in the
book!

Status bar

The Access screen

Close the File New Database dialog box (click Cancel), so that
you can view the Microsoft Access screen.

Looking at the Access screen, you can identify the standard
elements of any Window: the Title bar, Menu bar and Toolbar;
the Minimize, Maximize/Restore and Close buttons, and the
Status bar.

I suggest you Maximize the Access window. This way other
windows that may be open on your desktop won’t distract you.

Menu bar
Title bar

Maximize/Restore

Database
toolbar

Minimize Close

= BEX

Type a question for help =

1 SHfice Online

«  Cannect ta Micrasaft Office
Ornling

« Get the latest news about using
Access

= fAutomatically update this list
From the web

Mars i

I Search for:

L

ORE

Open
dbt
L'_-“j_ Mare...

] Create anewfile. .,

UM

Exiting Access

When you have completed your session in Access, you must
exit the package and return to the Windows environment
(don’t just switch off your PC!!). To exit, click the Close button
on the Title bar or open the File menu and choose Exit.

13



Help

When working in Access, there is always plenty of Help
available - the trick is being able to find it. There are several
ways to get Help - most very intuitive and easy to use.

Type a question for Help box

You can reach the Help system using the Type a question box
on the right of the menu bar.

Search Results v X
€18
1 . For additional and updated content,
Type your question search Microsoft Office Cnline,
g0 Learn more

20 results

1@ Create atable from another
table with a query

how ao I create a table - (@ About ereating a table (MDE)

-@I Create a join in a query

t_!' Office programs you can use
hertreate a table

I Create alookup colurnn
3 Pick a tOpiC @) Create an index
g Create a relationship between
tables

-@I Create a table (MDE)
(@ About bable relationships

(@ About bables

(8 Promote or demate a fisld,
table, o query “
Search i

| Offline Help v |
|hiows di T create a table a
1) Can't Find it?

Access Help task pane
The task pane is divided into three main areas:

¢  The Offline Help can be accessed from the Search for:
field and the Table of Contents option in the top area.

€  The Online Help can be accessed from the middle area.

L g Specific areas such as ‘What’s New’, ‘Contact Us’ and
‘Accessibility Help’ can be accessed from the See also
list at the bottom of the task pane.
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Basic steps

WN P =

or

Type a question
Type in your question.

Press [Enter].

Choose a topic from the

Search Results task
pane - click on it.

Display Help task pane

Click the Access Help

tool on the Standard

toolbar.

Press [F1].

;m:cess_Help b e L
@ 8| A
Assistance - |

Search for:
[ a

«4) Table of Contents

% Bffice Online

Connect to Microsoft Office
Orline

Get thie labest news about using
Access

Automatically update this lisk
from the web

3] Assistance

5@ Training
£ty Communities
Qj Downloads

See also i”

Sihat's Mew
Conkack Us
Accessibility Help

online Content Settings. ..




Basic steps Search for Help

Search You can also search another location in the Search options at
the bottom of the Search Results task pane, or try searching

1 Enter a keyword or )
for different keywords.

keywords in the Search

for: field at the top of the

Access Help task pane.
2 Press [Enter] or to You can brow.se through the Help available using the Table of
Contents option.

Table of Contents

display a list of topics in
the Search Results task

 Access Help v x
pane.
3 Click on the topic that P thi-biesk: corketty imn thisors Table: of Contents;
sounds most likely to ® teann
display the Help page ../Tsatta)rltSp(::d(;(:tr;:;nts ~
you want. \:ljzrr::;Eg and Working with Databases and Objects

(@) About Access databases

Browse 1) About designing a database
(@) Create an Access dakabase
1@ Improve performance of an Access database

4 Cl |Ck the Ta ble Of Con' 1@ Use the Performance Analyzer o optimize an Access database
. o Working with Access Files
tents option near the top

. Converting Access Databases
of the Help task pane.

You can adjust the

|| Database Objects

width of the Table & Tables
o Forms
5 click on a book in the of Contents pane "'jge"?“s
oo Quernes
Table of Contents list - it by dragging its left «/Data Arcess Pages
. ) 2 Working with Database Objects
will open to display other | edge - Controls and Charts
. . Viewing Dependency Information
bOOkS or tO p|CS. i« Checking For Errors in Forms and Reports

o orking in the Database Window
o Troubleshooting Databases

6 Open anOther bOOk’ or -2 Working with Data
click on a tOpIC to d|Sp|ay - Expressions

o Access Projects

its Hel 0] page. - Database Replication 2

i R

Take note

The Back i@}, Forward and Home ] icons at the top of
a task pane take you backwards and forwards through the

panes that you have used recently, or Home to the Getting
Started task pane that is displayed when you open Access.

15



Hot spots

On a Help page, some text may be blue. This indicates a Show All
‘hot spot’ that can display some information. The most _ - .
common types of hot spots are: @ Microsoft Office Access Help -~ BX

O e =&

¢  Bulleted item - displays a list of instructions

= Show Al

. . . About tabl MDB
¢ Embedded item - gives (usually in green) an expla- et e o
A table is a collection of data about a specific topic, such

nation Of the Word or phrase as products or suppliers. Using a separate table for each

topic means that wou store that data only once. This
results in a more efficient database and Fewer data-entry
errors,

&  Tip - suggested Help

P How data is organized in tables

In table Design view, vou can create an entire table From

L 4 Show All - expands or collapses all the hot spots on
the page. Zi:zttfnth t?arb?ec!d, delete, or customize the fields in an

1 2
E —
| Ficld Mame:

Data Type

I Ficld Propertics

Embedded item 3{_m_‘ Curiandy
Diccimal Places Auto
1L Input Mask’

1 If vou want to krack additional datain a table, add
more fields, IF an existing field name isn't descriptive
| enougivy+nu can rename the field.

2 Setting a field's data bype defines what kind of values
wou can enter in a field, For example, if vou want a field
to store numetical values that you can use in calculations,
set its data type to Number or Currency,

Bulleted item

2 You use a unique tag, called a primary key, to identify
each record in your table. A table's primary key is used ko
refer to related records in other tables,

4 Field properties are a set of characteristics that provide
additional control over how the data in a field is stored,
entered, or displayed, Which properties are available
depends on a field's data type.

W How ko relate bwo tables

I Table Datasheet view

Help page toolbar buttons

Tiles the windows and the Help page panel.

Undoes the tiling - and the button reverts to .

Takes you forward through the Help pages viewed.

Takes you back through the Help pages viewed.

Prints the Help page.
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On-line Help

Basic steps

1 Open the Help menu. If you cannot find the Help that you need in the normal Help
system, visit the Microsoft Office Online site for updated Help
files, answers to top support issues and frequently asked

questions on Access, tips and templates.

2 Choose Microsoft Office
Online.

3

Navigate your way
through the Help pages
until you find the infor-
mation required.

=0l x|
File  Edit View Favorites Tools Help | ":—' ‘
QB’aEk - u * iJ ,g ;', | 7 ! Search " Favarites @Media {Q | T g 1A ﬂ

Address |a‘g‘| http}joffice. microsoft. comjen-gb/F:01 085791 1033, aspx

v

Cla e :
_ 110ffice Online

Access

Home

Assistance

Training

Templates

Clip-Art and Media
Downloads

Office Marketplace
Microsoft Office System
Deployment Centre

experts!

Discover Access 2003
Pradurt infarmation

Pricing Information
Things To Do

Suggest new content

Trial wersion

Aecess and the Web
Get answers from other =
OFfice usars AcxessTip

Hold dowin the ALT key to drag a
toolbar or menu item without
displaying the Customise dialag
bo,

et our newsletter

e
-
i
| 1
!
Camment ar this web 1 E
page I =
Contact Us Mare. .. L
BROWSE ACCESS
2003 assistance

2002 assistance

searchi | Alacress2003  « |

Access commurity
MSOM Connection LK

¥ Ask the Access experts

Sometimes you just need a little help from your friends—
those who know a lok about Access. Get help From the
community of Microsoft users, as well as From recognised

Set up a parameter guery!

Take this training and create
parameter queries that prompt users
for input,

Access security warnings FAQ)
Learn more about Access security
warnings, decipher them and take
action,

Want to write expressions?

‘See how you can use the Expression
Builder toal ta help build expressions.,

Marketplace
Office Resource Kit

Take note

Other options for getting Help

You can get Help using the Office Assistant — choose
Show Office Assistant from the Help menu.

In a dialog box, click the Help button I, then click on the item
within the dialog box that you want to find out about — a brief
explanation of the item will be dieplayed

Help

Office Update
3 Check for Updates

Download today's clip

Product information

* Dowrload or order a trial

= Compare wversions (LIS}

+ About Office 2003 Editions
* How to buy

Quick links
* Protect your PC
* Calendars and planners

& Dffice demos

151 Third-party solutions *Ciatby Offits Lady
(L = Take a quiz
» Small Business e
| &
!7 /7 /7 Fé Internet i
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Exercises

18

1 Complete the following sentence, by filling in the gaps,
using the words
collection organised stored database
A isa of data, on
a computer in an , or structured, way.

2 A database can be used to store information on a number
of related, albeit different, things. For example, a student
database might contain information on the student
(name/address, etc.) and the courses (title/level/certificat-
ing body) that they could take.

What sort of object would be used to store the student
data in this example?
Record Field Table

3 The objects that you will learn to use in this book are listed

below. Match each object with its function.
Object Purpose
Report 1 A |Data Storage
Query 2 B [Data Entry
Table 3 C |Extract Data
Form 4 D |Print Data

4  Suggest which tables you might need to fulfil the following

database requirements:

The items of stock held in a shop and the contact details
of the suppliers of that stock.

A list of patients at a hospital and the consultant who is
responsible for them.

A list of the CDs held in a music store and details of the
music company they were bought from.



5 To display the Microsoft Office Access Help panel you
would click:

@ (b) ©E=pr o

6 Display the Help Table of Contents, and open the Startup
and Settings book. Go to the section on Get Started with
Access 2003.

Read the information on Using a database for the first
time, and Databases: What they are and how they work.

Alternatively, use the Search options to find out about
what a database is and how it works.

7 Using the Type a question for help box, locate information
on creating a database.

Read the section on Create a database without using a
Database wizard.

List the steps involved in creating a new database using
this method.

8 Use the Office Assistant to find out how to create a table in
Design view. List the things that you can do to a table
structure in this view.
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9 Which function key displays the Access Help panel?

10 Locate Help on working in a table in datasheet view using
the Access Help panel. Read the information that you find.

11 If you have Internet Access, go to Training on Microsoft
Office Online and explore any topic that interests you.

Tip

If you can’t find the Help that you need, click Can't
find it? at the bottom of the Search Results Task
FPane — Access will give you suggestions on how you
could make your search more successful.

20



2 Building a database




Creating a database

When you first start Microsoft Access the Access window is
displayed (see opposite), with the Getting Started task pane on
the right-hand side. From here you can open an existing file or

create a new one.
(4 Select the foIder)

Sawe in: ) Aocess @ -3 Q F L E e Tods

- IChapter 1

S '3 | ichapter 2
Iy Recent E'_] Book shop
Docurments

-

Deskkop

My Docurments

=1
-9
My Computer
5 File name: Christmas Card List e Create
My NEtWDrk L, . S . - —
Places Save as bypel | Microsoft Office Access Database v l Cancel

(5 Enter a name)
6 Click Create

)
“‘
Basic steps E‘, ﬂ

~N O

the Getting Started task
pane.

Click the New tool on
the Standard toolbar.

CIle | |2|_=J Blank database... |
on the New File task
pane.

Select the folder that you
wish to store your data-
base in.

Give your database a
name - ‘Christmas Card
List’ in this example.

Click [__ges= .

Your database window
will be displayed.

22

Objects (Create table in Design view
| 1 Tables |£|_=l Create kable by using wizard
B Diers | create table by entering data
E Forms
il Reports (7 The database window opens)
4 Pages
= Macros
Gt Modules
Groups
| %] Favorites



Basic steps

1 Start Access (if neces-

2

or

or

~N O

sary).

Select the file from the
Open list on the Getting
Started task pane.

Open the File menu and
choose the file from
those at the bottom.

Click on the

Getting Started task
pane or the Open tool

on the Standard
toolbar.

Locate the folder that
contains the database.

Select the database.

Click to open
it.

Opening a database

Recently used files can be opened from the Getting Started
task pane or the File menu. Older files must be opened
through the Open dialog box.

=13

Type-a question for help &

B Microsoft Access

Chrl+N

Chr+o
v x

¥

Eﬁafmﬂee Online

*  Connect bo Microsoft Office
Orling

*  Get the latest news about Using
Access

*  Automatically update this list
from the web

3 select the file Hore. .

File Search. ..

Web Page Preview

Page

o Print Previsw

Search For:

| print... bl '@

§ Brin | J
Serid To Example: "Prink more than one copy"
1 Book shop.mdb / F Open S

Christras Card List,mdb
2 At Book Shop

3dbi.mdb
44..\CHRISTMAS CARDS.MDB

/Ghrrstmas Card Lisk
dhl

! Exit CHRISTMAS CARDS
i | Mare..

reate a new file...

(41 Click More...)

Ready

(5 Locate the foIder)

Lookin: |_[,:| Acce
| Chapter 1
LD | Ecmee
Iy Recent | ~)Chapter 3
Documents @._\]BUOI‘: i
B (=8 Christmas Card List
Deskbop
6 select the database
My Cocuments
3 7 Click Open)
My Computer
3 File pame: | iy 0 ('i"
My Network, _ | d —
Places Files of bype: |Micrnsnft Office Access ¥ Cancel b
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Creating a table

Once you have created your database file, the next step is to
create your table(s). A table consists of:

L 4 The record structure - the field names, data types and
properties, and

L 4 The record data, e.g. publisher information

This database consists of ONE table only. The table will end
up containing a list of names and addresses - your Christmas
Card list.

The field names, data types and properties of each field are
listed in the table below.

Field name Data type Properties
CCID AutoNumber Primary Key
Title Text Field Size = 10
First name Text Field Size = 20
Surname Text Field Size = 20
Address 1 Text Field Size = 30
Address 2 Text Field Size = 30
Town Text Field Size = 20
Region Text Field Size = 20
Postcode Text Field Size = 12
Tel No Text Field Size = 15
Email Text Field Size = 25

o
Basic steps E', ﬂ

1

4
5

Select Tables in the
Objects bar of the Data-
base window.

Double-click

Click in the Data-
base window.

Select Design View in
the New Table dialog box

Click OK.

Take note

We will be using Design view
for the tables we create in
this book.

Datasheet Yiery
esign Yiew
Table \Wizard
Import Table

Link Table

Create a new table in Design
g,

)
oK | | Cancel
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Data types

There are 10 different data types to choose from when setting
up your table structures. The data types you will use most
often are described here.

Data Type Usage
Text Alphanumeric data
Number Numeric data

Date/Time  Dates and times

Currency Monetary data

AutoNumber Unique long integer
generated by Access
for each new record

Yes/No Boolean data

Size

up to 255 bytes
1, 2, 4 or 8 bytes
8 bytes

8 bytes

4 bytes

1 bit

Notes
Default data type

Date and time values for the years
100 through to 9999

Accurate to 4 decimal places and
15 digits to the left of the separator

Cannot be updated;
useful for Primary Key fields

Fields that contain one of two values
- Yes/No, On/Off, True/False.

Take note

Most of your fields will probably be
Text, with a few of the others used
in each table depending on the type
of data you wish to store.
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Properties

You can customise fields by specifying different properties.

The properties most commonly used are listed here. (AN
Take note

The properties depend
upon the data type.

Property Data Type Notes
Field size Text and Number Text can have a field size from 1-255 (default is 50)
Number field sizes are: Values:
Byte (single byte) 0 - 255
Integer (2-byte) -32,768 to 32,767
Long Integer (4-byte) -2,147,483,648 to 2,147,483,648
Single (4-byte) -3.4x 1038 t0 3.4 x 1038
Double (8-byte) -1.797 x 10308 to +1.797 x 10308
Format Controls how data is Options depend on data type
displayed or printed
Decimal places | Number and currency Auto (displays 2 decimal places for most formats)
or fixed - O to 15 decimal places.
Input mask Text, Number, Currency Uses special characters to show the type of input
and Date/Time allowed, and whether or not input is required.
Caption All data types For display on forms and reports.
Default value All except AutoNumber, Automatically completes field with default value.
Memo and OLE Object You can edit as necessary at data entry/edit.
Validation rule Used to test that allowable data only is entered.
Validation text Message to appear when validation rule is not met.
Required Set to ‘Yes’ if data must be entered.
Indexed Text, Number, Date/Time, Indexing speeds up access to its data - fields that

Currency and AutoNumber will be sorted or queried on should be indexed.
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o
Basic steps E', ﬂ

1

Type the first field name
- ‘CCID’ (an ID code for
the contact person).

Press [Tab] to move to
the Data Type column.

Click the drop-down
arrow and select a data
type - AutoNumber.

Press [Tab] twice to take
you to the Field Name

column for the next field.

Enter ‘Title’ as the name.

Press [Tab] and set the
data type to Text.

Designing the table

Once you have created your new table in Design view, the
Table Design window is displayed. The window has two panes.

4 The upper pane is where you specify the field name and
data type. Both of these are essential for each field.

L 2 The lower pane is where you specify the properties.

Initially, the upper pane looks like a small empty datasheet,
and the lower pane is blank (the properties appear automati-
cally when you add a field name and data type in the upper
pane).

(1 Type the field name)

3 Set the data type

Current field
indicator

d

6 PI’eSS [F6] tO move tO Field Narme Datal;l' pe Diescription
CCID AutoMurmber
) B Title Text
the Properties pane. | First Name Text
| |Lastname Text
7 ) | |Address 1 Text
Delete the 50 in the | address 2 Text
i ) || Tawn Teat
field size (the default —Regin Tex 4 i
value) and enter 10 —Tel o o Create the next field
" | |Email Text
il v
8 Press [F6] to return to el Proparties
the upper pane. General | Laokup
Field Size 10
9 Repeat steps 2-8 for Lol i e
' i can be up to
the other fields. DeFa Ve W
‘alidation Rule i ?Orﬁcters
Yalidation Text inclugiJnQ
Required i spaces,
Allgw Zsrn Length LES Press F1 for
Indexes o i
Unicode Compression Veé_ i h8||sa?1l11tafs".eld
IME Mode Mo Cantral
IME Sentence Mode Nane
Take note Sty
The Description field is optional. 7
Anything typed here will appear Edit the properties
on the Status Bar when you are
entering data.
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Setting the primary key . steps [’]

The primary key is the field in your table that will contain a
unique value in each record.

Each person on our list will have a unique code CCID (for
Christmas Card ID!) - so this will be the primary key for the
Name and Address table.

B Names and Addresses : Table E@
Field Mame Data Type Description e
EWCCID AutoMumber
|Title Text
| |Firsk Name Text
| |Lastname Text
| |Address 1 Text
| |Address 2 Text
| Town Text
| |Reqgian Text
| |Postcode Texk
L |TelMa Text
. |Email Text

Gereral | |nokup
Figld Size

Mew Yalues
Farmat

Caption

Indexed

Srnark Tags

Long Integer
Increment

e (No Duplicates}

Field Properties

4 field name can be
up ta &4 characters
long, including
spaces, Press Fl
for help on Field
names,

Take note

You can also use Text or Number fields for primary
keys. If you do this, set the Index property to No
Duplicates Allowed for the field — then Access will not
accept a duplicate value in this field during data entry.

28

1 Put the insertion point
anywhere within the CCID
field in the upper pane.

2 Click the Primary Key

tool on the Table

Design toolbar.

Take note

The primary key status can
be switched on or off by
clicking the Primary Key

tool when the inser-

tion point is within the field
(in the upper pane).




Q
“‘
Basic steps [o’ ﬂ

W N u

ol

Save

Click the Save tool @
on the Table Design
toolbar.

Give the table a mean-
ingful name.

Click OK.

Close the window

Click [ at the top right
of the Table Design
window to close it.

Close the file

Click [ at the top right
of the Database window
to close it.

Take note

You must always save the
table design once you have
created or edited it.

Save and close

Save the table design

You should save the table design at this stage.

Close the Table Design window

That is the structure of our table complete. We will discuss
data entry later - so close the table design window.

Close the database file

As this is the only table in the database, close the database file.

Table Name: oK
Mames and Addresses|
Cane |

2 Enter a name

(5 Close the database window)

85 Christmas Card List ; Database [Access 2000 file format) E]@|
| 5 0pen &7 Design JMew | K | s = '%

Objects @_J Create table in Design view
| 1 Tables ] create table by using wizard
& outics E‘J Create table by entering data
8 L I ames and Addresses
== Forms
i Reports
4 Pages
= Macros
s Madules
Groups
(%] Favorites
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Multi-table databases

We will now work through setting up the database file
described in Chapter 1. The database file should be called
‘Book Shop’ and it will contain these two tables: ‘Book’ and

‘Publisher’.

(3 Define the table)

(6 Close the table window)

details : Table
Field Name

Data Type

Description

PublisherID Number

7 [15EN Text
_ |Book Titiz Text
| |Author Firstname Text
| |Authaor Surname Text
| |Price Currency
| | Classification Text
| |¥ear Published Text

Field Properties

Gereral | Lookup

Field Size 251
Farmat

Input Mask.
Caption
Default Value
Yalidation Rule
Validation Text
Required Mo

Travel"

4 field name can be up

to 64 charackers long,

including spaces. Press
F1 For help on Field

Allaws Zero Length Yes Hak be
Indexed 1]
Unicode Compression Wes
IME Mode Mo Control
IME Sentence Made MNone:
Smart Tags
Take note

When you specify a default value for a field, the
field is automatically completed with that value
for each new record. Simply replace the default
text with the text required as necessary.

30
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Basic steps E', ﬂ

1
2

Create a database file
called ‘Book Shop’.

Create a table in Design
view for the Book details.

Enter the table structure
- field names, data types
and properties.

Set the primary key.

Save the table design -
call it ‘Book details’.

Close the Table Design
window.

Repeat steps 2-6 for the
Publisher table (call it
‘Publisher’).

Close the Book Shop
database file.

Take note

The I1SBN (International
Standard Book Number)
appears ontheback of each
book e.g. O-7506-4162-7.




Book table

Take note ‘é&;‘

Create both tables within
the Book Shop database
file.

Field name Data type Properties Notes
ISBN Text Field size = 14  Primary key
Book title Text Field size = 30
Author firstname  Text Field size = 15
Author surname Text Field size =20 Indexed
Price Currency 2 decimal places
Classification Text Field size = 25;
Default = Travel

Year published Text Field size = 4
PublisherID Number Long Integer

Publisher table
Field name Data type Properties Notes
PublisherID AutoNumber Primary key
Publisher name  Text Field size = 30
Contact person  Text Field size = 35
Address 1 Text Field size = 25
Address 2 Text Field size = 25
Town Text Field size = 20
Region Text Field size = 20
Country Text Field size = 20
Postcode Text Field size = 12
Tel no Text Field size = 18
Email Text Field size = 25

Take note 4@;

You will find out how to
create a relationship be-
tween these tables in
Chapter 2.

Data entry will be dis-
cussed in Chapter 4.
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Exercises

DVD Store database

You work in a DVD store, and have been given the task of
setting up a database to record details of the DVDs that you
stock, the members and the loans made by members. Set up
the structure for the database following the guidelines below.

1 Create a new database - call it ‘DVD Store’.

DVD Stock table

2 Create a new table, and enter the following table structure

Field name Data type Properties

DVDID AutoNumber Primary key

Title Text Size = 25, Indexed (Duplicates OK)
Classification Text Size = 20, Indexed (Duplicates OK)
Year released Text Size=4

Company Text Size = 30, Indexed (Duplicates OK)

3 Save your table as ‘DVD stock’ and close it.

Member table
4  Create a new table, and enter the following table structure

Take note 4@

Indexing speeds up access
to the data in that field.
Fields that will be sorted or
queried should be indexed.

Indexed (Duplicates OK)
means that the field can
contain the same value in
more than one record, e.g.
Town or Surname field.

Indexed (No Duplicates)
ensures that each record
has a unique value in the
field — useful for primary
key fields.

Field nhame Data type  Properties

MemberlD AutoNumber Primary key

Title Text Field size = 6

First name/Initial Text Field size = 20

Surname Text Field size = 25, Indexed (Duplicates OK)

Address Text Field size = 30

Town Text Field size = 20, Indexed (Duplicates OK), Default value = Edinburgh
Postcode Text Field size = 10, Default value = EH

Region Text Field size = 20, Indexed (Duplicates OK), Default value = Lothian
Tel no Text Field size = 20, Default value = “0131”

Email Text Field size = 25

Child member Yes/No

5  Save your table as ‘Members’ and close it.
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Loan table

6 Create a new table, and enter the following table structure

Field name Data type Properties
LoanID AutoNumber
MemberID Number Long integer
DVDID Number Long integer
Return date Date/Time Short date "
R | . C 8 DVD Store : Database [Access 2000 file format)
e-nta price urrency T g%
Paid Yes/No — | —
Objects Create table in Desian view
7 Save your table as ‘Loans’ and close it. SR R
Ej Fjeenes Create table by entering data
8 Close the DVD Store database file. = f::nfm‘k
il Reports 1 Members
4 Pages
! Macros
¢ Modules
__Saapk
#| Favorites

Personnel database

You have been given the task of setting up a Personnel
database to record details of the staff who work for your
company and the course bookings that are made on company
training courses. Set up the structure for the database follow-
ing the guidelines below.

1 Create a new database - call it ‘Personnel’.

Staff table

2 Create a new table, and enter the following table structure

Field name

Staff code
Title

First name
Surname
Start Date
Salary

Date of birth
Job Title

Data type

Text

Text

Text

Text
Date/Time
Currency

Date/Time
Text

Properties

Field size = 6, Primary key

Field size = 10
Field size = 25
Field size = 20

Short date format

0 decimal places
Validation rule <100000
Short date format

Field size = 25

When entering the Tele-
phone number defaultvalue,
use quotation marks, e.g.
“O131” s0 Access accepts
it as a text rather than a
number. If Access thinks it
i a number, it will drop the
leading O.
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3 Save your table as ‘Staff’ and close it.

Courses table
4 Create a new table, and enter the following table structure

Field name Data type Properties
Course ID Text Primary key, Field size = 10 Takc note
Course title Text Field size = 25

Data entered into a field

5 Save your table as ‘Courses’ and close it.
that has a validation rule

Course Booking table set will be checked against
6 Create a new table, and enter the following table structure the rule. Anerror message
- - will be dieplayed if the rule
Field name Data type Properties .
is broken.

Booking 1D Autonumber Primary key

Course ID Text Field size = 10

Staff code Text Field size = 6

Course start date Date/Time Short Date

7 Save your table as ‘Course booking’ and close it.

8 personnel : Database [Access 2000 file format) E@

| H0pen b Design  Thew

8 Close the Personnel database file.

Ohjects

1 Tables @_J Create table by using wizard

;_:ﬂ Queries Create kable by entering data
== Forms
il Reports

“4 Pages

. Macros

Course Booking
Courses
Staff

G

¢ Modules
Groups

[ #]| Faworites

Take note

You will find out how to create
relationships between these
tables so that the data from all
can be used, in Chapter .
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3 Relationships




Relationships

Now that the tables have been set up, we can establish the
relationships between them. Once the relationships have been
established you will be able to bring together information
from several tables into queries, forms and reports.

Open the Book Shop database created in Chapter 2.

¢  Wewill create a relationship between the Book table and
the Publisher table.

. PublisherID (primary key )
ISBN (primary key) Publisher name

Book title Contact person

Author firstname Address 1

Author surname Address 2

Price Town

Classification Region

Year published Country

PublisherID Postcode

Tel number
Email

Relationships can be created, edited and deleted in the Rela-
tionships window.

= Book shop : Database [Access 2000 file format) g

Ilew g
i Objects | 2l create table in Design view |
1 Tables | lz‘__J Create table by using wizard
[ 3 Gueries | 2] create table by entering data
= Forms
it Reports
¥4 Pages
= Macros
& Modules
| Eroups
| #| Favorites
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]

" \l\ L ]
Basic steps 2 9,

1 From the Database

or

window, click the Rela-

tionships tool .

Choose Relationships
from the Tools menu.

The Relationships win-
dow and the Show Table
dialog box are displayed.

£l

Take note ——' =

You should close all tables
and return to the Data-
base window before you
opentheRelationships win-
dow.




9,
“‘
Basic steps E‘, ﬂ

1 If necessary, click the
Show Table tool in
the Relationships win-
dow to display the Show
Table dialog box.

2 Select the tables to add
to the Relationships
window - to add several
at once, click on the first,
hold down [Ctrl] and click
on the others.

3 click to add

them to the Relation-
ships window.

4 if you add a table by
mistake, click on it in the
Relationships window
and press [Delete].

5 click g,

Take note

To display the design of
any table in the Relation-
ships window — right-click
onh the table and choose
Table Design. When you
close Design View, you are
returned to the Relation-
ships window.

Showing tables

The tables that you wish to create relationships between must
be displayed in the Relationships window. You can add tables
and queries to the Relationships window from the Show Table
dialog box. The dialog box is shown automatically the first
time you open the Relationships window in a database file.

(2 Select the tables) 3 Click Add

Show Table

Tables Queries | Both | add

(5 Click Close)

% & Relations hips g@@
.Y
T F-_ o ‘
| 15BN PublisherID
Book Title FPublisher Narne
Author Firstname Contact Person
Author Surname Address 1
Price Address 2
Classification Town
Year Published Region
Counky
Postcode
Tel Mumber

|Ema.i

~
(\4 Select and delete)

< d

Take note

You can move and resize the field lists
within the Relationships window.
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Making relationships

You must now make the relationships between the tables. A
relationship will normally be between the primary key field in
one table and its corresponding field in the related table (there
called a foreign key - one that refers to the primary key of a
different table).

In our example: Publisher ID, the primary key in the Publisher
table is related to Publisher ID, a foreign key, in the Book table.

= .
: PublisherD |

Publisier Mame

Contack Person

Address 1

Address 2

Tawn

Region

Counky

[158m

Book Title

uthor Firstname
£uthar Surname
Piice

Cl. ssification

‘e r Published

Postcode
Tel Number

fi(i Select the Iink) Ao
S—

o
Basic steps E‘, ﬂ

1 In the Relationships

window, display the field
in one table that will be
related to the matching
field in another, e.g.
Publisher ID.

Drag the field name from
the first table, and drop it
on the related field in the
other.

At the Edit Relationship
dialog box select Enforce
Referential Integrity.

4 ciick [ e .

Email

Edit Relationships

Table/uery: Related TablejQuery: Create

2 Drag to the
matching field

Publisher ~ Book details v

Cancel
FublisherI: *  PublisherIl A Q'

Create New.,
Enforce Referential Integrity mj

<
= = [l cascade Update Related Fields L

[ Cascads Delete Related Records

One-To-Many
(3 Enforce integrity)

o e ] (4 Click Create)

Take note

Related fields do not have to have the same name, but it makes things simpler
if they do. They must normally, however, have the same data type. A text field
can be related to another text field, but not to a humber field. A number field
can be related to a number field provided the FieldSize settings are the same.

The exception is an AutoNumber field. You can match an AutoNumber with a
Number field whose FieldSize is set to Long Integer.
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Referential integrity

the ‘many’ side.

‘one’ side of the relation-
ship, before you can add
corresponding records to

These are the rules that are followed to preserve the defined

) relationships between tables when you enter or delete records.
Take note If you enforce referential integrity, Access prevents you from:
When referential integrity € Adding records to a related table when there is no
is enforced, you must add associated record in the primary table
records to the table at the 4  Changing values in the primary table that would result

in orphan (unconnected) records in a related table

L 4 Deleting records from the primary table when there are
matching related records in a related table.

Types of relationships

One-To-Many

One-To-One

Indeterminate

One of the related fields is a primary key or has a unique index.

This is the most common type or relationship. In these, a record in the
Publisher table can have many matching records in the Book details table
(many books may be supplied by the same publisher).

Both of the fields are primary keys or have unique indexes.

In this relationship type, each record in the first table can have only one
matching record in the second, and vice versa. One-to-one relationships are
sometimes used to divide a table that has many fields, or to isolate some
fields for security reasons. This type of relationship is not very common.

Neither of the related fields are primary keys nor have unique indexes.

A record in the first table can have many matching records in the second,
and a record in the second can have several matching records in the first.
This type of relationship is only possible by defining a third table (called a
junction table) whose primary key consists of two fields - the foreign keys
from both the first and second tables. A many-to-many relationship is really
two one-to-many relationships with a third table.
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Editing and deleting Basic steps

You can edit and/or delete relationships in the Relationships | ® Edit a relationship
window. 1 Double-click on the Join
line connecting the
tables.
@' Double-click on the Ime) 2 Make the alterations in
(4 Click on the Iine) the Edit Relationships
dialog box.
ij" elati ) =1E 1
— S 3 cio e
i rr—— B Delete a relationship
Book T i 2 oo 4 i -
Authar Firstname fiddress 1 C“Ck the .J0|n ||ne.
ALllthor Surnarme Biddiees 7
Cesfcatin on. 5 Press [Delete] and click
Year Published i 3 .
PubisherlD . f ] to confirm at the
Tel Nurnby
L prompt.
Edit Relationships Zx
TablejQuery: Related TablefQuery: oK
| Eul_:lis_her i B_oqk_ detailfs w !;
FublisherID | PublisherID A ﬂl
| Join Type..
v
[“]Enfarce Referential Inkegrity |m ~
£ | Cascads Update Related Fislds >
["|Cascade Delete Related Records
‘ Relationship Type: One-To-Many 3 C“Ck OK

(2 Edit the relationship)

Take note

Ensure that the tables are
related as required, and
save the relationship lay-
out — click the @ tool on
the Relationships toolbarin
the Relationships window.
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Basic steps

1

Display the Relationships
window.

Open the File menu and
choose Print Relation-
ships...

A preview of the printout
will appear.

Click [ 4 | on the Print
Preview toolbar to print.

Click to close the
Preview window.

If you wish to save the

report, click [__t
the prompt.

Accept or edit the report
name.

Click [__o«__]. It will be
listed under Reports in
the Database window.

Close the Book Shop
database file.

(6 Edit the name)

il

ile:
1 Mew.., Chrl+M
=

[=# Cpen... Thel+O

Printing

You can easily take a printout of the relationships between
your tables for reference purposes.

Ctrl+3

“1 File Search,..

2 Use File > Print
Relationships

| Print Relationships. ..

Database Properties

11...\Book Shop. mdb

2. \Christmas Card List.mdb

3 \Documents and Settings'...\dbl.mdb
41, \CHRISTMAS CARDS.MDE

Exit

¥ Relationships for Book shop

Rel ationships for Book shop
25 February 2006

Eiook detsls

Report Marne |

4 Close the Preview
window

:
PublisherIC
Publisher Mame
(Cortact Person
Addvess 1
Address 2
Town

Fegion

Counky
Postcode

Tel Murmber
Email

7 click 0K
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Exercises

DVD Store database

1
2
3

7
8

Open the DVD Store database file.
Display the Relationships window.

Add the DVD Stock, Members and Loan tables to the
Relationship window.

Create a relationship between the DVDID field in the Stock
table and DVDID field in the Loan table. Enforce referential
integrity on the relationship.

Create a relationship between the MemberID field in the
Members table and MemberID field in the Loans table.
Enforce referential integrity on the relationship.

Save the relationships layout.
Print the relationships report.

Close the Relationships window and the DVD Store file.

Personnel database

1
2
3

42

Open the Personnel database file.
Display the Relationships window.

Add the Staff and Course Bookings tables to the Relation-
ships window.

Create a relationship between the Staff code field in the
Staff table and Staff code field in the Course booking
table. Enforce referential integrity on the relationship.

Create a relationship between the CourselD field in the
Courses table and CourselD in the Course booking table.
Enforce referential integrity on the relationship.

Save the relationships layout.
Print the relationships report.

Close the Relationships window and the Personnel data-
base file.



4 Data entry and edit




Using Datasheet view

Once you have set up the structure of your table(s) and set the
relationships, the next stage is data entry. The table should
be displayed in Datasheet view rather than Design view for
this. In Datasheet view, each column of the table is a field and
each row is a record.

Try entering some records into your table using your Christ-
mas Card List database.

(4 Select and click Open)

m t : Database (Access 2000 file format)
L jOpen & Design  uew | X | 2a i EE
O%cts [ _I-gil_ Create table in Design view
I- 1 Tables |Z|_;J “reate table by using wizard
51 quisries El| Create table by entering data
3 | Wames and Addresses
-=| Forms
il PReports
(2 Display Tables =~
7 Moddles (3 Double-click to open '
- Y
S
| #| Favorites
Take note

To switch between the Design view and
Datasheet view of an open table, click
the view tool on the Design or

Datasheet toolbar.
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Basic steps E‘, ﬂ

1
2

3

or

Open the database file.

Display the Tables in the
Database window.

Double-click on a table to
open it in Datasheet
view.

Select it and click

on the Database window
toolbar.

Take note

To open a table in Design
view, select it in the Data-
base window and click on

the Database win-

dow toolbar.




)
“‘
Basic steps E‘, ﬂ

1
2

or

Type the data required
into the first field.

Press [Tab] to take you
forward to the next field.

Press [Shift]-[Tab] to
take you back to the
previous field.

At the end of a record,

press [Tab] to take you to

the first field in the next
record.

Each record is saved
automatically when you
move onto the next.

Close the table when
finished.

Take note

The value in the CCID field
will be generated auto-
matically as it is an
AutoNumber field.

Entering data

Entering datais easy. If you have used tables in Word, or Excel,

the method is very similar.
(4 Close the table)

(1 Enter data)

M
CCiD Title First Name Lastname Address 1 Address 2 Town Region
1 Mre Ann Jones 22 High Strest Edinburgh Lathian
. 2 Miss Alizon Douglas 55 West Side ¥ Pencaitland East Lothian
. 3 Mr & Mrs Brian Jackson Westwind Cotte 2 Whiteadder C Dalkeith Midlothian
u 4 Mr & Mrs Peter

7 Autallumber)

Record: (M) 4 [ [PU]p] of 4 [ »

(2 Press [Ta bD

Moving around your datasheet

In addition to using the [Tab] and [Shift]-[Tab] to move
between fields, you can:

¢  Point and click with the mouse to go to any field (using
the scroll bars as necessary to bring the field into view).

€  Use the Navigation Bar.

First Next New record

|| Record: [E[I] liz [I][E@ of 4

Previous Last

L g Go to a specific record number - press [F5], key in the
record number and press [Enter].
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Editing

You can edit data at any time. If you move onto a field using
[Tab] or [Shift]-[Tab] the data in it is selected. You can then:

L 4 Replace the current contents. Just type in the new data
while the old is highlighted

L g Edit the data. Press [F2] to deselect the text, then
position the insertion point using the Arrow keys

L 2 Erase the contents. Press [Delete].

Keyboard shortcuts

[PgUp] Up a screen [CtrI]-[PgUp] Left a screen width

[t] Current field, previous record [Ctrl]-| t ] Current field, first record
[PgDn] Down a screen [CtrI]-[PgDn] Right a screen width
[¥+] Current field, next record [CtrI]] ¥ ] Current field, last record
[Home] First field, current record [Ctrl]-[Home] First field, first record
[End] Last field, current record [Ctrl]-[End] Last field, last record

Adjusting column widths

When you create an Access table, the fields/columns are
displayed at a standard width, regardless of the Field Size
specified in the Properties panel in Design view. You can
easily adjust the column width by dragging the vertical bar
between the field names at the top of each field.

If you adjust the column widths in Datasheet view, you will be
prompted to save the layout changes when you close the table.
Click [_xs | or [ me |, depending on whether you wish to
save the changes or not.

Microsoft Office Access

! ': Do you want to save changes to the layout of table 'Publisher'?

[ ves | | Mo | | Cancel

46

Take note

Ifyou have made an errorin
field size when eetting up
your tables, go into Design
view for the table and up-
date the field size, save
the table, then return to
Datasheetviewto continue
entering your data.




9,
“‘
Basic steps E‘, ﬂ

. WE N

Add a new record

Click the New Record
tool on the Standard
toolbar, or on the
navigation bar at the
bottom right of the table.
The insertion point will
be placed in the first field
of the next empty row in
your table.

Enter your record details.
Delete a record

Place the insertion point
anywhere in the record.

Click the Delete Record

tool on the Standard
toolbar.

Respond to the prompt.
—% 7 to go ahead
with the deletion, or

if you have

changed your mind.

If you have the Christmas
Card List database file
open, close it now.

Add and delete records

Each time you add a record, it is added to the end of the list
of records in your table. As records can easily be sorted into
any order, this initial placing is not that important.

You can quickly jump to the end of your table, ready to add the
next record, from anywhere in your list of records.

B Names and Addresses : Table g@@
| [ccio Title First Mame | Lasthame Address 1 Addrags 2 Town

| | 1 hrs Ann Jones 22 High Street Edinburgh
|| 2 Miss Alison Douglas 55 West Side Way Pencaitland
|| 3 Mr & Mrs  Brian Jackson Westwind Cottage 2 Whiteadder Crescent  Dalkeith
| 4 Mr & Mrs Peter Watsan 102 Hilltop VWiew Lauder

3 5 Miss Alice Springs 22 Bt John's Crescent Edinburgh
|| B Mr Meil Jackson The Auld Toll 14 Mill Wynd Lauder

|| 7 Mrs & Mr Joe Wiltarmson 44 Main Road Inverness
| 8 Mrs Gill Adams 10 Blackadder Avenue Loanhead
# |umber)

I Record: (14 4] 5 (b [ PI]E] of 5 < > l

(3 Click into the record)

Microsoft Office Access

You are about to delete 1 record(s).

! y  Ifyou click YYes, you won't be able to unda this Delete operation.
Are you sure vou want to delete these recards?

Ced Cw ]

(5 Confirm the deletion)

Take note

To delete a table, select it in the Data-
base window and press the [Delete] key.

Take note

Once you have deleted a record,
you cannot undo the delete. If you
delete your record in error, you will
need to type it in again.
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Adjusting the design  sucses  [2]

If you discover any errors in your table design at the data entry 1 Select your table it in the

stage, you can go back to Design view and adjust the table Database window and
structure. You can add and delete fields or edit any of the click to open it in
other attributes e.g. field name, data type, field properties, of . .
Design view.
your tables.
or
4  You must be in Design view to edit the structure. 2 ifthe table is open in
Datasheet view, click the
! View tool on the
J Datasheet toolbar.
Take note :
a B Add a field at the end
If you try to delete or change the primary key status of a field 3 Go to the first empty row
that is part of a relationship, you will be prompted to delete the in the upper pane and
relationship first. You must close your table and return to the enter the field definition.
Relationships window to do this. Rernember ‘to save your B Add a field within the list
changes, and then return to Table Design to adjust the table
IS, 4 Ciick in the field that will

go below the new one (in
the upper pane).

5 Click the Insert Row tool

on the Table Design
toolbar.

Enter the field definition.

Delete a field

Click in the field.

o~NE O

Click the Delete Row tool
on the Table Design

You can edit a field’s name or prop- toolbar.

erties at any time. just click into
the field and make the changes in
the upper or lower pane.
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sscaws 37| Data and related tables

o~NO OO W N B

Open the Book Shop
database.

Open the Publisher table
in Datasheet view.

Type in the Publisher
records.

Close the table.

Open the Book details
table in Datasheet view.

Type in the Book records.
Close the table.

Close the Book Shop
database file.

When entering data into a database where there are related
tables, and referential integrity has been enforced, you must
add each record to the table at the ONE side of the relationship
before you add related records to the MANY side.

There is a one-to-many relationship between the Publisher
table and the Book details table in the Book Shop database
(one publisher may supply us with many books). When you
add records to the Book details table, the PublisherID field
must be completed so that the publisher can be identified.
Access will check that the value you type into the PublisherID
field in the Book details table has a matching value in the
PublisherID field in the Publisher table. If amatch isn’t found,
an error message will be displayed and you cannot complete
the record.

Delete the County field from the Publisher table

PUBLISHER TABLE

ID| Name Contact |Address 1 [Address2 [Town Region |County|Postcode | Tel Num Email
1 |Elsevier |Jack The Langford  |Oxford OX51GB | 01352 111 4444 | JackS @elsevier.co.uk
Smith Boulevard |Lane

2 | Puffin Alice 7 Queen Edinburgh |Lothian EH34 1ZZ |0131 999 1111 | Awill@puffin.co.uk
Magic Williamson |Street

3 |Arrows  |George  [Randall 1 Cavalier |London RM10 2SA | 020 8443 9000 | Gblack@arrows.co.uk
Publications|Black House Bridge Road

4 |Wayward |Nikki 18 Clifftop London WC1H 3PP | 020 7444 2222 | Nmadson@wayward.
Lock Ltd |Madson  [Street co.uk

5 |Harry Paul 10-23 Frosty Inverness  |Highland IV4 2AA | 01463 222 4444 | PaulT @HarryC.co.uk
Cousin Ltd [Thomson |Road

o }r
Take note

If you try to add a duplicate primary key value,
you will be told that this cannot be done. Edit
the primary key field entry to clear the error.
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BOOK DETAILS

ISBN Book title Author Author Price  Classification Year PublisherlD
firsthame  surname £ published
01122 3344 5 Easy Internet Morris McNally 11.99  Computing 2003 2
01402 3832 1 In & Out Stories Jack Simpson 7.50  Children’s fiction 1997 2
01403 7022 6 Castaways Maggie  Anderson 11.99  Travel 1999 1
03320 6666 1 Christmas Davina Cousins 14.99  Travel 2005 1
Destinations
0335522118 Garden Shrubs Alice Borthwick 9.99  Gardening 2004 1
|0 3451 2244 3 Campfire Cooking ~ Jim Peterson 12.00  Cooking 2002 3
0423144225 West Highland Way  Andrew  McLeod 18.99  Travel 2005 2
|0 442212125 Cycling in Holland ~ Toni Wilson 14.75  Travel 2004 4
04422 3311 2 Bits and Bytes Colin Donaldson 12.99  Computing 2003 3
|0 4433 2233 4 Crazy Comets William Custard 20.00  Science 2005 5
04466 8833 1 Changing Skies Martin Andrews 16.99  Travel 2002 3
0553277221 Bread and Biscuits ~ Caroline  Andrews 14.99  Cooking 2002 1
0 5555 2233 4 Ballet Music from Stephen  Black 15.99  Music 2001 4
Russia
|0 6622 9944 1 Giant World Atlas Toni Wilson 1299  Travel 2001
0773322002 Jazz & Blues Gordon French 12.75  Music 2004
Highlights
|0 7744 6664 2  Guitar Classics Frank Powell 14.99  Music 2002 3
077552211 3 Little Bear at Home  Amanda  Hastings 7.99  Children’s fiction 2005 2
|0 77555511 3  Little Bear on holiday Amanda  Hastings 7.99  Children’s fiction 2005 2
0992233221 The Western Isles  Tracy Littlejohn 1499  Travel 2003 5
|0 9933 22556 Outdoor Adventures  Francis Donaldson 9.75  Travel 2005 4
)
Take note

Microsoft Office Access

If you enter FublisherlD data in the Book details table, that
does not exist in the Fublisher table, this message appears:

Access will not accept a PublisherlD in the Book details table
that has no corresponding value in the FPublisher table.
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1 Open the DVD Store database

Exercises

2 Set the Title field size to 60, then enter the following records into the DVD Stock table.

=0 O N G O & W Iv —+

0

PVDID Title

Batman Begins

Charlie and the Chocolate Factory
Concert for George

Dreamcatcher

Fahrenheit 9/11

The Good, the Bad, and the Ugly: Special Edition
Harry Potter and the Prisoner of Azkaban
The Lord of the Rings: The Return of the King

Shrek 2

Wallace and Gromit: Curse of the Were-Rabbit

Classification

12A
PG
PG
15
15
18
PG
12A
U
U

Year
released

2005
2005
2003
2004
2004
2004
2004
2004
2004
2006

Director

Christopher Nolan
Tim Burton

David DelLand
Lawrence Kasdan
Michael Moore
Sergio Leone
Alfonso Cuaron
Peter Jackson
Andrew Adamson
Nick Park

3 You could add other DVDs try http://www.futuremovies.co.uk/review.asp for ideas.

4

Complete the Members table with their contact details. Add more if you wish.

ID Title First name Surname

Address 1

1 Mrs Amanda Shakespeare 22 St Stephen

Street

2 Mr Peter Watson 14 Circus
Place Lane

3 Mr Alexander Borthwick  1st flat left

4 Miss Megan  Halcroft The Elms

5 Mrs Sarah Peterson 48 St Andrew’s
Close

6 Mr Jack Thomson  31a Castle
Terrace

7 Mrs Trish Blackwood 99 Queen’s
Court

8 Mrs Emma McLean 44 Hill Street

9 Mr Fred Watson 12 Castle Court

10 Mr Thomas Clelland 32 Marchmont
Street

Address 2

22 Eyre Place Edinburgh

33 Hamilton
Place

Town Postcode Region Telno

Edinburgh EH6 1ZZ Lothian

Edinburgh  EH8 2PP  Lothian

Edinburgh EH23 2RT Lothian

Edinburgh  EH3 2SG Lothian

Edinburgh  EH2 4TT  Lothian

Edinburgh  EH3 7PR Lothian

Dalkeith

Edinburgh EH2 6RT Lothian
Edinburgh  EH9 1XX Lothian

EH14 1QQ Lothian

EH34 1ZZ Lothian

Email Child
member

0131 333 5555 No

0131555 1111 peterw@ No
yah00.c0.uk

0131 444 2233 alex@btinternet No
.co.uk

01314431000 meganh@quista Yes
.co.uk

0131 444 9987 No

0131533 3322 spiderman@  Yes

yah00.co.uk

0131 338 4455 tblackwood@  No
hotmail.co.uk

0131775 4422 emmab@virgin  No
net

0131 334 2121 No

0131 554 6603 thomclelland@ Yes

yahoo.co.uk
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5 Open the Loans table and enter details of the loans.

1

© O NOo O & W

—_
—_ o

12

2

O© NOoO) =4 ©W OO wh o w

5

ROl NOIN©O©N S

(op]

LoanID DVDID MemberlD Return Date Rental Price Paid

01/06/2006
01/06/2006
01/06/2006
01/06/2006
04/06/2006
04/06/2006
05/06/2006
05/06/2006
08/06/2006
08/06/2006
08/06/2006
10/06/2006

£3.00 Yes
£3.00 Yes
£3.50 No
£3.00 Yes
£3.00 Yes
£3.00 Yes
£3.50 Yes
£2.50 No
£3.00 Yes
£3.50 Yes
£3.00 Yes
£3.00 Yes

6 Add more records if you want, and close the DVD Store file.
7  Open the Personnel database file

8 Add the records to the Staff table.

1y,
Take note ‘@‘

Whenentering dataintothe
postcode and telephone
number fields in the Mem-
bers table, tab to the field,
press [F2] — this will place
the insertion point at the
end of the field, after the
default data. Complete the
field.

StaffID Title
MS0001 Mrs
RB0001 Mr
WS0001 Mr
MS0002 Mrs
ALO001 Mr

Firstname Surname Start Date Salary

Margaret Simpson  03/05/2004 £26,500.00 04/06/1962
Robert Burns 06/04/1996  £32,000.00 14/03/1958
William Stewart ~ 26/02/2001 £18,900.00 30/10/1985
Monica Smart 16/11/2005 £29,500.00 25/01/1978
Andrew Lipson 18/09/2003 £22,000.00 01/09/1981

Date of Birth Job Title

Sales Administrator
Account Manager
Web Designer
Editor

Chef

9 And the records to the Courses table.

CourselD
HASAW
DPA

SEC

BITS

Course title

Health and Safety at Work
Data Protection Act

Security

Basic IT Skills

10 And finally the Course booking table.

— O 00 N O & WD —

0

Booking ID

Staff code
MS0001
MS0001
AL0001
WS0001
RB0001
AL0001
WS0001
MS0002
RB0001
MS0002

Course ID
BITS
HASAW
DPA
BITS
BITS
HASAW
HASAW
DPA
DPA
BITS

Course start date
01/09/2006
01/10/2006
03/09/2006
01/09/2006
01/09/2006
01/12/2006
01/12/2006

(G,
Take note Qﬂ;

The tables at the ONE side
of a one-to-many relation-
ship were completed before
data was entered into the
table at the MANY side of
the relationship.

03/09/2006
04/11/2006
01/12/2006

11 Close the Personnel database file.
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Creating Forms

Forms allow you to customise your screen for input and
editing purposes. Although data entry and edit is often done
directly onto the table datasheet, forms are very useful as they
allow for simpler and more accurate data entry.

Forms can be created in a number of ways - using the
AutoForm feature, a Form Wizard, or directly into the Design
view of the form.

Any forms that you save will be listed under Forms in the
database window.

Autoform

A simple form can be created quickly using the AutoForm
feature. Try creating an AutoForm for the table in your
Christmas Card List database

9,
“‘
Basic steps E‘, ﬂ

1
2

Open your database.

Display the tables in the
Database window.

Select the table - Names
and Addresses - that you
want to create a form for.

Click the AutoForm tool
in the New Object list.

A simple form will be
displayed, showing the
first record in your table.

- _ (4 Click AutoForm )
L& 8 5 By~ | Y 15 | 35 | || @)
8 Christmas Card List ; Database [Access 2000 file fo m
iz AutoReport I
| fOpen &4 Design iNew | X | =z = 7asie
. Ohijects | EL Create table in Design view Al ;uery i
| 1 Tahles I_.ZI__J Create table by using wizard k= e
_—’:l _— lgl_l Create table by entering data "
- - [ ames and Ad: 5
= [Forms 4 Page .
o b The form has no great design
3 lpages frills, but it does the job
= | Macros
42 | Modules EE Mames and Addresses E|@
~ o (3 Select the table ) | *| cco 1]
__ﬂ F;aorg Title Mrs.
First Mame {Ann
— Lastname Jones
Addrass 1 122 High Strest
Address 2
(2 Display the tables) Town Edinburgh
Reqion Lath@al_‘n
Postcode [EHe 127
Tel Mo 0131 555 3322
Email /annj@virgir. net
Record: |£J | T [ ()] of 4
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Working in Form view

The techniques that you use in Datasheet view also apply in
Form view:

*

To add records to your form, click the New Record tool
on the Standard toolbar or on the Navigation
Bar at the bottom of the form.

To move from field to field within each record, press
[Tab] to move forwards, or [Shift]-[Tab] to move back-
wards. Alternatively, click in the field you wish to work
in.

To move from one record to another, use the Navigation
Bar at the bottom of the form.

First Next New record

|| Record: [E]m ’72 [D[E][E] of 4

Previous Last

To delete a record, display it and then click the Delete
tool on the Standard toolbar.

Add another three or four records using the form that
you have created.
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Save and close a form

If you wish to keep your form so that you can reuse it you must

save it.
(2 Give it a name)

o] 3
Cancel

Form Mame:

(5 Close the database)

& Christmas Card List ; Database [Access 2000 file format) E@
[ Olz_jx_ects |§—|_J Create Form in Design view

1 Tables ElJ Create form by using wizard

_—|=j Gasres James and Addresses
| = Foms

il Reports

4 Pages

= Macros

w2 Modules

4 The form will be listed
Groups
[ #] Fawvarites

9,
“‘
Basic steps E’, ﬂ

1

Click the Save tool @

on the Form View
toolbar.

Give the form a meaning-
ful name.

Click [__ox__].
Close your form.

You will find your form
listed in the Forms area
in the Database window.

Close the Christmas Card
List database file.

When you add or edit
records through aform, the

actual data is stored in
the underlying Table, not in
the Form. The data will still
be saved, even if you do not
save the Form.

To delete a form, select it
in the Database window
and press [Delete].

To open a form that has been saved,
double-click on it in the Database window.
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Open the Book Shop
database.

Create an AutoForm for
the Book details table.

Add two or three new
books using the form.

Save and close the form.

Create an AutoForm for
the Publisher table.

Add a new publisher.

Add two new books for
that publisher.

Save and close the form.

Close the Book Shop
database file.

Take note

=7

Once you have closed your
forms, open the tables in
Datasheet view — your hew
and updated records will
be there.

Use AutoForm again, this time on the Book Shop database.

B Book details (=1E3

P 1sen T :
Book Title ?E_a__s_y:_lntern_gt
Author Firskname ;!'\‘!QE_r_is
Author Surname :I_Qﬂ_c_l\_lqll}f
Price _ £11,99]
Classification E-gompL.itihg
Year Published 2003 .
PublisherIl .. 2
Record: E l—l E][E of 20
— el

The Publisher table is at the one side of a one-to-many
relationship. When you create an AutoForm, the data from the
Publisher table is in the top of the form, and the data from the
Book details table are listed in the lower part, in a subform.

If you look at the Navigation bar area, you will notice two sets
of buttons. The lower set belongs to the Publisher table, the
upper set to the Book details table.

PublisherID ]

Publisher Name Elsevier

Contact Person Jack Smith

Address 1 \The Baulevard

Address 2 Lang_F'orEI Lane

Town (Oxford

Region \Oxfardshire

Postcode EC')-Xg 1GE

Tel Number 1352 111 4444

Emai Packs@alsetianetll .

ISBM ] Book Title | Author Firstr
| M |01403 70226 Castaways Maggie
| 10335522118 Garden Shrubs Alice
| 0553277221 Bread and Biscuits Caroline
| |D3320 6666 1 Christmas Destinations Davina

*
Record: [E l—l LE@ of 4
Record: E ]—1. EI[E of &
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Form Wizard

As an alternative to using AutoForm to create a form, you
could create a form using the Form Wizard. You can select
specific fields from your tables as you work through the
wizard (rather than having all fields as is the case with the
AutoForm) and also apply an AutoFormat option to give your
form more interest and user appeal.

Open the Book Shop database to experiment with this.

(3 Select the table)

‘Wwhich fields do you want on your Form?

% ‘fou can choose from more than one table or query,
Tables/Queries
Table: Book details v 4 .
Add the fields
Available Fields: Selected Fields:
Classification ; I50n
Year Published =2 Book Title
PublisherID | == | | Author Firstname
Author Surname
’— Price
<
[==

Cancel ‘ﬁ(t > Einish

(7 Click Next)

The buttons

Moves a field from Available Fields to Selected Fields

Moves all fields from Available Fields to Selected
Fields

Moves a field from Selected Fields to Available Fields

Moves all fields from Selected Fields to Available
Fields
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Basic steps E', ﬂ

|

1
2
3

Selecting the fields

Go to the Forms area in
the Database window.

Double click

E icreate Form by using wizard; .

Select the Table that you
want to create a form for
- Publishers.

The fields in the table
will be displayed in the
Available Fields list

Add to the Selected
Fields list those fields
that will appear on the
form - PublisherlD,
Name, Contact Person,
Tel Number and Email.

Select another table from
the Tables/Queries list if
necessary - Book
details in this case.

Add the fields you require
from it - ISBN, Book Title,
Author Firstname, Author
Surname, Price.

Click .



Basic steps

Viewing your data

Choose the table that
you wish to view your
data by, e.g. Publisher or
Book details - choose
Publisher.

Select whether you wish
to create a form with
subform(s) or linked
forms.

Click [_tex> ],

Layout

Select the layout that you
want to use - choose
either Tabular or
Datasheet.

Click [_text> .

1 Pick a table

How do you want to view your
data?

by Book details

_mbnsljerm,.l’uljlisher Mame, Contact Person,
Tel Mumber, Email

jﬁBN, Eoolé]’lflé, F\ut'l"lor!'-"rrstname‘.'#.\ulhor
Surname; Price

(2 Subforms or Iinked?)

(ZIForm with subformis) ®) Linked Forms

I Cancel

H < Back ” ugxw_H Einish

Form Wizard

3 Click Next

What layout would vou like For vour subFarm?
I O 1ot

L | B |
W R | B e [
W W GG W S () PivotTabis

1 1 i Al

:i () PivotChart

.

i

.

= 4 Pick a layout
Tl

i

Cancel ‘ ’ < Back ‘ Hest = l I Finish ]

Wizard control

to go to the next step

to go back to the previous step

if you wish to abandon the wizard

when you have specified all your choices

(5 Click Next)
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What style would you like?

6 Pick a style

Blends
Blueprink
Expedition
Inkernational
Ricepaper
SandStone

Select the style required.
Standard

m
6
— T Click [wees -
— Sam paintng B Chequered flag
8
9

(7 Click Next)
Select Open the form to

’ Cancel ] ’ < Back, ” Mext>j ’ Finish ] VieW or enter informa'
Sithat titles do wou want For yaur Forms? 10 CI |Ck —
R

Stbtofmyt {BG3Hetals sk

(8 Edit the name)
That's all the infarmation the wizard needs to create your

Farm,

Edit the form name(s) if
you wish.

Do you wank ta open the Farm ar madify the Form's design?

() Open the form to view or enter infarmation, (9 Open the form )

() Madify the Farm's design.

[ Display Help on working with the farm?

() (] o]

Subforms — the data from
10 ciick Finish the table at the ‘one’ side

Publisher1

_ form, with the data from
o
i PAREBEI Ty elle
Email displayed below it

Book details ISEN | Book Title | Author Firstn] Author Su . .
01403 702z Castaways Maggie Anderson Linked forms — with theoe,

0 3355 2211 Garden Shrubs Alice Borthwick a button appearg on the
0 6532 772% Bread and Biscuits Caroline Andrews .
0 3320 BEEE Christmas Destinations  Dawina Cousing form. When you click the
button the linked form

opens or closes.

of the relationship is dis-
played at the top of the

Record: j 1 [ of 4
Recard; IE ,71|I"mm of &
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Basic steps E.f ﬂ DGSi gn VieW

1 Go to the forms area in
the Database window.

Select the Names and
Addresses form.

2
3 click Design.
4

Click on the Form
Design toolbar to toggle

The Design view of a form is useful for adding the finishing
touches to it. You could add a heading or an instruction,
format some text, insert a picture or add colour to a field.

It doesn’t matter if you created the form using the AutoForm
or the Wizard - you can still customise it in Design view.

Open the Christmas Card List database to experiment with
Design view.

the display of the Toolbox. | In Design view, the form is displayed on the design grid, and

(&)

Click to toggle the
Field list display.

the field list (showing the fields that can be used on your form)
and the toolbox are displayed.

The fields are displayed in the Detail area of the Form.

Take note

When a form is open, to
tove between Design view
and Formview, clickthe View

tool on the Form view

toolbar, and the View tool

on the Form Design

toolbar.

(3 Click Design)

: Database (Access 2000 file format) g@

| Open | &, Design | 3 New | K | 2o é_

O%cts @J Create Form in Design view
= Tables @ Create Form by using wizard
=1 queries Narmes and Addresses
= Foms (2 Pick a form)
i Reports
‘ﬁa Pages

R e @. Go to Forms)
i Modules

Groups

(4 Display the Toolbox)

.__aﬂ FavoE EE Names and Addresses : Form g@

l|-|-1-|-2-|-3-|-4-|-5-|-s-|-?-|-s"
| ][ #Detai
5 T I I
it CCID ‘
5 ™ = 1 1
5 Display the Field list ! e
= | [First ame | First Name
I [ I | =i
5 g |Lastrame | Lastname
i —r—— I I
z |Address 1 | Address 1
Z i S I I I |
.0 552 | Address 2
- i 1 | I I
4 Town {75
2 =, 3 - 1 I I
2 | Region
[ i T S pE— I I =l
- de | Postcode
o o I [ I [
; 7 Tel No
8 s y y ’ i
o Ernail
z I I I I N
< ¥
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Form header and footer sacss [J2]

The main form area is the Detail area - this is where the data

B Show the header/footer
from your table(s) is normally displayed. 1
2

Open the View menu.
Other main areas are the header and footer at the top and
bottom of each form. They are often used for headings,
instructions or descriptive text, a company logo, etc. - any-

thing that you want displayed on each form. The Form Header and
Form Footer area will be

Click Form Header/
Footer.

i~ . displayed. Y t
o 1 oen tho v isplayed. You canno
= Form view YL e s L have a header area

[ Datagheet view without a footer area -
g FPivotTable vi . . . .
D (3 Widen the wmdow) it's both or neither.

[kl PivotChart Yiew

3 You can resize any form

T Properties Alt+Enker — — .- i X
area by dragging it

- e O e TR T border (resize the Design
TabOrder... W EZEET window so you see the

# d -

£ Code : edges of the form).

Ruler x

e a 4 Drag the right edge of

30l Toobox J # Detail

the form grid to adjust

—
CCID

Page Header/Footer 1
Title

: T T
= I 1 .
[ o teaderfrocter | 1 [ — A the width of the form.
.T b —— T ame | Fitst Name
a: ane Fl g
i 4 : 2 (Mizstmame ] T N 5 Drag the bottom edge of
Toulbars 8| B = | I I I .
s [fadires L] LN the Header, Detail or
Z | [address 2| Address 2 . .
f2 Select F - = T v Footer area to resize it.
elect rorm ] i I I I
T R Region
\ Header/Footer J ||s e ey
| Foasi I I I I
5 k- ;el I\.l:o : : : |
=8 i I I I
Form Footer
L |* E

Take note

i

n
v

- In a form, the objects that
(5 Drag to res'ze) you add are called controls.
e.g. image control or label

control.
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S | Fields and controls

Delete the field/control Once you have added a field or a control to a form, you can

1 Select the field and press easily delete, resize or move it.

[Delete]. You must select the field or control before you can do any of
these - click on it. Handles appear in each corner and at the
midpoint of the selected item.

Resize the field/control

2 Drag one of the handles

- the mouse pointer (1 . )
Click to select
should be a double- I

(2 Drag a handle )
headed arrow.

B Move the field/control [
—‘T T = T
3 Drag the edge - not a ::CIE.) - ;.
handle - the mouse
pointer should be a hand (3 Drag an edge)
shape.
o }r
Take note
The fields that are displayed in the Detail area of the Form
consist of two parts — the label (the field name), and the detail
(where the actual data from the table will be displayed in the
Form).
. - al T m
: o] | [Re I E
Take note il You can select (and work with) each part independently by
clicking on it.
To move the label or data

part of a field independ-
ently, point to the top left
handle of the side that you
wish to move and click and
drag — the cursor should
be a pointing finger.
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Labels

If you wish to add a heading, instructions or any other text that
does not come from the data source (the list of fields that the
form uses) you must enter it into a Label control.

Once you have entered your text, you can easily format it -
increase the font size, make it bold, change the colour, etc.

E= Names and Addresses : Form 2 Click to place the Iabel)
! T IO SO O v O 1
:l & Form Head=:
% Christmas Card Address Lisr| | “
) ; -
- ‘ | ‘ | (3 Enter the text)
||| # Detail | | |
2| [eco | c"c'I[IJ i | ‘
1 [y Title E1
- | First ame | Fist ame. '

i i I
- || Lastname Lastname

AR L R I
o | Address 1] Address 1

4 Click elsewhere )

Address 2 | Address 2
Pl 1
o Town
i B 1
Rn_egion

[
Postcode

1
Tel No
I

Email
I

2
3
4
5
L}
J # Form Footer

Formatting toolbar for forms and reports

Selected control Fill colour
|§Labe|1 + | Tahoma |8 - B I g.%%é;ghv;;\,v;.__xv'-'vd
Font Bold Alignment
Font size Italic Font colour
Underline
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o
Basic steps E‘, ﬂ

1 select the Label tool
within the Toolbox.

2 Click on your form to
indicate where you want
to add the text, e.g. in
the Form Header.

3 Type in your text.

4 Click outside the control,
anywhere on your form.

B Format a control

5 Click on the control once
to select it.

6 Apply the formats using
the Formatting (Form/
Report) toolbar.

To apply or change an
AutoFormat choose Auto-
Format from the Format
menu. Select a format from
the dialog box and click OK.

Take note

The label control does not
resize itself if you increase
the font size.




9,
“‘
Basic steps E‘, ﬂ

1 Select the Image control

from the Toolbox.

Locate the picture on
your computer.

Select the picture and

click [__ox__].

Resize and/or move the
picture as necessary.

a & WD

Click where you want the
picture to go on the form.

Whenworking in Design view,
tove backward andforward
between it and Form view
as required to check how
your form is developing.

Take note

The location of the clipart
pictures may vary. Try
C:\Program Files\Microsoft
Office\Clipart.

Images

You can add a picture or your company logo to a form using
an Image control.

3 Locate the picture

Insert Picture

Loak in: ) Pub&0Cor »

o | Em W

SO00199_

_ZI|L),><__J£'TDD|_S'

My Recent SO00194_ SC00200_

Documents

CRRN™~

Deskkop .

SO00205_

-,
Rih
5000212

J

o
My Documents

']
8
My Computer
. File: name:
Iy Mebwork,
Flaces Files of bype: | Graphics Files e

Cancel

Picture size mode

When you resize some pictures, they will be ‘clipped’. The
edges of the picture will disappear, and you will only see as
much as fits within the control. Adjust the Size Mode property
of the picture to get it to fit within the control

E| Names and Addresses : Form g@@

| R I T O N I - TR RO IR TR S
:l # Form Header T
| = - I S
; LIChristmas Card I\ L
-| |Address|List ' -
J # Detail
o[ B2 Ca—
1 e Tidle ; I
:_ ’;T‘E _First'l'l\'lameI ; I
2—_ ilfstn_ _nii :Lastlllﬁame : : :
- | lAddress 1 | Address |
4 ot I I I 1

65



Resizing and moving

E Image: Image24

Image24 ~

Format | Data | Event | Other Al

Mame . .ooovov oo Imagezd »

Pickre . v vvvvv v oo (CProgram FilesiMic

Picture Type v v o v vv v vy Embedded

SizaMode i o i 3 R

Picture Alignment . . . . [Center Set the Size Mode

Pickurg Tling o0 voo v v Mo

Hyperlink Address . 0000w |

Hypetlink subaddress . .. ..,

] e e S T e fes

Display wthen , .. oo

LEFE v v v v v o S = d d imflp
| NG

‘[ [addrpss

||| #Detal

i T

¥ CCID! CCID

1| (T i Title
|

EE Names and Addresses

(4 Close the window)

o
asic steps E‘, ﬂ

1 Select the control.

2

Click the Properties tool

on the Standard
toolbar.

On the All tab, set the
Size Mode property to
Zoom or Stretch -

whichever looks best.

Close the Image proper-
ties window.

Resize and/or move the
image as required.

Return to Form view to
view the final result.

Close the Christmas Card
List database file.

Christmas Card &2
Address List B
M o a
Title: Mrs
Rt NaIng il (6 Check the result)
Lastnarme: Jones
i e e
Address 2 >
Town Eﬂinhur_g]‘l
Region Lothian
Postcode [EHE 122
Tel No 0131 5553322
Email \annj@virgin.net
Record: E 1 [EW,}_

Take note

Ifyou don’'t use the footer, reduce it
to nothing — drag the bottom edge
of it up as far as it will go.

Although forms are nor-
mally used for data input
and editing, you can print
them (this can be useful if
you are giving a completed
formto someone to check).
To print a form, view it,
choose Frint from the file
menu, and specify Selected
record(s)inthe Print Range
options in the dialog box.
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Take

nhote

Enter a few more records
to each table using the
forms that you create.

v

Exercises

Book shop database
Task 1

9

: . = Maoira Stephen
E‘ Bublisher QE' Record: IE 1 E[E of 22

Open the Book Shop database.
Open the Book details form in Design view.

Display the form header/footer and add a label ‘Books in
stock’ to the header. Format it size 14, bold and blue.

Insert an appropriate image in the header area. Resize,
move and/or change the Size Mode property as necessary.

Add a label to the form footer and add your name. Format
it as you wish.

E Book details

Resize the form header/
footer area if necessary.

Save your form. e 3 3
Book Title [Easy Internst

Display the form in Form Sufchigooms  ffork

. Author Surname Mehally
view. Price [ £11.99

. Classification ICamputing

Print record 1 only and iy Es
close your form. PublisherD 2

Task 2
1 Open the Publisher form in Design view.

2 Insert an appropriate image to the right of the
Publisher details. Resize or move it as neces-
sary.

Save your form.

Record: El

Record: [E 1 [E of 4

[ TP ore

PublisherID 1

Publisher MNare Elsevier

Contact Persan Jack Smith

Address 1 The Boulevard

fddress 2 fLang_-ford Lane

Town (Cfard

Region (Cxfardshire

Postcode O¥5 1GE

Tel umber 01352 111 4444

=l SRl

ISBN ] Book Title [ Author Firstr

| »|01403 70226 Castaways Maggie
| (0335522118 Garden Shrubs Alice
| (08583277221 Bread and Biscuits Caraline
| |03320 6666 1 Christmas Destinations Davina

Display the form in Form view.

Print record 2 only.

o o » W

Close your form and close the Book Shop
database file.
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DVD store database

Task 1 » DVLID
1 Open the DVD Store database Tith (ThE Eoeo e e
Clazzification 18
2 Create a form for the DVD Stock table. Vear Relcazed {2004
Dircetor ‘Sergio Leone
3 Add an image to the right of the DVD informa- LoaniD | MemberlD | Return Date | Rental Price | Paid
. . . . b 3 2 01/06/2006 gs50 O
tion. Set the size mode option to Zoom. Resize ] 7 7 O50RZ006 £350
and move the image as necessary. ] 13 ‘11 ?SESESSS 2323
* [Mumber) 0 £0.00 [
4 Format the DVD data field names as Comic
Sans MS, blue and bold, then resize the fields
to display the complete name if necessary. Record: [I4] [T of 4
Record: EE]—s m@ of 10 <>
5 Format the DVD data fields as Comic Sans MS.
6 Save the form.
Task 2
1 Create a form for the Loans table. - DVD Loan Details
LoanID
2 Add a form header - DVD Loan Details, and format it OVDID 2
size 14, red and bold. Resize the label as necessary. i !
Return Date 01/06/2006
3 Resize the header and reduce the footer to a minimum. Re:‘"' Fres A
Pai Ld
4 Save the form. Record: (]« [ T [P JPTJFH] of 14
Task 3 =
1 Create a form for the Members table. :
Member Information
2 Add a form header - Member Information, and
format it size 14, blue, bold and italics. Resize it | oo l
so that all of the text is displayed. Tie s
Firsk name Sarah
3 Insert an image to the right of the header text. Surname Peterson
Set the Size Mode property for the image to :::j:::; 03 Anthen’s Cose
either Zoom or Stretch. Move or resize the Town Edburgh
image to get a good fit in the header. Postods Ef‘i?S_G
Reqion Lothian
4 Resize the form header if necessary. Tl N|° D131 444 9967
Email
5 Reduce the size of the form footer to nothing. Shidiniee L
LoanlDy | DwDID | Return Date | Rental Price | Paid
6 Save the form and close the DVD Store data- Ed 1 2 dlieAle Ea Dl
|| B 3 0406/2006 £3.00
base file. N 9 1 DB/IG/2006 £3.00
|| 13 5 10/06/2006 £3.00
# [urnber) 0 £0.00 ] ~
Record: EE]—S‘EIWLW of 10
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Personnel database

Task 1

1 Open the Personnel database file

2 Create a form for the Course booking table

3 Add a header - Course Booking Information. Format it as
Comic Sans MS, size 15 and bold, then resize the label
control to display all the text.

4 Resize the form header area to reduce any blank space.

5 Format the field names and data controls to use font
Comic Sans MS. Resize them so that all text is displayed.

6 Add an |mage tO the E] Course Booking
form footer then resize Course Booking Information
the footer to reduce the | ..o ;
blank space. Staff Code .MS_DD_D_I -

Course ID BITS
7 Save and close the form. Course Start bate 01/09/2006
Record: (14| ’—1 [ |[»T]v3#] of 10

Task 2

1 Create a form for the Courses table.

2 Add a Form header - Course Information. Format it as
Comic Sans MS, size 16, bold and blue.

3 Format the field name and data controls for the CourselD
and Course Title to be Comic Sans MS.

4 Format the data area for these controls to be bold, with a
pale blue background (Fill colour).

5 Adjust the sizes of the field name/data controls so that all
text is displayed.

6 Save and close [HEITEE

the form. Course Information
2 CourselD BITS
Course Title Bosic IT shills
Booking ID_ | StaffCode | Course Start Date
| il wsoooi 01/09/2006
|| 4 Wy50001 01/09/2006
L | 5 REOOO1 01/09/2006
|| 10 M30002 01/12/2006
*| (AutoMurnber) -
Record; |__1_| | 1 EJ[E of 4
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Task 3
1 Create a form for the Staff table.

2 Add a form header - Staff Training Data. Format it as
Comic Sans MS, size 14, blue and bold.

3 Add an image to the right of the header text - set the Size
Mode property to Zoom.

4 Format the field names and data controls to use font
Comic Sans MS.

5 Format the data area of the control to have a pale blue fill
colour, and bold text.

6 Add a footer - Compulsory Training Courses, and format it
as Comic Sans MS, blue and italics.

7 Resize the header and footer areas to reduce any blank

Space.
8 Save and close the form.
9 Close the Personnel database file. prai TrsiEng Daih @
M| statizs lwsoo01
Title Mr
Firstname William
Surname ‘Stewart
Start bate 26/02/2001
Salary £18,900
bate of Eirth 30/10/1985
Job Title Web _Dujg_nerl
Booking D | Courge [D | Course Start Date l
4 4 BITS 01/09/2006
|| 7 HASAW 01272006
#*| (AutoMumber)

Compulsory Training Courses

record: (][] 5 [ [rJpH]cf s

-
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6 Datasheet view




Simple sort Basic steps

The records in a table will normally appear in the order in 1 Open the table or form
which they were entered. You can easily sort the data in your that you want to sort.

table into ascending or descending order on any field. 2

Use the Names and Addresses table in your Christmas Card

Click anywhere within the
field that you wish to sort

List database to experiment. in order of.

(1 Open the table )

B Names and Addresses : Table

3 Click the Sort Ascending
or the Sort Descend-
ing tool - depending

(2 Select the column to sort on) on the order required.

E@
ame Address 1 Address 2 Town Riun Postcode

CCID|  Title | First Marne | Lastn
id 8 Mrs Adams] 10 Blackadder Avenue Loanhead  Midlothian EH34 127
= 2 Miss Douglas 55 West Side Way Pencaitland East Lothian EH44 2FP |
| | B Mr Jackson The Auld Toll 14 Mill Wynd Lauder Borders TOMO7EL
|| 3 Mr & Mrs  Brian Jacksaon Westwind Cottage 2 Whiteadder Crescent  Dalkeith idlothian EEFGA [
L 1 Mrs Jones 22 High Street Edinburgh  Lothian EHE 172 [
| 5 Miss Springs 22 5t John's Crescent Edinburgh  Lothian EH21 a0 |
o 4 Mr & Mrs  Peter Watson 102 Hilltop View Lauder Bardars M0 ZEE
|| 7 Mrs & Mr Williamson 44 Main Road Inverness [v4 7HH [
#* | imber)

R = T T = = o —

Record; [14] 1 [>T of & < >

72

Take note

Having sorted your records, you will be asked if you want to save the
changes, i.e. the records sorted, when you close your table (or form).

Choose [ ¥ |or|[ o ]depending oh whether or not you wish to save
the sort order.

When you eet up an Advanced Sort (see opposite) you can either save the
sorted table or you can save the criteria as a Query. This will be listed
under Queries in the Database window. To save the criteria as a Query,
click the Save as Query tool in the Filter, Advanced Filter/Sort dialog
box, and give the query a name that reflects ite purpose. Any time you
open the query its criteria will be applied.




Basic steps

1 Open the Records menu.
Choose Filter then
Advanced Filter/Sort.

2 Double-click on each
field required in the
fields list to add it to the
lower pane.

3 Select Ascending or
Descending Sort order in
the Sort row.

4 Click the Apply/Remove

Filter tool on the

Filter/Sort toolbar.

5 The sorted table is
displayed.

Take note 1=\

If you need to clear existing
criteria from the grid, click
the Clear Gridtool| X |then
set up your sort.

Records [

Multi-level sort

If you need to sort your records on more than one field, you
can perform an Advanced Sort.

Try sorting your Names and Addresses into ascending order
by Town, then Surname and then First Name.

1 Use Records > Filter >

[ Fiter

Sork

Apply Filter/Sort

]

Filter By Form

Advanced Filter/Sort

Filter By Selection

Filter Excluding 5 lection

Remove Filker/Sort

Advanced Filker/Sort... |

Save Record  Shift+Enter
Refrash

DCata Entry

|cap

[ Title

| First Marne
|Lastname

| Address 1

| Address 2

| Tawn

\Region

| Postcode

| Tel Mo M

E! Mames and AddressesFilter2 : Filter

Criteria:

Field: |[Town

Lastname First Mame

Sort: | Ascending

Ascending Ascending

ar;

»
>

B Names and Addresses : Table

5 The sorted table
| cop Title | First Na_rE|Gstname | Address 1 Address 2 |_T0wn

Regi0n_| F'ode_|

Westwind Cottage

22 High Street

22 St John's Crescent

44 Main Road
The Auld Toll
102 Hilltop Wiew

14 Mill Wynd

10 Blackadder Avenue
25 West Side Way

2 %Whiteadder Crescent  Dalkeith

Midlothian ~ E22 877
Edinburgh  Lothian EHE 177
Edinburgh  Lothian EH21 4WQ
Inverness w4 FHH
Lauder Borders TD10 VZIZ
Lauder Borders TD10 ZZF
Loanhead  Midlothian EH34 177

Pencaitland  East Lothian EH#4 2PP

nd 3 Mr & Mrs  Brian dacksaon
= 1 Mrs Ann Jones
L 5 Miss Alice Springs
[l 7 Mrs & Mr Joe Williamson
- B Mr Meil dacksaon
| 4 Mr & Mrs  Peter Watson
| g Mrs Gill Adarns
| | 2 Miss Alison Dauglas
*|imber)

i T T
Record: (14 [ 1 [(r M)k of &

£

L3 Set the sort order ;
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Find

With larger databases, it is impractical to locate records in 1
your tables or forms by scrolling through, reading each
record. The Find command will locate records that contain a
specific entry in a field. Find works most efficiently if you tell
it which field the data is in (so it doesn’t need to search the
whole table), and the field is indexed. Note these two options:

¢  Match Case - find only those entries that match the case
used in the Find What field (capitals/lower case).

¢  Search Fields As Formatted - find data based on its
display format rather than stored value, e.g. a monetary

value stored as 3.5 but formatted £3.50.

o
Basic steps E‘, ﬂ

Put the insertion point
inside the field you want
to search.

Click the Find tool .

Key the target data in the
Find What: field.

Wi

4 Select the field that you
want to search in from
the Look In options.

5 Choose the Match option
required.

(3 Enter the target data)

(8 Start the search) 6

Specify the search

(4 Set the Look In field)

[T T A

direction using the
Search option.

7 Select/deselect other
options as required.

Find Replace 8 Click to start the
Find What;  Loanhead| v | _FEindnext search, or to look for the
cancel | next match.
Loak In; TDwn w 9
Match; whole Field | When you have found the
Search; Al v record click [__cancel .
[Iakch Case Search Fields &s Formatted

(9 Cancel to exit)

(5 Set the Match option)

(6 Set the search direction)
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Take note

Database tables could have hundreds of thou-
sands of records in them — think of the DVLC
car registration database — ¢o it is important
that you can locate information quickly.




9,
“‘
Basic steps E‘, ﬂ

1 ciick the Find tool
and go to the Replace
tab.

2 Key the target data in
Find What: and the
replacement data in
Replace With:

3 Specify your Look In,
Search and Match
options.

Selective replace
Click [_emdnext ],
Once you find the data,

click [_gepace ]

o b

6 click to move

to the next occurrence.

T click when you

are finished.

Global replacement
Click [Repizea ]

] to confirm
the replacement.

O

Replace

You can quickly change the contents of several fields using the
Replace option.

2 Enter the data to find
and its replacement

(4 Click Find Next)
(7 Cancel to exit)

Find Replace
Findwhat;  Dalkieth v | Eind next
Replace With: .Dalkath! i [E
Look In: | Taown w |
— : Replace
Makch: ‘Whale Field ~
Search: Al v Replace Al
[IMatch Case Search Fields As Formatted

(3 Set the options)
5 Replace once
(8 Replace aID

Microsoft Dffice Access

'j You won't be able to undo this Replace operation.
L

Do you want ko continue?

(9 Confirm the replace)
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Fi Ite ri I1 g Basic steps

1 Select the text on which

Filter by Selection

you want to base your
When working within a table, you might want to display a filter.
subset of the records held based on some criterion, e.g. allthe | 9 Gjick the Filter by Selec-
Books from a specific publisher. You can use Filter by Selec- tion tool _

tion techniques for this.
3 Records matching the

selection are displayed.

4 Repeat the process if you
want a sub-set of your
new list.

Take note

With Filter by Selection you can only filter on
one field at a time. However, you can repeat S Click the Remove Filter
the filter process as many times as you like to tool [7] to display all
get down to the records you want. your records again.

(1 Select the text to filter on)

d e d 0 A0DOre = aie
cClD Title First Mame | Lastname Address 1 Address 2 Town Region

3 Mr & Mrs Brian dackson  Westwind Cottage 2 Whiteadder Crescent Dalkeith  Midlothian
4} 1 Mrs Ann Jones 22 High Street Edinblirgh  Lothian

5 Miss Alice SBprings 22 5t John's Crescent ‘Edinburgh  Lothian

7 Mrs & Mr Joe Williamson 44 Main Road Irvermess

B Mr Meil Jackson  The Auld Tall 14 Mill Woynd Lauder Borders

4 Mr & Mrs  Peter YWatson 102 Hilltop View Lauder Borders

8 Mrs Gill Adams 10 Blackadder Avenue Loanhead  Midlathian

2 Miss Alison Douglas 55 'West Side Way ‘Pencaitland East Lothian
* |urnber)
Record: (14 ][ 4] z [ [P of & < >

3 The filtered subset

CCID Title First Mame | Lastname Addrass 1 Address 2 Town Regio
|| 1 Mrs Ann Jones 22 High Street | Lathian
_ & Miss Alice Springs 22 5t John's Crescent Edinburgh  Lothian
Jmher)

B Mames and Addresses : Table

| Recort: XNEN T [P [PL)P] of 2 (Fitered)
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y

- ] -
Basic steps 0 Filter by Form
(4
A click the Filter by Form If you wish to specify several criteria at the same time, you
tool . could use Filter by Form rather than Filter by Selection. Here

you select the value to look for in a field from a drop-down list
of all the values held anywhere in that field.

2 Select the criteria from
the drop-down lists.
You can also use Filter by Form to filter by different sets of

criteria simultaneously.

3 Switch to the Or tab and
set options here if alter-
natives are wanted.

4  Ciick the Apply Filter tool (2 Select the C”terion)

B Names and Addresses: Filter, by Form
I First Mame | Lastname Address 1 Address 2
“Jackson 'L
Dalkeith
Edinburgh
Inverness

Lauder
3 Switch to Or tab Loanhead
|Pencaitland

Lasthame Address 1 Address 2
Jackson  The Auld Toll 14 Mill YWynd

Lauder Borders

Lastname = Jackson, Town = Lauder
(one tab used in Filter by Form)

Recard: (1] © ] T [ [PU]P3] of 1 (Filtered)

B Names and Addresses : Table
| First Marme | Lasthare Address 1 Address 2 Town Regionh
3 Mr & Mrs Brian Jackson  Westwind Cottage 2 Whiteadder Crescent  Dalkeith  Midlathian
P B Neil Jackson  The Auld Toll |14 Mill Wynd Lauder ‘Borders
Jmher)

Lastname = Jackson, Town = Lauder
or Dalkeith (two tabs used)

Record: [IC][][ 2z [ |[PI]K] of 2 (Filkered)
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The subdatasheet Basic steps

You may have noticed that in tables whose primary key is a 1
foreign key in another table, the left-most column in the table
contains a plus sign. This indicates that there is a subdatasheet
of related records that can be displayed directly from that
table.

You can display the related records for individual records or
for all the records in the table. ]

Open the Book Shop database to experiment with this feature.

(2 Click to display the subdatasheet) 3

Open a table where the
primary key is related to
a foreign key in another
table e.g. the Publisher

table in the Book Shop

database.

Expand the subdata-
sheet for a single record

Click the plus sign to the
left of the record.

Collapse the subsheet

Click the minus sign to
the left of the record.

B Publisher : Ta
—|F'uhlish9’2|_J|_PL|insher Marn: | Contact Person |

[ 1 PR of 6 <

Records [14) |

Address 1 Address 2 Town | Region | Posteode |
savier ack Smit & Boulevar angford Lane wfor xfordshire
Elsevi Jack Smith The Boulevard Langford L Ouford Oufordshire  OX5 1GB

2 Puffin Magic Alice Williamson 7 Queen Street Edinburgh  Lothian EH34 177
i 3 Arrows Publicitions George Black Randall House 1 Cavalier Bridge Road  London RM10 254,
+ 4 Wayward Log Ltd | Nikki Madsan 18 Clifftop Street Londan WCIH 3PP
+ 5 Harry Cousin Ltd  Paul Thomson  10-23 Frosty Road Invermess  Highland %4 2A4
* 6 Puffin & Petguin Gl Peterson 22 5t Giles Way Edinburgh  Lothian EH7 277
utoMumber)

B Publisher, : Tah)e

—| ublisherlD| | Publisher Narne | Contact Person | Address 1 Address 2 Town | Region | Postcode |
N3k fl Elsevier Jack Smith The Boulevard Langford Lane Oxford Oxfordshire  OX5 1GB
B 2 Puffin Magic Alice Williamson 7 Clueen Street Edinburgh  Lothian EH34 177

i '} Arrows Publications George Black Randall Houge 1 Cavalier Bridge Road  Londaon R0 254

ISEM | Book Title [ Author Firstname [ Author Sumarne | Price | Classification | Year Published
| |03451 22443 Campfire Cooking Jirm Petersan £12.00 Cooking 2002
| |D442233112 Bits and Bytes Caolin Donaldson £12.99 Computing 2003
| |04466 8833 1  Changing Skies Martin Andrews E16.99 Traygl 2002
| |D7744 BEB4 2 Guitar Classics Frank Pawell £14.99 My
| ¥ i i _ 0007
|2 4 Wayward Lock Ltd | Mikki Madson 18 Cliftop Street
| 5 Harry Cousin Ltd  Paul Thamson  10-23 Frosty Road |
| |+ & Puffin & Penguin Gill Peterson 22 5t Giles Way Take no.be
#| utoMumber)
Record: [I4] | TP [M]PH] of 6 $ You can add, edit or delete

records through the
subdatasheet.
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Expand or collapse for all records

B Expand or collapse the
subsheets for all records — (1 Click Format)
1 Open the Format menu. A Font...
Datasheet...
2 Select Subdatasheet. Row Height...
Calumn Width,.. 2 Select Subdatasheet
3 Choose Expand All or Rename Colmn
COIIapse All. Hide Columins
Unhide Columns..,
Subdatasheet >| § wpand Al 3 EXpa nd All or

Ex|
5 Collapse Al Collapse All
emove

I Publisher ; Table

fﬁam}—rﬁu_ﬂmName rah_taEt_lae_rson ]_Address 1 Address 2 | Tuwm Region | Postcode ~
b - 1 Elsevier Jack Smith The Boulevard Langfurd Lane Oxford Oxfordshire OX5 1GB

ISBN | Book Title | Author Firstname | Author Surname [ Price [ Classification [ Year Published

| P |0 1403 7022 6  Castaways Maggie Anderson £11.93 Travel 1999

| |03355 2211 8 Garden Shrubs Alice Borthwick £9.99 Gardening 2004

| |05532 77221 Bread and Biscuits Caroline Andrews £14.93 Cooking 2002

| |0 33206666 1  Christmas Destinations Diavina Cousing £14.99 Travel 2005

B .4 B B : Lk Trave) —
s 2 Puffin Magic Alice Williamson 7 Gueen Street Edinhurgh Lathian EH34 177

ISBM | Book Title | Author Firstrarne | Author Surname [ Price | Classification | Year Published

| |0 140238321 In & Out Stories Jack Simpson £7.80 Children's fiction 1397

| |0-4231 44225 West Highland Way Andrew MelLeod £E18.99 Travel 2005

| |0112233445 Easy Internet Morris Mchally £11.99 Computing 2003

| |0 6622 9544 1  Giant WWarld Atlas Tani Wyilson £12.59 Travel 2001

| 0775522113 Little Bear at Home Amanda Hastings £7.99 Children’s fiction 2005

| |077555511 3 Little Bear goes on holiday  Amanda Hastings E7.99 Children's fiction 2005

| E] £0.00 Travel
Ti 3 Arrows Publications George Black Randall House 1 Cavalier Bridge Road  London RM10 25A

ISBN | Book Title | Awthar Firstname | Author Surname | Price | Classification | Year Published

| |03451 22443 Campfire Cooking Jdim Feterson £12.00 Cooking 2002

| |0 44223311 2 Bits and Bytes Caolin Donaldson £12.99 Computing 2003

| |0 4466 8833 1 Changing Skies Martin Andrews E16.93 Travel 2002

| |07744 6664 2 Guitar Classics Frank Powrell £14.99 Music 2002

| |0999911112 Cycling in Scatland Alison McPeterson £12.99 Travel 2003

L * £0.00 Travel v

Recard: [EJ | & [ZJ[E of & £ ?
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Removing and restoring a subdatasheet

You can remove the subdatasheet link if it is no longer

required.

(1 Click Format)

Format
A Fort...
Datasheet. ..
Row Height. ..
Column Width, ..
Rename Colurn
Hide Calumnns

Unhide Columns. ..

(2 Point to Subdatasheet)

Subdatashest

o

]

¥

=,

80

S Expand Al
= Collapse all

Remove

(5 Select the table)

Insert Subdatas

=2

Querier | Bath

Bk details
Publisher

Link. Child Fields;

Link Master Fields;

{PublisherID

|PublishierID

Cancel

w
Basic steps E’, ﬂ

|

1
2
3
|

4
5

(6 Check the Iinks)

~ |

Remove a subsheet
Open the Format menu.
Select Subdatasheet.
Choose Remove.
Restore a subsheet

From the Insert menu
choose Subdatasheet.

In the dialog box, select
the table you wish to
link to.

Check/edit the fields
through which the
tables are linked.

Click [__oc__ .



9,
“‘
Basic steps E‘, ﬂ

Format the font

Open the Format menu.

Format a datasheet

If you wish to change the formatting on your datasheet, you
can do so using the Format menu. Any changes that you make
to the datasheet will be applied to the whole datasheet - you

Choose Font...

Complete the dialog box.

o~NOOOIE RWNPE =

Click [_o__J. gridlines of the datasheet itself.
Format the datasheet

Font
Open the Format menu. B PoRtSEEE:

_omic Sans M3 Regular
Choose Datasheet... D Contury schosiback ~

i('; Chiller Ttalic
Complete the dialog box. e e

(.} Cooper Black

. [} C lake Gothic Bold

Click . 0 CEEEZ:EI:t: Cathic Li;ht ¥

Effects Sample

and your screen.

[underline AaBb T ¥
Color: -ElacP v AN

This is an OpenType font, This same font will be used on bokn yuo rin (3
Format the font)

cannot change the formatting of specific rows or columns.

You can format the font used for the text, or the fill colour and

11
12
1s (4 cickok )
15

Datasheet Formatting

Cell Effect Gridines Shown

2o [ concel ]

= Cancel
Take note S

Background Color: Gridline Co.ar:

You can adjust the column width of indi- Eﬂ:::'te R =
vidual columns by dragging the vertical bar O\
between the field names, or by specifying 7
the column width via the Format menu. Formit die

Eorder and Line Styles datasheet
You can adjust the row height by dragging Datasheet Border v | |Sold
the horizontal bar between the records, in Rifactian

. (5} Left-to-right () Right-ta-left

the row selector area, or by specifying the
row height via the Format menu. All rows
will be formatted to the same height.
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Hide and Show pasicsteps |3

There may be times when you don’t want to show all the | ® Hide columns
columns in your datasheet. You may be concentrating on a 1
task that only uses certain fields and decide to hide the ones
that are of no concern at the moment.

Click the Field Name row
to select the column.

or

You can always show the columns again when you need them. | 2 Drag along the field

name row to select a set

of adjacent columns.
1 Select the column
3 Choose Hide Columns

from the Format menu.

B DYD Stock : Table

| DvDID Title

T oar Released Director

id 1 Batman Beqgins Christopher Nolan
| 2 Charlie and the Chocolate Factory Tim Burton
3 Concert for George David DelLand

Lawrence Kasdan
Michael Moore
Sergio Leone
Alfonso Cuaron
Peter Jackson
Andrew Adamson
Mick Park

4 Dreamcatcher

5 Fahrenheit 9/11

& The Good, the Bad, and the Ugly: Special Edition
7 Harry Potter and the Prisoner of Azkaban

8 The Lord of the Rings: The Return of the King

9 Shrek 2
10 Wallace and Gromit:Curse of the Were-Rabbit
#*| sumber)

manie, e
Record: [14] © | T [ |1]w#] of 10

+ o+ o+ o+ o+ o+ 4+ 4+ o+

B Show (or hide) columns

Unhide Columns

4 Open the Format menu

Lo Close and choose Unhide
it Columns. The Unhide
g ey (6 Click Close) Columns dialog box
W Dicscter appears. The columns

currently showing have a
tick beside them.

(5 Tick or clear the checkbox ) 5 Click on the checkbox to
toggle the Show/hide

status of a field.

6 Click when you are

finished.
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Freezing columns

Basic steps

B Freeze columns There will be times that you need to view columns, which are
distant from each other in your table, on the screen at the
1 Select the column(s) that 1d do thi 3}; hid ’ | h d
same time. You could do this iding columns that you don’t
you want to freeze. _ _ Y & Y
2 need to view, or by freezing columns at the left edge of your
Open the Format menu table. Columns that have been frozen will remain at the left
and choose Freeze edge of your table while you scroll the other fields in or out of
Columns. view.
3 The columns will be (2 Use Format > Freeze Columns)
moved (if necessary) and [Farmat | -
A Font...
frozen at the left edge of =
Datasheet...
yOUF table Row Height...
B Unfreeze columns rTEsEE] Rename Column T
b |Jackson  West tide Calumns h Midlathian ~ EZ28FF 013
4 Open the Format menu __|Jones 22 Hig Unhide Colurnnis .. (I L othian EHE 122 0131
__ | Springs 22 5t = al dinburgh  [EsglET] EH21 a0 0131
and choose Unfreeze All | williamsan 44 m [ege s D WATHH 0222
| |Jackson  Thea| o Unfresze All Colmns | der Borders TDI07ZZ 0136
Columns. _|Watson 10241 b atadizet ) Borders TMOZZZ 0136
| Adams iU Blacrammer AvenTe Midlathian ~ EH341ZZ 0131
__ | Douglas 55 West Side Way (M East Lothian EH44 2PP 0123
bord: (1)« [ 1 [P JFJPH] of [ >
4 yse Format > (0 L0 T of e
Unfreeze All Columns)
@. Select the column(s))
3 The columns are frozen
, m es and Addresses : T;hle X
| | Town Lastname Address 1 Address 2 Region Postcode
Ta kG note iy r _[Dalkeith Jacksaon Wastwind Cottage 2 Whiteadder Crescent  Midlothian E22.87F 0131
— \__|Edinburgh | Jones 22 High Street Lothian EHE 127 0131
| |Edinburgh | Springs 22 5t John's Crescent Lothian EH21 400 0131
Columns that have been | |mverness | Wiliamson 44 Main Road MATHH 0222
. || Lauder Jacksdh The Auld Tall 14 Mill ¥ynd Borders TDIO7ZZ 0136
frozen remain at the left " |Lauder  |Watson 102 Hilltop View Borders  TDIOZZZ 0136
d 'Ftl’l t I?l h th | |Loanhead Adarns 10 Blackadder Avenue Midlathian EH341Zr 0131
édge orinetavie wnenney __|Pencaitiand |Douglas 55 West Side Way East Lothian EH342PP 0123
*
are unfrozen. To return one e O DhEEe % - - —

to ite original position,
move it — point to the field
name at the top and drag
and drop it — or close the
table without saving the
changes.
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Print Preview

Basic steps

Now that you know how to get data into tables, and how to 1 Open the table you want.
display specific records, you may want to print your datasheet.
There are various ways to do this, but the easiest to begin with
is to print from Datasheet view (this applies to either your

tables, or the results from running a query).

2 Click the Print Preview
tool [[&]. Your table is
displayed in the Print
Preview screen.

Once the datasheet display has been formatted to your satis- 3

To edit before printing,
faction, you can print the table. P g

close the Print Preview
and return to Datasheet
view by clicking on
the Print Preview toolbar.

Always do a Print Preview first, and check that the layout is
okay on screen, before you commit it to paper.

B DYD Stock : Table

Page 1

DWD Stock 06032006

|ovpin | Title |Classification | Year Relsased | Director

1 Batman Begins 128 2005 Christopher Malan

2 Chadie and the Chocolate Factory FG 2005 Tim Burton

3 Concert for George FG 2003 Davicl Deland

4 Dreamcatcher 15 2004 Lawrence Kasran

5Fahrenheit 9511 15 2004 Michael Moore

B The Gond, the Bad, and the Ugly Spedal Edition 18 2004 Sergio Leone

7 Harry Potter and the P risoner of Azkshan PG 2004 Alfonsn Cuaron

8 The Lord of the Ring=. The R eturn ofthe King 128 2004 Peter Jackson
| 85hrek 2 u 2004 AndrevwAdamann

10 wallace and Gromit: Curse ofthe Were-Rabbit U 2006 Mick Park

(2 The Print Preview screen)

The page header contains

Page: 1

the table name and the

Print Preview toolbar
Print

(3 Click Close)

[eg- 5| Q[ | r

- | Close | getup | B, - | _‘]vl-t;#'ﬂ

Zoom

Design view  Display options
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Page Setup

current date; the footer

contains the page number.
These can be switched on
or off in Page Setup. To go
into Page Setup from Print

Preview, click on the

Print Preview toolbar.




Page Setup

1 Open the File menu. If you want to change the paper size, margins or orientation
of your page, use the Page Setup dialog box. You can open this
from Datasheet view, or from the Print Preview screen.

Basic steps

2 Select Page Setup.

3 Complete the Page
Setup dialog box as

required.
1 ciick File
4 ciick . e

kg

| open... Chrl+0

=l save Ctrl+s
Save As...

| Page Setup. .. |

Database Properties (2 Se|eCt Page Setu p)

14...\0%D Store.mdb

2 .. \Rock music lisk.rmdb
34 \Copy of Rock music list.mdb
4 \...\Book Shop.mdb

¥

Take note

The content of the Page _ —
: i e
Setup dialog box varies (3 Set the options) e _—
from printer to printer. Top: [25.4 — :
Bottom: | 25,4 I I
Left: 5.4
Right: .2.5..4
Margins Page
Crientation
I Portyail c
Paper [ K ] [ Caniel
Size:! | 8t &
Source: :.Automatically Select v

Printer for DYD Stock.
(%) Default Printer

) Use Specific Printer i
@ Click OK >

[ Ok |[ Cancel ]
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Print

If the table is formatted and the Page Setup is okay, you can
go ahead and print your table. You can print directly from
Datasheet view, or from the Print Preview screen. It does not
matter which view you are in, the routine is the same.

=

File

[ —

Save

Save As..,

Ctrl+S

Page Setup...

(3 Use File > Print)

=

Prink...

ke |

1 Christmas Card List.mdb

2 \Documents and Settingsi...\dbl.mdb

3 Personnel. mdb

4 DYD Store.mdb

£

86

(4 Set the options)

/A W |

Prinker
Marne: L L Properties
Status:  Ready
Twpe: HP Desklel 950C/952C[959C
Where:  LPTI1:
Comment; [ Prirk «a File
Prink Rafige Copies
ol Murnber of Copies: 1 El
()Pages Eromi ___-—3"3
() Selected Recard(s) 12
o ][ conel |

Basic steps

B Print all records

[

Click on the Stand-
ard toolbar.

Print selected records
Select the records.

Open the File menu and
choose Print.

Complete the dialog box

ofO A WNTE

as required.
Click [_oc__J.
Take note ==

To select consecutive
records in Datasheet view,
click and drag down the
selection bar to the left of
the records.




Exercises

Christmas Card List database

o o A W N B

8
9

Open the Christmas Card List database.

Open the Names and Addresses table in Datasheet view.
Format the font to be size 12 and blue.

Adjust the column width as necessary to display all data.
Set the row height to 17.

Sort the data into ascending order on Surname, then First
name.

Freeze the Title, First name and Surname fields.
Hide the Telephone Number field.

Print out the datasheet in Landscape orientation.

10 Close the table without saving the changes.

11 Close the Christmas Card List database.

Book shop database

Task 1

1 Open the Book Shop database.

2 Open the Book details table in Datasheet view.

3 Format the datasheet to have a sunken cell effect.

4 Make the font green and bold.

5 Sort the data into descending order on Classification, then
Year Published.

6 Print out the Travel books only - landscape orientation.

7 Close the table without saving the changes.
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Task 1

Open the Publisher table in Datasheet view.
Freeze the Contact name and Publisher fields.

Use Filter by Form to select all Scottish publishers: use the
criterion Region = Highland or Lothian.

Print out these books only, in landscape orientation.
Close the Publisher table without saving the changes.

Close the Book Shop database.

DVD store database

10

88

Open the DVD Store database.
Open the DVD Stock table in Datasheet view.

Use Filter by Selection to display all DVDs with a PG Classi-
fication.

Print the records out, in landscape orientation.
Remove the filter from the list.

Format the datasheet to have a raised effect, with a blue,
bold font.

Hide the Director field.
Sort the records into ascending order on Year Released.

Print out the records for DVDs published in 2004 only -
landscape orientation.

Close the DVD Store table, without saving the changes.



7 Queries




The query grid

The features discussed in Chapter 6 for filtering and sorting
data are all very well if your requirements are fairly simple or
you are working with one table only. However, if your require-
ments are more complex, queries give you a much more
powerful tool to use when sorting and extracting data from
your tables.

Queries are also useful if you need to extract data from more

than one table.

Show Table

Tables | Gueries | Both

PX

Close

=] Query1 : Select Query

(5 Click Close)

9,
“‘
Basic steps E‘, ﬂ

1 Open your Christmas
Card List database.

Go to Queries in the
Database window.

||Z_;J Create query in Design view |

2
3 Double-click
4

Select the table(s) you

want to query in the

Show Table dialog box

and click to add
them to the query grid.

5 Click [g=

6 The field list(s) will be
displayed in the uppe

r

pane, and the query grid
in the lower pane of the

Query window.

"

|cap

| Title:

|| First Mame

|Lastname 1 Double-click to

|\ Address 1

| Address 2 add to the grid

| Tawn

\Region

| Postrode

| Tel Mo

| Email

8 set the Sort order?
W
< >

Figld: [Title Lastname First Narme Tel Mo Email b
Table: |Mames and Addresses Names and Addresses Names and Addresses Names and Addresses Names and Addresses

Sork: Ascending Ascending
Show: )

Criteria:
ar: | e
< >
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7 In the field list, double-
click each field name you
wish to display when you
run your query - the field
name will move to the
query grid.

8 If you wish to sort your
data, specify the Sort
order for the field(s) you
wish to sort in the Sort
row.

9 Click to run your

query.

=] Query1 : Select Query

Title Lastniarme | First Name Tel Ma Ernail
M Adams Gill 0131 999 3333 gilla@yahoo.co.uk
- |Miss Douglas Alison 01234 53555
|Mr & Mrs Jackson Brian 0131 555 9933  hrianannj@quista. net
e Jackson Meil 01360 444 333

Mrs Jones Ann 0131 555 3322 annj@virgin.net

Miss Springs Alice
Mr & Mrs WWatzon Pater
|Mrs & Mr Williamson Joe

0131 4491224  alicesprings@yahoo.co.uk
01360 858 4444
0222 111 3333

Record: . ]74 [E of &

Take note

For more information on
the Show Table dialog box
eece Chapter 3.

The sorted results

Take note

When sorting using the query grid, the sort priority
works from left to right. The first level sort field e.g.
Lastname must be to the left of the second level sort
field, which must be to the left of the third level sort
field, etc. The fields do not need to be next to each
other, but they must be positioned left to right in
order of priority.
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Adjusting the fields in the query

o
Basic steps E‘, ﬂ

H To remove a field from
the query grid

You can remove fields from the grid, or move them to a
different place.

Select the field (click at
the top of the column).

Press [Delete].

Tip

You can move between the query grid and the resulting
datasheet by clicking the view tool on the Query
Design toolbar or on the Datasheet toolbar.

To move a field

Select the field.

S W EN

Drag and drop it while
pointing to the narrow
bar above the field name
row.

E_Q_uerﬂ : Select Q_uewi

CEX

[
| caD

[ Tithe:

| {First Mamne
Lastname

[Address 1

= (4 Drag along the guide row)

[Region
'|Postcode

(1

(Email
. | b

Select the field )

ard

< >
Field: [Title Lastname First Mame Ermnail A
Table: |Mames and Address  [Mames and Addresses Mames and Addresses Narnes and Address
Sort: Ascending Ascending
Show = ] & |
Criteria:
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Take note

Access has a powerful query tool. We will be performing
queries where we specify the fields required and also the
records according to the criteria set.




Q
“‘
Basic steps [o’ ﬂ

1

Click the Save tool @on

the Query Design or the
Datasheet window

Give your query a name
that reflects its purpose

Click [ o ]

Take note

To run a query again, sim-
ply double-click on it in the
Database window. The re-
sults will be displayed in a
datasheet.

Many exam boards ask you
tosaveyourqueries to pro-
vide evidence that you can
complete a given task.

Saving a query

If you want to be able to re-run your query without having to
set it up again, you should save it.

Saved queries will be listed in the Query area in the database
window.

(2 Enter a name)

Natnes, Teléﬁhone and Emnail

CHEHy s - ‘

L qOpen kZDesion  gibew | K | =n -

Objects El] Create query in Design view
Tahles |_EI=J Create query by using wizard

|

| =l Queries
ﬁ
l

Mamas, Telephone and Email

Sorted by Town, Lastname then First name
Forms

Reporks
Y& Pages
Macras

&
2t Modules

Groups

%] Favorites
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Multi-table queries

Multi-table queries are no more difficult than single table
queries. You just have to remember to add all the tables you
require to the query grid.

(3 Add the tables)

£ Book and Publisher detail : &

—— - N
L . d e i
# 1
PublisherID
56n ) Publisher Mame
Book Title Contact Person
Authar Firstname Address 1
.Ql_.lthnr Surname Address 2
glce i Tawn N
assification Redion 4 .
‘f'ear. Published  § Pastcade Add the fleldS
FPublisheriD Tel Number >
- Ernail
»
£ >
Field: 15BN Book Title Aukhor Surmame | Author Firstname | Price Publisher Name
Table: |Book details  [Book details | Book details Book details Book details Publisher
Sork; Ascending Ascending bt
Shiw: 1
Criteria:
ar: b
(5 Set the Sort order)

ﬁ Book and Publisher detail : Select Query

ISBM | Book Title | Author Surname W{hur Firstname ’_F‘rice Publisher Nama =
P 0140370226 Castaways Anderson Maggie £11.99 Elsevier i ||
| |0553277221 Bread and Biscuits Andrews Caraline £14.99 Elsevier !
|0 44B6 8333 1 Changing Skies Andrews Martin £16.99 Arrows Publications |
| |05556 2233 4 Ballet music from Russia  Black Stephen £15.99 Wayward Lock Ltd |
| |03385 22118 Garden Shrubs Buarthwick Alice £3.99 Elsevier
|0 3320 6666 1 Christmas Destinations Cousins Davina £14.99 Elsevier
|0 44332233 4 Crazy Comets Custard Wyilliam £20.00 Harry Cousin Ltd |
| |0442233112 Bits and Bytes Donaldson Caolin £12.89 Arrows Publications |
| 0993322556 Outdoor Adventures Donaldson Francis £9.75 Wayward Lock Ltd
| |0773322002 Jazz and Blues Highlights  French Gordon £12.75 Harry Cousin Ltd
| |077555511 3 Little Bear goes on holiday  Hastings Amanda £7.958 Puffin Magic
| |07785 22113 Little Bear at Home Hastings Amanda £7.99 Puffin Magic
| 1222222221 Penguins on Parade Lawrence Amanda £8.99 Puffin & Penguin
| |0992233221 The Westem lsles Littlejohn Tracy £14.99 Harry Cousin Ltd
| |04231 44225 West Highland Way McLead Andrew £18.98 Puffin Magic
| 0112233445 Easy Interst Mchally Morris £11.93 Puffin Magic
| 10999911112 Cycling in Scotland McPeterson Alison £12.99 Arrows Publications
| |0 3451 2244 3 Campfire Cooking Peterson Jim £12.00 Arrows Publications |
| |07744 6664 2 Guitar Classics Pouell Frank £14.99 Arrows Publications |
014023832 1 In & Out Stories Simpson Jack £7.50 Puffin Magic i
| 11333333331 Pufiins go on Holiday Simpsan Jane £7.95 Puffin & Penguin
| |0BR22 9344 1 Giant Warld Atlas Wiilson Toni £12.99 Puffin Magic !
L |044221212 5 Cycling in Holland Wyilsan Tani £14.75 Wayward Lock Ud | v
Record: (14 © [ 1 [P |[PI]Pok] of 23
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Basic steps

\
\'\O

J

1

[
(4
Open the Book Shop

database.

Create a query in Design
view.

Add the Book details
table and the Publisher
table to the query grid.

Add the fields to the
query grid - ISBN, Author
Surname, Author
Firstname, Book Title,
Price and Publisher
Name.

Set the sort order, e.g.
books into ascending
order of Author Surname.

Save the query as Book
and Publisher detail.

Click to run it.

The output from the query



o
Basic steps E‘, ﬂ

1 Create a query in Design

2

view.

Add the tables required
to the Design grid.

Select the fields.

Set the criteria - just
type “Travel” in the
criteria row for Classifica-
tion. If you don’t use a
comparison operator
(see bottom of page),
Access assumes that you
mean equal to.

Specify the sort order.

Save and run the query.

Selection criteria

Criteria that you want to apply to a query can also be specified
in the Query grid. They are specified in the Criteria row, below
the Sort row.

We will set up a query to extract details of the Book title,
Classification, Publisher and Price, of the Travel books only,
with the results sorted in ascending order on Price.

E Query! : Select Query 2 Add the tables @@
j 11 f [ =

*

| 1

|TSBN PublicherID
[Publisher MName

Book Title |
Author Firstname Contact Person
Address 1

Author Surname
Address 2

Price
Classification Town
Reqion

‘fear Published s
l(3 Add the fields )

|PublisherID
v

{ >

Field:

Book Title

Classification

Publishst Narne

Price

~

Table:

Book details

Book details

Publisher

Book details

Sort:

Ascending

0

You don't need to type the

Take note

quotes around text in the
criteria row — Access will
add them automatically.

Occasionally Access will
add quotes to a number, or
leave them off a text entry
— if this happens insert or
delete them using the key-
board.

Shiow:
Criteria; "Travel"
or:

a

(4

)
Set the criteria
J

’,
\5 Set the Sort order)

Comparison operators

When setting criteria you can use comparison operators:
>  More than < less than
= Equal to <> not equal to
>= More than or equal to <= less than or equal to

Between the first and the last
value (including the values)

Between.... And...

These are mainly used for Number or Date/Time fields, but
can be used with Text: > “H” means after H in the alphabet.
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Multiple criteria

You can specify more than one criterion for your record
selection. There will be times when you want records that
meet multiple criteria within the same record, and other times
when you want records that match one criterion or another.

All Travel books pub-
= ~
lished before 2003. | _ &
'|"‘ G
. . PublisherID
Both criteria are on the T Atk e
I ff | Contact Person
same row as we are look- el shess )
. .. i | ress
ing for both conditions i - Town
. . Year Published Region
being met in the one PublisherIo Posteads
Tel Mumber
record. ol
This is an AND condition £ -
- We are looking fOI‘ bOOkS Field: |Book Title Classification Publishet Narne Price Year Published o
Table: {Book details Book details Publisher Book details Book details
about travel AND pub- S0 Ascending
Show:
. Criteria: "Travel" k"za03"
lished before 2003. i e |
|
< >
£ Queryl : Select Query .
: g = ~| Travel books OR Music
B fis
F , M books.
#* 1 I
TSEN F herlD
Boak Tite Publsher Name This is an OR condition - we
Author Firstname Contact Person )
|author sumams oot are looking for books on
Price
- T ,
oot Il | travel OR on music.
PublisherID P°|5tc°d§ . .
. e The example is sorted into
+| ascending order by Classifi-
£ * .
cation, and then by Book
Field: |Classificati Baok Titl Publisher M. Pri ‘fear Published A s s s
Tabie: [Boskdetals ook dotal Pibisher ——{Rook dEEAR Bk dotals Title (note the priority order
Sort: | Ascending Ascending Ascending .
Show: on the grid).
Criteria: ["Travel" |
or: | "Music” | | . .
| «|| The criteria can be entered
£ > . .
onto separate criteria rows
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to show we are looking for
one or the other.



Travel or Music books that
cost less than £14.

Note the alternative way or
entering an OR - on one
criteria row.

Also, there is NO £ symbol
typed into the <14.

5] Query1 : Select Query @
= - ~
f o (e |
e i T
58N PublisherD
Book Title [Publisher Mame
Authar Firstname Contact Person
|Author Surname Address 1
Price |Address 2
Classification Tow.n
vear Published A {|Regian
PublisherI Postcode
|| Tel Murnber
= |Emnail
v
- >
Figld: |Classification Book Title Publisher Name Price ‘ear Published %
Table: |Book details Boak details Publishet Book details Book details
o 54 Ascending
Shawe:
Criteria: |"Travel" Or "Music” 214
ard
v
td

Practice

Extract details from your tables to meet the following criteria:

*

All Cooking and Gardening books, sorted into descend-
ing order on Classification, and into ascending order on
Book Title within each classification. Include the fields
ISBN, Classification, Book Title, Author Surname and
Price.

All Travel books that cost between £10 and £14, sorted
into ascending order on price. Include the fields ISBN,
Classification, Book Title, Author Surname and Price.

All books published by Puffin Magic, sorted into ascend-
ing order on the Book Title. Include the fields Book Title,
Publisher Name and Price.
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Wild card characters  gucsiens [

There may be times when you want to perform a query based 1 Create a query in Design
on part of a field rather than all of it. In our Book Store view.

database, we know we have several books on the adventures 2
of Little Bear. They have titles that follow the format Little Bear
goes Camping, Little Bear goes on Holiday, etc. We could use

a wild card in our query to extract all Little Bear books. 3 select the fields you
want to display in the

results - Title, Price and
? as a wild card represents a single character Year Published.

& Query? ; Select Query L EK 4 | the criteria row, under
s

= = Title, type Little Bear*.

Add the table to the grid
- Book details.

as a wild card represents a string of text

+ 4

(2 Add the table) Access will convert this
i, to Like “Little Bear*”

| duthor Firstname

E.\lL.lthor Surname When yOU move Out Of
Eg:siification the column.

'Year Published

i (3 Add the fields 5 save your query.

2. 6 Run it .

| [ b4
Figld: |Book Title Price Y¥eal Published o,
Table: |Book details Book details Book details b
Sort: | Ascending
Show: El
Criteria: (Like "Little Bear™"

(4 Set the criterion) o
L4 b

Examples of wild card use

Sm?th  Look for Smith, Smyth, etc. - any single character can replace the ?

EH4 * Look for all postcodes that begin with EH4 e.g. EH4 177, EH4 2YY - the
* can be replaced by any string of characters.

*music* Look for any entry with music anywhere within in - A history of music;
West End musicals; Music and dance.

*map Look for any entry that ends with map - London Street Map; Dundee
Street Map.
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o
Basic steps E', ﬂ

1
2

= o0 »

Create a query in Design
view.

Add the table required to
the grid - Publisher.

Select the fields you
want to display in the
results - Publisher
Name, Contact Person,
Tel Number and Email.

In the criteria row, under
Email, type Is Null.

Save your query.
Run it.

Now display all records

Is Null/Is Not Null

If you wish to extract records depending on whether they have
no value or a value in a field use the Is Null or Is Not Null
criteria. Is Null will return records that have an empty field, Is
Not Null will return records that have an entry in the field.

Using the Publisher table we can display all publishers that
have no email address.

ﬁ.m:er]ﬂ : SeI;ct Query E_]_@_
F' N

‘1 (2 Add the table )
PublicherID

| Publisher Marne
(Conkact Person
| Address 1

| Address 2

| Town

:Region
Lo C3 Add the fields )

| Email

where you DO have email £ L
addresses for your Field: |Publisher Mame Contack Person Tel Number Email o
. Table: |Publisher Publisher Publisher Publisher
publishers. Sty
Shaw
Critetia: Is ull
or: | v
£ 5
(4 Set the criterion)
Take note

With Yes/No fields, enter
Yes in the criteria row of
the grid if you are looking
for a selected field (a Yes),
or No if you are looking for
a deselected one.

Take note

There may be times when you have a field in your query grid,
which you don’t want to show in the result, e.g. you are looking
for all records where the Town is London, but you don’t want to
see a whole column saying “London™. You can toggle the display
of a field by clicking the checkbox in the Show row of the grid.
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Exercises

DVD Store database

Task 1

1 Open the DVD Store database.

2 Create a query in Design view, and add the Members table
to the window.

3 Add the First name, Surname, Tel No and Email fields.

4  Sort the records into Ascending order by Surname, then
First name.

5 Extract those records that you have an email address for.

6 Save the query as ‘Members with email addresses’.

7 Run the query.

8 Print the results out in Landscape orientation.

9 Close the query.

Task 2

1 Repeat the exercise above, extracting only those records
that you have NO email address for.

2 Save the query as ‘Members without email addresses’.

Task 3

1 Create a query in design view, and add the DVD Stock
table to the window.

2 Add all fields to the query grid.

3 Extract all records with a PG Classification, released after
2003.

4  Save the query as ‘PG films since 2003'".

5 Run the query then close it.

Task 4

1 Create a query in Design view, and add the Loans table to

the window.
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Add all fields to the query grid.

3 Extract details of members who have NOT paid for their
loan.

4 Save the query as ‘Payment outstanding’.

5 Run the query then close it.

Task 5

1 Create a query in Design view and add the Members, DVD
Stock and Loan tables to the window.

2 Add the Loan ID, Members name, Telephone No, Email
address, DVD Title and Paid fields to the grid.

3 Sort the records by Surname then First name.

4 Extract details of all members who have paid for their
loans.

5 Save the query as ‘Payment received’.

6 Run the query then close it.

Task 6

1 Extract details of all members living in an EH2 postcode
area, with no email address.

2 Display the member name, postcode and email address in
the result.

3 Save the query as ‘EH2’.

4  Run and close the query.

Task 7

1 Create a query to display all non-child members.

2 Display the Surname, First name, Title, Return date and
Paid fields in the result.

3 Sort the results in ascending order on Title then Return
date.

4  Save the query as ‘Adult members’.

5 Run the query then close it.
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Task 8

1

3
4

Create a query to display all details from the DVD Stock
table, for DVDs released between 2002 and 2004, sorted
in ascending order on Title.

Save the query as ‘Released between 2002 and 2004".
Run the query then close it.

Close the DVD Store database.

Personnel database

Task 1

1 Open the Personnel database.

2 Create a query to display the names, job titles and salaries
of all staff earning over £22,000.

3 Sort the results in descending salary order.

4 Save the query as ‘Salary over £22,000'.

5 Run the query then close it.

Task 2

1 Create a query to display the name, department and
course start date of all staff on the BITS course.

2 In the result, display the course name in full, rather then
the BITS code.

3 Save the query as ‘BITS course trainees’.

4  Run the query then close it.

Task 3

1 Create a query to extract details of all members of staff
whose surname begins with ‘S’.

2 Display the staff name (in full), job title, department and
salary in the result.

3 Sort the results in ascending order on Salary.

4 Save the query as ‘Surname S'.

5 Run the query then close it.

6 Close the Personnel database.
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8 Reports




Creating reports

Reports allow you to specify how you want the data in your
tables and queries printed. Many of the techniques used are
similar or the same as those found in Form design. There are,
however, a number of summary features that are unique to
reports, and they are what we will look at in this chapter.

Reports canbe created in anumber of ways - using AutoReport,
a Report wizard, or directly in the Design view of the report.

Any reports that you save will be listed under Reports in the
Database window.

AutoReport

A simple report can be created quickly using the AutoReport
feature. Try creating an AutoReport for the table in your
Christmas Card List database

# -3 AR

\)
. 4.
Basic steps 0°)

4
1 Open your database.

2 Display the tables in the
Database window.

3 Select the table - Names
and Addresses - to
create a report for.

4 Click the AutoReport tool
in the New Object list.
A simple report will be
displayed, showing the
records in a column
down the page.

5 To print your report, click

the Print tool on the
Print Preview toolbar.

| 2 AutoForm

104

Christmas Card List : Database (Access 2000 f L9 q
a ‘ is AutcReport (4 Click AutoReport)
Cpen 7 Design JMew | X | 21 - E = Table
| Objects | : IZ[_;] Create table in Design view 4 Query
I El]  cCreate table by using wizard 3 Farm
_—.’j cilties | @,_.J Create table by entering data il cenot
. B [ | coin ]
= Farms = Page Title & WS
{4 Reparts ~ Macro First Name  Brizn
Module Lastname Jackson
T Pages sy O Address 1 Westwind Cottage
B iacros 1 Class Module Address 2 2 Whiteadder Crescent
Town Dl keith
# Modules Regian Mdlothizn
! Fosdtcode  EZ25IZ
Groups | Tel No 0131 555 9599
- _ 3 Select the table Ermal brianannj@nuistanet
coio 1
Title Wrs
Firt Name  Ann
Lastrame  Jones
Address 1 22 High Strest
Take note e
Town Edinburgh
Region Lathi=n
. Fostcode  EHE 122
You can move from pa@e to page Inyour Tel No P —
report using the navigation buttons at Emel - sniEhirainag
the bottom of the preview window.




Basic steps [’] Save and close a report

From Print Preview

Open the File menu and
choose Save.

Give the report a mean-
ingful name.

Click [ .

Close the Preview win-
dow and return to the
Database window - click
in the top right or

on the Print

Preview toolbar.

Rw N RBo=

B From Print Design view

5 Click the Save tool @
on the Report Design
toolbar.

~N O

Close the Report Design
window.

You will find your report
listed in the Report area
in the Database window.

Repeat steps 2-3 above.

If you wish to keep your report so that you can reuse it you

must save it.
(2 Enter a name)

?X

—— x 3 click 0K
e — Cancel | 'c

Take note

Many of the features discussed in relation to the Form Design
window (Chapter b) also apply to the Report Design window, e.4.

¢ Formatting field controls
¢ Toggling the display of the field list and toolbox

¢ Adding areport header/footer (appears at top of page 1 and
end of last page) — see the View menu in Report Design

* Adding a page header/footer (repeated at top and bottom
of each page)

¢ Adding labels and pictures.

You can move between Print Preview and Report
Design view by clicking the View tool on the Print

Preview or Report Design toolbar.




Report Wizard

As an alternative to using AutoReport to create a report, you
could create a report using the Report Wizard feature.

You can select specific fields from your tables and/or queries
as you work through the wizard (rather than having all fields
as is the case with the AutoReport). The Report Wizard is very
similar to the Form Wizard, with the addition of options that

allow you to summarise the data in your report.

Report Wizard

D you wank ko add any grouping [
levels? Town
CCID, Tikle, First Mame, Lastname,
Address 1, Address 2, Region,
CCID Postcode, Tel Ma, Ernail
Title
First Marme
Lastname
Address 1
Address 2
Priarit
Postcode v
Tel Mo
Ernail
’ Grouping Options ... ] ’ Cancel ] < Back ” Mext = ] ’ Einish

4 Group by Town )

You can go back a stage at any point

Report Wizard

‘What sort order do waou want: For detail records?

ascending or descending order,

1 Lastname

You can sort recards by up ko Four figlds, in sither

w Ascending
w | Ascending
3

| e |

Carncel

text> | |

Finish
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o
Basic steps E‘, ﬂ

1 Go to the Reports area
in the Database window
and double-click

||2|_=J Create report by using wizard |

2 From the list select the
Table that you want to
create a report for -
Names and addresses.

The fields in the table
will be displayed in the
Available fields list.

Add all fields to the
Selected Fields list and

click .

Group the records by

Town. Click .

(5 Define the Sort)




6 Set the layout
and orientation

5 Sort the records by
Lastname and then First

Report Wizard

name then Cl |Ck How wiould you like to lay out your report?
Layout Orientation
: O stepped Creoelt
i i (@) @
6O set the Page Orientation s = e SLandscope
e | (O ouine1 i
to Landscape, and o SN o chine 2 [a]
IEIRK_WIGRWNNR WHRH WHHX i
choose a layout. AR RIAN RN RN

REEEE MEMEE REMEE RMEEE REEEE
MR M MR R M
MEEEE MEMAE REMEE ORMMEM ORMEEM
R W MR A M
MEEEE MEMAE REMEE RMMEE REEEE
R W MR A MR

7 Select the Adjust the
field width... checkbox [+ Adjust the field width so all fields Fit on

and click . apage.
8 Choose a style and click

e T | T W

9 Edit the name if needed.

Report Wizard
10 Select Preview the report What style would you like?

and click .

Eold
11 Print the report if you wish. T | Compact
KEXKE EXXK EDYDDII'atE
12 close the Christmas Card R i

List database.

Label above Detail 8 X
Contral from Detail Pick a style

Report Wizard

‘What title do you want For your report?

{laines and Ardrasses b wizarth | coancal || emack || mex> || Ensh |

That's all the infarmation the wizard needs ko create yvour 9 Ed |t the name )

report,

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

(5) Preview the report,

() Modify the report's design. @_0 Preview the report )

[[] Display Help on warking with the report?

I Cancel H < Back
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Names and Addresses by Wizard

Town Dralkeith
Lastname  First Hame CCID Title Address 1 Address 2 Region Postec Td Ho  Email
Jackson Brian 3 Mr &Mr Westwind Cottag 2Whiteadder Cre Midlathian  E225 0131 55 brianannji@ouizta net
Town Edinburgh
Lastname  First Hame CCID Title Address 1 Address 2 Region Poste Td Ho  Emmail
Jones Ann 1 Mrs 22 High Street Lathian EHE1 0131 55 annj@virgin.net
Springs Alice 3 Miss 22 5t John's Cres Lathian EH21 0131 44  alicesprings@yahoo.co
Town Invemess
Lastname  First Hame CCID Title Address 1 Address 2 Region Postec Td Ho  Email
Williamson  Joe 7 Mrz& M 44 Main Road IV47H 022211
Town Lauder
Lastname  First Hame CCID Title Address 1 Address 2 Region Postec Td Ho  Email
Jack=zon Meil B hr The &ud Tal 14 MillVWynd Borders TOM0 01360 4
Watson Peter 4 Mr & Mr 102 Hilltop Yiew Borders TD1O 013608
Town Loanhead
Lastname  First Hame CCID Title Address 1 Address 2 Region Postec Td Ho Email
Ardams Gill g Mrs 10 Blackadder Ay Midlathian  EH34 0131 99 gilla@yahoo.co.uk
10 harch 2006 Fage 10fZ

ing option.

Take note 4@

Ifyou select yourfields from

more than one table, an
additional option “How do
youwant toviewyourdata”
is given before the Group-
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Take note

If you wish to print specific pages from a report,
open the File menu and choose Frint, then
specify the pages required in the dialog box.




o
Basic steps E‘, ﬂ

1
2

Or

Create a report using the
Report Wizard.

Use the Book and Pub-
lisher detail query.

Add all fields to the
report, and view the data
by Publisher.

Do not group the data.

Sort the records into
Ascending order by Book
Title.

Click the Summary
Options ... button.

Select the Sum checkbox
for the Price field.

Show the Detail and
Summary if you want the
price summed for each
Publisher, and also for
the total report.

Show the Summary Only
if you want the price
summed for the whole
report, but not each
publisher.

10 ciick .

1100mplete the wizard.

12View your report in Print

Preview.

Summary calculations

As well as grouping your data into logical sets in a report e.g.
by Publisher, or Town, you can also perform summary calcu-
lations on the data within each set. For example we could
produce a report that listed all the books from each publisher
and calculate the total value of the books, or the minimum,
maximum or average price of the books.

Reporkt Wizard

(5 Set the Sort order )

‘what sort order and summary information do vou want For detail recOes

‘¥ou can sort records by 124 ta Four fields, in either
ascending or descending arder,

1 m——;[ Ascending |
z | x| ascendng |
3 | d gscending |
4 | | #scending |

6 Click Summary
Options

Surnrnary Sptions ... I|

Finish |

(10 Click OK)

QK |
o |

Cancel | < Back, | Mext = |

(7 Find the Sum of the prices)

Summary Options

What summary values would you ke calculated?

Field Sun Avg Min Max

Price A I I

Cancel

Show
’75' Detail and Summary

| © Summary Only

™ Calculate percert: of
total for sums

(8 Show Detail and Summary)
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Report listing all the books from each publisher, with the total
values of the books for each, and overall.

Publisher with Price summed

110

Publisher Hame Book Tide ISBH Author Suma  Author Firstna Price

|.Am:-ws Public ations [Eitc snd Bytes 4422 3311 Donaldsm Colir £12.99
Carnpfire Cods g 2451 2244 [Petercon i £12.00
Charging Jiies 4466 3333 [Sndrevrs [Mulartin £16.99
Corcling in Scotland 9999 1111 [PicPeterson \Alicca £12.99
Cruitar Claseics TT44 664 [Povre 11 [Frarik £14.99

Surnrmaryfor 'Publisher Mare' = Grrows Publications (5 ddail records)

Surn £59 86

FEszj.er [Eread and Biccuits 5532 7722 |Amdrevs Caro i £14.99
4 stavar s 1403 7022 |[Sndersom Ml iz £11.99
Christmas Drestitatione 3320 6666 |Cousine (D amritia £14.99
Crarden Shoabs 3355 2211 [Bortheaick [lic e .00

Surnrraryfor 'Publisher Mame' = Elsevier [4 detail records)

Sum £31.98

IHsr:_v Cosin Ltd Crazy Cormets 4433 2233 [Custard (il £20.00
[Tarx amd Bhaes Highlighte 0 7733 2200 [French GFardon £12.75
The Westem Lles 9922 3322 [Littlejokm Tracy £14.99

Surnrmaryfor 'Publisher Mare' = Harny Cousin Lbd [3 datail records )

Surn L4774

IPuﬁin& Pananin [Peryznine on Parade 1 2222 2227 Lawrance Irratida £3.00
[Pt e go on Holiday 1 3333 3333 |Sompeon Matue £7.05

Surnrraryfor 'Publisher Marme' = PUfin & Pengain (2 detail records)

Surn £1E A4

IPufmea@'J: [Easy Biternet 1122 3344 BicHalbe [Muloris £11.9%
Criart WWarld £tlas 6622 9944 PEilsom Tozid £12.99
[ & Chat Stories 1402 3832 [Simpson Mack £7.50
[Little Bear at Horne 7755 2211 Hastinge |Saharida £7.99
[Little Bear goes on holiday 0 7755 5511 [Hastings |Saharida £7.99
[Wiest Highlamd Wy 4231 4422 ffcLeod |omdrear £18.99

Surnrmaryfor 'Publisher Marme = Pufin Magic (6 detail records )

Sum £ET A

rw:z_',wd Lock Ltd [Ballet rroaeic fromm Fuseia 5555 2233 [Black Stephury £15.99
Corcling i Holland 4422 1212 [Wilson Tozii £14.75
Outdoor Adwerores 09933 2255 Donaldem [Fratuc is .75

Surnrraryfor "Publisher Mame' = Wayward Look Bt (3 detail records)

Surn £40.49

Grand Taotal £194.54

\
Take note ®

and displayed at the end of the report.

The Price field has been summed for each FPublisher,
and the total value of all books has been calculated




Exercises

Book Shop database

1
2

8
9

Open the Book Shop database.

Create a report using the Report Wizard, based on the
Book and Publisher detail query. All fields should be
displayed on the report.

Select By Publisher at the How do you want to view the
data options.

Do not add a grouping option.
Sort the records into ascending order on Price.

Select the orientation, layout and style options required -
experiment with them.

Preview your report.
Go into Design view for your report.

Add a suitable image to the report header area.

10 Set the Size Mode option to zoom.

11 Save your report and preview it.

12 Close the Book Shop database.

DVD store database
1 Open the DVD Store database.
2 Create a report using the Report Wizard.
3 Add these fields to the Selected Fields list.
MemberID, First name and Surname from the Members
table
Title from the DVD Stock table
Rental Price, Return Date and Paid from the Loan table
4 View the data by DVD Stock.
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10

11

Group the data by Return date - check the grouping
options and group by Month.

Sort the report into ascending order by Surname.

In the Summary Options... sum the price field to show the
income that should have been generated each month, and
also the total income.

Set the page orientation to Landscape.
Specify the other options as required.

Preview your report. The potential rental income for each
DVD for each Month should be displayed, and the total
income should be displayed at the end of the report.

Close the DVD Store database.

Personnel database

1
2
3

10
11

Open the Personnel database.

Create a report using the Report Wizard.

Add these fields to the Selected Fields list:

StaffID, Firstname and Surname from the Staff table
Course Title from the Courses table

Course Start Date from the Course Bookings table
View the data by Courses.

Do not specify a grouping level.

Sort the results into ascending order by Surname, then
Firstname.

Specify the other options as you wish.
Preview your report.

Add an image to the report header. Set the size mode
option to zoom.

Save the changes and preview your report.

Close the Personnel database.
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A

Access

exiting 13

screen 13

screen 13

starting 12
Addresses, storing 5
Advanced Filter/Sort 73
Advanced Sort 72
AND in queries 96
Autoform 54
AutoFormat, applying 64
AutoNumber data type 25
AutoReport 104

C

Caption property 26
Columns

freezing 83

hide and show 82

widths 46
Comparison operators 95
Controls 62

on forms 63
Criteria 95

multiple 96
Currency data type 25

D

Data
editing 46
entry 45
viewing 59
Data preparation 5
Data types 25
Databases 2
closing 29

Index

design 9

opening 23

multi-table 30
Database toolbar 13
Database window 22
Datasheet view 44

formatting 81

keyboard shortcuts 46

moving around 45
Date/Time data type 25
Decimal places property 26
Default values 26
Delete Row tool 48
Design grid in form design view 61
Design view

for tables 44

forms 61

E

Exiting Access 13

F

Field size property 26
Fields 2
adding to table 48
and controls 63
in forms 58
name 2
Filter 73
by Form 77
by Selection 76
Find 74
Font formatting, datasheet 81
Foreign key 38
Form view 55
Form Wizard 58
Format property 26

Formatting toolbar, forms and reports 64



Forms 4, 54
closing 56
deleting 56
header and footer 62
linked 60
opening 56
saving 56
tables 57

G

Getting into Access 12
Getting Started task pane 22

H

Header and footer, on forms 62
Help 14
on-line 17
search for 15
Table of Contents 15
task pane 14
toolbar buttons 16
Hide columns 82
Hot spots 16

Images

on forms 65

resizing and moving 66
Indexed property 26
Input mask 26
Insert Row tool 48
Is Not Null 99
Is Null 99

K

Keyboard shortcuts, datasheet view 46

L

Labels, on forms 64
Linked forms 60
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M

Margins 85

Match Case, Find option 74
Menus 13

Microsoft Office Shortcut Bar 12
Multi-level sort 73

N

Navigation Bar 45, 55
New Object list 54
New Record tool 55
Normalisation 7
Number data type 25
Number fields 6

O

Objects bar 24

Office Assistant 17

On line 40

One-to-many relationship 39
and data entry 49

One-to-one relationship 39

OR in queries 96

Orientation 85

P

Page Setup 85
Paper size 85
Picture size mode 65
Planning 5
Primary key 2, 9, 28, 38
Print 86
reports 108
Print Design view
reports 105
Print Preview 84
reports 105
Print Preview toolbar 84
Printing, relationships 41
Properties 26



Q

Queries 4, 90
adjusting fields 92
saving 93

Query grid 90

R

Records 2
adding and deleting 47, 55
displaying in subdatasheet 79
Referential integrity 39
Relationships 2, 36
editing and deleting 40
types 39
Relationships window 36
Remove Filter 76
Replace 75
Report Wizard 106
Reports 4, 104
closing 105
saving 105
Required property 26

S

Saving table design 29

Search Fields As Formatted, Find option 74

Show columns 82
Show Table dialog box 37
Sort 72
Advanced 72
Ascending/Descending 72
Multi-level 73
Sort priority in query grid 91
Subdatasheet 78
removing and restoring 80

Subforms 59, 60

Sum, in reports 109

Summary calculations
in reports 109

T

Table 2
creating 24
design 27
Table design, adjusting 48
Table Design window 27
closing 29
Task panes
Getting Started 22
Help 14
Text data type 25
Text fields 6
Toolbars 13
Type a question for Help box 14

vV

Validation rule 26
Validation text 26

W

Wild cards 98
Wizards
Form Wizard 58
Report Wizard 106

Y

Yes/No data type 25
in criteria 99
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