


Example 1 - Introduction to Databases

This Example will infroduce you to the key concepts of databases and

explain how databases are organised.

It will introduce the Microsoft Access screen and layout, and show you how to

customise the screen and commands for your use.

You will also learmn how to use the available Help functions within

Microsoft Access.

Exercise 1 Understanding Databases

This Exercise will explain what a database is and how it is organised.

Understand the difference between data and infoermation

Information is a fact or facts about a person, situation or event. Data is an
organised collection of information, especially facts or numbers, collected to

be examined and considered in order to help in decision-making.

Understand what a database is

A database stores data in a structured way. A telephone directory is a good
example of a database, as standard information is held on each person.
Microsoft Access allows creation and use of electronic databases to store

and retrieve information.

Storing information in a structured way allows it to be easily accessed and
organised, on the screen or in printed documentation. A database allows

information to be found quickly. This could be displayed on screen, printed



The following are some of the skills to use a database. Know how to:
= Add new information and delete existing information

« Search for information in the database

« Question the database

« Sort information alphabetically or numerically

= Run reports to produce simple or elaborate printouts

Understand how a database is organised

Access holds its information in tables. A table is one of a number of

‘database objects’ that are used in Microsoft Access.

= Tables can also be called “Datasheets” in Access.

« Each table in a database should contain data related to a single subject.
For example, one table could contain details about students, and another
could contain a list of after school clubs.

+ [wo or more tables can be linked. This would, for example, make it easy
to find which student attended which club. Linking tables like this
eliminates duplication when entering information into the database.

+ The information contained in tables can be presented in an attractive way
either on the screen (as a form) or on paper (as a report).

Tables contain records. Each record is one complete set of details. For
example, a record could contain all the information about one particular

student, or one after school club.

Each record is made up of fields. For example, a student's record could

contain a field showing the student’'s name, a field showing the student's date

of birth, and other fields containing further information about that student.

« Each field in a table should contain only one element of data

« The content of each field is associated with an appropriate data type,
such as text, number, date/time, yes/no

« Each field has its own associated ‘properties’ — which dictate such things
as the amount of information allowed in the field (field size), format, any

default values, any validation required
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An Access table

Other database objects

There are several other database objects that you will use throughout this

courseware.

Queries
Queries combine information from different tables, and allow the user to
define exactly what information from these tables they wish to view.

Queries are the main questioning system in Microsoft Access — allowing
users to extract and analyse data. They allow more complex questions to be
asked of a number of tables. The information contained in a query can be

used as the basis for a form.

Forms
Forms can be created to display the information contained in queries in a
format that is easy to work with. Forms can be used to view existing data

from the database, or to enter and maintain new data.

Reports
A report is an effective way to present data from a table or query in a printed

format.

There are other database objects, such as Pages, Macros and Modules,
which will not be used in this courseware,




Know some of the common uses of large scale databases

Large scale databases are used throughout industry to keep records.
Examples of these are:

* Airline booking systems

« Government records

« Bank account records

*» Hospital patient details

Operation

Users have varying requirements from databases and, for this reason, there

are an assortment of job roles associated with database creation and use.

« Database specialists design and create professional databases. These
specialists have an in-depth knowledge of the database programs they
use

= Database users access the databases that have been created by the
specialists. Users carry out data entry, data maintenance and information
retrieval within the databases they have been given access to. Users
need to have knowledge of the parts of the database they need to access

= Database administrators provide access to specific data for appropriate
users

= Database administrators are also responsible for recovery of databases
after a crash or major errors
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Screen Layout

This section gives an overview of the Access screen elements, shown on the
previous page. Detailed explanations about these elements will be given,
where relevant, throughout the Examples within this Module.

Title Bar
Identifies the application.

Quick Access Toolbar

Frovides buttons for the most frequently used commands.

The Ribbon

The Ribbon includes the [File] tab, which enables you to create, open, save
and send files; as well as protecting, previewing and printing them. Itis also
the place to set options for Access, The fealures contained within the [File]
tab are known as Backstage view.

“_':,?;: The Quick Access toolbar and Ribbon are the components of the Office Fluent
M
% user interface. This will be described in a later Exercise.

Pointer
As you move the pointer, it will change its appearance according to which
part of the screen it is over and what is currently selected.

Insertion Point
When editing, a flashing | beam shows where the next typed character will
appear.

Database objects
The tables, forms, reports and other Objects contained within a database.

The Navigation Pane
This lists the Objects contained within the current database._



Open database objects

Any currently open database objects are displayed in windows in the right
pane. For any database, it iz possible to display these as overlapping or
tabbed windows.

Status Bar

Bar across the bottom of the Access window displaying information about the
current view or a selected command or an operation in progress. Information
to be displayed on the Status bar can be amended by right-clicking over the
Status bar, to display a menu of available items.

Datasheet view buttons
Change the way the current item is viewed. Options are [Datasheet view],
[PivotTable view], [PivotChart view] or [Design view].

Scroll Bars
Shaded bars to the right and bottom of a window. To view different parts of
the document:
« (Click the scroll bar arrows at either end of a scroll bar
= o move one line in any direction
» Click either side of the scroll box
o To move one screen in any direction
e Drag the scroll box

o 1o move to other parts of the document

Scroll bars will only be displayed when the current zoom level does not
display the whole width or depth of a window on the screen.



Other terms and explanations

Dialog Box

A window where options can be selected, that relate to a required command.
A typical example is the Print dialog box.

Ribbon [File] [Print] — selecting Print] will display the Print dialog box. This
gives options to choose how and where you want your document printed.

Other dialog boxes give you similar, task related options.




Exercise 3  Open a database application

= From the Task Bar at the bottom of the screen, click the [Start] button
= Select [All Programs] [Microsoft Office] [Microsoft Office Access]
= Microsoft Access will open, with the New dialog box displayed within
the [File] tab




Exercise 4 Open a database

This Exercise will open a database that is contained with your Module 5
exercise files. You will open this database in order to explore the Access
screen and the Help functions available within Access.

The [File] tab that is currently displayed contains the [Open] button, enabling
you to open an existing database.

Click the [Open] button (= Ak
= To open the Open dialog box

MNavigate through the drives and folders in your filing system and select
your exercise file location

From the list of folders in your exercise file location, select [Module 5]
In the Module 5 folder, select the file named "CoolCat Example 17
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When the database opens on screen, you may find that only the database
Tables are displayed in the navigation pane to the left of the screen. In order
to display all the database Objects contained in the current database:

» Click the drop down amrow to the right of the [Tables] heading in the
navigation pane

a  Toview the display options
e In the [Filter by Group] section, select [All Access Objects]

o Todisplay in the navigation pane all the database Objects currently
contained in the database
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Exercise 5  The Ribbon and Quick Access toolbar

The Ribbon and the Quick Access toolbar are located at the top of the
Access window. They make up the "Office Fluent user interface” — the place

to find all the tasks and functionality needed to use Access effectively and
efficiently.

The interface, and other Access options, can be customized, as will be
shown in this Exercise. However, this courseware will assume that default
settings are in place throughout Access.
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The Ribbon gives access to all the Access commands. It consists of tabs,
which contain groups of buttons to carry out Access commands.
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Each tab contains commands based around one type of Access task,

Each group within a tab contains a set of sub-tasks related to the tab.

The buttons in each set of sub-tasks either carry out a specific command, or

display a sub-menu of commands. A button is clicked once to activate it.

Dialog box launchers

Some groups have a dialog box launcher at the bottom right of the group.

The dialog box associated with this group will be opened when the launcher

is clicked. For example, clicking the [Font] group dialog box launcher will

open the Datasheet Formatting dialog box.
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Context specific tabs

There are additional tabs that only appear when relevant for the task you are
carrying out. These are known as contextual tabs.

Contextual tabs contain the tools necessary to work with a selected object,
such as a table, a picture or a drawing. When one of these objects is
selected, the name of the contextual tocls will appear in a different colour

above the tabs, and the relevant contextual tabs will appear to the right of the
standard tabs.
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Restore, minimize the Ribbon

It is not possible to remove or hide the Ribbon, but it can be minimized, so
that only the Ribbon tabs appear on screen.

To minimize the Ribbon

» At the right of the Ribbon, click the [Minimize the Ribbon] button
o To hide the Ribbon groups and sub-tasks
s Toview only the Ribbon tabs
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While the Ribbon is minimized:
» Click a tab heading

= Toview the groups and sub-tasks for that heading
= (Click the heading again

» To hide the groups and sub-tasks for that heading



To restore the Ribbon

« At the right of the Ribbon, click the [Expand the Ribbon] button
s Toview the Ribbon tabs, groups and sub-tasks

The File tab

The [File] tab is known as '‘Backstage view' in Office 2010, and is the place
for all database management tasks. It contains commands for opening,
saving and closing your files. It also contains tabs to manage all the actions

that need to be carried out for files, such as printing, sharing and protecting
them.




The Quick Access toolbar

The Quick Access toolbar is intended to display the commands you use most

frequently. By default, it displays the [Save], [Undo] and [Rede] buttons. You

can customize the toolbar by adding to it commands that you use regularly.

These commands will then be permanently on display, regardless of which
Ribbon tab you have selected.

Customize the Quick Access toolbar

Click the drop down arrow to the right of the Quick Access toolbar

i

]

To view a list of the most commeon buttons that you may wish to add

The buttons that are currently displayed on the Quick Access toolbar

will have a tick to their left

Click on a buiton that is not currently displayed

o]

o

To put a tick to the left of this button
To display it in the Quick Access toolbar

Click on a button that is currently displayed

=]

o

To remove the tick from the left of this button
To remove it from the Quick Access toolbar
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If you wish to add further commands that are not shown in this list, the

[More Commands...] button will open the Access Options dialog box at the
Customize the Quick Access Toolbar screen. From here, you can select any
Access commands to add to the Quick Access toolbar.
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The Quick Access toolbar drop down button also has the option to
[Show Below the Ribbon], in order to display the Quick Access loolbar below
the Ribbon.



Exercise & Use available Help functions

* Click the [Microsoft Office Access Help] button at the right of the ' @"
LI
Ribbon

= Toview the Access Help dialog box
o |If your computer is online, you will view Office Online help, in addition
to the help contained with the Access program.

View a help topic

The Help dialog box opens with a selection of topics.
« Click one of the topics

o To view sub-menus of help available concerning the topic you have
selected
» Click a sub-menu
o To view sub-categories of help concerning the sub-menu you have
selected
+ Select further sub-categories, as relevant
o Until you view the help text for the topic you have selected
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Some of the words in the help text may be in a different colour

= Click these words
o To view an explanation of the words
= Click the words again
= To hide their explanation
» Click [+ Show All] at the top of a help topic
s Toview all the explanations in this topic
L]

2

To hide the explanations

Once you have shown all the explanations for a topic, click [- Hide All]

=




The Help toolbar buttons

The following buttons are displayed across the top of the Help dialog box:
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» [Back]
» Go back to the previous screen
» [Forward]

o Return to the screen you were viewing before you clicked [Back]
» [Stop]
= otop a help page uploading to the Help dialog box
*» [Refresh]
= Refresh an online help page with the latest information available
o [Home]
o Return to the initial Help screen
s [Print]
o Open the Print dialog box, in order to print all or part of the current
Help topic
« [Change Font Size]
o Make the font size in the Help dialog box larger or smaller
« [Show Table of Contents]
= View the Help Table of Contents to the left of the Help dialog box
= When the Table of Contents is showing, the icon will change to an
open book. Click this, to hide the Table of Contents
« [Keepon Top]
= Toggle between keeping the Help dialog box on top of your Access
document whilst you are working and not keeping it on top



Table of Contents

If the Table of Contents is not showing, click the
[Show Table of Contents] button at the top of the Help dialog box

The Table of Contents contains headings for the complete Help manual.

= To view the Table of Contents to the left of the Help dialog box
Select one of the headings with a book icon to its left
o  Toview the help topics available for that heading

Select a help topic with a question mark to its left
o To view the help text for that topic
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Search

The Search field is below the toolbar buttons.
= Type the name of the help topic you wish to view and press [Enter]

o Toview a list of the help topics that match the text you entered into

the Search field

= Select the most appropriate entry from the list

= To view the help text for that topic
= Click the [Back] button on the toolbar
= Toreturn to the list of help topics

= To be able to select a different topic from the list
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The [Help] button appears at the top right of dialog boxes.

» Click the [Help] button in a dialog box

o Toview help on topics specifically relating to the dialog box



Exercise 7  Close a database and a database application

When you have finished working with Access, il is good practice to close the
program, so that it does not restrict your compuler's peformance,

Either
» Ribbon [File] — dick the [Exit] button | B3 e
Or
* Click the [Close] button at the top right of the screen
o Toclose the currently open dalabase, and to closa Access

[

A4 7]

Alternatively, Ribbon [File] - elick the [Close Database] button, 1o close tha
currently open database, bul leave Access open on screen.

| [ Close Database




Example 2 - Common tasks

This Example will show you how to work with the database Objects that are
covered in the courseware. These include Tables, Queries, Forms and
Reports. You will learn how to open each Object and view it in different

ways, as well as navigating, sorting, deleting, saving and closing each
Object.

You will also work with records in tables; adding, modifying and deleting data
in records, as well as adding and deleting records in a table.

You will use the CoolCat database that you looked at in the previous

Example to carry out these tasks.

Thig training, which has bean approved by ECOL Foundation,
Includes axercise ems intendad o assist Candidates in thair
training for an ECOL / 1COL Cerificallon Programme. Thesa

axarcises sre not ECOL Foundation cerification tests. For
Infarmation aboul authorised Test Cantres in Egypt, pleassa raler to
the ICEL Egypl website at waww icdl-egypl.org
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» From the Task Bar at the bottomn of the screen, click the [Start] button
« Select [All Programs] [Microsoft Office] [Microsoft Office Access]
o Microsoft Access will open, with the New dialog box displayed within

the [File] tab
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Exercise 2 Open a database

This Exercise will open the CoolCat database that you looked at in the
previous Example.

Whilst the [File] tab is displayed, it is possible to find databases that have
been opened recently. Your most recently opened databases may be listed
at the left of the screen, or by clicking the [Recent] button.

Either

= |f the database you wish to open is shown in the list at the left of the [File]
tab, select it from here
e 10 open the database on screen

Or

« Click the [Recent] button

Recent
e Toview and select recently opened —_——
databases
Or -
* Ribbon [File] — click the [Open] button [ —-F Open

e —

o To open the Open dialog box

Mavigate through the drives and folders in your filing system and select

your exercise file location

From the list of folders in your exercise file location, select [Module 5]
In the Module 5 folder, select the file named "CoolCat Exampile 2"
Click the [Open] button

o To open the database on screen
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Display all database objects

When the database opens on screen, you may find that only the database
Tables are displayed in the navigation pane to the |left of the screen. You will
now amend this, to display all the database Objects contained in the current
database:
« Click the drop down arrow to the right of the [Tables] heading in the
navigation pane
= o view the display options
= In the [Filter by Group] section, select [All Access Objects]
= Todisplay in the navigation pane all the database Objects currently
contained in the database
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Exercise 3  Tables

[CoolCat] is a database of items that are lent out. There are four tables that

hold information, or ‘records’.
the table.

The records consist of ‘fields’,
piece of data about the record.

as alphabetical, numerical, dateftime, yes/no.

Each record is contained within one row of

contained in the columns, each holding one
Fields can contain different data types, such

Each field has its own

‘properties’ — which dictate such things as the amount of information allowed
in the field (field size), format, any default values, validation required:

[tbiBorrowers]
T
BoTTowerNE 4 | Firs Name - | Last Hame  Notes -1 Form - ChktoAdd -
o £ rigel wrght aTy
| LS 11 barry webhb HTy
| I 5 Jochke Shae ey FTy
| i & Bon Carod Ty
b ofw 7 Sally Green 5Gi
[tbiTracking]
(Z2) thleTracking
Trackingha - BorrowOrfte - Drate - BorrowarNc « membic - Cck o Add =
B Borrow 03/03/2011 4 2
2 Return 27022011 4 &
| 3 Borrow 13/03/2011 9 8
! 5 Borrow 17/02/2011 3 2
i & Borrow 200272011 - 1 3
[tblitems]
D thiirerns S proaa i = 9.3
Remt - |ltemTyf ~  Amist/Authar - — Tie = Purchase Prici - [Date Acquin
_, f 2ook _ Lord ed the Rings £15.00  01/082
" icD Ronan Kesting - Destination £10.00 INONE
* 3 ch Emimem The Emimem S Ela.95 mios!E
* 1L Mora lones Coma Away with fe £5.99 mfass
. % £0 CRLIE S Grabest Hita £15.00 . Fla L o)
. B Sanme SLEF WALy Aogue Leader £15.00 Tainsa
[tblHouse]
:l thiHouse
l i - House « Tutor - Cicktoadd -
g 1 sutterfly Mr Smith
| 2 Ladybird Bfr Al
3 Dragonfly bts Wil liarma
» {New)




All the table names in this database are preceded by the letters "tbl". As a
database is created, it is good practice to precede table names with “tbl”,
forms with "frm", queries with "gry” and reports with “rpt”. This will make: it
easier to tell what each object is, when working with the database.

In this Exercise, you will use the [IblBorrowers], which contains the details of
all the borrowers on the database,

Open a table

= |n the navigation pane at the left of the screen, double-click [tbiBorrowers]
o Toopen this table in the right pane

o Each row contains the records for one person
o Each field contains one category of information
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Mavigate between records in a table

At the bottom of the table, navigation buttons allow you to move through the

records in the table.

» Click the [First Record] button i

| I ‘
o To see details of the firsl borrower el
= Click the [Next Record] button ‘ R |
e 1o see details of the next baorrower i)
» Click the [Previous Record] button i *l ‘
o o see details of the previous borrower . :
This button will be greyed out uniil you have viewed a previous
record
[ —]
= Click the [Last Record] button ki
o Tosee details of the last borrower
= Click in the record number and type in another number :
\inf 20
* Press [Enter] et

o To move to that specific record

;-_Regard; I4 "_1 Efzn:_] ~luidbhl

Sort records in a table

Records can be sorted alphabetically or numerically in either ascending or
descending order.

To sort the table [tbiBorrowers] alphabetically by the [Last Name] field:

o Click anywhere in the [Last Name] column

* Ribbon [Home] [Sort and Filter] — click the [Ascending]
button

_%l. ascending |

o Toview the records arranged in ascending alphabetical order by Last
Name (A to Z)

o Each borrower's details are also sorted with their names
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« Ribbon [Home] [Sort and Filter] — click the [Descending] |ﬁl Descending

button
o Toview the records sorted in descending alphabetical order by Last
Mame (£ to A)

o Each borrower's details are also sorted with their names

[ wilamnwers
© BomowerNce FisiNama - LamName «| Motes | Form < ChktoAdd -
% L CUERREE SR Ty
;Z'E 11 HMarry Wabh ] Ty
I‘-—' 4 Kim Wi #Fm
e 17 & Tharraan Tila
I 1 H 13 5am ArEvES et
[ o 0 Grant b BFm
i _:-H ¥ Fanmy amAah iyl
| & dackin Ehetlay Ty
el % Lesn Rvarping B
!_ # 14 Daplat Lt T
;__"i 1 By Sy Tiah
EE iow zames SFm
| 1. 16 Sacia FFCEION Tia
i '.: L¥ Cherl Ham G
| o & Salky Green Lrl]
[ = 19 Shaila Franeis BFen
| - 18 Tom Evans s
[ A 7 lanny CrEwEhee 5
L & Qi Charibelain Erm
: & fan carel oy
- M)




To sort the table numerically by the [Form] field:

¢ Click anywhere in the [Form] column

» Ribbon [Home] [Sort and Filter] — click the [Ascending]

button

F}l Ascending

= To view the records arranged in ascending numeric order by Form

18 Tom
17 Amn
14 Sadie
L5 Sam

7 1eAmy
A Parmy
14 Dariel
L Barmy
& kbm
Fl
1 o
19 Shpils
& il

G SEan
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15 Migel
11 Hammy
5 lackis
: & Bas
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Jomnags

WL
Sobars
Jdamisy
Frariis
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Wrighe
Wekh
Shallay
Carol
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= Click anywhere in the [Form] column
* Ribbon [Home] [Sort and Filter] — click the [Descending]

button
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Within the [tbiBorrowers] table, you will need to add records as new
borrowers join; to edit details of existing borrowers; and to delete details of
borrowers who have left.

Add a record in a table:

« Scroll to the empty row beneath the existing records that is

*

indicated by the [*] in the margin
s Click the [First Namae] fiald in this row
= Type in a first name
= (New)in the [BorrowerNo] field will be replaced with the next available
number
a A pen will show in the left margin, to indicate that you are —ﬁ'l
editing this record —
« FPress [Tab]
e To move to the [Last Name] field
= As you move from field to field the data will be saved
* Type in alast name
» Press [Tab]

o Tocomplete entry of the name details for this new borrower

18 Tom Evans THA

ik 23 Laila Chauhan
* | LTI

Modify data in a record

This will change Joe James' first name to Joseph.

= Double click the [First Name] Field of Joe James' record
= 1o highlight Joe's name

« Type “Joseph”
= Toreplace Joe with Joseph

= Tab to the next field, or click in ancther field
= locomplete the name change

—rme— - —— S S S = ===
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Add data in a record

This will add the [Form] details to Laila Chauhan's record.
= Click the [Form] field for Laila Chauhan’s record
« Select a form from the drop down list
» Press the tab key or select another field
o Tocomplete entry of the Form name for this borrower

8 18 Taam Evant THa
i 23 Laila Chauhan §Fm ~
-1 )
Delete data in a record
This will delete the [Form] name from Penny Smith's record.
« Double-click the [Form] field for Penny Smith's record
e 10 highlight the entry in this field
*» From the keyboard, press the [Delete] key
o 1o delete the form name from Penny Smith's record
._ .* ! 8 Gl Crambogriam BFm
Al 3 Baney Srmith ...-|
I+ 1d Baniel Loevdon Y

& . D P v

Using the Undo command

This will 'undo’ the deletion of Penny Smith's form.

« On the Quick Access toolbar, click the [Undo] button
= Toreplace the form name in Penny Smith's record

Delete a record

This will delete Penny Smith's entire record.
» Click the margin to the left of Penny Smith’s record
o To select this record

o losee an arrow in the left margin



« Ribbon [Home] [Record]s — click the drop down arrow to the right of the

[Delete] button S

« To see the Delete options = 2 Sy =
« Select [Delete Record] [l s |

o To specify that you wish to delete the record : s

» Todisplay a warning that this deletion will be permanent
¢« Click the [Yes] button
» To confirm deletion
= To delete the record
» To see that record number 3 is no longer in the [BorrowerNo] column
— showing that it has been deleted

Microsoft Access.

You are about to delete 1 record(s).

o 4 1Fyou chck Yes, you wan't be able to unda this Delete aperation.
Are you sure you want to delets these records?

If a record is linked to other records, it is not always possible to delete that
record from the database. If you attempt to delete a record that you

shouldn't, Access will display an error message, explaining why this is not
possible.

Save a table

As you amend data in tables, the table is automatically updated as you move

between the figlds. If, however, you wish to manually save the table at any

time, the following is the procedure to follow.

« Ribbon [Home] [Records] — click the [Save] button |_ = Save '
« To save the records in the current table



Switch between view modes in a table

So far, you have viewed the [tbiBorrowers] table in Datasheet view. This
view displays the individual records in a table.
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It is also possible to view the table in Design view. This view will display the
database fields and the properties for each field, such as data type, size,
format and any restrictions on each field.
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There are two additional views available for tables — PivotTable view and
PivotChart view. However, these two views will not be used in this
courseware.



To switch to Design view for the [tbiBorrowers] table:

Either
» At the nght of the Status Bar at the bottom of the —
: - r-|Ef‘£§g
screen, click the [Design View] button s
Or
» Ribbon [Home] [Views] — click the drop down button below -
the [View] button :.
= o see the views available | ":“
+ Select [Design View] e
o To switch the table to Design View | i o e

= o view the Properties for the currently selected field (BorroweriNao)

* Inthe [Field Name] column, select each field in tum
= Toview the Properties for each field
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Design View for some of the tables in the database. | e —
Table Properties will be addressed in a later Example.
= At the right of the Status Bar, click the [Datasheet View] R
button ~—

= [0 save the table, if asked
- To return to Datasheet view

= 1o view the individual borrowers' records in the table



Close

This will close the [tblBorrowers] table. As there are currently no other
Objects open in the database, closing this table will leave the right pane

empty.

= At the top right of the [tbiIBorrowers] table, click the

a table

[Close] button

=

To close the table
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Delete a table

There is a table called [tbiHouse], containing details of the school houses.
This table is not required for use in this database, therefore you will now
delete the table. You should be aware that, once you have clicked [OK] to
confirm deletion of any object, it cannot be recoverad!

= In the navigation pane, seleclt [thiHouse]

Either

= Ribbon [Home] [Records] — click the [Delete] button

Or

* Press the [Delete] key on the keyboard

o

To view a confirmation message

« Click [Yes]

o

To confirm that you wish to delete the table

X Delete =
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Exercise 4 Forms

A form provides an easy way to display on screen and to maintain the
records contained in the database.

A form contains fields drawn from a selection of the tables contained in the
database. It can be used both to view and to update these fields, whilst
giving an easy-to-read view of the activities that have taken place.

This Exercise will look at a form called [frmTracking]. This form pulls
together information from all the tables to show who has borrowed which item
on what date.

Open a form

» In the navigation pane at the left of the screen, double-click [frmTracking]
o To open this form in the right pane
o The form is laid out in sections
« Each section contains information from one of the database tables, to
display details of an item borrowed or returned by a student




MNavigate between records in a form

At the bottom of the form, navigation buttons allow you to move through the

records in the form.

Click the [First Record] button T
o To see details of the first record
Click the [Next Record] button
o 10 see details of the next record I_.'
Click the [Previous Record] bution e
o To see details of the previous record i 1 |
This button will be greyed out until you have viewed a previous
record
Click the [Last Record] button P\i
o To see details of the last record i
Click in the record number and type in another number |Tnf1_1_ ‘i
Press [Enter] i
o o move to that specific record
| Record: K« 1of1l | » M

Sort records in a form

Records can be sorted alphabetically or numerically in either ascending or

descending order.

To sort the form [frmTracking] alphabetically by the [Last Name] field:

Click in the [Last Name] field, which contains the last name of the
currently displayed borrower

Ribbon [Home] [Sort and Filter] — click the [Ascending]

i ii Ascending |
button

o Toview the first record, once the records are arranged in ascending
alphabetical order by [Last Name] (A to £)
s [Each borrower's details are also sorted with their names



= (Click the [Mext Record] button several times
= To move through the records in alphabetical order by the

[Last Name] field

= Ribbon [Home] [Sort and Filter] — click the [Descending] Z | Descending
button
= Toview the last record, once the records are arranged in descending

alphabetical order by [Last name] (£ to A)
= Each borrower's details are also sorted with their names




To sort the form numerically by the [Form] field:

= Click in the [Form] field, which displays the form of the current borrower
* FRibbon [Home] [Sort and Filter] — click the [Ascending]
button

o To view the first record, once the records are arranged in ascending
numeric order by [Form]

|
2 | Ascending J

* Ribbon [Home] [Sort and Filter] — click the [Descending]
button

o Toview the first record, once the records are arranged in descending
numeric order by Form

| i | pescending




Switch between view modes in a form

So far, you have viewed the [frmTracking] form in Form view. This view

displays an individual record in a form.
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It is possible to view the form in Datasheet view. This view will display the
form fields in a table format, with a field in each column, and a record of an
item that has been borrowed in each row.
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It is also possible to view the form in Design view. This view will display the
form layout and the field names for each field, along with the headers and

footers for the form. In this view, you can make design changes to the form.




-|

There is a further view available for forms, called Layout view. This view is
very similar to Design view, and can also be used to make design changes.
However, Layout view displays actual records in each field, rather than the
field name, and is visually more similar to Form view. Certain design tasks
cannot be carried out in Layout view — you will see a message telling you to
change to Design view if you attempt to make one of these changes in
Layout view.

There are two additional views available for forms - PivotTable view and
PivotChart view. However, these two views will not be used in this

COUrseware.




To switch to a different view for the [frmTracking] form:

Either

+ Ribbon [Home] [Views] — click the drop down button below the [View]
button

= 1o seethe views available

== |

» Select the appropriate view
o To switch to that view | 7] e

u Lo SR N BT
Dr -{ bLryset s
» At the right of the Status Bar at the bottom of the screen, 1" Orer v

click the appropriate view button

Save a form

While you are working with forms, the form is automatically updated as you

move between the fields. If, however, you wish to manually save the form at

any time, the following is the procedure to follow.

= Ribbon [Home] [Records] — click the [Save] button |=.|il Save |
o Tosave any changes to the current form

Close a form

This will close the [frmTracking] form. As there are currently no other Objects
open in the database, closing this form will leave the right pane empty.

« At the top right of the [frmTracking] form, click the
[Close] button i (Ej]

o To close the form



Exercise 5 Queries
A “query” is a tool to:

 Analyse and manage information in a database

= Extract specific information from a database, based on searching more
than one field and more than one table

» See updated results from amended data, using saved queries

» Join tables together to build forms and reports, that might use data from a
number of tables

* View the results of a query on screen or printed out.

This Exercise will open an existing query that combines all the fields from
[tblitems] [tbiBorrowers] and [tblTracking], allowing you to see in one view the
details of every item that has been borrowed or returned.

Open a query

« In the navigation pane at the left of the screen, double-click [gryTracking]
= To open this query in the right pane
= Each row contains the records for one tracking event
= Each field contains one category of information
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The fields come from:
Borrowers Table Borrowers details, for example, names
ltems Table Item No and Type

Tracking Table Date
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1T his query links all this information together from the three tables, to provide
related information on one screen. It is used by [frmTracking], which displays
the tracking of items. Without the query, you would have to look at the three
different tables separately to see all the related information.

It is, however, helpful to have these separate, linked tables for the different
items, as the smaller tables are easier to manage. Also, linking the
information can avoid duplication of data and can cut down on data entry
time, (In our current database, for example, the ltems information only has to
be entered once for each Book/CD/et cetera, and then for each borrower, the
information about the item borrowed can be picked up from this linked Items
table without the need for re-entry of the data.)

= Scroll to the right
o Tosee all the fields in the query

Navigate between records in a query

At the bottom of the query, navigation buttons allow you to move through the
records in the query.

= Click the [First Record] button '

o To see details of the first record

* Click the [Next Record] button i >
o To see details of the next record Fra—

+ Click the [Previous Record] button T
o Tosee details of the previous record AR |

This bufton will be greyed out until you view a previous record
« Click the [Last Record] button o
i

= To see details of the last record |

« Click in the record number and type in another number [_1 af 11
|

* Press [Enter]
= To move to that specific record
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Sort records in a query in Datasheet view

Records can be sorted alphabetically or numerically in ascending or

descending order.

To sort the query [gryTracking] alphabetically by the [Last Name] field:

Click somewhere in the [Last Name] column

Ribbon [Home] [Sort and Filter] — click the [Ascending]
button

| *:{"1 Ascending I]

o To view the records in ascending alphabetical order by [Last Name]
o Each borrower's details are also sorted with their names
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Ribbon [Home] [Sort and Filter] — click the [Descending)
button

|ﬁl De:un@

To view the records in descending alphabetical order by [Last name]
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To sort the query numerically by the [Form] field:

» Click somewhere in the [Form] column
* Ribbon [Home] [Sort and Filter] — click the [Ascending]

button

[ 2 | Ascending

o Toview the first record, once the records are arranged in ascending

numeric order by [Form]
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* Ribbon [Home] [Sort and Filter] — click the [Descending]
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Switch between view modes in a query

So far, you have viewed the [gryTracking] query in Datasheet view. This
view displays the individual records in a table.

It is also possible to view the query in Design view. This view will display
the database fields used in the query and the properties for each field; such
as the table the field is taken from, whether the query is sorted by this field,
whether the field should currently be shown when the query is run, and any
criteria to determine which records from the field are displayed. The top of
the Design view window will also display each of the tables used in the query,
with lines showing the fields used to create the links, or 'relationships’
between the tables.
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There are three additional views available for queries — PivoiTable view,
PivotChart view and SQL view. However, these two views will not be used in

this courseware.




To switch to design view for the [gryTracking] query:

Either

= At the right of the Status Bar at the bottom of the
screen, click the [Design View] button

Or

0 i s i)

+ Ribbon [Design] [Results] — click the drop down button =
- '.-_II..,.
below the [View] bution . 7
= Tosee the views available e
b -:-r'| Fregilans Faw
« Select [Design View] F—
= To switch the query to Design View BOL A ow
- To view some of the fields used in the query, and the e
relationships between these fields
» Use the horizontal scroll bar
- To view the fields to the right, that are not currently visible
= gy Treacking ) = BB
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Relationships will be addressed in the next Example.



Sort records in a query in Design view

It is also possible to sort records in the fields of a query in Design view, You
will now sort the query by the date field, in ascending order.
« Click the [Sort] field in the [Date] column

o  To view the drop down arrow to the right of the field
= Click the drop down arrow

= Toview the sorting options available
« Select [Ascending]

o Toinserl the word [Ascending] in the [Sort] field for this column
« Ribbon [Design] [Results] — click the [Run] button

o To view the query in Datasheet view, sorted in ascending »
Ruin
order by the [Date] column
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« At the right of the Status Bar, click the [Design - = -
view| button M‘% ﬁ.

o  Toretum to Design view

It is possible to sort by more than one column, in Design view. If you select
sort orders for multiple columns, the query will be sorted first by the leftmost
column that has been sarted, then each sorted column to the right in turn. To

see how this works, you will now sort by the [BorrowOrReturn] column, in
arddition to the IDatel column.



In the [Sort] field for the [BorrowOrReturn] column, select [Ascending] as

the sort order
Ribbon [Design] [Results] — click the [Run] button

o Toview the query in Datasheet view, sorted in ascending b
order by the [BorrowOrReturn] column
o To see that all the borrowed items are further sorted by [Date]
o Tosee that all the returned items are further sorted by [Date]
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At the right of the Status Bar, click the [Design view] ‘ o &l ﬂ

button
o Toreturn to Design view

In the [Sort] field for the [BorrowOrReturn] column and the [Date] column,

click the drop down arrow and select [(not sorted)]
» Toremove the sort order from these fields

At the right of the Status Bar, click the [Datasheet

view] button
o Toreturn to Datasheet view

= To view the individual records in the query, in their original sort

order (by [Tracking No]




Save a query

To save the query at any time, the following is the procedure to follow.
* Ribbon [Home] [Records] — click the [Save] button | ol save |

= Tosave any changes to the current query

Close a query

This will close the [gryTracking] query. As there are currently no other
Objects open in the database, closing this query will leave the right pane

empty. —
» At the top right of the [qryTracking] query, click the Lo B\ =

[Close] button
o Toclose the query




Exercise 6 Reports

A report is selected information from a table or query designed for printout. It

is previewed on screen first, allowing you to check it before printing.

This exercise will look at a report called [rptTrackingloans] that is set up in
the [CoolCat] database, which prints details of who borrowed what, and

when,

Open a report

= In the navigation pane at the left of the screen,
[rptTrackinglLoans]
o To open this report in the right pane

double-click

Right elick av
| rapert name:
= [Clpen]

s

|
I
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To make the report easier to read on screen:

« At the top right of the report window, click the
[Maximise] button
= To make the report fill the right pane

= At the right of the Status Bar, use the [Zoom] button

= Tozonom in and increase the size of the text on screen

s Use the horizontal and vertical scroll bars

s To move the report around on screen




Switch between view modes in a report

So far, you have viewed the [rptTrackinglLoans] report in Print Preview view.
This view displays the report as it would print out, showing each page

separately.
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It is possible to view the report in Report view. This view will display the
report as a continuous sheet, without displaying page breaks
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It is also possible to view the report in Design view. This view will display
the report layout and the field names for each field, along with the headers
and footers for the report. In this view, you can make design changes to the

report.
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There is a further view available for reports, called Layout view. This view is
very similar to Design view, and can also be used to make design changes.
However, Layout view displays actual records in each field, rather than the
field name, and is visually more similar to Report view. Certain design tasks
cannot be carried out in Layout view — you will see a message telling you to
change to Design view if you attempt to make one of these changes in
Layout view.
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To switch to a different view for the [gryTrackingLoans] report.

Either

« Ribbon [Home] [Views] — click the drop down button
below the [View] button

e ]
.

o To see the views available | S
« Select the appropriate view (| 0] oo
e 1o switch to that view | ot v

'@tﬁ:f lrsan Viem

Or
= At the right of the Status Bar at the bottom of the screen, click the

appropriate view button F a oiE i
|.‘i 1.

Save a report

While you are working with reports, the report is automatically updated as
you move between the fields. If, however, you wish to manually save the
report at any time, the following is the procedure to follow.
« Ribbon [Home] [Records] — click the [Save] button

o Tosave any changes to the current form

The [Save] button will be greyed out until you have made a change to the
report that needs to be saved

Close a report

This will close the [rptTrackingLoans] report. As there are currently no other

Objects open in the database, closing this report will leave the right pane

empty. If you are in Print Preview view, you will close the preview first.

« |If relevant, Ribbon [Print Preview] [Close Preview] — click the E |
[Close Print Preview] button Chese Print

Proview

lenlsE
e ﬂl = e

p—

o Toclose the preview and change to Design view

« At the top right of the [rptTrackingloans] report, click
the [Close] button
o lo close the report




Delete a form, query, report

Deleting forms, queries and reports is carried out in the same way as deleting
tables; as covered in the Table Exercise. Youw should be aware that, once
you have clicked [OK] to confirm deletion of any object, it cannot be
recovered!

You do not wish to delete any forms, queries or reports at present; however
should it be necessary to delete one of these objects from a database, the
procedure to be followed is set out below.

* |n the main database window, select the object to be deleted
Either
* Ribbon [Home] [Records] — click the [Delete] button 5 Delete = |
Or e
= Press the [Delete] key on the keyboard

o Toview a confirmation message
« Click [Yes]

e To confirm that you wish to delete the object



Exercise 7 Close a database application

When you have finished working with Access, it is good practice to close the
program, so that it does not restrict your computer's performance.

s Ribbon [File] = click the [Exit] button | E_ Exit

o Joclose Access as well as this document.

Alternatively, clicking the [Close] button at the top right of the screen will
close the Access document open in the current window and it will also close
Access.
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Example 3 - Tables

This Example will use the CoolCat database to introduce and explain
‘orimary keys' used in tables, The database will also be used to explain
relationships between tables.

You will then begin to create a new database, which will be used to keep
details of students and their hobbies. This Example will show you how to

design and plan the database, before creating the database tables.

After entering data into the tables, you will learn how to search for information
in them, and how to filter the information viewed in a table.

Exercise 1  Open a database application

* From the Task Bar at the bottom of the screen, click the [Start] button
» Select [All Programs] [Microsoft Office] [Microsoft Office Access]

= Microsoft Access will open, with the New dialog box displayed within
the [File] tab
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Exercise 2 Open a database

This Exercise will open the CoolCat database.

Either
« |If the database you wish to open is shown in the list at the |eft of the [File]
tab, select it from here
=« Toopen the database on screen
Or
* Click the [Recent] button

Recent
= Toview and select recently opened = —meorueoeo
databases
Or
« Ribbon [File] — click the [Open] button 5 Open __' |

¢ Toopen the Open dialog box

« Navigate through the drives and folders in your filing system and select
your exercise file location

* [From the list of folders in your exercise file location, select [Module 5]

* Inthe Module 5 folder, select the file named “CoolCat Example 3"

s Click the [Open] button

= 1o open the database on screen
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Display all database objects

If all the database Objects are not displayed in the navigation pane:
o (Click the drop down arrow to the right of the [Tables] heading in the
navigation pane
e Toview the display options
« In the [Filter by Group] section, select [All Access Objects]
o Todisplay in the navigation pane all the database Objects currently
contained in the database
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Exercise 3

vnderstand wnart a primary Key Is

Each table in a database should contain one primary key field. This Exercise

will use the [thblitems] and the [tbitracking] tables to explain the use of primary

keys in databases.

« In the navigation pane at the left of the screen, double-click [tblltems]

o

To open this table in the right pane
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It is possible to tell which field is the primary key field from Design view.

Either

« At the right of the Status Bar at the bottom of the
screen, click the [Design View] button

Or

« Ribbon [Home] [Views] — click the drop down button below

the [View] button

- Tosee the views available

« Select [Design View]

o To switch the table to Design View

Exampile 3
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The primary key is a field that uniquely identifies each record stored in the

table. The primary key field is usually a number.

In the [tblltems] table, to the left of the [ItemNo] field there is a key symbol,
which indicates that [ItemNo] is the primary key field for this table. This

means that every item in the table will have a unique [ltemNao]. It will ensure
that, if the database contains details of two, or more, copies of the same
book, each copy will have a unique [ItemNo] and can be monitored

separately.

: . Titla

BurchasePrice [

These unique, primary key fields are used when linking tables to create

queries.

This can be demonstrated by viewing the [tbiTracking] table alongside the

[tblltems] table.



» At the right of the Status bar, click the [Datasheet view] button E
o Toreturn [tbliterns] to Datasheet view .
« Resize [tblltems]
« Tofit in the bottom half of the right pane
» In the navigation pane at the left of the screen, double-click [tbITracking]
o To open this table, in addition to [tbiltems]
* Resize [tbiTracking]
o Tofitin the top half of the right pane
o You should now be able to view the fields in both tables at once
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Both [tbleTracking] and [tbiltems] contain the [ItemNo] field. As you know, in
[tblitems], this is the primary key field. If a query were created, combining
records from both these tables, the [ItemNo] of each record in [tbleTracking]
would be matched to the record in [thlltems] containing the same [ltemNo).
In this way, Access would show which item had been borrowed on each

occasion.

Primary key fields are used in all tables in this way, to provide a unique
reference for each record.

» [Close] both [tblTracking] and [tblltems]
= To leave the right pane empty



Exercise 4  Relationships

This Exercise will look at how the primary keys within the tables have been

used to create relationships between the fields.

* Ribbon [Database Tools] [Relationships] — click the [Relationships] button

a

L5 ]

o

Q

To open the Relationships window in the right pane

To view the tables that are related in the database

To view the primary key field in each table

To view lines, showing how the primary key fields in [tbiltems] and
[tbiBorrowers] link to the corresponding fields in [tbiTracking]

» If necessary, resize each of the table windows

0

1'? E-_Ia.unn-:h:m: i.qw

=

tilitems thi=Tracking EF thiBenewen | i
¥ Itembio [T acungne | s [ ¥ Bomoweria
TtemType EorronyOrtetum f Fartihame %
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To view the full contents of each window on screen

[tbITracking] can, therefore, track which borrower has borrowed what item.

Further details on the borrower can be obtained from the Borrower's table

and further details on the ltem can be obtained from the ltems Table. Each

field (such as borrower and item details) only needs to be entered into one
table, and the information from that table can be linked by [tbiTracking], to be
used in queries — and, therefore, in forms and reports.

There are two important principles from the above to understand about

relationships:

Understand that the main purpose of relating tables in a database

is to minimise duplication of data

Understand that a relationship is built by matching a unique field in

one table with a field in another table



Relationship types for linked tables

There are 3 different relationship types that can be created when fields are
linked. They are as follows:

One-To-One In a one-to-one relationship, each record in the first table
can have only one matching record in the second table,
and each record in the second table can have only one

matching record in the first table.

One-to-one relationships are not very common, because
most information related in this way would be contained

within one table.

DHE-TD-MHT‘I:'H' A ane-to-many relationship is the most common type of
relationship. In a one-to-many relationship, a record in
the first table can have many matching records in the
second table, but a record in the second table has only
one matching record in the first table.

Many-To- In a many-to-many relationship, a record in t.h; first table

Many can have many matching records in the second table, and
a record in the second table can have many matching
records in the first table.

Validity of relationships

Relationships between tables have to adhere to certain rules in order that

they are valid. There are 3 main rules to consider when linking tables in
Access:

The primary key field should be the linked field from the primary table (for
example, [ltemNo] should be the linked field in the [tblltems] table). Ifitis
necessary o use an alternative field , this field should have a unigue index.

The linked fields should usually contain the same data type.

Both tables should be contained in Access databases that are currently

open on screen when the links are created.




Understand the importance of maintaining the integrity of

relationships between tables

It could cause problems if records from one table were deleted after they had
been linked to records in another table. For example, if a borrower's record
were deleted after that borrower had been entered into the [tbiTracking] table

as having borrowed an itemn, the [tbiTracking] table would be invalid.

To ensure the validity of links, and to prevent linked records being deleted,
"Referential Integrity” can be applied when creating relationships between

tables. It sets the following rules for linked tables:

You cannot, for example, assign a non-existent borrower number to a

tracked item (however, you can track an item without entering a borrower
number in the record)

You cannot, for example, delete a borrower's record if that borrower has
been entered in [tbiTracking] as having borrowed an item

You cannot, for example, change a borrower's [BorrowerNo] if that
borrower has been entered in [tbiTracking] as having borrowed an item

* Double-click over the line linking [tblltems] with [tbiTracking]
o To open the Edit Relationships dialog box for this link
o Toview the One-to-Many relationship between the tables
» [ick the [Enforce Referential Integrity] field
o Toapply Referential Integrity to these tables
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* [Close] the Edit Relationships dialog box
= Tosee the relationship displayed on the line between the tables



3 Relatwonships
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+» [Close] the Relationships window

» Ribbon [File] - click the [Close Database] button i Close Database |
s To close the CoolCat database l
o Toleave Access open at the New window, ready to create a new

database in the next Exercise



Exercise 5  Design and plan a database

Before crealing a database, the following should be considered:

» \What is the purpose of the database?
= \What detail do you want from it for information on screen or on printouts?
 What information are you going to put into it?

 How are you going to capture this information?

The answers to these questions will affect the structure of the database. You
will need to plan:

« \What tables you will nead

« What fields to include

« What the fields will hold — numbers, letters, dates elc

» What will be the primary key field in each table

» How the tables will be linked

« What other database objects you need to design to achieve the required
output; such as forms, queries and reports

Once you have decided what you need in your database, you then need to
design the method of collecting the information, also known as data capture.

Some things to consider about data capture are:

» How to ensure information is accurate and relevant

« How to minimise duplication and error ("Garbage In, Garbage Out”)

Access forms can be used on screen to capture data. The forms can guide
people to enter the information required accurately; for example, by providing

a drop down menu - with a list of options.

Alternatively, paper forms can be designed. The following is an example of a
paper data capture form. It directs users to correctly enter information on

paper so that it can be typed accurately into the database.



Application for CoolCat Membership

First Mame: 5 o [ [
Last Name: o
Form; oooo

Date of Birth: OO/00/00o0

Parent/Guardian First Name: DOOOOOOOOOODOOO0O000
information: sumame: 0OO000DOO000O0O00000
Contact Number: OOOOO0O0O0O OOOOOOO

You are going to create a database of students with their hobbies.

The purpose of this database is to:

Produce a form on screen to track students and their attendance at their

hobby sessions
Produce a printout
Produce a report listing students and sessions attended

Record and report on student hobby achievemenis

There will be four tables:

A table containing students’ details, called [tbiStudent]

A table listing the hobbies available, called [tbiHobby]

A table listing hobby sessions, called [tbiSession].

This tracks which student does which hobby and their attendance at
sessions of these hobbies (one student can have more than one hobby)
A table listing achievements gained by the students who attend the
different clubs, called [tblAchievements]

The four tables and their relationships will look as follows:



thiSession

Y SessionNo
Datestiendad
Sudenthio
HabbyCode
Complated?

¥ StudentMo
Firsthame
Lastilame
CateotBirth
Contaciio
ParentGuardian

thl&chisements

ﬁ Achlevementhio

i HobbyCode

| StudentiNe
Achigvemant
Lompetition
Awvard
AchigvemeniDate
MNotes

The [HobbyCode] Field

links [tbiHobby] to [tbiSession] and [tblAchievements]

The [StudentNo] Field

links [thiStudent] to [tbiSession] and [tblAchievements]




Exercise 6 Create a new database

This Exercise will create the Hobbies database, and save it to your filing

system.

» In the AvailableTemplates section of the File window, click the [Blank
Database] button
o Toview the Blank Database section at the right of the screen

+ In the [File Name:] field, type "Hobbies”
o Toenter the name for the database
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Save to a location on a drive

Underneath the [File Name:] field, is the location where the database will be
filed by default. If you wish to file the database in a different location:
» Click the Folder icon to the right of the [File Name:] field
o Toopen the File New Database dialog box
+ Navigate through your filing system
= Tofind the location in which you wish to file your database
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» Click [OK]

o To select this location and retumn to the File window
o Click [Create]
o To create the database and save it to your selected location

o 10 view a new, unsaved, empty table on screen

File Maéma
Habliesscodh

{0 Trriming: Madale T\




Exercise 7  Table design

This Exercise will create the four tables for the database. You will specify
field data types and field properties for each table, and will set primary keys
and check the relationships between the tables, before entering records into
each table. For the achievements table, you will create a validation rule, to
specify in more detail what data can and cannot be enterad into the feld.
You will also learn how to index fields in tables.

Create and name a table

The first table to be created is the Students table. This will contain name and
contact details for each student, and will be created from the empty table
displayed on screen, which is currently called [Table1]. The fields for the
table will be entered in Design view.

[Table1] has not yet been saved to the database. Changing to Design view
will automatically open a Save As dialog box, as it is not possible to change
views without saving Objects.

* Atthe right of the Status Bar, click the [Design View] button Y]

i

o To open the Save As dialog box
» Replace the name [Table1] with the name [tbiStudent]
s Click [OK]

= Torename and save the table

o To change to Design view

= To view 3 columns: [Field Name] [Data Type] and [Description]
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Primary key field

A field called [ID] will have been created automatically. It will have a
[Data Type] of [AutoNumber] and the left margin will contain a key, showing
that it has been set as the primary key field.

The data type of [AutoNumber] means that each record entered in the table
will automatically be given a new, unique number.

The primary key icon means that this will be the unique field used to :] 1?} \
identify each record that is entered in the table.

Rename a field

You will rename this field as [StudentNo], as this is a more meaningful name
for the field in this table.
= Click the [ID] field and replace the word [ID] with [StudentMNo]

= Torename the field

= 1o set the primary key field as [StudentNo]

Specify fields with their data types - text

Fields will now be created to contain the students’ first and last names, as
well as a field for Parent'Guardian names. When the records are entered
into the table, they should only contain text entries; therefore the data type for
these fields will be set as [Text)].

¢ In the [Field Name] column, click in the blank field below [StudentNo]

e Type “FirstName"

= To create this field Field Name |

¥ studentNo
First Hﬂl‘ﬂEl

 Click the [Data Type] field R —
o Toinsert the default data type into the field

= Click the drop down arrow to the right of the data field
= 10 view the data types available



= Select [Text] from the available data types
= To specify a data type of [Text] for the [StudentNo] field

Number
Date/Time
Curmanty
Autahumber
Yoo/ M

CLE Cibjaet

Hyparing
Attgchment

Jlb-n_qaf.up Wizard...

e In the row below [FirstName], add the [LastMame] field - also with a data
type of [Text]

« In the row below [LastName], add the [ParentGuardian] field — also with a

data type of [Text]

Hiﬂd Name
¥ StudentNo AutoNumber
FirstNams| Text

Field Nama ' Data Type
¥ | studentie AutoNumber .
| FirsthName Text
| LastMamea | Text
ParentGuardian H (=]

You will now change to Datasheet view, in order to see what the table
currently looks like. Once again, you will be asked to save the table before
changing view.
« On the Status bar, click the [Datasheet View] button

« To open a dialog box, asking if you wish to save the table i
» Select [Yes]

= To save the table

L)

To change to Datasheet view

o To view one column for each of the fields you have created

o To view an empty row, ready for the first record to be entered
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Add a field to an existing table

You will now add 2 new fields to the table. These 2 fields will be inserted
between the [LastName] field and the [Parent Guardian] field.

One will be a Date of Birth field. This will have a data type of [Date/Time].

The other will be a Contact Number field. This will have a data type of [Text].
This will be a text field, because phone numbers are entered in a specific

pattern that needs to be contained within a text field. You will learm about this
pattern later in the Exercise.

Specify fields with their data types - date/time

Change to Design view

Click in the margin to the left of the [ParentGuardian] row

o 10 select this row 3

7

Ribbon [Design] [Tools] — click the [Insert Rows] button | femerron: |

= Toinsert a new row above the currently selected row

Fipkd Hame Caia Typa
7 studentio Butohunioar
FitsiMarme Taxt
LastMame Taxt
b
ParentGuardian Test

Insert the field name [DateoiBirth]

Click the drop down arrow in the data type field and select [Date/Time]
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* Insert a row above the [ParentGuardian] field

» [nsert the field name [ContactNo]

= Select the data type [Text]

» In the [Description] field, type "Enter the area code, followed by a
space, then the phone number”
o To help anyone entering information and using the database

ol bl - o
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e (Change to Datasheet view

o To view the updated table
o You will be asked fo save the table whilst doing this
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Add records in a table

You will now enter the individual students’ details into the table
= |n the blank row beneath the column headings, click in the [FirstName]
field and type “Lynne”
o To enter the name in the [FirstName] field
o To automatically enter the number 1 into the [StudentNo] field
= Press [Tab] or click in the [LastName] field and type "Godwin”
= Select the [DatecfBirth] field for this record
= To view a calendar icon to the right of the field

e —

DateofBirth - Co




Either

s Type the date "23/09/1997" in the field

Or

= Click the calendar icon and use the arrows to the left of the month name
= 1o move backwards through the months until you find the right date

This could fake a while, if you are going back for a few years!
*» Leave the [ContactNo] field blank
e |In the [ParentGuardian] field, type "Mrs Simmons”

o Tocomplete entry of this record

* Beginning in the empty (New) row below the current record, enter the
details for the remaining students, as shown below.
» Ensure that you enter at least 5 records

hmﬂﬁuﬂ - 'm:l'l'n.d.n'd' - |

j'ﬂ* i Lynne Godwin 23/00/1997 01234 S578%0  Mrs Simmions
E :F 2. A Huacidad 04/05/1997 01234 587654 Mir Haddadd
= ¥ Alan Hart 2170371990 01234 557845 Ps Marl
L & john Jones O2/04/ 1990 01238 B73436  Mrs Jones
by 5 Alicia haartin 02/00,/1998 07399 345453 Mr Martin
__E f, Laila Chauhan 03708/ 1998 07322 045673  Mar Chauhan
_|* 7 akan CHfford ZyfONI958 01234 557345 Mdrs Clifhord
i B Maria Edurards 18/ 104 1997 UL234 557833 Mrs Jolly
| % rmar Jaragat 17/09/ 1997 01234 SETIIL  Mr Jaradat
| 10 Martin Jores 30/04/3958 OTH89 617342  Mr Jones
I’P 11 Peter smith 31/05/5958 01734 557019  Mrs Smith
E 12 Mona Tamimi 23/08F1958 01234 587233 M Tamimi
¥ 13 Earim Al Caigl GL/IL 1957 01234 35857  Mr Al Oalsl
HE 15 Alice Richards 25/02/ 2958 01234 557835 M Richards
3 It __ i5ahsen Emith _AS/01/4957 07322 036626 Mr Smith
L+ HEE R S N TS
| [Mew)




Amend the pattern for data to be entered into a field

The [ContactMNo] field needs to contain a phone number. You will amend the

Field Properties for this field, to specify thal any entries made in this field for

any record must be in a particular phone number format

Change to Design view | B
Click the [Data Type] field for the [ContactNo] row

In the [Field Properties] section at the bottom of the screen, click the right

column of [Input Mask] field

= lo view a selection icon to the right of the field

| Field Propertie:
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Click the icon to the right of the field

= 1o open the Input Mask wizard

Select [Phone Number] and click [Next]

In the [Input Mask:] field, replace the current entry with “00000 000000"

o This indicates that entries in this field should contain 5 numbers,
followed by a space, followed by 6 numbers

In the [Try It:] field, enter a phone number, in the format specified above,

to check thal your input mask is correct

Click [Next]

Select to store the data [With the symbols in the mask]

Click [Finish]

o o0 store the input mask for this field
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—
+ Change to Datasheet view, saving the table as you do so
» Enter phone numbers into the [ContactNa] column, as shown below

o The numbers will have to follow the format of the input mask

Contact ParentGuar -
01234 5678590 | Mrs Simmons
‘01234987654 Mr Haddadd
101234567845 | Ms Hart
01234 873456  Mrs Jones
{07999 245453 | Mr Martin
07322045673  Mr Chauhan
01234567245 Mrs Clifford
01234567893  Mrs Jolly
01234587334 | Mr jaradat
crasseTe2 N sones
01234567019  Mrs Smith
01234987233  Mr Tamimi
01234345887 | Mr Al Qaisi
01234567836 Mr Richards
07322038626  Mr Smith
01234987385  Mrs White




Create a table

You will now create the Hobby table.

« Ribbon [Create] [Tables] — click the [Table Design] button ews
e Tocreate a new table in front of the [tbiStudent] table in the | 1aui
Design |

right pane

This table will either be in a tabbed document, with the tab showing to
the right of the [tbiStudent] table, or will be in an overlapping window,

depending on the settings for your copy of Access

« The table will open in Design view

Enter fields

The first field to be added is the Hobby Code field, which will be an
AutoMumber field, so that the code numbers will be automatically

incremented when new hobbies are entered.
« In the first row of the table, type "HobbyCode" in the [Field Name] column

+ Select the [Data Type] field for this row and click the drop down arrow

» Select [AutoNumber] from the drop down list
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HobbyCoda
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» Enter the following text fields beneath the [HobbyCode] field

| Hyperlink
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Staff Text
Location Text




Set a field as a primary key

The [HobbyCode] field will be the primary key field for this table.

* Click somewhere in the [HobbyCode] row

o Toselect this field

« Ribbon [Design] [Tools] — click the [Primary Key] button
« Toadd the primary key icon in the left margin of the row
» Tomake the [HobbyCode] field the primary key field for the table

Add records in a table

» Change to Datasheet view, saving the table as [tbiHobby] as you

" Field Name

» HobbyCode] At
Hobby Te
CefF T

do so
TuHL-Hp:r.
= ][ comel
k — - ————————aa |

« Add the following records to the table
Don't forget that the [HobbyCode] numbers will be automatically inserted

as you create each record!

HobbyCode - Hobby
1 Football
2 Swirmiming
3 Dance
4 Canoeing
5 Chass
B AN
7 Music
g Computar
9 Cricket

10 Basketball
* (New) |

WA

Sports Centre
Sports Centre
Youth Centre
Sports Centre
Cehool Hall
School Hall
school Hall
School Hall
Sparts Centre
Sporis Centre




Create a table and enter fields

This will create the Session table and enter the first 2 fields into the table.
= Ribbon [Create] [Tables] — click the [Table Design] button —

e
= To create a new table in Design view B
. | Table |
+» Enter the first 2 fields, as shown below [g”,;ﬂ |
j-mﬂuu;ut"'j WiHobby ] Tatilel __|
Field Nama Data Type |
LessionMo AuteMurmbaer 1

Datedflended Date/Time

.

Specify fields with their data types - number

The next 2 fields will be the Student Number and Hobby Code fields. These
will both have a data type of [Number].
In the next blank row, type "StudentNo" in the [Field Name] column

Select the [Data Type] field for this row, and click the drop down arrow

Select [Number] from the drop down list

[T et T, i | 2K R |
i Fialil Mamie DCizvia Type |
| Sesscniia AutoMumber |
| |osteattended Dt Thm: -
| student®ao Tt ==
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[Calculated
| Leakup YWizand.

* |n the next blank row, type "HobbyCode" in the [Field Name] column
+ Select a [Data Type] of [Number] for this field



<PECITY TIEIGsS wiTh TnNeIr dara Types — Yes/no

The final field in this table will show which students completed each session.
This field will contain a check box that can be ticked for each student who
has completed a session when the records are entered. This is achieved
using a data type of [Yes/No].

In the next blank row, type "Completed?” in the [Field name] column
Select the [Data Type] field and click the drop down arrow

Select [Yes/No] from the drop down list
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Click somewhere in the [SessionMNo] row

Ribbon [Design] [Tools] — click the [Primary Key] button
To make the [SessionMNo] field the primary key field in the
table

= Frimary
LS

Understand consequences of changing data types in a table

You should be aware that, although it is possible to change the data type for
a field at any time, this could cause problems once you have entered records
into a table, as the new data type may not be suitable for the entries you
have already made into the field. This is one of the reasons why planning a
database fully, before beginning to create it, is so important.



Add records in a table

« Change to Datasheet view, saving the table as [tblSession] as you do so

Save fs R
ablelier
et
LosJ [ coms |
e

* Add the following records to the table

Don' forget that the [SessionNo] numbers will be automatically inserted
as you create each record!
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Change width of columns in a table

You will see that the [DateAttended] field and the [Completed?] field are not
wide enough to view the headings properly. You will amend the width of
these 2 fields.

» Move the pointer to the right of the [DateAttended] column heading
= | he pointer will become a double-headed arrow

« Click and drag the pointer slightly to the right
o To make the column wider

[ toiHobby | 41
» DateAttend|~

Siudent

« Double click to the right of the [Completed?] field header
= Toamend the column width to exactly fit the widest entry




Apply field property settings

There is a default format for each field, which is applied when the field is
created. This formal can be amended for any field, if required.

You will now amend the field property settings for some of the fields in the
[tbisession] table and the [tbiHobby] table. This will adjust properties such as
field size, number format, date/time format and default values to be used
when entering records into the table.

The first property you will change is in the [tbiHobby] table, so you will switch
to the [tbiHobby] table. The procedure to do this depends upon whether your
table windows are tabbed or overlapped in the right pane.

If the windows are tabbed:
= Click the [tbiHobby] tab
o To bring this table to the front
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If the windows are overlapped:

Either

e |f you can see the Title bar of the [tbiIHobby] table, click it

Or

= [f you cannot see the Title bar, double click the table name in the
navigation pane

= To bring this table to the front
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Field size

Changing the field size has different options and effects for text and number
fields. You will change the field size of the [Staff] field in the [tbiHobby] table
(a text field), and will look at the field size options available for the
[StudentNo] field (a number field). -
« Change to Design view r& ‘
e Select the [Staff] row |
» [n the Field Properties section, change the [Field Size] field to “2"

o lo specify that the maximum number of characters that can be

entered in the field for any record is 2
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« (Change to Datasheet view
o You may see a message warning of the effect the shorter Field size
may have on data already in the database
» If you see the message, click [Yes]
o Tosave the change ‘:*-‘ 2 —— "I‘
|

« Switch back to the [tbiSession] table

« Change to Design view E
+ Select the [StudentNo] row -
= In the Field Properties section, select the [Field Size] field and click the

drop down arrow

o To see the different field size options for Number fields

=l e L LR TR e TR ]

IR TS S T H Do
e ek
Limea i b = e, o =

Brmmrsa -y R R Mgl Wl PN e B 7§ o e

You will see from the text to the right of the Field Properties section, that
there are restrictions on the type of size format you can select if a number
field is going to be related to fields in other tables in the database.



MNumber format

There are various number formats available. You will lock at these for the
[StudentNo] field.
e Select the [StudentMNo] field
+ |n the Field Properties section at the bottom of the screen, click the
[Format] field
s 1o view the drop down arrow to the right of the field
= Click the drop down armow
> Toview the number formats available
= To see thal you could select a general number format, currency, fixed
formats, scientific, with or without commas and decimal places,
percentages and scientific formats
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= You do not need to change the number format for this, or any other field
in the database, therefore click the drop down arrow to the right of the
[Format] field again

= To close the drop down list without making any changes

Date/time format

You will change the dateftime formats available in the [DateAttended] field.

» Select the [DateAttended] field

= |In the Field Properties section, select the [Format] field and click the drop
down arrow
s To view the date/time format options

» Select either [Long Date] or [Short Date]

o If you have selected a different date format, you will see an icon to the
left of the [Format] field



s Click the icon

o o see an option to update the date format everywhere the
[DateAttended] field is used
« Select [Update Format everywhere DateAttended is used]
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Default value

e =

It is possible to specify a value that is automatically entered into a field for

each record that is created. This value can be changed for any individual

record, but, if one value is used for most records, it can save time to have

this value as the default.

You will enter a default value into the [Staff] field of the [tbIHobby] table.

 Switch to the [tbiHobby] table

» Change to Design view
e Select the [Staff] field
« In the Field Properties section, type "FI" in the [Default Value] field, then

click in the [Staff] field again

4

o 1o view quotation marks around the default value you have entered

= Change to Datasheet view, saving the table as you do so

o 1o see the default value entered into the (New) record at the bottom
of the [thiHobby] table
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Understand consequences of changing field properties in a table

As you may have seen when you changed the field size of the [Staff] field in
the [thiHobby] table, you should be aware that changing field properties in a
table could cause problems once you have entered records into the table.
For example, if you change a field size to a smaller value or a number format
to a smaller number of fixed places than is already contained within records
in the table, existing data in these records may be truncated. It can also

cause problems with validation rules.

Create a table and enter fields

This will create the Achievements table and enter the fields into the table.

e Ribbon [Create] [Tables] — click the [Table Design] button ;j
o 10 create a new table in Design view T
Tabile
+« Enter the fields, as shown below Design |
i twwsend | ] woony | ] wiewen | e .
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CCoEnpeEDTinn Tt Form, Year or 5chood Matches, One-off Competitions
Aeand Text Carificats, Medal, Troghy, Por exsmple
AchieyemeniDale D/ Time:
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The [Notes] field has a data type of [Memo]. This is a long text field that can
be used for comments and notes.

» Select the [AchievementNo] field
* Ribbon [Design] [Tools] — click the [Primary Key] button |
= To make [AchievementNo] the primary key field for this table g




Create a validation rule

When you are setting up your table, as well as specifying the data type for
each field, it is also possible to be more specific about what exactly can be

entered into the field. This is done by entering “validation rules” into the Field

Properties section for any field.

Number
You will create a number validation rule for the [StudentNo] field in the
[tblAchievements] table,. This rule will specify that the value “0" (zero)

cannot be entered into this field. The following are some examples of
number validation rules that can be used:

Validation Rule Meaning
<) Enter a nonzero value i
=>=10 Value must be 10 or greater
<10 Value must be less than 10
0or>100 Value must be either 0 or greater than 100

* Select the [StudentMNo] row

* Inthe Field Properties section type"<>0" in the [Validation Rule] field
o To specify that any enfries made in the [StudentNo] field for any
record should not be zero

» Inthe [Validation Text] field, type "You must not enter a zero in this
field”
= This error message will appear when a zero is put into the
[StudentMNo] field for any record
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Currency

When working with a currency field, the normal numeric validation rules
apply; for example, the amount must be below or above a certain sum. The
currency symbol and number of decimal places to display are automatically
inserted from the settings selected in the [Format] and [Decimal Places] fields
and, if these are incorrectly entered, Access will create an error message,
therefore it is not necessary to enter specific validation rules for these.

Date/time

You will enter a date validation rule for the [AchievementDate] field. This will
specify that dates entered in this field must be later than 2009. You can see
from the examples below that dates in validation rules are enclosed in hash

signs (#). These hash signs are inserted automatically by Access, and do
not have to be manually input.

Validation Rule Meaning

<#1/1/2009# Enter a date before 2009

>=01/01/2009% And <#01/01/20010#  Date must occur in 2009

=Date() Date cannot be in the future

==Int{MNow()) Enter today's date

« Select the [AchievementDate] field

« |n the Field Properties section type"> 31/12/2009" in the [Validation Rule]
field

o To specify that any entries made in the [AchievementDate] field for
any record should be 2010 or later
* Click in the [Validation Text] field
= To see the hash signs inserted in the [AchievementDate] field
« |In the [Validation Text] field, type "The date must be 2010 or later”

o  This error message will appear when a date earlier than 2010 is put
into the [AchievementDate] field for any record
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= Switch to Datasheet view, saving the table as [tblAchievements] as
you do so

* Enter the following records into the table
If you did not enter all the student records when you created the
[tbiStudent] table earlier, ensure that you only include in the [StudentNo]
field numbers for students that do exist in [tbIStudent]
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* You may wish to change the width of some the columns
o Toview the entries in all fields in full
* Puta zero in one of the [StudentNo] fields and a date before 2010 in one
of the [AchievementDate] fields
o Toview the error messages for these fields
» Change these fields to valid entries
o To be able to carry on entering data in records in the table
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Close tables

* Click the [Close] button to the right of the window tabs o
o You may view a message about saving changes to the table L:|
+ If relevant, select to save the changes
o To save and close the [tblAchievements] window
* Inturn, save and close the remaining tables

= 10 leave the right pane empty
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Create relationships

You will now create the relationships between the tables. These will be One-

To-Many relationships, as the primary key field in each table can be linked to
many records in the related tables.

* Ribbon [Database Tools] [Relationships] — click the mE
[Relationships] button i e
o 1o open a [Relationships] window

» Ribbon [Design] [Relationships] — click the [Show Table] button
o 10 view the Show Table dialog box
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* Inthe Show Table dialog box, select each of the tables in turm and [Add]
them to the Relationships window

 [Close] the Show Table dialog box
= Arrange the tables on the screen as shown below

s 1o make it easier to draw lines between the related fields in the table
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» Click the [HobbyCode] field in the [tbiHobby] table and drag the pointer to
the [HobbyCode] field in the [thiSession] table
o To open the Edit Relationships dialog box

[tbIHobby] will be shown on the left

[tblSession] will be shown on the right

a

o

= The [Relationship Type:] will be [One-To-Many]
» C(lick the [Enforce Referential Integrity] button
= To ensure that changes cannot be made to records in either of the
tables that would affect records in the other table
= (lick [Create]
o To create the relationship between the 2 tables
= To create a line between the 2 tables in the Relationships window,
showing that one row in [tbiHobby] can match with many rows in
[tblSession]
« Create the same relationship between the [StudentNo] fields in the
[tbiStudent] and the [tbiSession] tables
* Create the same relationship between the [HobbyCode] fields in the
[tbiIHobby] and the [tblAchievements] tables
» Create the same relationship between the [StudentMo] fields in the
[tbiStudent] and the [tblAchievements] tables
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+ [Close] the Relationships window, saving it as you do so



Exercise B Understand what an index is

Fields can be ‘indexed’. If a field is indexed within a table, finding and sorting
the data within that field will be faster when you are manipulating the
database. It is therefore a good idea to index those fields on which you are
likely to sort your records regularly. Only fields that will need to be queried
frequently should be indexed, as each index takes up space on your disk and
can slow down use of the database. The primary key field is automatically

made an index field by Access.

Fields can be indexed with or without duplicates being allowed. ‘No
Duplicates’ means that when records are entered into the table, duplicate
values are not allowed in the field. '‘Duplicates OK' means that the same

value can be entered into as many records as required in that field.

Index a field

This will index the [StudentMo] and [AchievementDate] fields in the
[tblAchievements] table, as they will regularly be used to sort the records in
the Achievement table.

* In the navigation pane, double-click the [tblAchievements] table
= To open this table in the right pane
= Change to Design view E
» Select the [StudentNo] field
= Inthe Field Properties section, select the [Indexed] field
= (lick the drop down arrow to the right of the field
o Toview the Indexing options
* Select [Yes (Duplicates OK)]
= Toindex the field

o To allow duplicates, as each student can have several records of
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Select the [AchievemeniDate] field and index this, with duplicates OK

Ribbon [Design] [ShowHide] — click the [Indexes] button

o Toopen the Indexes: thiAchievamants dialeg box

s 1o see which fields are currently indexed

Click each indax field in tum

o Towview the Index Properties for each field

s To see that the [AchievementNo] field, which is the primary key field,
is [Unigue] - meaning that it is indexed with No Duplicatas allowed

[Close] the Indexes: iblAchisvements dalog box
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Exercise 9 Close a database

When you have finished working with Access, it is good practice to close the
program, o that it does not restrict your computer's perfarmance,

Either
= Ribbon [File] = click the [Exit] button [E_ Bt
OCr
» Click the [Close] bution at the top right of the screen
o Tochkse the cumrently open database, and to close Access

Warpbianed whartert
+{Ak] + [F4]

Allernatively, Ribbon [File] = click the [Clese Database| button, to close the
currently open database, but leave Access open on screen.

B



Example 4 - Retrieving information

This Example will work with the Hobbies database that you started in the
previous Example.

You will learn how to create gueries, based on one or more of the database
tables. These gueries will be edited, to amend the fields used and displayed.
Criteria will be added to the queries, fo determine which records are included

when the queries are run.

Once the queries have been saved to the database, they will be used to
create forms, in which to display and maintain the database records. The
forms will be edited, and will be used to add, amend and delete the data

contained in individual records.

You will learn how to search for data in a form and how to filter forms and
tables, to determine which records are displayed on screen at any time.



Exercise 1  Open a database application

» From the Task Bar at the bottom of the screen, click the [Start] button
« Select [All Programs] [Microsoft Office] [Microsoft Office Access]
o Microsoft Access will open, with the New dialog box displayed within
the [File] tab




Exercise 2 Open a database

This Exercise will open the Hobbies database.

Either
» [f the database you wish to open is shown in the list at the left of the [File]
tab, select it from here
= o open the database on screen
Or
= (lick the [Recent] button

Recent
= 10 view and select recently opened
databases
Or
« Ribbon [File] — click the [Open] button | F Open ™o

o To open the Open dialog box

Mavigate through the drives and folders in your filing system and select
your exercise file location

From the list of folders in your exercise file location, select [Module 5]

In the Module 5 folder, select the file named “Hobbies Example 4"
Click the [Open] button
¢« 1o open the database on screen



Exercise 3 Gueries

This Exercise will create and edit queries using the tables in the Hobbies
database. All the queries that are used in this database are known as select
gueries — which will either retrieve data from tables or make calculations.

A query will be created using fields from the [tbiStudent] table. This query
will later be used to create a form which could be used to make the insertion

and editing of student records in the database easier.

A second query will be created using both the [tbiStudent] and the
[thiSession] tables. This will show how tables can be linked in queries, using
their related fields. The [tbiHobby] table will be added to this query.

Criteria will be added to queries, to specify which records should be
displayed when the query is run or used in forms and records.

The queries will be edited, to change the criteria used, and also to amend the

fields used and shown in the queries.

Understand that a query is used to extract and analyse data
A “query” is a tool to:

« Analyse and manage information in a database

» Extract specific information from a database, based on searching more
than one field in one or more tables

= See updated results from amended data, using saved queries

* Join tables together to build forms and reports, that might use data from a
number of tables



Create a named single table query

You will create a query using fields from the [tbiStudent] table.

* Ribbon [Create] [Queries] — click the [Query Design] button

o Toopen a new Query window in the right pane

o 1o view the Show Table dialog box
« Select [tblStudent] and click [add]

o Toadd the [tbiStudent] table to the top of the Query window
e [Close] the Show Table dialog box

* Double-click the [FirstName] field in the [tbiStudent] table
o T0 add this field to the first column in the design grid at the bottom of
the Query window
* In turn, double-click each of the other fields, apart from the [StudentNo]
field
o o0 add these fields to the design grid at the bottom of the Query
window
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« (On the Quick Launch toolbar, click the [Save] button
s |0 open the Save As dialog box
« Type “gryStudent” and click [OK]
o o save the query

£

i ery Pame:
| o yStudent
= [Close| the [gryStudent] query | |

Create a named two-table query

This query will contain fields from the [tblStudent] and [tblSession] tables. In
the previous Example, you linked these tables by the [StudentMNo] field, when
you created the relationships between the tables in the database. This
relationship enables records from the 2 tables to be combined when the
query is used,

* Ribbon [Create] [Queries] — click the [Query Design] button
o Toopen anew Query window in the right pane
= Toview the Show Table dialog box
» Select [tbiStudent] and click [add]
o 1o add the [thiStudent] table to the top of the Query window
» Select [tbiSession] and click [add]
o 1o add the [thiSession] table to the top of the Query window
» [Close] the Show Table dialog box
n Toview the 2 tables in the Query window
o To see that the [StudentNo] field links the 2 tables in the query
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s In turn, add all the fields from the [tbiSession] table to the design grid
« From the [tbiStudent] table, add the following fields to the design grid:
[FirstName]
[LastMame]

|||||

* [Save] the query as [grySessionAttendance]

Run a query

When a select query is Run, the data is retrieved from the tables contained in
the query and displayed as records on screen. Each record will contain a
mix of fields from all the tables used in the query.

You will now run the [grySessionAttendance] query, to display the combined
records from the [tblSession] and [tbiStudent] tables.

« Ribbon [Design] [Results] — click the [Run] button ﬁ

i

= To display the [grySessionAttendance] query in Datasheet
view

- To see that each record contains a combination of fields from the
[tblSession] and the [tbiStudent] tables

You may need to widen the [DateAttended] column, to display the dates
correctly, if long date is the format for this field
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Add criteria to a query using one or more of the operators

Currently, [grySessionAttendance] displays all the records from the
[tblSession] and [tbiStudent] tables. Within a query, you can choose to see
only those records that meet specific conditions. These conditions are
known as the “criteria” that have to be met. You will now add criteria to the
query to limit the records that are displayed.

Criteria can contain references to fields, constant values (such as numbers or
text) and operators (which perform calculations on the fields and values in
the criteria). Some of the most commonly used operators are:

Expression Meaning Example

- - o ="gducation”

= ko Records where the entry in the field is ‘education’.
<=0

== Mot equal to Al positive and negalive numbers that are not
L0

< Less than <2000

All values up to and including 1999,

Less than or <=2000
equal to All values up to and including 2000.

=2000
All values from 20071 upwards.

greater than  >=2000
or aqual o All values from 2000 upwards

> Greater than

The first criterion to be added will state that only records where the

[HobbyCode] is "3” should be displayed.

« Change to Design view 4

« In the [Criteria:] field of the design grid, type “=3" in the [HobbyCode)
column

« Ribbon [Design] [Results] — click the [Run] button 9
o Torun the query with the criterion in place I Bun

o Toview only those records with a [HobbyCode] of "3"
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Edit a query: add criteria

There can be more than one criterion in a query. You will add a criterion to
the [DateAttended] field, to only view records where the [HobbyCode] is 3"
and the [DateAttended] is on or later than 1* February 2011.
e Change to Design view E
 In the [Criteria:] field of the design grid, type ">=01/02/11" in the
[DateAttended] column, then click into another field in the design grid
= To see that hash signs (#) are added round the dates by Access
* Ribbon [Design] [Results] — click the [Run] button |9

= Torun the query with both the criteria in place | o

o Toview only those records with a [HobbyCode] of “3" and a
[DateAttended] on or later than1st February 2009
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Edit a query: modify criteria

You will now change the [HobbyCode] cnterion, from “3" to "2", to state that

you wish to view only those records with a [HobbyCode] of “2" and a
[DateAttended] on or later than 1¥ February 2011,

» Change to Design view

[ FEEEEEEES

* In the [Criteria:] field of the design grid, type change the "3" in the
[HobbyCode] field to “2"
« Ribbon [Design] [Resulis] — click the [Run] button
o [orun the query with both the amended criteria in place .
o o see that there are no records with a [HobbyCode] of “2" and ah—
[DateAttended] on or later than 1* February 2011
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Edit a query: remove criteria

¥ou will now remove the [HobbyCode] criterion from the query, to leave just
the [DateAttended] criterion in place.

» Change to Design view

+ Inthe [Criteria:] field of the design grid, delete the entry in the
[HobbyCode] field

+ Ribbon [Design] [Results] — click the [Run] button |

= To run the query with just the [DateAttended] criterion in place | #»

« To view only those records with a [DateAttended] on or later than
1% February 2011
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Add criteria to a query using one or more of the logical
operators

Multiple criteria can be linked in a query using the logical operators AND, OR
and NOT.

AND
You have already automatically used the AND operator in the criteria above,
where you inserted a criterion in the [DateAttended] AND the [HobbyCode|

fields. Access interprets these 2 separate criteria as:

DateAttended >=01/02/2011 AND HobbyCode=2



OR

The OR criterion is used if only one of the inserted criteria needs to be met in

order to include a record in a query. You will amend the criteria in the design

grid to specify that records should be included where the [HobbyCode] is

either "2" or“3".

» Change to Design view
* Remove the criterion from the [DateAttended] field

E

* In the [Criteria;] field of the design grid, type "=2" in the [HobbyCode] field
e In the [or:] field of the design grid, type “=3" in the [HobbyCode] field

« Ribbon [Design] [Results] — click the [Run] button

o Torun the query with both criteria in the [HobbyCode] field

o Toview any records where the [HobbyCode] is either “2" or "3"
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NOT

The NOT criterion is used if the inserted criterion must not be in the field in

order to include a record in a query. You will amend the criteria in the design

grid to specify that records should only be included where the [HobbyCode] is

not “3",
« Change to Design view
» Remove the criterion from the [or:] field of [HobbyCode]

™M

* In the [Criteria:] field of the design grid, type *"NOT 3" in the [HobbyCode]

field

= Ribbon [Design] [Results] — click the [Run] button
o Torun the query with the NOT criteria in place in the
[HobbyCode] field

o Toview all the records in the query where the [HobbyCode] is not *3"
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Use a wildcard in a query

It is possible to use the asterisk (*) and question mark (7) as ‘wildcard

characters to stand for all or part of the criteria for which you are searching.

The asterisk stands for any number of characters (or no characters at all),

whilst the question mark stands for one character.

You will insert a criterion to display records where the student’s first name

begins with “A", regardless of how many other characters there are in the

name. You will then amend the criterion to display records where the A" is

followed by exactly 2 further characters.
« Change to Design view
+ Remove the criterion from the [HobbyCode] field

g .

» In the [Criteria:] field of the design grid, type “A*" in the [FirstName] field,

then click in another field in the design grid
To see thal Access amends the entry to [Like "A*"]
» Ribbon [Design] [Results] — click the [Run] button

i

o To run the gquery with the wildcard in the [FirstName] field

-]

» To see all records where the Student's first name begins with “py
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* Change to Design view

K|

* Inthe [Criteria:] field of the design grid, amend the entry in the
[FirstName] field to “Like A??" and click out of the field
= 10 see that Access amends the entry to [Like “A?7"]

» Ribbon [Design] [Results] — click the [Run] button 'S
o Torun the query with the wildcard in the [FirstName] field
= To see that there are no records in the query where the

Student’s first name begins with "A”", followed by exactly 2 further
characters
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+ Change to Design view b

» Remove the criteria from the [FirstName] field
s There will be no criteria shown in the design grid



Add a table to a query

It would be useful to have the [Hobby] field from the [tbiHobby] table in the
[grySessionAttendance] query; in order to be able to display the Hobby name
rather than its code. You will therefore add the [tbiHobby] table to the query,
in order to have access to the fields in this table.

« Ensure that Design view is selected

+ Ribbon [Design] [Query Setup] — click the [Show Table] button
= Toview the Show Table dialog box

« Select [tbiHobby] and click the [Add] button
= To add this table to [grySessionAttendance]
= Toview the link between the [HobbyCode] fields in [tblSession] and

[tblHobby]

» [Close] the Show Table dialog box
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Edit a query: add fields

It is now possible to add fields from the [tbiHobby] table to the

[arySessionAttendance] query. You will add the [Hobby] and [Staff] fields to

the query.
« In the [tbiHobby] table, double-click the [Hobby] field
o To add this field to the right column in the design grid
* In the [tbiHobby] table, double-click the [Staff] field
= To add this field to the right column in the design grid
= Ribbon [Design] [Results] — click the [Run] button
= To run the query with the [Hobby] and [Staff] fields included
= To view all the records in the query, with the [Hobby] and
[Staff] fields included
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Edit a query: remove fields

You will remove the [Staff] field from the query.

» Change to Design view

= In the design grid, click somewhere in the [Staff] column

= Ribbon [Design] [Query Setup] — click the
[Delete Columns] button

o Toremove the [Staff] field from [qrySessionAttendance]
* Ribbon [Design] [Results] — click the [Run] button
o Torun the query without the [Staff] field included
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Edit a query: hide fields
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With the [Firstname], [LastName] and [Hobby] fields displayed in the
[grySessionAttendance] query, it is not always necessary to display the
[StudentNo] and [HobbyCode] fields when the query is run. You will hide

these fields.

» Change to Design view

* |n the [Show:] field of the design grid, click the tick in the

[StudentNo] field
= Toremove the tick from this field

o Toindicale thal you wish to hide this field in the query

* Remove the tick from the [HobbyCode] field

s  To indicate that you wish to hide this field as weill

» Ribbon [Design] [Results] — click the [Run] button
o To run the guery with these 2 fields hidden
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Edit a query: unhide fields

You will unhide the [StudentNo] field in the [grySessionAttendance] query.

_——

e Change to Design view

e In the [Show:] field of the design grid, click the [StudentNo] field G
= Toinsert a tick in this field

- Toindicate that you wish to show this field in the query
« Ribbon [Design] [Results] — click the [Run] button

v
P
= To run the query with the [StudentNo] field showing Run
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Edit a query: move fields

The order of the columns in the design grid of the query is the order in which
they will be displayed when the query is run. You will move the [Completed?]
column to the extreme right of the query.

« Change to Design view b

* Use the horizontal scroll bar ———

s To ensure that you can see the [Hobby] field and the blank column to

the right of this field on screen
» Click the header of the [Completed?] column
o To select this field and highlight the column

« Click and drag the column until a thick black line appears to the right of
the [Hobby] field

o To move the [Completed?] field to the right of the query
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+ Ribbon [Design] [Results] — click the [Run] button ‘
o To run the guery with the [Completed?] field at the right 2
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» Click the [Close]button at the top right of the "',_':x I\
[grySessionAttendance] query e
= 1o view a message about saving the changes to the query
= Click [Yes]
= To save and close the [grySessionAtlendance] query
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Exercise 4 Forms

This Exercise will use the [gryStudent] query from the previous Exercise to
create a form. Any criteria that are in place in the query will also apply to the
form. Each time the form is opened, it will access the query, and apply the

criteria that are currently in place in the query.

The form will be used to insert and delete student records in the database,
and also to add, modify and delete data in the individual student records.

Understand that a form is used to display and maintain records

A form provides an easy way to display on screen and to maintain the
records contained in the database. It contains fields drawn from a selection
of the tables contained in the database. It can be used both to view and to
update these fields, whilst giving an easy-to-read view of the activities that
have taken place.

Database object display

In Example 2, you learned that it is possible to amend which database
objects are displayed in the navigation pane. As you have created the
Hobbies database, the view in the navigation pane has automatically been
updated. You will see that the current view is shown as [All Tables]. There is
a heading in the navigation pane for each table you have created, and
beneath each heading are listed the table and any queries you have created
that are associated with that table.

As an example, the [tbliStudent] heading lists the [tbiStudent] table, the
[grySessionAtlendance] query and the [qryStudent] query, as both these
gueries contain fields from [tblStudent].

The [grySessionAttendance] query is also listed beneath the [tblHobby] and
[tblSession] headings, as it contains fields from both of these tables as well.



This view is determined by which options are selected in the drop down
menu at the top of the navigation pane. You will now look at these options,
to see how the current view has been selected.
« At the top of the navigation pane, click the down arrow to the right of the
[All Tables] heading
o To view the options that are currently selected for the navigation pane
o Tosee that [Tables and Related Views] is selected in the [Navigate
To Category] section
o Tosee that [All Tables] is selected in the [Filter By Group] section
¢ Click the down arrow to the right of the [All Tables] heading
o To close the list of viewing options for the navigation pane
o Toleave the view as it is currently displayed
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Create and name a form

Any query can be used to create a simple form that contains all the query
fields. The form will display the records currently contained in the query, and
will enable you to enter and amend information for one record at a time. You
will use the [gryStudent] query to create a form.
+ |n the navigation pane, click the [gryStudent] query once
o lo select this query in the navigation pane
= Ribbon [Create] [Forms] — click the [Form] button
& [0 create a new form in the right pane

o

3

= The new form will currently have the same name as the query
from which it was created

o The header will display the name of the query this form Is based on

= The form will contain each of the fields in the query, in the order that
they appear in the query

= The form will display the first record from the database that meets the
current criteria contained in the query
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« Use the navigation buttons at the bottom of the form  [fca @ iarie |+«
o To view the other records shown in the form

= DOn the Quick Access toolbar, click the [Save] button E
o To open the Save As dialog box

» Type [frmStudent] and click [OK]
= Toname and save the form

= 1o view the named form in the navigation pane
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Use a form to insert new records

A form is the easiest way for database users to insert new records to the

database, as it displays the fields that need lo be completed, in a simple-to-
use format.

You will enter a new student to the database, using the [frmStudent] form.
The form is currently in Layout view — the defaull view when it was created.

You will change to Form view, in order to be able to insert and amend
records.

e Change to Form view 'ﬁﬁ

s To see that the entry in the [FirstName:] field is highlighted

s To the right of the navigation buttons at the bottom of the form, click the
[New (blank) record] button
= To insert a new, blank record in the form

= The insertion point will be flashing in the [FirstName:] field, ready to
start entering information in this field
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As you move between the fields, any text you entered into the
[Description] field of the [tbiStudent] table, will be displayed in the
Status bar at the bottom of the screen

The following text will be displayed when you select the [ContactNo:]

field: oy = s -

Remember that the [ContactNo:] field contains an input mask, fo
ensure that the numbers are entered in the format specified above. If
you enter a phone number in the wrong format you will see the
following message and will not be able to continue until you correct it:

T R e —

_!IJ T vl i ad s ol afowogrite b e agan mad Y005 SR, o) on T Teia

s e

Either press the [Tab] key or click in the next field

a

To move between the fields in the form

FirstName: Heaidl
LastName: Turner
DateofBirth: 17/05/1998
ContactMNo: 01234 389765

ParentGuardian: Mr%urned




Form design view

Changes to the design of the form are made in Design view.

» Change to Design view ¥4

o To see the layout of the fields in the form
e In the [Detail] section of the form, select the [FirstName] data entry field

= The field will become outlined in a different colour

= A short line will link this field to the [FirstName:] label to its left
« Ribbon [Design] [Tools] — click the [Property Sheet] button

= To open the Property Sheet for the [FirstName] field

o To see that this field is a text box associated with the [FirstName] field

from the query
= Click the [FirstName:] label, to the left of the [FirstName] text box
o To see that this is described as a label

o To see that it has been given a name
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= |n turn, select each of the other text fields and labels on the form
= To view their properties
o To see that each text box is linked to the label to its left =
» [Close] the Property Sheet 1ﬁ;




Add, moaITy TexT In neaders, TooTers in a Torm

Text can be added and moedified in headers and footers of forms. Header
text will be displayed at the top of each page of the form, both on screen and
if the form is printed out., Footer text will be displayed at the bottom of each
page. The same procedure is used to add and modify text in both headers

and footers.

The header for [frmStudent] currently displays the name of the query that
was used to create the form ([qryStudent]). You will amend this to display
the text "Student Details”.
* Inthe [Form Header] section, click the text [gryStudent]
o 10 select the header
o Tooutline the header in a different colour
« Click again over the header
o To change to edit mode
o To view the insertion point at the end of the text in the header
+ Replace the current text with “Student details”
» (lick away from the header
o To finish entry of the modified header text
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You will now add text to the Form Footer,

» Move the pointer over the line at the bottom of the Form Footer heading
o  The pointer will become a double-ended arrow

» Click and drag down the page
o T0 display the Form Footer

= Ribbon [Design] [Controls] — click the [Label] button and move the | |
pointer down to the Form Footer Aa \

= The pointer will become a cross with the Label logo attached

= At the right of the Form Footer, click and drag
o Todraw a rectangle

» Release the pointer
= To create the label
= The insertion point will be displayed in the |abel



s Click away from the |abel
= 1o finigh adding the text to the label

| 1 I 1 1 I
Your Name

] 1 [ 1 I‘mur Nams |

« Change to Form view @]
= To view the form with the amended Header and the inserted

Footer
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Exercise 5  Main operations

In this Exercise, the Search command will be used to find specific records in
the [frmStudent] form. Once records have been found, one record will be
deleted, and the data in other records will be added to or modified.

After this, a filter will be applied to limit the records that are displayed in a
form and a table.

Use the search command

You will search for the record for [Alan Hart], by typing his name into the
[Search] field. Although you are typing a word to search for, you could also
type a number or date in the [Search] field, in order to search for these in a
field.

= Ensure that Form view is selected @ J

* To the right of the navigation buttons at the bottom of the form,
click the [Search] field
o Toview the insertion point

: Search

= Start typing "Alan Hart”
o As you enter each letter, Access will begin displaying records that
contain, in any of the form fields, the letters you are typing
o AS you enter more letters, the search will be refined , until the record
you require is displayed

FHstMapme: B FirstNarme: !1
Lastdiarme: Hadldad LastName: Hart
DateoiDirth; 051598 DateolBirth: 170351958
ContatiPo: 01234 987654 Contactflo; {1234 567845

|

| PareniGuardian: W Hacgagd ParentGuardian: Ms Hart
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Use a form to add, modify, delete data in a record

You will add a second [ParentGuardian:] name to this record.

» (Click the [ParentGuardian:] field

o To view the insertion point at the end of the current entry

= Type" or Mrs Wilton”

o To add this text to the existing entry

You will modify the [DatecofBirth:] field for this record.
» Move the pointer to the right of the month in the [DateofBirth:] field and

click

= To view the insertion point to the right of the month
= Replace the month [03] with the text “05"
#« To change the month in the [DateofBirth:] field for this record

You will delete the [ContactNo:] from this record
* Click the [ContactNo:] field and highlight the phone number in this field
» Ribbon [Home] [Records] - click the drop down arrow to the right of the

[Delete] button

= Select [Delete]
s 1o delete the data in this field for this record

FirstName:

Lastama:

DuteafBirth:

ContactiNG:

FarentGeardian:

i
Hart

21/03/19%8
01234 367845

Mz Hart
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i H Deizke
_L mifr  Diel=ie Bercord
[ ¥
FirstdName; Alan
LastMamea: Hart
Dateofiirth: 21/05/1998
ContactMo; l |

PamntGuardian:

Wiz Hart or Mrs Wilton




You will search for the record for [Alicia Martin], in order to delete this record

from the database.

In the [Search] field at the bottom of the form, start typing "Alicia Martin”
o Tofind Alicia Martin's record

Ribbon [Home] [Records] — click the drop down arrow to the right of the

[Delete] button i_H"r —

Select [Delete Record] | X petete

= Toview a message warning that deletion will be ‘.& o P
permanent |

Click [Yes]

o 1o confirm deletion

o |0 delete the record from the database

Microsoft Access .- ﬁ

Woai Are aloul to delete § reoordis],

.l__l-'_l.. 11 youl click Yes, vou won't be ahie in undo this Detebe operabon.
Are Yo sare vou want B delebe these reconds?

Lores | [ o |
- — i

If a record is linked to records in other tables in the database, it will not be
possible to delete the record. You will attempt to delete the record for
[Peter Smith], in order to see this.

Search for the record for [Peter Smith]

Ribbon [Home] [Records] — click the drop down arrow to the right of the

[Delete] button |2 Deserel] Hniane

Select [Delete Record] ||_'; Delate

|l Delaps Becosd
| S
|

e Toview a message informing you that the record
cannot be deleted or changed

Click [OK]

o To accept the message

= To keep the record in the database

Wil At Fo LI LT

l'\_ o Bt L drww | b deiried o o oo e Bi ¥ rolades

iw | [ e

il T e e B




Apply a filter to a form

You have used criteria in a query to limit the number of records that are

displayed in the query, and in any form that is based on that query.

You may wish to temporarily limit the records that are displayed at any time
while you have a form open on screen, without amending the query. This

can be achieved using a filter.

You will filter the [frmStudent] form by the [LastName:] field — choosing only
to display those records where the student has a last name of [Jones].
» Select the [LastName:] field in the form
+* Ribbon [Home] [Sort & Filter] — click the [Filter] button _Jy
s 10 view the filter options for the [LastName:] field g
e Click the [(Select All)] field
o Toremove the ticks from all the fields
» Scroll down to the [Jones] field and click
= Toinsert a tick in this field
o To specify that you wish to include this last name in the displayed

records
* To include other last names in the filtered records, tick these as well
« Click [OK]
= To apply the filter to the field
o To view the first record in the form that meets the filter criteria
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« Look to the right of the navigation buttons at the bottom of the form
o To see that the form is [Filtered]

o To see the number of filtered records that can be displayed

| Record: 4 <1 af2 1 b oM b I Filtered
» Use the navigation buttons

o To move through the filtered records

Remove the application of a filter from a form

Once a filter has been applied, the records can be viewed with or without the

filter in place.

» To the right of the navigation buttons, click the [Filtered] O Filtered
button
= To temporarily remove the current filter
» To change the [Filtered] button to [Unfiltered]

» Click the [Unfiltered] button | % untiteres J
= To reapply the current filter

= To change the [Unfiltered] button to [Filtered]

The filter can also be temporarily removed and reapplied from the Ribbon.
» Ribbon [Home] [Sort & Filter] — click the [Toggle Filter]

" Togole Filter

button

s Totemporarily remove or to reapply the current filter

o The [Filtered)/[Unfiltered] button to the right of the navigation buttons
will show the current state of the filter

You will now remove the filter from the form.

« Select the [LastName:] field

* Ribbon [Home] [Sort & Filter] — click the [Filter] button
= To view the filter options for the [LastName] field

» Select [Clear fitter from LastName:]
- Toremove the filter from this field

» Look to the right of the navigation buttons at the bottom of the form
= To see to the that the form has [Mo Filter]
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e [Close] the [frmStudent] form, saving any changes as you do so [ T

Apply a filter to a table

A filter can be applied to a table in exacily the same way as to a form. You
will filter the [tbiStudent] table by the [LastName:] field.
¢ In the [tbiStudent] section of the navigation pane, double-click
[tbiStudent: Table]
= To open this table in the right pane
e |n the [LastName:] field, click one of the records
» Ribbon [Home] [Sort & Filter] — click the [Filter] button 7
o Toview the filter options for the [LastName:] field [ S
» Click the [(Select All)] field
o Toremove the ticks from all the fields
= Scroll down to the [Jones] field and click
= Toinsert a tick in this field
= Toinclude this last name in the displayed records
* Toinclude other last names in the filtered records, tick these as well
o Click [OK]
e 10 apply the filter to the field

= The [LastName] column heading will display a filter icon
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The filtering options for a field within a table can also be accessed and
applied from the column header for the field.

* |n the column header row, click the drop down

arrow to the right of a field
s Toview and select the filter options for that field

Remove the application of a filter from a table

Once a filter has been applied, the records can be viewed with or without the

filter in place.
* To the right of the navigation buttons, click the [Filtered]
button

o Totemporarily remove the current filter
= To view all the records in the table
= 1o change the [Filtered] button to [Unfiltered]



e Click the [unﬁ“&l’ﬂd] biurtton | b4 "'H'"“.i.
o Toreapply the cerment filler

o o view anly tha fillered records
= To change the [Unfitered] bution to [Filtered)

The filker can also be temporarily removed and reapplied from the Ribbon.
= Ribbon [Home] [Sort & Filter] — click the [Toggle Filter]
button
= Totemporarily remaove or to reapply the current filter
o The [Filtered]/[Unfillered] button to the right of the navigation buttons
will show the current state of the filter

L’f Togale Filter

You will now remove the filler frem the table.
» Select the [LastName:] field
= Ribbon [Home] [Sort & Filter] = click the [Filter] button
o To view the filter oplions for the [LastName] field
o Select [Chear filter from LastName:]
o Toremove the filter frem this fleld
o Towew all the records in the table
* Look to the right of the navigation buttons at the bottom of the form
= To see to the that the form has [No Filter]

= [Close] the [tbiStudent] table, saving any changes as you do so



Exercise & Close a database

When you have finished working with Access, it is good practice to close the
pragram, sa that it does not restrict your computer's performance.

Either
+ Ribbon [File] - click the [Exit] button | Em
Or
« Click the [Close] button at the top right of the screen
o Toclosa the currently open database, and fo close Access

Eepbeerd shertcut |
w AT [P I

Altermatively, Ribbon [File] - click the [Closa Database] button, 1o close the
cumently open databese, bul leave Access open on SCreen.

| L Closeampme |



Example 5 - Outputs

This Example will work further with the Hobbies database.

You will create and edit reports, based on a table and a query from the
database.

You will learn how to export data from tables and queries to other file
formats.

Page set up and printing for tables, forms, queries and reports will be
caovered.



Exercise 1  Open a database application

* From the Task Bar at the bottom of the screen, click the [Start] button
« Select [All Programs] [Microsoft Office] [Microsoft Office Access|

o Microsoft Access will open, with the New dialog box displayed within
the [File] tab
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Exercise 2 Open a database

This Exercise will open a version of the Hobbies database, that has been
updated with additional tables and queries that will be needed for the tasks in
this Example.

* Ribbon [File] — click the [Open] button
= To open the Open dialog box

« Navigate through the drives and folders in your filing system and select
your exercise file location
= From the list of folders in your exercise file location, select [Module 5]
« In the Module 5 folder, select the file named *Hobbies Example 5"
¢ (lick the [Open] button
= Toopen the database on screen



Exercise 3  Reports

This Exercise will create and edit reports based on the [tbiStudent] table and

on a query called [gryExpenses] that has been added to the database.

Understand that a report is used to print selected information

from a table or query

Reports are created from selected information contained in a table or a query
within the database. Reports are designed to collate and view the
information on screen or as a printout, in an easy-to-read format.

Create and name a report based on a table

You will create a report based on the [tbiStudent] table. This report will
display all the student details currently contained within the [tbiStudent] table.

« In the navigation pane, click [tbiStudent:Table]
= 1o select this table in the navigation pane

« Ribbon [Create] [Reports] — click the [Repori] button J |

o Tocreate a new report in the right pane

o The new report will have the name of the table on which it is |
based

o The header will display the name of the table on which this report is
based

= The report will contain each of the fields in the table, in the order that
they appear in the table

o acroll bars will enable you to view the parts of the report that are not
currently displayed on screen

= Dotted lines show where the page breaks and headers are in the
report






Report design view

Changes to the design of the report are made in Design view.
« Change to Design view
o To see the layout of the fields in the report
o Allthe fields in the report will probably be highlighted
» Click in a blank space away from any of the fields
= To deselect the fields
* In the [Detail] section of the report, select the [FirstName] field
* Ribbon [Design] [Tools] — click the [Property Sheet] button
o Toopen the Property Sheet for the |FirstName] field
o Tosee that this field is a text box associated with the
[FirstName] field from the query
* |n the [Page Header] section of the report, click the [FirstName:] label,
above the [FirstName] text box
o To see that this is described as a labl
- Tosee that it has been given a label name

e & |

LU

F

i

+ [Close] the Property Sheet @




Change arrangement of data fields and headings

When you were looking at the report in Report view, the page break lines

showed that the fields in the report do not all fit on one page at present. The

fields are more widely spaced than they need to be to display all the data

contained in each record, therefore you will now narrow the fields.
« In the [Detail] section of the report, select the [FirstName] field

+ Move the pointer over the right side of the field border

o The pointer will become a double-ended arrow
= Click and drag the right border of the field to the left

o Tomake the field narrower

o The [FirstName] field in the [Page Header] section will become

correspondingly smaller

= The fields to the right of the [FirstName] field will move to the left
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= In the [Detail] section, reduce the [LastName] and [ContactNo] fields

s To be able to view all the fields on screen at once in Design view

You will now change the order of the [ContactNo] and [ParentGuardian]

fields.

* In the [Detail] section of the report, select the [ContactNo] field

Either

* Ribbon [Arrange] [Rows & Columns] - click the [Select Column] button

Or

* Hold down the [Ctrl] key and click the [ContactNo] field in the

[Page Header] section

Right 1
L Sﬁtl
= To
heod
fald

= To select both the heading and the data field in the [ContactNo] field



« Move the pointer over the selected field
o The pointer will become a four-headed arrow

« Click and drag the field to the right of the [ParentGuardian] field
o A coloured I-bar will appear to the right of the [ParentGuardian] field
=  The field and heading will be moved to the right of the

[ParentGuardian] field

o This is quite sensitive and may take some practice!

= — T e e —_—
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[Uateufmh | ContactNo E]Parenmuamun

3

Dateof@irth || ParentGuardian

ContaciNo

If you scrall to the right of the report, you will see that the right margin is
much farther to the right than it needs to be. This could cause Access to
print blank pages when the report is printed. You will make the right margin

narrower.
» Scroll to the right of the report
o To view the right margin

« Move the pointer over the margin until it becomes a double-ended arrow

e Click and drag the margin to the left
=  Until it meets the right hand column in the report

|
I
| [ 1.
|
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Add, modify text in headers, footers in a report

The [Report Header] currently contains the header [tbiStudent]. You will
modify this to read "Student Records”.

In the [Report Header] section, select the [tbiStudent] field
Click the field

= Tochange to edit mode

Remove the current text and type “Student Records”
Deselect the field

o Tofinish editing the entry

# Eenon Header ' |
11:15 tud+nt ; =
[ L= | T} # Bepart Meader .
l'Pl_g_t_'I-Itg-I-:-! i_ ==y . _
‘&4] (Student Records .l
: T - = e e :
‘:Iﬂl Hphded

You will now add text to the footer of the report

Ribbon [Design] [Controls] — click the [Label] button and move the | |

Aa |

pointer down to the [Page Footer] section |
= The pointer will become a cross with the Label logo attached

In the [Page Footer] section, click and drag

o Todraw a rectangle

Release the pointer

o Tocreate the label

= The insertion point will be displayed in the label

Type your name in the label

Click away from the label

= Tofinish adding the text to the label

Your Name




+ Change to Report view =]

o Toview the amended layoul of the report
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* You may need to scroll down the report
e Toview the footer at the bottom of the page

T T

W ([Tofmer || LRI | Mrtanns Fird A
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* Press the [Close] button for the report window

= Toview the message about saving the report

+ Click [Yes]
= Toopen the Save As dialog box

* Name the report [rptStudent] and click [OK]
o 1o save and close the report
o Tosee it added to the navigation pane

Save As
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Create and name a report based on a query

Y'ou will now create a report based on the [gryExpenses] query.

[gryExpenses] is based on 2 tables that have been added to the database -
[tblSupplier], which contains details of suppliers of equipment for the various
hobbies, and [tblExpenses], which lists expenditure made for the hobbies.

The tables are linked as is demonstrated in the relationships window below:

ot T
LS

thligtby 1 [ehlsERian thistudent
¥ HobbyCode = ¥ Sessionta | ¥ Studenshig
Habby Datestiended | FirsiNama
| Siaff ShpdemtHo. | Lasthiams
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[gryExpenses] is made up of the fields shown below:
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To create the report:

In the navigation pane, select [qryExpenses] from one of the sections in
which it is displayed

Ribbeon [Create] [Reports] — click the [Report] button I[ _l '|
o To create a new report in the right pane, containing the fields |
currently displayed in the [gryExpenses] query
= The report will be in Layout view
| T ] =
= i e 1 e

wSILTE

i |

Present specific fields in a grouped report

You will now group the report by [HobbyCode], so that the records for each

Hobby are displayed together.

Ribbon [Design] [Grouping & Totals] - click the [Group & Sort] button

- Totoggle between displaying and not displaying the [Group, Sort, and
Total] section at the bottom of the report

Ensure that this section is displayed

In the [Group, Sort, and Total] section, click the

1= Add a group
[Add a group] button o
o To view the fields by which you can group the report ﬁ
Select [HobbyCode] S

Hodimel oo

= To group the report by this field
= To see in the [Group, Sort, and Total] section that the
report is grouped on [HobbyCode] in ascending

e =

numerical order st e
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Sum

You will now sum the value for each Hobby. This will also add a sum for the
entire report at the end of the report.

+ Select one of the values in the [Value] column

* Ribbon [Design] [Grouping & Totals] - click the drop down E Totals =

arrow to the right of the [Totals] button ' g e ==

o Toview the different totals that you can choose A '
« Select [Sum] et

o Toadd a tick to the [Sum] option in the list ' j—:.-ﬂ'

« Toadd a sum for each Hobby at the end of each group A

= Toadd a sum for the [Value] field at the end of the

report
i arvisponss L%




Count

You will now count the number of records in each Hobby group.

Select one of the hobbies in the [Hobby] column

Ribbon [Design] [Grouping & Totalg] — click the drop down ¥ Totals =

arrow to the right of the [Totals] button S

= loview the different totals that you can choose - 3

Select [Count Records]

o Toadd a tick to the [Count Records] option in the
list

I

= Toadd a count for each Hobby at the end of each

group
= Toadd a count for the [Hobby] field at the end of the report
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You will need ro know:

Minimum, maximum, average

It is possible fo add totals to display the minimum, maximum or average for a

field or group in the same way as you have just added the sum and count totals.

Select the field that you wish to toral

Ribbon [Design) [Grouping & Totals] - click the drop down arrow EHT\

to the right of the [Totals] button

o To view the different totals that you can choose

Select the relevant total from the list s

o  Toadd this total at the end of each group in your
selected column, and the total for the entire field at the
end of the report l




» At the right of the [Group, Sort, and Total section, click the [Close] | X I
button -
o 1o close this section

o 1o view more of the report on screen

If you wish, as the report is in Layout view, you could click in the heading and
change the name in the header from [gryExpenses] to [Hobby Expenses).
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* Click the [Close] button for the report

o To view the message about saving the report
 Click [Yes]

o Toopen the Save As dialog box

* Name the report [rplExpenses] and click [OK]
o Tosave and close the repon

Sy = =)
rExpenses] ,
ok ] [gemea. |




Exercise 4 Data export

Access database records can be exported as a variety of different file types.

This Exercise will look at the procedure to export either a table or a query
output to a spreadsheet, text or XML format and to save it to a location on a
drive.

Export a table, query output to a location on a drive

« In the navigation pane, select either the [tbIStudent:Table] or the
[gryStudent] query
» Ribbon [External Data] [Export] - select one of the following:
= [Excel] - to begin to export the object in spreadsheet format, and to
open the Export — Excel Spreadsheet dialog box
o [Text File] — to beqgin to export the object in text format, and to open
the Export — Text File dialog box
o [XML File] - to begin to export the object in XML format, and to open
the Export — XML file dialog box
* In the dialog box, click the [Browse...] button to the right of the
[File name:] field
» Navigate through the drives and folders in your filing system and select a
suitable location in which to file the exported object
« [f there is a [Specify export options.] section for your export format, tick
the [Export data with formatting and layout] field
o To preserve formatting and layout information from your object
« |f relevant, tick the [Open the destination file after the export operation is
complete] field
= Toview the data in the relevant program once it has been exported
= |f you had opened the object and selected specific records before
beginning the export, you could tick [Export only the selected records]
= To export only these selected records
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o Click [OK]
= To export the object in the specified format
o To view the Save Export Steps page of the Export dialog box
o To view the exported data in the relevant program, if you specified
this
s |f you wish to save the export steps, to use in the future, tick the [Save
export steps] field
* Click [Close]
o Toclose the Export dialog box
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Exercise 5  Printing

This Exercise will amend the setup and print from tables, queries, forms anc
reports.

The page layout settings, such as orientation and paper size are most easily
amended in Print Preview for all the above objects, The same procedure is
used for all these objects. You will use [tbiStudent] to leam the procedures,

» From the navigation pane, open [tbiStudent: Table]

* Ribbon [File] - click the [Print] button
o To view the list of file options

» Select [Print Preview] from the Print options
> To open the object in a Preview screen

o To see the first page of the object as it will appear on a printed page.
o To display the [Print Preview] ribbon
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On the Print Preview tab, the buttons in the [Page Size] and [Page Layout]
groups enable you to adjust the layout of the printed object. The [Zoom]

group enables you to adjust how the object appears on the Preview screen.
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Change the orientation of a table, form, query output, report

Crientation determines which way round the page is rotated. It can be either

portrait or landscape, as can be seen in the image below.

| =fl (=

{Portrait|Landscape

* Ribbon [Print Preview] [Page Layout] — click the [Landscape]
button
o Tochange the orientation of the object to landscape

=)

Landscape

* Ribbon [Prinl Preview] [Page Layout] - click the [Portrait] button 4 j
o If the orientation of the object would be better in portrait M
I e e b= S -l-h-:_'n-l.-rl- -
ik I
Change paper size =R 3
W
» Ribbon [Print Preview] [Page Size] — click the [Size] -
button "
= Toview the list of paper sizes available A
« Ensure that the correct paper size is selected for your f ;
printer | e




Print a page, selected records(s), complete table

= Ribbon [Print Preview] [Print] - click the [Print] button
& Toopen the Print dialog box

Print

* Ensure the correct printer is selected in the [Name:] field
* In the [Print Range] section, select one of the following;
o [All] - to print the complete table
¢ [Pages], then insert page numbers in the [From:] and [To] field — to
print specific pages
o [Selected Record(s)] - if you have selected specific records before
viewing the table in Print Preview
* Click [OK]
o To print the selected print range

A table can also be printed from the table window, without viewing it in Print
Preview.

 Ribbon [File] — click the [Print] button and select _
[Print] from the Print options

= To open the Print dialog box

» Select the appropriate [Printer],[ Page Range] and [Copies] options
e Click [OK]
o 1o print the table

» [Close] the table



Print all records, specific pages using form layout

* In the navigation pane, open [frmStudent]
» Ribbon [File] — click the [Print] button and select
[Print] from the Print options

= Toopen the Print dialog box
* Ensure the correct printer is selected in the [Name:] field
¢ In the [Print Range] section, select one of the following:
o [All] = to print all records from the form
o [Pages], then insert page numbers in the [From:] and [To:] field — to
print specific pages from the form

o [Selected Record(s)] — to print the currently selected record(s) from

the form
» Click [OK] le SRy el
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Print the result of a query

* |n the navigation pane, open [gryStudent]
+ Ribbon [File] - click the [Print] button and select _
[Print] from the Print options
o To open the Print dialog box
« Ensure the correct printer is selected in the [Name:] field
* In the [Print Range] section, select one of the following:
o [All] = to print all records from the query
e [Pages] , then insert page numbers in the [From:] and [Te:] field — to
print specific pages from the query

o [Selected Record(s)] — to print the currently selected record(s) from
the query



e Click [OK]

= To print the selected range

« [Close] the query
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Print specific page(s) in a report, print complete report

* In the navigation pane, open [rptStudent]

» Ribbon [File] — click the [Print] button and select

[Print] from the Print options

= Toopen the Print dialog box

« Ensure the correct printer is selected in the [Name:] field

* In the [Print Range] section, select one of the following:

o [All] - to print all records from the report
o [Pages], then insert page numbers in the [From:] and [To:] field - ta
print specific pages from the report

o [Selected Record(s)] - if you had selected specific record(s) from the

report before viewing it on screen

« Click [OK]
o Toprint the report

* [Close] the report
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Exercise 6 Close a database

When you have finished working with Access, it is good practice to close the

program, so that it does not restrict your computer's performance.

Either

« Ribbon [File] — click the [Exit] button Lﬁ Exit
Or

e Click the [Close] button at the top right of the screen

» To close the currently open database, and to close Access

Alternatively, Ribbon [File] — click the [Close Database] button, to close the
currently open database, but leave Access open on screen.

| (J Close Database J




