


Example 1 - Introduction to Databases

This Example will introduce 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 learn 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 information

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:
e Add new information and delete existing information

e Search for information in the database

e Question the database

e Sort information alphabetically or numerically

e 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.

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

e 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.

e Two 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.

e 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.

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

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

e 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:

e Airline booking systems
e Government records
e Bank account records

e 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.

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

e 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

e Database administrators provide access to specific data for appropriate
users

e Database administrators are also responsible for recovery of databases

after a crash or major errors



W woyuny

|
| |
|
= e : . . Joq snois
Ay St e aa . - I
| suojing maia . ; AR ) L !
o S o o s L - §
. 2spqD40Q - . - = __
.. T pAN RGN L AN QT b u.ﬁmw.ﬂ |
= wig £:8q03 e 02 - !
w4g spuess @S 61 # | |
EHL sueal woy gt = i
S 17 UOswoy| uuy (T e |
LTS UoEer aipes o1 - i
Aig BIT= VRS @8 o £ ”
2|qo4 IME uopusy 1Biueg o1 . f
...... 35DqD4DP v . o5z suanalg WS £ HE i
nge wey ueys It |
Alg qaam Aueli 13 ®f
Mz SBUOT Aupg or +“..”
nge Aydaniy ugag § = Erel e AN
g viEpagWRD no s Wi ———
| o5z ssypmory Husuar ¢ %! .~ 2upg uoipbiapp 2y
. \ e s i =
- i Ais ~ dapeus) apeRr s ©
i s : s Bsoep W e i
LB ——Ohum _E hr-r—“ﬂ M i dand v A e g By
021443 = waas. T = i e bk
! A s ! soumr aor T | Ll L o s122(qo 2snqoinQq
Wy - . SEp0N T gzg = SUWIEN S T-arﬁgi &l FEnSEigE [T
T, v Eﬂwn—ﬁﬂ Burreageiay “fTT
uoiing dj2H uoqqry Y4 aZiwiuyy ; j
En [T mopum ) e Swin s = W ; IS
il R T s T A s o s COEE L, s o fuaanh | _ ey e | uoqqiy 2yy
—— o g - 0109 e u.-vnmb aamg @ al uuuulﬂ«ﬂ' n_as._ua:n: lows T o e
Widely . ule e e B e g iSL T o L_ mr W 24
6o = [mon wen o memewawed | eeair e i
5U01{NQ 250|7) PUD 20452y ‘AZIWIIUIY Joq 2)411 4Dg|004 55222y }2IND

U22uds SS220y Y| 2 2S1942x3



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

Provides 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. It is also
the place to set options for Access. The features contained within the [File]

tab are known as Backstage view.

The Quick Access toolbar and Ribbon are the components of the Office Fluent

! Y 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 is 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:
e Click the scroll bar arrows at either end of a scroll bar
o To move one line in any direction
e Click either side of the scroll box
o To move one screen in any direction
e Drag the scroll box

o To 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.

Printer

Name:  |\DfficepcP Photosmart C4200seres | | Properties |
| Status:  Ready

|| Type:  HPPhotosmart C4200 series

| Where;  USBODY

Comment: IPrint to File

Copies

Number of Copies:




Exercise 3  Open a database application

e From the Task Bar at the bottom of the screen, click the [Start] button

e 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 4 Open a database

This Exercise will open a database that is contained with your Module 5

exercise files.

screen and the Help functions available within Access.

You will open this database in order to explore the Access

The [File] tab that is currently displayed contains the [Open] button, enabling

you to open an existing database.

e Click the [Open] button
o To open the Open dialog box
your exercise file location

®

e Click the [Open] button

o]

To open the database on screen

7 Open

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

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

In the Module 5 folder, select the file named “CoolCat Example 1”
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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:
e Click the drop down arrow to the right of the [Tables] heading in the
navigation pane
o To view 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.

The Quick
Access toolbar

The Ribbon

The Ribbon

S ey

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 tools 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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The contextual tab and tools for tables



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

e At the right of the Ribbon, click the [Minimize the Ribbon] button
o To hide the Ribbon groups and sub-tasks
o To view only the Ribbon tabs

osoft Access

Firls | Tebia

While the Ribbon is minimized:
e Click a tab heading

o To view the groups and sub-tasks for that heading
e Click the heading again

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



To restore the Ribbon

e At the right of the Ribbon, click the [Expand the Ribbon] button
o To view 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.
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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 [Redo] 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

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

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

o The buttons that are currently displayed on the Quick Access toolbar

will have a tick to their left
e Click on a button that is not currently displayed
o To put a tick to the left of this button
o Todisplay it in the Quick Access toolbar
e Click on a button that is currently displayed
o Toremove the tick from the left of this button

o Toremove it from the Quick Access toolbar

§ Customize Quick Access Toolbar
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Cpen
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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 toolbar below
the Ribbon.



Exercise 6 Use available Help functions

e Click the [Microsoft Office Access Help] button at the right of the
Ribbon

o To view 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.
e Click one of the topics
o To view sub-menus of help available concerning the topic you have
selected
e Click a sub-menu
o To view sub-categories of help concerning the sub-menu you have
selected
e 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

o To hide their explanation
Click [+ Show All] at the top of a help topic

o Toview all the explanations in this topic

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

o To hide the explanations



The Help toolbar buttons

The following buttons are displayed across the top of the Help dialog box:

Refresh
Home
Print

Change Font Size
Keep on Top

Show Table of Contents

e [Back]
o Go back to the previous screen
e [Forward]
o Return to the screen you were viewing before you clicked [Back]
e [Stop]
o Stop a help page uploading to the Help dialog box
e [Refresh]
o Refresh an online help page with the latest information available
e [Home]
o Return to the initial Help screen
e [Print]
o Open the Print dialog box, in order to print all or part of the current
Help topic
e [Change Font Size]
o Make the font size in the Help dialog box larger or smaller
e [Show Table of Contents]
o View the Help Table of Contents to the left of the Help dialog box
o When the Table of Contents is showing, the icon will change to an
open book. Click this, to hide the Table of Contents
e [Keep on Top]
o 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

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

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

o To view the Table of Contents to the left of the Help dialog box

e Select one of the headings with a book icon to its left

o To view the help topics available for that heading

e 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.
e 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
e Select the most appropriate entry from the list
o To view the help text for that topic
e Click the [Back] button on the toolbar
o To return to the list of help topics

o To be able to select a different topic from the list
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Context-sensitive help

The [Help] button appears at the top right of dialog boxes.
e Click the [Help] button in a dialog box

o To view 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, 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 e
Or

¢ Click the [Close] button at the top right of the screen

o Toclose the currently open database, and to close Access

Keyboard shortcut:
= [Alt] + [F4]

Alternatively, Ribbon [File] — click the [Close Database] button, to close the
currently open database, but 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.

This training, which has been approved by ECDL Foundation,

includes exercise items intended to assist Candidates in their
training for an ECDL / ICDL Certification Programme. These

exercises are not ECDL Foundation certification tests. For
|I information about authorised Test Centres in Egypt, please refer to
the ICDL Egypt website at www.icdl-egypt.org




cxercise 1 Upern QG darabdose appucanion

e From the Task Bar at the bottom of the screen, click the [Start] button
e 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 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
e |f the database you wish to open is shown in the list at the left of the [File]
tab, select it from here

o To open the database on screen
Or

e Click the [Recent] button

Recent
o Toview and select recently opened
databases
Or
e Ribbon [File] — click the [Open] button ; .7 Open |

o 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 “CoolCat Example 2”
Click the [Open] button

o Toopen 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:
e Click the drop down arrow to the right of the [Tables] heading in the
navigation pane
o To view 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 3 Tables

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

hold information, or ‘records’.
the table.

Each record is contained within one row of

The records consist of ‘fields’, contained in the columns, each holding one

piece of data about the record. Fields can contain different data types, such

as alphabetical, numerical, date/time, yes/no.

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:

[tbiIBorrowers]

libtBorowens

. BorowerNct | First Name

Form C&m’ to Add -

B Nigel
_1_;1 Harry
5 Jackie Sheiley
6 Ben Caral
2 Saily Green
[tbiTracking]
7] thleTracking

~ TrackingNo - BorrowOrRe »

Click to Add .

__________________ s ' 3/03/201 8
2 Return 04/02/2011 4 8
3 Borrow 13/02/2011 g 11
5 Borrow 17/02/2011 3 2
& Borrow 20/02/2011 ) 9
[tblitems]
i) shikerns : L T
. ltem? . itemlyp - Actist/Author - Purchase Pric - Date Acquir
fleock | tordoftheRings . #1500 01/05/2
L 2¢D Ronan Keeting  Destination £10.00  27/05/2
3Co Eminem The Eminem Show £14.99  28/05/2
4 CD Nara jones Come Away with Me £9.99 28/05/2
54D Queen Greatest Hits £15.00 2a/0s/2
[ 6 Game  Star Wars Rogue Leader £35.00  23/05/2
[tbIHouse]
ol thiHouse :

2 Ladybird
. 3 Dragonfly
* {New)

~ lsutterfly  Mrsmith

Mr Al
s Williams

- Clck to Add




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 “qry” 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 [tbIBorrowers], which contains the details of

all the borrowers on the database.

Open a table

e In the navigation pane at the left of the screen, double-click [tbIBorrowers]
o To open 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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Navigate 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 ey

o To see details of the first borrower L H ------- -

Click the [Next Record] button

o To see details of the next borrower b

Click the [Previous Record] button T

o To see details of the previous borrower :
This button will be greyed out until you have viewed a previous
record

Click the [Last Record] button 4

o To see details of the last borrower

Click in the record number and type in another number e

Press [Enter]

o To move to that specific record

]
i

ggeimd ;.4 ..... 1@1*2&; T

i
] niitb bk M bl

Sort records in a table

Records can be sorted alphabetically or numerically in either ascending or

descending order.

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

Click anywhere in the [Last Name] column
Ribbon [Home] [Sort and Filter] — click the [Ascending]

button

{ 4
| ‘%l Ascending
i

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

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




T telBorrowers .
~ BorrowerNc 1 Fir LastName o Notes form

8 Gill Chamberlain
7 lenny Crowther

13 Tom Evans

13 Sheila Francis
2 Sally Gresn

12 Cheri Ham

18 Sadie jackson
1ioe james

1C Barry ones

14 Daniel London
9 Sean Murphy
5 Jackie Shelley
3 Penny Smith

20 Grant Sobers

13 Sam Stevens

17 Amn Thomson
L
ilHamy  Webb
15 Nigel Wright
{New}

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

%l Descending

button

o To view the records sorted in descending alphabetical order by Last

Name (Z to A)

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

L3 thiBorowers
: i it P
L85 Webb ] T
4 Kim Vause 8Fm
17 Ann Thomson 7Ra
13 Sam Stevens S0
20 Grant Sohers 8Fm
apenny  Smith Wi
5 lackie Shelley 8Ty
9 Sean Murphy 9Du
14 Daniael London Wi
10 Barry jones T
1 oe james 8Fm
16 Sadie Jackson 7Ra
12 Cheri L 90u
2 Saily Graen SGi
19 Sheila Francis 8Fm
18 Tom Evans Fiia
7 Jenny Crowther 750
& Gilf Chamberiain BFm
& Ben Carol Sty
{New)

- Clickto Add -




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

Click anywhere in the [Form] column
Ribbon [Home] [Sort and Filter] — click the [Ascending]

button

H
| 2 | Ascending

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

] thiBorrowers

18 Sadie

i3 Sam

3 Peany

4 Kim

1 joe
19 Sheilg

8 Gilt

9 Sean
12 Cheri

2 Sally
15 Nigel
13 Harry
. 5 jackie
e 6 Ben
* {New)

7ienny

14 Daniel
ooany

- Grant

. --Bar_rpééz&r?‘u--f;’?é:st Name - lastName -1
. Evans

Thomson
ssckson
Stevens
Crowsther

_ Smith

London
iones

Vause
Sobars
Jjames
Francis
Chamberlain

Murphy

Ham
Grean

Wright

Webb
Shellay
Carol

< TForm | A CicktoAdd -

=

Ra
7Ra
750
750
Wi
TWi
Wi
$Fm
8Fm
8Fm
8Fm
BFm
90u
SDu
9Gi
9Ty

oo
H =
ki el

Click anywhere in the [Form] column
Ribbon [Home] [Sort and Filter] — click the [Descending]

button

ﬁl Descending

o To view the records arranged in descending numeric order by Form

G wiBorowers

11 Harey
5 jackie
& Ben
2 Saily
9 Sean

12 Cheri

20 Grant
1ioe

19 sheila
B gilt

14 Danisgl
10 Barry
13 Sam

7 Jenny
17 Ann
16 Sadie
18 Tom
#* {New)

‘BorrowerNo | FirstName -« LastName 1

3 Peany

Shelley
Carcd
Green
Murphy

Ham

Yause
Sobers
lames
Francis
Chamberiain
Smith

Lendon

jones
Stevens
Crowther
Thomson
Jackson
fvans

Notes

- Form o ClcktoAdd -




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:

e Scroll to the empty row beneath the existing records that is
indicated by the [*] in the margin
e Click the [First Name] field in this row

e Type in a first name

o (New) in the [BorrowerNo] field will be replaced with the next available

number
o A pen will show in the left margin, to indicate that you are
editing this record
e Press [Tab]
o To move to the [Last Name] field
o As you move from field to field the data will be saved
e Typein alast name
e Press [Tab]

o To complete entry of the name details for this new borrower

=

18 Tom _ Evans
23 Lalla . Chavban = |
{New)

7Ha

Modify data in a record

This will change Joe James’ first name to Joseph.

e Double click the [First Name] Field of Joe James’ record
o To highlight Joe’s name

e Type “Joseph”
o Toreplace Joe with Joseph

e Tab to the next field, or click in another field

o To complete the name change

- " 20 Gramt Sobers - 8Fm
5y 1 joseph James 8Em
1S Sheiia Francis 8Fm




Add data in a record

This will add the [Form] details to Laila Chauhan’s record.
e Click the [Form] field for Laila Chauhan’s record

e Select a form from the drop down list

e Press the tab key or select another field

o To complete entry of the Form name for this borrower

18 Tom Evans e
23 Laila Chauhan _ 8Fm el
{Naw!

Delete data in a record

This will delete the [Form] name from Penny Smith’s record.
e Double-click the [Form] field for Penny Smith’s record

o To highlight the entry in this field
e From the keyboard, press the [Delete] key

o To delete the form name from Penny Smith’s record

8 Giit Chamberiain 8fm
. - - Fat 3 |

JPenny. | Smith _ e B
14 Daniel London FWi i

Using the Undo command

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

e On the Quick Access toolbar, click the [Undo] button

o Toreplace the form name in Penny Smith’s record

Delete a record

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

o To see an arrow in the left margin



e Ribbon [Home] [Record]s — click the drop down arrow to the right of the
[Delete] button

T Heve. X Totals

G =

w?' Smeliing £

o To see the Delete options
e Select [Delete Record]

o To specify that you wish to delete the record

o To display a warning that this deletion will be permanent
e Click the [Yes] button
o To confirm deletion
o To delete the record
o To see that record number 3 is no longer in the [BorrowerNo] column

— showing that it has been deleted

You are about to delete 1 record(s).

If you c!|ck Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete 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 fields. If, however, you wish to manually save the table at any
time, the following is the procedure to follow.

e Ribbon [Home] [Records] — click the [Save] button [ <M Save

o 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.

] twiBorrowers
i Horrowerhic -1 FirstName - lastName 4
. vNger

i i

11 Harry
5 jackie
6 Ben

2 Bally

9 Sean
iz Cheri
4 Kim
20 Grant
1 loseph
19 Sheila
21 taila
8 Gili
14 Daniel
10 Barey
13 sam
7 jenny
17 Ann
.6 sadie
18 Tom
{New)

webb
Shelley
Carol
Grean
Murphy
Mam
Vause
Sobers
James
Francis
Chauhan
Chambearlain
London
jones
Stevens
Crovther
Thomson

_Jackson

Evans

Notes - =
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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.

General

ooy = 2.8,
: o FimfdName Cata Type. | pescripting -
ar AutoNumber i
SFirstName Text
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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

e At the right of the Status Bar at the bottom of the

screen, click the [Design View] button

Or

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

o To see the views available

e Select [Design View]

o To switch the table to Design View

o To view the Properties for the currently selected field (BorrowerNo)

e In the [Field Name] column, select each field in turn
o To view the Properties for each field

5} ibiRoncins 2 SR e l
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Table Properties will be addressed in a later Example.

e At the right of the Status Bar, click the [Datasheet View]

button
o To save the table, if asked
o Toreturn to Datasheet view

o Toview the individual borrowers’ records in the table



Close a table

This will close the [tbIBorrowers] table. As there are currently no other

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

empty.

e At the top right of the [tbIBorrowers] table, click the
[Close] button

o 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 recovered!

¢ In the navigation pane, select [tbIHouse]
Either

¢ Ribbon [Home] [Records] — click the [Delete] button % Dalete
Or

* Press the [Delete] key on the keyboard
o To view a confirmation message
e Click [Yes]

o To confirm that you wish to delete the table

Do you want o delele the table ‘thittouse'? Deleting this object will remmove it from ali groups.

:54;’.3“ For mare nfarmation on how to prevent this messape from displaying every tme you delete an object, cick Help,




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

e 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
o Each section contains information from one of the database tables, to

display details of an item borrowed or returned by a student




Navigate between records in a form

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

records in the form.
e Click the [First Record] button

o To see details of the first record
e Click the [Next Record] button

o To see details of the next record
e Click the [Previous Record] button

o To see details of the previous record

This button will be greyed out until you have viewed a previous

record
e Click the [Last Record] button
o To see details of the last record
e Click in the record number and type in another number
e Press [Enter]

o To move to that specific record

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:

e Click in the [Last Name] field, which contains the last name of the

currently displayed borrower

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

4 | Ascending

o To view the first record, once the records are arranged in ascending

alphabetical order by [Last Name] (A to Z)

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




Click the [Next Record] button several times

o To move through the records in alphabetical order by the 2k
[Last Name] field

Ribbon [Home] [Sort and Filter] — click the [Descending] lﬁl Descending

button

o To view the last record, once the records are arranged in descending
alphabetical order by [Last name] (Z to A)

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




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

e Click in the [Form] field, which displays the form of the current borrower

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

%l Ascending

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

¢ Ribbon [Home] [Sort and Filter] — click the [Descending]

*%l Descending
button

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




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.

of12 kb

Retord: M.

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.




. E PR

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

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

o To see the views available

e Select the appropriate view s

o To switch to that view | BT

Or

e At the right of the Status Bar at the bottom of the screen,

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.

e Ribbon [Home] [Records] — click the [Save] button il Save

o To save 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.

e At the top right of the [frmTracking] form, click the
[Close] button = =

o Toclose the form




Exercise 5 Queries

A “query” is a tool to:

e Analyse and manage information in a database

e Extract specific information from a database, based on searching more

than one field and more than one table

e See updated results from amended data, using saved queries

e Join tables together to build forms and reports, that might use data from a

number of tables

e 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 [tbIiTracking], allowing you to see in one view the

details of every item that has been borrowed or returned.

Open a query

e In the navigation pane at the left of the screen, double-click [qryTracking]

o To open this query in the right

pane

o [Each row contains the records for one tracking event

o Each field contains one category of information
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3 Borrow
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The fields come from:

Borrowers Table

Borrowers details, for example, names

Items Table

Item No and Type

Tracking Table Date




This 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 Items 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.)

e Scroll to the right

o To see 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.

e Click the [First Record] button H
o To see details of the first record

e Click the [Next Record] button h '
o To see details of the next record

e Click the [Previous Record] button G
o To see details of the previous record mim

This button will be greyed out until you view a previous record
e Click the [Last Record] button i
4

o To see details of the last record

e Click in the record number and type in another number

e Press [Enter]

o To move to that specific record

|Record: 14 < [1of11 | » M|




Sort records in a query in Datasheet view

Records can be sorted alphabetically or numerically in ascending or

descending order.

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

e Click somewhere in the [Last Name] column

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

‘%l Ascending

o Toview the records in ascending alphabetical order by [Last Name]

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

3 anTracking o @ 3%
_ TrackingNo - BOrrowOrRe - temNo - FirstName - LastName < Form - Jte
DBorow  20/02/2011 - w0
,,,,,, 3 Borrow 2770272011 2 10 Satly Green 9Gi o\
' 11 Borrow 26/02/2011 1 6 joe james 8Fm G4
_____ 10 Return 26/02/2011 3 11 Sean Murphy 3D Dy
& Borrow 2{}}(}2;’ 2011 ] 4 Sean Murphy 3D Vi
3 Borrow 13/02/2011 9 11 Sean Murphy 90u DV,
iB 5 7 jackie Sheliey 9Ty &g
8 Borrow 24/02/2011 5 7 lackie Shellay 9Ty G
5 Borrow 17/02/2011 3 2 Penny Smith Wi CL
' 2 Return 04/02/2011 4 8 Kim . Vause 8Fm Vi
18oow . 03/o3/a011 o 8§ Xim Vause 8Fm ..
7 Borrow 23f02/2011 i1 i3 Harry Webb 9Ty BC
* {New) :

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

:ﬁl Descending

o To view the records in descending alphabetical order by [Last name]

“&1 gy Tracking : 5 : o oo S I X
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11 Borrow 2670272011 1 6 loe James aFm Gz
17 Borrow 2670272011 2 § Sally Green 9Gi Gaj
______ 9 Borrow 27/0272011 2 10 Sally Green aGi D\
#* {Naw}




To sort the query numerically by the [Form] field:
e Click somewhere in the [Form] column
e Ribbon [Home] [Sort and Filter] — click the [Ascending]

button

4 | Ascending

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

<58 e Teazking T
. Trackingno - FirtName - lastName 4 form o M
i rrovs 2oeny  smth @ e
2 fatumn 4 & Kim Vause BFm vy
1 Borrow Q3/03/2001 4 & Kim Vause aFm Vi
11 Booow W/loRfn i 4 loe iames AF G
10 Beturn 26/02/2011 £ 11 fesn Murphy 40U Dy
£ & Borrow 20/02/2011 3 9 Sasn Murphy 5Du i
: 3 Rorrow 13/02/3614 ¢ 11 Sean Mutphy 30 oy
. 17 Borraw 26/02/2011 2 § saliy Green 961 3
. 9 Bormow 22/02/2001 2 10 Saity Graen 961 o
. 7 Borrow 23/02/2011 1 13 Hatry Webh 9Ty 8¢
. 1’ 5 7 sackis Sheliag 9Ty Ge
L & Borrow 24/0e/2011 - 7 jackiz Shetiey Ty Ga
* iMew) i

e Ribbon [Home] [Sort and Filter] — click the [Descending]

button

ﬁl Descending

- {Mew)

5 Shelley
ik b . . Sheliey
37 Bomow . 26/02/2011 2 6 sally Green 3G
- 4 Bomrow 2Ff0efao11 2 30 Sally Green 9Gi
10 Returs . 28j0z/201 3 A% sean Murphy  9Du
. & Borow | 2mi0uf a3 8 $ Sean Sirphy b
3 Borrow 13/00/2013 5 11 Sean Murphy 9Dy S
2 Return oafoufoniy 4 8 Kim Vause 8Fm il
2 Borrow 4 8 Kim Vause a5m vi
1i Borrow | 28feefanay 1 & jom James &¥m G
% Borrow  17/02/2613 3 2 Penny Smith e as




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.

; o SR L B . 4
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I i
) ¥ ;
Field: | TETCINENTE {1 BorrowOrReturn ;Date Borrowerhio emio FirstHame 1a ;
Tabie: {tbieTracking ‘thieTracking ‘thieTracking toieTracking toieTracking thiBorrowers -8
Sort: i : i
Show: & i i o 4 . : ]
Criteria i
or
4 %

There are three additional views available for queries — PivotTable 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
e At the right of the Status Bar at the bottom of the

screen, click the [Design View] button

Or
e Ribbon [Design] [Results] — click the drop down button s
below the [View] button v
o To see the views available :ﬂm
e Select [Design View] %; c s
o To switch the query to Design View | SQL sgt view
o To view some of the fields used in the query, and the b2

relationships between these fields

e Use the horizontal scroll bar
o To view the fields to the right, that are not currently visible

“3 geyTracking T <
Rl S e e
| bieTracking telitems
N S
L ¥ Tradkir
| Borou | !
{ Date i i
1 i
i PO e
i
— s
v BarrowOrReturn Date Borrowerho HtemMo Firsthame L4
thleTracking tbleTracking tbleTracking gthlermcking toiBoirowers th
Show: @ ) @ v | 7 @
Criteria:
on
4

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.
e Click the [Sort] field in the [Date] column

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

e Click the drop down arrow

o To view the sorting options available

e Select [Ascending]

o To insert the word [Ascending] in the [Sort] field for this column

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

o To view the query in Datasheet view, sorted in ascending

Run
order by the [Date] column
Fiaid énw*Mn;ﬁ Bonarmmae D ek Tiate { Hinersomehlis Heneiin T Bt dama
Tahie: (M Teacking il Tiagking AnieTraciing tsieTracking e Tracking WIS ot e ts
Sart: | : agtenging v ' :
Shaw: | “ L 5 o ¥ ¥
ey | L DEIELIING {
o | sy seredn |
i
i
F aytecing it i e . B ES i fth Hs
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g s C e e b s = &
2 Return Oaf02/2013 4 8 Kim Viuse gFm Vi
3 Bomow 13/02 2001 $ 11 Sean Murphy S$hu oy
5 Borow 17/02/3011 3 2 penny Smith W ot
& Borrow ool 5 9 Sean Wurphey Sy v}
7 Borow 1303l it 1k 13 Harry Wabb ¥y Bg
& Sorrow 24]087 2011 5 7 lackin Sheiiey Sy Gd
17 Borrow IB/02/203% 2 6 Sathy Graen 3Gt Gi
11 Sorrow I8/03/ 2011 3 4 o inmnes SFm Gi
10 Resturn 28/02/ 2011 5 i1 Sean Murphy S0u oy
% BOrtow 22fof201% ¥ 10 Sadly Graen WG %
1 Bormow GETEE TS 4 8 Kim Vs #Fm Vi
- iNow]

e At the right of the Status Bar, click the [Design

view] button

o Toreturn 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 sorted, then each sorted column to the right in turn. To

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

addition to the [Datel column.



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

Ribbon [Design] [Results] — click the [Run] button . ;
o To view the query in Datasheet view, sorted in ascending j
ST
order by the [BorrowOrReturn] column
o To see that all the borrowed items are further sorted by [Date]
o To see that all the returned items are further sorted by [Date]
Field: E‘rmzkingl*;o ;Sa!row{)memm %Qatt %Bomxwe:&e éltemﬂe Firsthiame
thieTracking StnleTracking i tbleTracking enisToacking thiBoarrowers
| Ascending Lw | Ascending ) i
; i ¥ o i “
B aytackiog e AN e e
g e S e e
g . Tm;dde | shefiey | sty 8¢
3 Borrow 13/0272011 El 11 Szan Murphy S0y o
] 5 Borrow 7T 3 2 Penny Seniths T aih
- & Barrow P00, k! 9 Sman Murpiy s Vi |
¢ 7 Borrow 23/02/7011 i 13 Harry Wabt aTy B
§ Borrow 2a/0272081 % 7 jackie Shsliey 9ty Ga
- 37 Borrow 26/08/2011 2 & sally Green a5t 4
o 11 Borrow Wfoasac11 H 8 joe lames BFm Ga
P % Borcow | zrforiamna 2 10 saily Green 965 oy
P 1 Borrow easpa/zon 5 8 Kirn Vause &Fm Vi |
2 Return 04/ 3011 4 B Linn Vause sEm Vi -
10 Return 2870072011 4 11 Sean Musphy G o
* e

At the right of the Status Bar, click the [Design view]

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)]

o 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.

e Ribbon [Home] [Records] — click the [Save] button | @ Save

o To save any changes to the current query

Close a query

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

e At the top right of the [qryTracking] query, click the
[Close] button

o To close 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

e In the navigation pane at the left of the screen, double-click
[rptTrackinglLoans]

Right click ov
| report name:

o To open this report in the right pane

[Open

s
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To make the report easier to read on screen:

e At the top right of the report window, click the
[Maximise] button

o To make the report fill the right pane
e At the right of the Status Bar, use the [Zoom] button

o To zoom in and increase the size of the text on screen

!

e Use the horizontal and vertical scroll bars

o To move the report around on screen



Switch between view modes in a report

So far, you have viewed the [rptTrackingLoans] report in Print Preview view.

This view displays the report as it would print out, showing each page

separately.

| Tracking Loans
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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

Tracking Loans
BatebhyMonth Borrow/Belurn Hemlype Title TrackingNe FirstName lasiName
Game The Sims on 18 Jacke Shelley
Feb 2011
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Game Ths Sims on 8 Jackiz Shafley " 2a0; i
ideo Harry Potler - Sean Nurphy 20/0; |
Rehirn
fsiis] Shrek 10 Sgan Murghy 2870
Yides Backstags P 2 Kim vause o4
.. Mar2011 i ; i :




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.

R T O N R e O T T TO T BT - R - ORI " IO AR s RS RIS - B R
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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.

s
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To switch to a different view for the [gryTrackingLoans] report:
Either
e Ribbon [Home] [Views] — click the drop down button

below the [View] button

o To see the views available

e Select the appropriate view

o To switch to that view

i
i 4 ¢

g %;{: {esion View

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

appropriate view button

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.

e Ribbon [Home] [Records] — click the [Save] button

o To save 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.

e If relevant, Ribbon [Print Preview] [Close Preview] — click the

[Close Print Preview] button

Cinse Print
Proview

o To close the preview and change to Design view

e At the top right of the [rptTrackingLoans] report, click
the [Close] button

o To 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. You 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.

e In the main database window, select the object to be deleted
Either

e Ribbon [Home] [Records] — click the [Delete] button N Detete ~
Or

e Press the [Delete] key on the keyboard
o To view a confirmation message
e Click [Yes]

o 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.

e Ribbon [File] — click the [EXit] button

o To close 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.

© Aston Swann 2012 Fxamnle 2



Example 3 - Tables

This Example will use the CoolCat database to introduce and explain

‘primary 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

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

o  Microsoft Access will open, with the New dialog box displayed within
the [File] tab

: i} Cptsnery

Edre




Exercise 2 Open a database

This Exercise will open the CoolCat database.

Either
e If the database you wish to open is shown in the list at the left of the [File]
tab, select it from here

o Toopen the database on screen

Or
e Click the [Recent] button st
o Toview and select recently opened
databases
Or
e Ribbon [File] — click the [Open] button 7 Open
o To open the Open dialog box
e Navigate through the drives and folders in your filing system and select
your exercise file location
e From the list of folders in your exercise file location, select [Module 5]
e In the Module 5 folder, select the file named “CoolCat Example 3”
e Click the [Open] button

o Toopen the database on screen

Documents b Training » Modules -ié,

Crganize » MNesw folder
{A] Microsoft Access ‘ Documents library
Moduls 5
i Favorites
B Desktop
& Downloads

Marne

@J CoolCat Example 3.accdb
S5 Racent Placks : @} CoolCat Example 1.accdb
{ @} CoolCat Example 2.2ccdb

: s Libranes
" Documents
@;?s Music

il Pictures
Videos

cé% Hemegroup

kot . oy e il

File pame:




Display all database objects

If all the database Objects are not displayed in the navigation pane:

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

o 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 vndersitana what a primary Key Is

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

will use the [tblitems] and the [tbltracking] tables to explain the use of primary

keys in databases.

¢ In the navigation pane at the left of the screen, double-click [tblitems]

o Toopen this table in the right pane

1 thtlenns oo @R
[ ikemt - temive - Arist/Author - Title : - [ Burchase firict - Date Acquite - ik to|
| @ §Book  tordoftheRings ' £1500  01/05/2010 |
§ i 2CD Ronan Keeting Destination £10.00 2770572010
{4 3CD Eminem The Eminem Show £14.95 28/05/2010
Pom 4<D Nord Jones Come Away with Me £9.99 280572010
i 5CD Queen Greatest Hits £15.0C 24/065/2009
i i 6 Game Star Wars Rogue Leader £35.00 23/05/2009
i * 7 Game The Sims on Holiday £16.95 21/05{2010
i B Wideo The Simpsons Backstage Pass £11.99 17/05/2010
o 9 video Harry Potter Harry Potter and the Philosopher's Stor £16.98 BSOS/ 2010
i 10 OVD Monsters inc £25.00 04703/2009
| = 11 BYD Shrek £729%  17/04/2010
e 12 ovD Friends Series 8, Volume 4 £16.00 8703/ 2009
* 13 Book #hilip Pullman  The Amber Glass £3.4% 8/o1f20n1
5 14 Book Dr who Death Comes to Time £16.99 T1/06/2009
2 15 Book William Nicholsor Firesong £10.9% 2371172008
kS 16 Book 3R Rowling Harry Polter £2.06 08/02/2011
# {New) i

It is possible to tell which field is the primary key field from Design view.

Either

e 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

o To see the views available

e Select [Design View]

o To switch the table to Design View

Datasheat View

PivoiTable View

ﬁ PlyotChart View

e .
{gs | Design View
e

Example 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 [ltemNOo] is the primary key field for this table. This
means that every item in the table will have a unique [ItemNo]. 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.

A B e A A e ke

itemType
Artist/Author
Titie
Burchasedrice

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.



e At the right of the Status bar, click the [Datasheet view] button

o Toreturn [tblltems] to Datasheet view
e Resize [tblltems]
o Tofitin the bottom half of the right pane
e In the navigation pane at the left of the screen, double-click [tbITracking]
o Toopen this table, in addition to [tblltems]
e Resize [tblTracking]
o Tofitin the top half of the right pane

o You should now be able to view the fields in both tables at once

e
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Both [tbleTracking] and [tblltems] contain the [IltemNo] 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 [tblitems] 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.

e [Close] both [tblTracking] and [tblltems]
o Toleave 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.

e Ribbon [Database Tools] [Relationships] — click the [Relationships] button
o Toopen the Relationships window in the right pane
o Toview the tables that are related in the database
o Toview the primary key field in each table
o Toview lines, showing how the primary key fields in [tblltems] and

[tbIBorrowers] link to the corresponding fields in [tbITracking]

e |f necessary, resize each of the table windows

a5 Relationships

thlitems thieTracking thiBorrowers

- ¥ HtemMNo ¥ TrackingNo |V BomowerNo
ltemType BorrowOrReturn | FirstName
Artist7Author Date _é LastName
Title BorrowerNo | Notes
PurchasePrice ltemNo Form
Datedcquired 5 |

i
i
i
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o 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 Item can be obtained from the Items 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.

One-To-Many A one-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 the 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, [ItemNo] should be the linked field in the [tblltems] table). If it is

necessary to use an alternative field , this field should have a unique 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 item, the [tblTracking] 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 [tblITracking] as having borrowed an item

e Double-click over the line linking [tblltems] with [tbITracking]
o To open the Edit Relationships dialog box for this link
o To view the One-to-Many relationship between the tables
e Tick the [Enforce Referential Integrity] field
o To apply Referential Integrity to these tables

Edit Relationsh

| TeblefQuery: Related Table/Query: ;
| (bltems.  vltleTrading. v T
||temNo  iv|itemNo =

| Cascade Update Related Figlds
{7 Cascade Delets Related Records

z Relationship Type:  One-To-Many

e e

e [Close] the Edit Relationships dialog box

o To see the relationship displayed on the line between the tables



3 Relationships

Datefcquired
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ftemType BorrowOrReturn |
Artist/Author Date
Title Borrowerho
PurchasePrice Rembo

thlBorrowers

Y Borrowerho
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[Close] the Relationships window

Ribbon [File] — click the [Close Database] button

o}

@]

To close the CoolCat database

] Close Database

To leave Access open at the New window, ready to create a new

database in the next Exercise




Exercise 5 Design and plan a database

Before creating a database, the following should be considered:

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

e 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:

e What tables you will need

e What fields to include

e What the fields will hold — numbers, letters, dates etc
e What will be the primary key field in each table

e How the tables will be linked

e \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:

e How to ensure information is accurate and relevant

e 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 Name: OO0OO0O0O000000000000000000a0
Last Name: OOOO0O0O0000000000000000000
Form: oooa

Date of Birth: O0/00/0000

Parent/Guardian First Name: OOOOOOO0O0O0O0O0O0OOOOOO
infcrmay o Surmame: 0O0O0000000000000000
Contact Number: OOOOOO0O0O0O 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 achievements

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:



thiHobby thiSession
o s _ s

Staff StudentNo
Location HobbyCode
Completed?

thiStudent

Hﬂﬁﬁ‘ym j DateAttended

‘1? StudentMo

FirstName
LastName
DateofBirth
Contactio

-

thifichievements

HobbyCode
Studentho
Achisvement
Competition
Awrard
AchigvementDate
Motes

¥ AchisvementNo

The [HobbyCode] Field

links [tbIHobby] to [tbISession] and [tbIAchievements]

The [StudentNo] Field

links [tblStudent] to [tbISession] and [tbIAchievements]

ParersCuataun




Exercise 6 Create a new database

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

system.

e In the AvailableTemplates section of the File window, click the [Blank
Database] button
o To view the Blank Database section at the right of the screen

e In the [File Name:] field, type “Hobbies”

o To enter the name for the database

o

Auaiiable Tempiates Biank detabers
W =y = FE
& e, rornk

g Y Um
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fir ot LAt Samgie by ternpisies

Y obbies Exampie 5... :
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41} Cooltar Erammpie 2., Frplates Homarst M i e teiates %

@) Couttat Luample 1.
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Hobbies
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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:
e Click the Folder icon to the right of the [File Name:] field
o To open the File New Database dialog box
e Navigate through your filing system

o Tofind the location in which you wish to file your database

 Odganize  Newfolder

{B] Microsoft Access = Documents library

Amange &y, Foldes ¥

Modula 3
% Favorites farme Dare modifred Type
B Desktop
{& Downloads 1 CoolCat Example Laccdb
y &} CooiCat Bxample Laccdb

%l Recent Places

i @} CoolCat Example 2accdb

f:; i Fo i 2 ST ¥ |
s e ; s B
Save astype: {Microsoft Access 2007 Datobases Cacede) =]
o :

Took ~ ok | | . Concel | J

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

o Toview a new, unsaved, empty table on screen

File Bame
:}-éz_\i'tbiea.ac.c.db. it "

CriTraining Madule 31

Smamni



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 entered into the field.

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.

e At the right of the Status Bar, click the [Design View] button b

o To open the Save As dialog box
e Replace the name [Table1] with the name [tbIStudent]
e Click [OK]

o Torename and save the table

o Tochange to Design view

o To view 3 columns: [Field Name] [Data Type] and [Description]

>m6w:ﬁm¥2&;g“{° TR




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 %3’

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.
e Click the [ID] field and replace the word [ID] with [StudentNo]

o Torename the field

o To 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]

Type “FirstName”

o To create this field Field Name

?? StudentNo
_Fir;twamel

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

Click the drop down arrow to the right of the data field

o Toview the data types available



e Select [Text] from the available data types

o To specify a data type of [Text] for the [StudentNo] field

Memo

Numbesar
Dae/Time
Currency
AutoNumber
YosiNo

OLE Object
Hyperiink
Atlachment
|Lookup Wizard...

~ FieldName
¥ studentNo
~ FirstName|

. “'_.'riext

i DataType
AutoNumber

e In the row below [FirstName], add the [LastName] field - also with a data

type of [Text]

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

data type of [Text]

? | studentNo
__ FirstName

; ParentGuardian

 Field Name

_ Data Type
AutoNumber
Text

Text

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.

e On the Status bar, click the [Datasheet View] button

o To open a dialog box, asking if you wish to save the table

e Select[Yes]
o To save the table

o 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

.. You must first save the table.

" Do you want to save the table now? | |




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 learn about this

pattern later in the Exercise.

Specify fields with their data types - date/time

e Change to Design view v

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

o To select this row 3

e Ribbon [Design] [Tools] — click the [Insert Rows] button | ezt rows

o Toinsert a new row above the currently selected row

. ; ata Type
¥ SstudentNo AutoNumber
~ FirstName Text
LastName . Text

~ ParentGuardian ” Text

e Insert the field name [DateofBirth]
e Click the drop down arrow in the data type field and select [Date/Time]

TLastName

______  DateofBirth Texy b
| ParentGuardian Text
..... Memo
Number

Text

Date/Time
Currency
AutoNumber
Yes/No

OLE Object
Hyperiink
Attachment
Calculated

i Lookup Wizard...




Insert a row above the [ParentGuardian] field

Insert 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

tudentNo ;
Name Text
Name ol
_[DateofBirtn Oateftime | R S S
| (Contago et |Enter the ares code, foliowed by a space, then the phone rumber

| ParentGuardian Text

Change to Datasheet view
o Toview the updated table
o  You will be asked to save the table whilst doing this

et
.

FirstName ~

DateofBirth + ContactNo - ParentGuar » Click to Add

Add records in a table

You will now enter the individual students’ details into the table

In 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 [DateofBirth] field for this record

o Toview a calendar icon to the right of the field

irth ~ | C

B
i

T

ot




Either
e 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

o To move backwards through the months until you find the right date
This could take a while, if you are going back for a few years!
Leave the [ContactNo] field blank

In the [ParentGuardian] field, type “Mrs Simmons”

o Tocomplete entry of this record

e Beginning in the empty (New) row below the current record, enter the
details for the remaining students, as shown below.

e Ensure that you enter at least 5 records

ams . , :
1 Lynne ‘Godwin 23/09/1997 01234 567390 Mrs Simmons
2 Ali Haddad 04/05/1997 01234 937654 Mr Haddadd
3 Alan Hart 2170371998 01234 567845 Ms Hart
4 John Jones | 02/04/1998 01238 873456 Mrs jones
5 Alicia Martin 02/06/1998 07999 345453 Mr Martin
6 laila Chauhan 03/08/1998 07322045673 Mr Chauhan
7Alan  Clifford | 22/03/1998 01234 567345  Mrs Clifford
§Maria  Edwards 18/10/1957 01234 567893 MirsJolly
3 Omar  Jaradat 17/09/1957 01234 987334 M Jaradat
10 Martin jones ~ 30/04/1998 07989677442 MrJones
11 Peter Smith 31/05/1998 01234 567013 Mrs Smith
12 Mona Tamimi | 22/0B/1998 01234 987233  Mr Tamimi
13 Kerim Al Qaisi 01/11/1997 01234 345887 Mr Al Qaisi
14 adice Rithards 28/02/19598 01234 567836 Mr Richards
) Ali ; : 038626 MrSmith
B s woind




Amend the pattern for data to be entered into a field

The [ContactNo] field needs to contain a phone number. You will amend the
Field Properties for this field, to specify that any entries made in this field for

any record must be in a particular phone number format

e Change to Design view
e 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

o Toview a selection icon to the right of the field

el sd tronesties
_ s . L
T lnputMask
Default Valus :
ValigationRule
YalidationTet . .
fRegquired | D i
Allow Zero Length e
Indexed Hp
‘Unicods Compression  Yes _
IME Mods MoContrel
dE SentenceMode  MNene "
Smart Tags i T—— .4

e Click the icon to the right of the field
o Toopen the Input Mask wizard

e Select [Phone Number] and click [Next]

e 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

e In the [Try It:] field, enter a phone number, in the format specified above,
to check that your input mask is correct

e Click [Next]

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

e Click [Finish]

o To store the input mask for this field



. aMm mmmmmwﬂmmw’

To see how a selected mash works, use the Try [t box.
To change the Tnout Mask st, dick the EditUist button.

Dats Lock:

PG 15e

' Do you wand i change the nput mask?

{ | iputMagchame:  Phons fumber

o]

What placehoider character do you want the Seld 1o dsplay?
- Aacehoiders are replaced as you enter data it the field,
|| P dunaes [ ]

E How do you want to store the data?

: o Wi the symbok s e mas, ke the:

14365 188541

24757021131

| Without the symbolsin the mask, e this:

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

Enter phone numbers into the [ContactNo] column, as shown below

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

01234987334

{}1234 567013
01234 987233

01234 567836

01234 987385

01234 567890
01234 987654
E{m% 567845

01234 5&7893  Mrs Jjolly

Mr Jaradat
07989 677442

01234 345887

Mrs S:mmcns i

My foddagd |
g hanid
- Mrs jones

Mr Martin

073, 5 MrCE&aahaﬁ
01234%}"345

Mrs Clifford

07322038626

Mriones

_ Mrs Smith
‘Mr Tamimi
Mr Al Qaisi

~ Mr Richards
Mr Smith

 Mrs White

;4
2




Create a table

You will now create the Hobby table.

e Ribbon [Create] [Tables] — click the [Table Design] button :"ﬁ
o To create a new table in front of the [tbIStudent] table in the Pane,
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

o The table will open in Design view

Enter fields

The first field to be added is the Hobby Code field, which will be an

AutoNumber field, so that the code numbers will be automatically

incremented when new hobbies are entered.

e In the first row of the table, type “HobbyCode” in the [Field Name] column

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

e Select [AutoNumber] from the drop down list

R s

;HobhyCode

) thistudent | ] Tabler |
Filaid Name

Number
Date/Time
Currency

YesfNo

OLE Object
Hyperiink
Attachment
Calculated
Lookup Wizard...

e Enter the following text fields beneath the [HobbyCode] field

~ FieldName
~ HobbyCode
~  Hobby

statf
Location

Data Type

.AutoNumber

Text
Text
Text




Set a field as a primary key

The [HobbyCode] field will be the primary key field for this table.
e Click somewhere in the [HobbyCode] row

o To select this field

e Ribbon [Design] [Tools] — click the [Primary Key] button

o To add the primary key icon in the left margin of the row

T
¥ -
-l

- -
L3

o To make the [HobbyCode] field the primary key field for the table

1 toistudent | ] Tablel |
T Fiald Naime i
5 |
¥ HobbyCode] Au
_ Hobby Te
Sttt 'l"ﬂnI

Add records in a table

e Change to Datasheet view, saving the table as [tbIHobby] as you =

do so

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

as you create each record!

E«w % : - %Wwwwmmw,waj
HobbyCode - 5 » Clickto Add -~
1 Football Fl Sports Centre
2 Swimming WA Sports Centre
3 Dance SM Youth Centre
4 Canoeing RI Sports Centre
5 Chess Wi School Hall
6 Art FX School Hall
7 Music FA School Hall
8 Computer DR School Hall
9 Cricket WA Sports Centre
; 10 Basketball Fi Sports Centre
¥ [new)|




Create a table and enter fields

This will create the Session table and enter the first 2 fields into the table.

e Ribbon [Create] [Tables] — click the [Table Design] button

o To create a new table in Design view

e Enter the first 2 fields, as shown below

tbistugent | T}
. Field _
SessionNo AutoNumber
QRectsinunded 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 [Numberl].

¢ In the next blank row, type “StudentNo” in the [Field Name] column
e Select the [Data Type] field for this row, and click the drop down arrow

Select [Number] from the drop down list

- isiudent T thiflobiy T 2] Tablel T T
Field Name : Data Type '
SessionNo AutoNumber
DateAttended Date/Time
 StudentNo Telt >
' Text

Memo

TR

Date/Time
Currency
AutoNumber
Yes/No

OLE Object
Hyperlink
Attachment
Calculated
Lookup Wizard...

e In the next blank row, type “HobbyCode” in the [Field Name] column
e Select a [Data Type] of [Number] for this field



SPECITY Tlelas wiTn Tneir aara rTypes - 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].

e In the next blank row, type “Completed?” in the [Field name] column

e Select the [Data Type] field and click the drop down arrow

e Select [Yes/No] from the drop down list

} toistudent ] tbiHobby < 1 thiSession

Field Name Data Type
sessionNo AutoNumber
DateAttended Date/Time
StudeniNo Number
HobbyCode Number
Compieted Yes/No [+

i Text
iMemo
Number
Date/Time
Currency
| AutoNumber
OLE Object
Hyperlink
Attachment
Calculated
enerafl.ookup Lookup Wizard...

ncmat. Trus/Ealze

e Click somewhere in the [SessionNo] row

e Ribbon [Design] [Tools] — click the [Primary Key] button

o To make the [SessionNo] field the primary key field in the e
table =

G5

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

e Change to Datasheet view, saving the table as [tbISession] as you do so

!?“vf% :

e Add the following records to the table
Don’t forget that the [SessionNo] numbers will be automatically inserted

as you create each record!

owmmiba 88 2
2 1370172011 3 i
3 23/01/2011 1 3
A vajo2/2001 4 7
5 26/02/2011 3 8
B 3 i
7 20/02/2011 4 3
* {New)}

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.
e Move the pointer to the right of the [DateAttended] column heading

o The pointer will become a double-headed arrow
e Click and drag the pointer slightly to the right

o To make the column wider

e Double click to the right of the [Completed?] field header

o 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 format 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 [tbiIHobby] 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:
e Click the [tbIHobby] tab
o To bring this table to the front

23 wistugent | ,
SessionNo - DateAttend - StudentNo - HobbyCode -

1 Football £ $pa

2 Swimming WA Sod
If the windows are overlapped:
Either
e If you can see the Title bar of the [tbIHobby] table, click it
Or

e If you cannot see the Title bar, double click the table name in the
navigation pane

o To bring this table to the front

Al ccess Obiedts o«

T T QT T AL T2 LA Aty yor (TS
T tpimession fo b T elSession

2 terstugent | SessionNo - DateAttend - StudentNo - Hobby

fﬁ toftobby




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

Select the [Staff] row
In the Field Properties section, change the [Field Size] field to “2”
o To specify that the maximum number of characters that can be

entered in the field for any record is 2

Field Properties o

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 To save the change

Switch back to the [tblSession] table

Change to Design view

b

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

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.




Number format

There are various number formats available. You will look at these for the
[StudentNo] field.
e Select the [StudentNo] field
e In the Field Properties section at the bottom of the screen, click the
[Format] field
o To view the drop down arrow to the right of the field
e Click the drop down arrow
o Toview the number formats available
o To see that you could select a general number format, currency, fixed
formats, scientific, with or without commas and decimal places,

percentages and scientific formats

. Hpdmepadies) .

e 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

o To close the drop down list without making any changes

Date/time format

You will change the date/time formats available in the [DateAttended] field.

e Select the [DateAttended] field

e In the Field Properties section, select the [Format] field and click the drop
down arrow
o Toview the date/time format options

e 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



e C(Click the icon

o To see an option to update the date format everywhere the

[DateAttended] field is used

e Select [Update Format everywhere DateAttended is used]

_ Field Propertiss

 [GeneraiDate 190672007 17:33:23
Lang Date C1S Jume 2007
Bledium Cate 16—

Short Cate

‘| Ltong Time
U eizdium Time
el Short Time

Hone

oL

Default value

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.

e Switch to the [tbIHobby] table
e Change to Design view
e Select the [Staff] field

b

e In the Field Properties section, type “FI” in the [Default Value] field, then

click in the [Staff] field again

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

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

o To see the default value entered into the (New) record at the bottom

of the [tbIHobby] table

| Gansral LQJK&@#‘

| Fieid Size ' i2
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| Caption
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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 [tbIHobby] 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
o To create a new table in Design view

e Enter the fields, as shown below

) wiStudent. 7] towionoy | ) thisesmon | 2] Tabled
- ~ Field Name : DataType Description
__ AchievementNo AutoNumber
~ HobbyCode Number
_ StudentNo Number
__ Achievement Text Attendance, Performance, £ffort
. Competition Text Form, Year or School Matches, One-off Competitions
Awvard Text Certificate, Medal, Trophy, for example
 AchievementDate Date/Time
. _'3-.1?.\3.9%_?_5_ = _ Memo

The [Notes] field has a data type of [Memo]. This is a long text field that can
be used for comments and notes.

e Select the [AchievementNo] field

e Ribbon [Design] [Tools] — click the [Primary Key] button

o To make [AchievementNo] the primary key field for this table



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
<>0 Enter a nonzero value
>=10 Value must be 10 or greater
<10 Value must be less than 10
0 or>100 Value must be either 0 or greater than 100

e Select the [StudentNo] row
e In the Field Properties section type”<>0" in the [Validation Rule] field
o To specify that any entries made in the [StudentNo] field for any
record should not be zero
e In the [Validation Text] field, type “You must not enter a zero in this
field”
o This error message will appear when a zero is put into the

[StudentNo] field for any record

. Field Properties
| General Le&g&up
{Field Size ; : o Lang Integer
| Farmat
| Decimal Places Luto
UInput Mask
* Caption
| Default Valuz ;
validation Rule <>0 i
| Validation Text fou must not enter 2 zero in this fizld
| Beauired Hn




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(Now()) Enter today’s date

e Select the [AchievementDate] field
¢ In 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
e Click in the [Validation Text] field
o To see the hash signs inserted in the [AchievementDate] field
e 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

o Fieid Properties

General {ookup,
{ Format
Input Mask
Caption
L Default Value
| validation Rule »#31712/2009%
CWalidation Text The date must be 2010 or lated




Switch to Datasheet view, saving the table as [tblIAchievements] 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]

Achisvement - Campetition -
2 Performance Bronze Vec}z_a_i 031/05/2010

i
z

3 Competition Year 10 annual form Cup Ca/paianin
1 Effort Year 9 Certificatz 03/03/2010
& Competition Paster Competition  Certificate 10/61/2011

11 Competition Musician of the Year Trophy 01/017/2011
§ Competition Annual Canoe Race  Cup

& Performance 100m Crawl Record  Medal

* {New]

You may wish to change the width of some the columns

o To view the entries in all fields in full

Put a zero in one of the [StudentNo] fields and a date before 2010 in one
of the [AchievementDate] fields

o To view 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

Microsoft Access
&& The date must be 2010 or later
fooc 1 | o]

ME’&%’M‘“” Mzgfzzw

Close tables

Click the [Close] button to the right of the window tabs

o You may view a message about saving changes to the table

If relevant, select to save the changes
o To save and close the [tblAchievements] window
In turn, save and close the remaining tables

o To leave the right pane empty

o &W&um&ﬁﬁ Abitta

. bd-ﬂﬁ'{?\i@ r ,&.chsevemm? - Competition Award - AchievementDatd

Achisvemeniho _
2 Parformance Sronze Medal 01706/ 2010




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.

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

o To open a [Relationships] window

Faisgtionships

e Ribbon [Design] [Relationships] — click the [Show Table] button

o Toview the Show Table dialog box

tbiSession
thiStudent

e In the Show Table dialog box, select each of the tables in turn and [Add]

them to the Relationships window
e [Close] the Show Table dialog box

e Arrange the tables on the screen as shown below

o To make it easier to draw lines between the related fields in the table

| thlHobby {
{1 ¥ HobbyCode % o P
j Halshy .
i i Start | § : Studentto i
i Location i HoboyCode i
% i % Compieted i
|
% thifchisvements i
% A s\mre:émmuo'}?i 2
% Hobbylode i
% i Studentho ; l
% Arhisvement E i
i Competition i
i Award T
L Achievement]

thiStudent

F9 swdentio |
! i 14
i

Firsthame
LastMame
DateotBirth

LontactMo
ParentGuardian | |



o Click the [HobbyCode] field in the [tbIHobby] table and drag the pointer to
the [HobbyCodel] field in the [tblSession] table
o To open the Edit Relationships dialog box

[tbIHobby] will be shown on the left

o [tblSession] will be shown on the right

o}

o The [Relationship Type:] will be [One-To-Many]
e Click the [Enforce Referential Integrity] button
o To ensure that changes cannot be made to records in either of the
tables that would affect records in the other table
e Click [Create]
o To create the relationship between the 2 tables
o To create a line between the 2 tables in the Relationships window,
showing that one row in [tbIHobby] can match with many rows in
[tbISession]
e 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
[tbIHobby] and the [tblIAchievements] tables
e Create the same relationship between the [StudentNo] fields in the
[tbIStudent] and the [tblAchievements] tables

rros

1 Cascade Update Relates Feldy
i iliCascade Delote Related Retoeds

{mug 2 ; Qstudemr\w

Refatonship Type:  One-ToMany ¥ robbylode

. Hobby Datesltended | i Firstiame
———— Stait i1 Studentila e 1asttiame
tocation ; 3-8"%; HobbyCode DateatBinth
: Completad? Contacthio

. ParentGuardian

o SR

 V Achievementtio

; HobbyCods
Studentilo
~ihisvementd
Lompatition
muard ;
aghigyemeniDate
Hotes

e [Close] the Relationships window, saving it as you do so



Exercise 8 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 [StudentNo] and [AchievementDate] fields in the
[tblAchievements] table, as they will regularly be used to sort the records in
the Achievement table.

e In the navigation pane, double-click the [tblAchievements] table

o To open this table in the right pane

e Change to Design view b
e Select the [StudentNo] field

e Inthe Field Properties section, select the [Indexed] field
e Click the drop down arrow to the right of the field
o Toview the Indexing options
e Select [Yes (Duplicates OK)]
o Toindex the field
o To allow duplicates, as each student can have several records of

achievement

TDRTAUTC VAT
| Walidation Ruls < >0
| Yalidation Taxt You must not 2nter 3 zera in this field
| | Required ‘Mo

| | Indexad

[ | Smart Tags
' E:Text Align 1¥es (Duplicates CKi

Vae Bl Diiimliratas




Select the [AchievementDate] field and index this, with duplicates OK

Ribbon [Design] [Show/Hide] — click the [Indexes] button (8

To open the Indexes: tblAchievements dialog box [teees

o

o

Click each index field in turn

(=]

o

To see which fields are currently indexed

To view the Index Properties for each field
To see that the [AchievementNo] field, which is the primary key field,
is [Unique] — meaning that it is indexed with No Duplicates allowed

[Close] the Indexes: tblAchievements dialog box

Index Name Field Name Sort Order -
_ |HobbyCode HobbyCode  Ascending |-
¥ primaryKey Achievementi Ascending
‘StudentNo StudentNo Ascending I
AchievementDate AchievementD Ascending i
-
IndexProperties |
| Primary fres 17
Unique ;_f_ts | The name forthis index. Each index can use up |
| Tgnore Nulls No | to 10 fieids, i




Exercise 9 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
Or

¢ Click the [Close] button at the top right of the screen

g

sLEx'rt

o Toclose the currently open database, and to close Access

Keyboard shorteut:
« [Alt] + [F4)

Alternatively, Ribbon [File] — click the [Close Database] button, to close the
currently open database, but leave Access open on screen.




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 queries, based on one or more of the database
tables. These queries will be edited, to amend the fields used and displayed.
Criteria will be added to the queries, to 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]
Microsoft Access will open, with the New dialog box displayed within

o

the [File] tab
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Exercise 2 Open a database

This Exercise will open the Hobbies database.

Either
o If the database you wish to open is shown in the list at the left of the [File]
tab, select it from here

o Toopen the database on screen
Or

e Click the [Recent] button

Recent
o Toview and select recently opened
databases
Or
« Ribbon [File] — click the [Open] button | 5 open

o 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 4”
Click the [Open] button

o To open the database on screen



Exercise 3 Queries

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

queries — 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
[tblSession] 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:

e Analyse and manage information in a database

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

e See updated results from amended data, using saved queries

e 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.

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

o Toopen a new Query window in the right pane

o To view the Show Table dialog box
e Select [tbIStudent] and click [add]

o To add the [tblStudent] table to the top of the Query window
e [Close] the Show Table dialog box

e Double-click the [FirstName] field in the [tblStudent] table

o To add this field to the first column in the design grid at the bottom of

the Query window

e In turn, double-click each of the other fields, apart from the [StudentNo]

field

o To add these fields to the design grid at the bottom of the Query

window

Figid: | Firsthlame i iLastiame | DateofBirth  Contacthio | ParentGuardian

Table: | thiStudent {1biStudant ‘tbiStudent thiStudent {tbiStudent
Sort:

Show: 1 ) i = i =

Critaria:




e On the Quick Launch toolbar, click the [Save] button

o To open the Save As dialog box

e Type “qryStudent” and click [OK]

o To save the query

Save As

| Query Name;

| %qryﬁmdéﬁﬂ.

e [Close] the [gryStudent] query

Create a named two-table query

This query will contain fields from the [tbIStudent] and [tbISession] tables. In
the previous Example, you linked these tables by the [StudentNo] 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.

e Ribbon [Create] [Queries] — click the [Query Design] button
o To open a new Query window in the right pane
o Toview the Show Table dialog box
e Select [tbiStudent] and click [add]
o To add the [tbIStudent] table to the top of the Query window
e Select [tbISession] and click [add]
o To add the [tblSession] table to the top of the Query window
e [Close] the Show Table dialog box
o Toview the 2 tables in the Query window
o To see that the [StudentNo] field links the 2 tables in the query

thlsession

¥ SessionNo

¥ StudenthMo

Datedttended Firsthlame
Studentio LastHames
HobbyCode DateofBirth
Completed? ContactMo

ParentGuardian




e In turn, add all the fields from the [tblSession] table to the design grid

e From the [tbIStudent] table, add the following fields to the design grid:
[FirstName]

[LastName]

Sessigntis | Cateatrendet [ Stugsntio i HuskyCeds {ComplatanT fFistiiame Lastiame e
Tak 3 i ssien i i 3 H

s20Es
frEans

e [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.

e Ribbon [Design] [Results] — click the [Run] button .

Run

o To display the [grySessionAttendance] query in Datasheet

view

o 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

3 arysessionatiendance
SessionNo _-DazéA:tz_ermed' StudentNo - HobbyCode - Completed: - | FirstName - lastName -
| B mmpds 1 2 B boee T Gomwm
g 13/0172011 3 1 Alan Hart
3 2370172011 1 3 o Lynne Gatdwin
_____ 4 oa/02/2011 4 7 john jones
' 5 26/02/2011 3 g atan Hart
é 3 1 Alan Hart
' 7 20/02/2011 A 3 s john jones
* {New) w




Add criteria to a query using one or more of the operators

the records from the

[tbISession] and [tblStudent] tables. Within a query, you can choose to see

Currently, [grySessionAttendance] displays all

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
i Eaual to ="education”
z q Records where the entry in the field is ‘education’.
<>0
<> Not equal to  All positive and negative numbers that are not
zero.
< Less than e
All values up to and including 1999.
- Less thanor <=2000
equal to All values up to and including 2000.
>2000
il Cigele: hian All values from 2001 upwards.
e greater than  >=2000
or equal to All values from 2000 upwards

The first criterion to be added will state that only records where the
[HobbyCode] is “3” should be displayed.

e Change to Design view b

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

e Ribbon [Design] [Results] — click the [Run] button |
o Torun the query with the criterion in place .
o To view 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 b
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

o To see that hash signs (#) are added round the dates by Access
e Ribbon [Design] [Results] — click the [Run] button

o Torun the query with both the criteria in place

o To view only those records with a [HobbyCode] of “3” and a
[DateAttended] on or later than1st February 2009

Fleld: é‘h“ianwn Dateattended :smmmr:n | HabhyCnde i(hmﬂ??!ﬂf‘:‘ Fastilame

Teble: %fmSes LE0n thiSession ‘tbiSestion [tniSession ; tbitession hiStudent
fort § i : i
Srow: | ¥

Crtenia: |
on i
;

Edit a query: modify criteria

You will now change the [HobbyCode] criterion, 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.

e Change to Design view g

e In the [Criteria:] field of the design grid, type change the “3” in the
[HobbyCode] field to “2”
e Ribbon [Design] [Results] — click the [Run] button ” 9

o Torun the query with both the amended criteria in place R

o To see that there are no records with a [HobbyCode] of “2” and a.
[DateAttended] on or later than 1% February 2011

Fieid: [ Sessionto Jatetended | StudernNo : HobbyCode {ompieted” Firsttdame
lable: {thiSession *hifession tolSession  tolSession thiSassion tbiStudent
Lot ' ;
Show @ 74 @ i i W
Critetia: w WGl AG1201 1% =2
or

Sessionio _%a&mtaﬁﬁﬁﬁ - Studentio - HobbyCode - Completed:
. — . o : 8

FirstName - LastName -




Edit a query: remove criteria

You will now remove the [HobbyCode] criterion from the query, to leave just

the [DateAttended] criterion in place.

e Change to Design view

e In the [Criteria:] field of the design grid, delete the entry in the
[HobbyCode] field
e Ribbon [Design] [Results] — click the [Run] button g

o Torun the query with just the [DateAttended] criterion in place Run

e To view only those records with a [DateAttended] on or later than
1% February 2011

Fielt | Sessione DatzAttended Stugdenttio EHO bbyCode ‘ Completed? | Firsthiame
Tauie: HtniSession C1biSession tlSession ‘tbiSession  thifsession ‘thiStudent
Sort: - : : :
Shaw: M i o i 54 i # ' o
Uritaris: > =301 02/2011% i
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:’}j‘ I
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* {New) @

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”.

e Change to Design view

e Remove the criterion from the [DateAttended] field

o

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

e 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”

E ewl

Fieldt: § Sessionto ;Baﬁt‘i-ﬂtndt:} :’Emaemﬂo _Ei‘;z‘bb';ic-de '_Csw-men'. §§;ri‘!ﬂs-‘m
Tamle: jipitespion toriSession thisesgion ihiSassion thitecnion i ApiStudent
Sort i
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SessionNe - DateAttended - StudeniNo - HoboyCode - Complet rstName Las
' B omesms = 2 Vi Lynne Godwin
3 2370172011 1 3 4 Lynne Godwin
. 7 200272011 4 3 i john jones
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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".

e Change to Design view

e Remove the criterion from the [or:] field of [HobbyCode]

e In the [Criteria:] field of the design grid, type “NOT 3” in the [HobbyCode]

field
e Ribbon [Design] [Results] — click the [Run] button

o Torun the query with the NOT criteria in place in the

[HobbyCode] field

L

o To view 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 (?) 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.

e Change to Design view ﬂ
e Remove the criterion from the [HobbyCode] field '
e In the [Criteria:] field of the design grid, type “A*” in the [FirstName] field,
then click in another field in the design grid
o To see that Access amends the entry to [Like “A™]
e Ribbon [Design] [Results] — click the [Run] button ]
o To run the query with the wildcard in the [FirstName] field i
o To see all records where the Student’s first name begins with “A”
T )

L
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e Change to Design view ; b

e In the [Criteria:] field of the design grid, amend the entry in the I
[FirstName] field to “Like A??” and click out of the field
o To see that Access amends the entry to [Like “A?7?"]

e Ribbon [Design] [Results] — click the [Run] button 9
o Torun the query with the wildcard in the [FirstName] field A

o 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

Fietd § Studentiic i Hobtylads E{ompia!&ﬂ? _éf—:rs!h'ﬂemq Lasttiame
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e Change to Design view R4

e Remove the criteria from the [FirstName] field

o  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
[qrySessionAttendance] 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
To view the Show Table dialog box

Select [tbIHobby] and click the [Add] button

To add this table to [qrySessionAttendance]

To view the link between the [HobbyCode] fields in [tbISession] and
[tbiIHobby]
[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.
e In the [tbIHobby] table, double-click the [Hobby] field
o To add this field to the right column in the design grid
e In the [tbIHobby] table, double-click the [Staff] field
o Toadd this field to the right column in the design grid
e Ribbon [Design] [Results] — click the [Run] button 9
o Torun the query with the [Hobby] and [Staff] fields included Run
o Toview all the records in the query, with the [Hobby] and
[Staff] fields included

G anys
; 'S;és's: oty v
Swimming
..... 3 k Hart Foothall £
3 23/e1/2003 i 3 o yane Godwin Dance M
4 0a/D2/2013 4 7 John jomes Music i
5 Wfo2f2018 3 & alan Hart Computer i
______ 8 3 i & Alan Hart football £l
- 7 Wwiveioa 4 3 [ iohn jones Dance LY
* {New} = o

Edit a query: remove fields

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

e Change to Design view

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

e Ribbon [Design] [Query Setup] — click the

v Vi
@ Delete Columns

[Delete Columns] button

o Toremove the [Staff] field from [qrySessionAttendance]
e Ribbon [Design] [Results] — click the [Run] button ”"Q%Q’"“

o Torun the query without the [Staff] field included i
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Edit a query: hide fields

With the [Firstname], [LastName] and [Hobby] fields displayed in the
[qrySessionAttendance] query, it is not always necessary to display the

[StudentNo] and [HobbyCode] fields when the query is run. You will hide

these fields.
e Change to Design view
e In the [Show:] field of the design grid, click the tick in the
[StudentNo] field
o Toremove the tick from this field
o Toindicate that you wish to hide this field in the query
e Remove the tick from the [HobbyCode] field
o To indicate that you wish to hide this field as well
e Ribbon [Design] [Results] — click the [Run] button
o Torun the query with these 2 fields hidden

T e s S B e i L e i R gy e e T e T
Fleid: | Dateditendad | Budentiio [Hebtplode Tomplated? Fustiame Ciastfism iHobly
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o
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§§ 3 23Jsnuary 2009 iynne Godwin
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5 26 February 2008 Adan Hart
....... & Alan Hart
7 20 February 2009 v john jones
* (New) L @
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Edit a query: unhide fields

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

]

In the [Show:] field of the design grid, click the [StudentNo] field e

o Toinsert a tick in this field

Change to Design view

o To indicate that you wish to show this field in the query

e Ribbon [Design] [Results] — click the [Run] button ‘@“‘1
x . - o t
o Torun the query with the [StudentNo] field showing By
__________ 4
Field | Datestiended TRtudentiis Hohoylode fComaEet:d'.’ | Farsttiame iastHame é'-eazrb]
Ta;z:; thisession Ethisqzmn ;!b!iﬁ}ien _lbkiesuon gibiikwmt  ibiStudent tiMabhy
chnie T S S - S S = = IS DO - SN S - R A

- SessionNo Attended - Completed: - firstNams - LastName -  Hobby
09/0s/2012 Y Lynne Godwin Swimming
i 13/01/2011 Alar Hart Foathall
. 23/01/2011 o Lynne Godwin Dance
04/02/2011 £ John lores Music
o 26/02/ 2011 7 Alan Hart Computer
i Alan Hart Footoall
20/02/2011 ¥ John Jores Dante
* @

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 g

Use the horizontal scroll bar

o 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
To run the query with the [Completed?] field at the right

o

SessionNo :
 Swimming
Football
23/01/2011 Lynne  Godwin Dance
o 04/02/2011 john jones Music
26/02/2011 Alan Hart Computer
Alan Hart Football
20/02/2011 John jones Dance
* {New)

Click the [Close]button at the top right of the

[grySessionAttendance] query
o Toview a message about saving the changes to the query
Click [Yes]

o Tosave and close the [qrySessionAttendance] query

Microsoft Access

Do you want to save changes to the design of query ‘grySessionattendance’?

| Cancel |

el o)




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 [tblStudent] heading lists the [tbIStudent] table, the
[grySessionAttendance] query and the [gryStudent] query, as both these

queries contain fields from [tbIStudent].

The [grySessionAttendance] query is also listed beneath the [tbIHobby] and

[tbISession] 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.
e 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 To see that [Tables and Related Views] is selected in the [Navigate
To Category] section
o To see that [All Tables] is selected in the [Filter By Group] section
e 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 To leave the view as it is currently displayed

Custom
Lhisct Type
Tabiles and Related Views
Created Date

Modified Date

@ grySessionAttendance
a1 ' thiStudent

J thlAchievements : Table

tbiHobby

ibiSession

tblachisvements




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.

e In the navigation pane, click the [qryStudent] query once

o

e Ribbon [Create] [Forms] — click the [Form] button

o

o

To select this query in the navigation pane

To create a new form in the right pane

The new form will currently have the same name as the query

from which it was created

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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e Use the navigation buttons at the bottom of the form  [recaa @ 1ars  » »

o

e On the Quick Access toolbar, click the [Save] button

o

To view the other records shown in the form

To open the Save As dialog box

e Type [frmStudent] and click [OK]

o

o]

To name and save the form

To 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 to 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 default 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

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

e To the right of the navigation buttons at the bottom of the form, click the
[New (blank) record] button
o Toinsert 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

§ Qémw M 4 ?&‘?16 I
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o 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:

enthephgnefm e

o Remember that the [ContactNo:] field contains an input mask, to
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:

s

Wﬁnom* Ii R e ke e W%”Mv@

. . %
’\ql“) The value you entered isn't appropriate for the input mask '00000Y DO0000;0; ' specified for this fleld.

e Either press the [Tab] key or click in the next field
o To move between the fields in the form

FirstName: ‘Heidi

LastName: Turner

DateofBirth: 17/05/1998
ContactNo: 01234 389765

ParentGuardian: MrTurned




Form design view

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

e Change to Design view b

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

o The field will become outlined in a different colour

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

o Toopen the Property Sheet for the [FirstName] field

Property
Sheet

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

from the query

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

o Tosee that it has been given a name

e In turn, select each of the other text fields and labels on the form
o To view their properties
o To see that each text box is linked to the label to its left

e [Close] the Property Sheet




Add, modIiTy TeXT In neaders, 1ooters in a rform

Text can be added and modified 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 ([gryStudent]). You will amend this to display
the text “Student Details”.
e In the [Form Header] section, click the text [qryStudent]
o To select the header
o Tooutline the header in a different colour
e Click again over the header
o To change to edit mode
o Toview the insertion point at the end of the text in the header
e Replace the current text with “Student details”
e Click away from the header

o To finish entry of the modified header text

# Form Header
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You will now add text to the Form Footer.

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

e Click and drag down the page

o Todisplay the Form Footer

ContaciNe

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

pointer down to the Form Footer

o The pointer will become a cross with the Label logo attached
e At the right of the Form Footer, click and drag

o Todraw a rectangle

e
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e Release the pointer
o To create the label
o The insertion point will be displayed in the label



e Click away from the label
o To finish adding the text to the label

1 1 % e -
Your Name

5 * ! i vour Name

e Change to Form view E3

o To view the form with the amended Header and the inserted

Footer

PRPRDS wnne S | e
iastName: 'Gt.xlwm e
DateofBirth: 23}1?;*9)’193? I

Contacthic: 01233 567890

ParentGuardian: ‘MrsSim moni

Your Name




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.

e Ensure that Form view is selected

e To the right of the navigation buttons at the bottom of the form,

click the [Search] field
o Toview the insertion point
e 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
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FirstName: e

LastName: s
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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.
e Click the [ParentGuardian:] field

o Toview the insertion point at the end of the current entry
e Type “ or Mrs Wilton”

o To add this text to the existing entry

You will modify the [DateofBirth:] field for this record.

* Move the pointer to the right of the month in the [DateofBirth:] field and
click

o To view the insertion point to the right of the month
e Replace the month [03] with the text “05”
e To change the month in the [DateofBirth:] field for this record

You will delete the [ContactNo:] from this record
e Click the [ContactNo:] field and highlight the phone number in this field

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

PN o R
)( Defete vd o Bigre -

e Select [Delete]

! X Delete

o To delete the data in this field for this record |7
| & Deete o 1)

DateofBirth: 23}03{19‘38
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You will search for the record for [Alicia Martin], in order to delete this record

from the database.

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

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

i
| X Deiste. o v More

e Select [Delete Record] | X pelete

{ séh  Delete Record

o Toview a message warning that deletion will be

permanent
e Click [Yes]
o To confirm deletion

o To delete the record from the database

Microsoft Access

You are about to delete 1 record(s).

,.!;«g If vou dick Yes, you won't be able to unde this Delete operation.
Are you sure you want to delete these records?

e 8
T e e e S

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.

e Search for the record for [Peter Smith]

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

[Delete] button 1% Deletelt) Bt More

e Select [Delete Record] | X Detete
) ) ) | g Delate Racord
o Toview a message informing you that the record |
cannot be deleted or changed |

e Click [OK]

o To accept the message

o To keep the record in the database

Microsoft Access :
| 1. Therecord cannat be deleted or changed because tabie ‘thiAcvevements' indudes related records.

i (o L.
Was this information helpfd?




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].

e Select the [LastName:] field in the form

e Ribbon [Home] [Sort & Filter] — click the [Filter] button 7
o To view the filter options for the [LastName:] field Fitter

e Click the [(Select All)] field
o Toremove the ticks from all the fields
e Scroll down to the [Jones] field and click
o Toinsert a tick in this field
o To specify that you wish to include this last name in the displayed
records
¢ Toinclude other last names in the filtered records, tick these as well
e Click [OK]
o To apply the filter to the field

o Toview the first record in the form that meets the filter criteria
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e 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

e 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.

e To the right of the navigation buttons, click the [Filtered] |/ Filtered

button
o To temporarily remove the current filter
o To change the [Filtered] button to [Unfiltered]

e Click the [Unfiltered] button W Unfiltered |

o To reapply the current filter
o To change the [Unfiltered] button to [Filtered]

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

; V’T{Qggée Filter|

button

o To temporarily 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.

e Select the [LastName:] field

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

e Select [Clear filter from LastName:]
o Toremove the filter from this field

e Look to the right of the navigation buttons at the bottom of the form
o To see to the that the form has [No Filter]
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e [Close] the [frmStudent] form, saving any changes as you do so X Q;

Apply a filter to a table

A filter can be applied to a table in exactly 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]
o To open this table in the right pane

¢ In the [LastName:] field, click one of the records

e Ribbon [Home] [Sort & Filter] — click the [Filter] button BN 4
o To view the filter options for the [LastName:] field it

e Click the [(Select All)] field
o Toremove the ticks from all the fields
e Scroll down to the [Jones] field and click
o Toinsert a tick in this field
o Toinclude this last name in the displayed records
e Toinclude other last names in the filtered records, tick these as well
e Click [OK]
o To apply the filter to the field

o The [LastName] column heading will display a filter icon



ssenfiinn = fontietha ’
# tynne . 23/03/1597 1234587850 MrsSimmons
#: 2 Adi Madstad GETOSI09E B1254 BRPE54 My saddadd
o 3 Ay Hart patf Tyt M Hartor Mg
o 4 fohe ey D20V 1998 0123 873458 Mrs Jones
i 6 Laita thauhan 03/65/1998 07332085673 Mr Chavhan
T 7 Elan Ciifforg F2/NG/E998 01234 36745 | Mrs Clifford
& % ddaria Eelveards 25110/1987 2234 867953 M Jolly
_-e: 4 Cimar iaradat THOS/19497 01 BRI M daratiat
i 30 Martin jones F0/04/1995 OTIRY B7AA2  Mr Joney
it 3 Bt Srath SL/US/I998 G125 56PN Mirs Simithy
& 32 Aona Tamins 22/08/1998 G1234 3EF223 M Terniny
s 13 Karien At Qi GI/11/1997 01334 345887 14 Al Caisi
L i slice Highards B0/ 1958 0AXI8 SETHIS  Mr Richards
o 1% Alison Semith I5/11/1997 7322036676 Mr Seicth
B 15 Mark write 12/05/1996 BLI34 SETIES  airs White
ks 17 Heidi Turner FHUN/EN98 SIS RYTES M Turner
# {9}

2} sanarez
£l serites

8] fodtdtez

fd SgRZtoA

{’5; BT T “‘gg Slengdsis tenaw  aafiinme
| Tadt faitans » | Ted pman s
i |,
Elanks [ cnaunan

[ cuttora
] edwards
1 soduwin

[ & Qaisi
] cnsumnan
: Clittord

Edwards [ magdaa

- ¥] sodwin [ Hant

5 {¥] Haddag : L sarsdm

7] Hant B sones A
- jaradat R T Richards i
; Ecé o] fossaConetio] bovio O] booConcetoo]

/041952 0TS 6742 Wir lones

The filtering options for a field within a table can also be accessed and
applied from the column header for the field.

e In the column header row, click the drop down

arrow to the right of a field
o To view 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.

e To the right of the navigation buttons, click the [Filtered] o Filtersd

button

o Totemporarily remove the current filter

o Toview all the records in the table

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



» Click the [Unfiltered] button | % unfittered

o Toreapply the current filter
o To view only the filtered records
o Tochange 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]
button

o To temporarily remove or to reapply the current filter

7 Togale 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 table.
e Select the [LastName] field
* Ribbon [Home] [Sort & Filter] — click the [Filter] button
o To view the filter options for the [LastName] field
e Select [Clear filter from LastName:]
o Toremove the filter from this field
o Toview all the records in the table
* Look to the right of the navigation buttons at the bottom of the form
o To see to the that the form has [No Filter]

» [Close] the [tbIStudent] table, saving any changes as you do so



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 | E3 et |
Or

» Click the [Close] button at the top right of the screen

o To close the currently open database, and to close Access

Keyboard shorteut:
= [Alt] + [F4]

Alternatively, Ribbon [File] - click the [Close Database] button, to close the
currently open database, but leave Access open on screen.

[ (] Close Database




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
covered.



Exercise 1  Open a database application

e From the Task Bar at the bottom of the screen, click the [Start] button
e 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
o To open the Open dialog box

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

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

e In the Module 5 folder, select the file named “Hobbies Example 5"

e Click the [Open] button

o To open 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.
e |n the navigation pane, click [tblStudent:Table]

o To select this table in the navigation pane
e Ribbon [Create] [Reports] — click the [Report] button

o To create a new report in the right pane

Report
o The new report will have the name of the table on which itis |

based

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

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

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

o Dotted lines show where the page breaks and headers are in the

report
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Report design view

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

e Change to Design view b

o To see the layout of the fields in the report

o All the fields in the report will probably be highlighted
e Click in a blank space away from any of the fields

o To deselect the fields
e In the [Detail] section of the report, select the [FirstName] field
¢ Ribbon [Design] [Tools] — click the [Property Sheet] button

o To open the Property Sheet for the [FirstName] field p
o To see that this field is a text box associated with the Sheet

[FirstName] field from the query
* In 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

o To see that it has been given a label name

WW-\ SR
Smindigas e Seas hew

e [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.
e In the [Detail] section of the report, select the [FirstName] field
e Move the pointer over the right side of the field border

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

o To make the field narrower

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

correspondingly smaller

o 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

o 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

e Ribbon [Arrange] [Rows & Columns] — click the [Select Column] button

Or Right
s Sele:

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

i head

; | field
[Page Header] section Loy

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



e Move the pointer over the selected field
o  The pointer will become a four-headed arrow
e 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
o The field and heading will be moved to the right of the
[ParentGuardian] field

o This is quite sensitive and may take some practice!

ParentGuardian

['m'asm ContactNo

i}&%é?%}‘?géfi?‘
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| ContactNo g

If you scroll 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.
e Scroll to the right of the report

o To view the right margin
e Move the pointer over the margin until it becomes a double-ended arrow
e Click and drag the margin to the left

o Until it meets the right hand column in the report
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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

o To change to edit mode

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

o To finish editing the entry

En

€ ReportMesder

RS A0

Bt R

ﬁnﬁam e T e

Student Records

| & Page Header

You will now add text to the footer of the report

Ribbon [Design] [Controls] — click the [Label] button and move the
pointer down to the [Page Footer] section

o 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 To create the label

o The insertion point will be displayed in the label

Type your name in the label

Click away from the label

o To finish adding the text to the label
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Your Name
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Change to Report view

(0]

You may need to Sbrbll down the fgbort

(o]

To view the amended layout of the report

5 CliFtora -

. iApsizoal

| 1Dras

To view the footer at the bottom of the page
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Page lofl

Press the [Close] button for the report window

o To view the message about saving the report
Click [Yes]
o Toopen the Save As dialog box

Name the report [rptStudent] and click [OK]

o

(o]

To save and close the report

To see it added to the navigation pane




Create and name a report based on a query

You will now create a report based on the [qryExpenses] query.

[qryExpenses] is based on 2 tables that have been added to the database —
[tbISupplier], which contains details of suppliers of equipment for the various

hobbies, and [tblIExpenses], which lists expenditure made for the hobbies.

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

Y HohbyCade ¥ SessionMo =~ ¥ StudentMo
Hobby | Dateattended J_ Firsthame
Staff L Studantlo = Lasthlame
Location ’ HobbyCode DatzofBirth

Campleted? Contactho
ParentGuardian
[ thiachievement
- ¥ AchievementHo
HobbyCode
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Achigvement
Competition
Lwgard
ArhigvementDate
Motas ;
Reference _/_ : S.Name
Value SPhaone
i (= =}
Supplizrio . SStraet
Date STawn
HobbyCode SPostCoda

[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
e Ribbon [Create] [Reports] — click the [Report] button

o To create a new report in the right pane, containing the fields

currently displayed in the [qryExpenses] query |

o The report will be in Layout view

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.
e Ribbon [Design] [Grouping & Totals] — click the [Group & Sort] button
o To toggle between displaying and not displaying the [Group, Sort, and
Total] section at the bottom of the report

e Ensure that this section is displayed

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

< Adda gfﬁup

[Add a group] button

o To view the fields by which you can group the report
Date

e Select [HObbYCOdE] Ghiame

;Hobbu’toda

o To group the report by this field
o To see in the [Group, Sort, and Total] section that the

report is grouped on [HobbyCode] in ascending

numerical order
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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.

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

e Ribbon [Design] [Grouping & Totals] — click the drop down % Totals *

arrow to the right of the [Totals] button

o To view the different totals that you can choose ”‘*
 Select [Sum] ; e BB

o To add a tick to the [Sum] option in the list ,,f

o To add a sum for each Hobby at the end of each group *ﬂw

o To add a sum for the [Value] field at the end of the
report
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Count

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

e Select one of the hobbies in the [Hobby] column

e Ribbon [Design] [Grouping & Totals] — click the drop down

arrow to the right of the [Totals] button

(o]

e Select [Count Records]

To view the different totals that you can choose X omwt -

To add a tick to the [Count Records] option in the

(0]
list
o Toadd a count for each Hobby at the end of each
group
o To add a count for the [Hobby] field at the end of the report
g
fromean 4 eswol oosansvouncene
£113.00
Swimming |  asw 1?,{05,&9{;3 Trophy Sports
1 1500
You will need to know:

Minimum, maximum, average

It is possible to 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 total

o Ribbon [Design] [Grouping & Totals] - click the drop down arrow

to the right of the [Totals] button

o
e Select the relevant total from the list r -
o  Toadd this total at the end of each group in your

To view the different totals that you can choose

selected column, and the total for the entire field at the

end of the report




e At the right of the [Group, Sort, and Total section, click the [Close]
button

o To close this section

o To 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 [qryExpenses] to [Hobby Expenses].

Repiaon
S 13325’0'{ a

Comimumty (enire

e Click the [Close] button for the report

o Toview the message about saving the report
e Click [Yes]

o Toopen the Save As dialog box
e Name the report [rptExpenses] and click [OK]

o Tosave and close the report




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

e [n the navigation pane, select either the [tbIStudent:Table] or the
[gryStudent] query
e Ribbon [External Data] [Export] — select one of the following:
o [Excel] — to begin to export the object in spreadsheet format, and to
open the Export — Excel Spreadsheet dialog box
o [Text File] — to begin 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
e [n 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
e |[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
e If relevant, tick the [Open the destination file after the export operation is
complete] field
o Toview the data in the relevant program once it has been exported
e |f you had opened the object and selected specific records before
beginning the export, you could tick [Export only the selected records]

o To export only these selected records



e Click [OK]
o 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
e If you wish to save the export steps, to use in the future, tick the [Save
export steps] field
e Click [Close]
o To close the Export dialog box




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 learn the procedures.

* From the navigation pane, open [tbIStudent: Table]

* Ribbon [File] - click the [Print] button

o To view the list of file options

e Select [Print Preview] from the Print options
o Toopen the object in a Preview screen
o To see the first page of the object as it will appear on a printed page.
o Todisplay the [Print Preview] ribbon

§ T Quick Print
end tha oliject divectly to the defaul printer
without resking changes.

Print Preview

Praview and wake changes to pages bafore
E p- 3 % 3

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

Orientation determines which way round the page is rotated. It can be either

portrait or landscape, as can be seen in the image below.

i g
o

Portra

itéi.andscage :

e Ribbon [Print Preview] [Page Layout] — click the [Landscape]
button

o To change the orientation of the object to landscape

¢ Ribbon [Print Preview] [Page Layout] - click the [Portrait] button

o If the orientation of the object would be better in portrait

B BELE
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Landscape

Portrait

Wl

Change paper size

e Ribbon [Print Preview] [Page Size] — click the [Size]
button

o Toview the list of paper sizes available

e Ensure that the correct paper size is selected for your
printer

1, | Portomt




Print a page, selected records(s), complete table

e Ribbon [Print Preview] [Print] — click the [Print] button
o To open the Print dialog box

e 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
o [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
e Click [OK]

o To print the selected print range

| Staws:  Ready

| Type:  HPPhotosmart C4200 series

A table can also be printed from the table window, without viewing it in Print

Preview.

e Ribbon [File] - click the [Print] button and select
[Print] from the Print options

o Toopen the Print dialog box
» Select the appropriate [Printer],| Page Range] and [Copies] options
e Click [OK]

o To print the table

o [Close] the table



Print all records, specific pages using form layout

e In the navigation pane, open [frmStudent]
* Ribbon [File] — click the [Print] button and select
[Print] from the Print options

o To open the Print dialog box
e Ensure the correct printer is selected in the [Name:] field
e 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
e Click [OK]
o To print the selected range

| NOffce porP Phowsmart Ca200 series
Status:  Ready

Type: HP Photosmart C4200 series

where:  USBOO?

i
OSdecedRecord Wb 2

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

[Close] the form

Print the result of a query

¢ In the navigation pane, open [qryStudent]
e Ribbon [File] — click the [Print] button and select
[Print] from the Print options

o Toopen the Print dialog box
e Ensure the correct printer is selected in the [Name:] field
e In the [Print Range] section, select one of the following:
o [All] - to print all records from the query
o [Pages], then insert page numbers in the [From:] and [To:] 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]

o To print the selected range

e [Close] the query

Print

s on

1 Printer

i Mame:
Status:
Type:

|| Where:
Comment:

| PrintRange
| oA

| \Office pcP Photosmart C4200 series

= _ —

Ready
HP Photosmart C4200 series
USBO0 1

From:

" Selected Record(s)

Print specific page(s) in a report, print complete report

¢ In the navigation pane, open [rptStudent]

e Ribbon [File] — click the [Print] button and select

[Print] from the Print options

o Toopen the Print dialog box

e Ensure the correct printer is selected in the [Name:] field

e 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 — to

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

e Click [OK]
o To print the report

o [Close] the report

Name: | \\Office pciHP Photosmart C4200 seres ~| | Properties |
Status:  Ready
| Type: HP Photosmart C4200 series
| \Where: usBoO 1
| Comment: i Print to Fie
’ Print Range Copies
| e Humber of Copies: 1
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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

e Ribbon [File] — click the [Exit] button
Or

e Click the [Close] button at the top right of the screen

o 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.

1 [ Close Database i




