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Section4 Saving in Access

By the end of this section you will be able to

+ Save your objects
» Save objects as different object types
» Save your database as earlier versions

o Set file and object properties
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Access 2007: Part Il Section 2: The Basics

4.1 Saving in Access

Much of the file management functionality of Access takes place in the background and automatically saves most changes
you make to a database. When Access does not save something for you automatically, you will be prompted asking if you

want to save the changes to a particular object.

However, Access does give you a bit of flexibility when it comes to saving different objects. We will explore this saving
functionality in this lesson.
Using the Save As Dialogue

Most things in Access are saved automatically, but you can perform a manual save of a particular database object. For

example, consider the Employees table of the Northwind sample database:

o] ) g |
D - Company ~| First Name - | Last Name ~|

| Morthwind Traders MNancy Freehafer
= 2 Morthwind Traders Andrew Cencini
H 3 Morthwind Traders Jan Kotas
= 4 Morthwind Traders  Marya Sergienko
+ 5 Morthwind Traders | Steven Thorpe
£ 6 Morthwind Traders Michael Neipper
|H 7 Morthwind Traders |Robert Zare
# 8 Morthwind Traders |Laura Giussani
[ | 8 Northwind Traders |Anng Hellung-Larse
¥ HEHE

1. Click Office Menu - Save As:

t’_%: H = i

Home Create

| Mew...

N

7 Open...
kel -/
H Save As.. L
T Manage ]

9
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Access 2007: Part I Section 2: The Basics

2. The following Save As dialogue box will appear:

Save Table 'Emplovess' Tao:

ICDD':.-' of Employees |
As
i;TaI:lIe P |

o4 ]I Cancel ]

In this example, you have the ability to save the Employees table as another table (which will make a copy),
query, form, or report. Give the new object a name and then click the pull-down arrow beside the As combo
box to see the choices. Remember, you can always save a copy of the object as the same type of object (table

as table, form as form, etc.).

Object What Objects you can Save As
Tables Table, Query, Form, Report
Queries Query, Form, Report

Forms Form, Report

Reports Report only

3. Once you have saved the new object you can access it in the Navigation Pane:

All Access Objects M = 1 =1 Copy of E’“pk’mﬁ;@"m
Tables A A > D Company - | First Name -/
[ Copy of Employees ""- |E MNorthwind Traders Mancy
B it |E 2 MNorthwind Traders Andrew
i # 3 Northwind Traders an
oI Emplayes Privileges ) + 4 Northwind Traders Mariya
B cmployees = 3 Muorthwind Traders | Sleven
[ Inventory Restocking |E & Northwind Traders Michael
=] Inventory Restocking Deta... + 7 Northw!nd Traders Robert
] |E 8 Northwind Traders Laura
- InventoryTransactions |® 9 Northwind Traders Anne
[ Invoices * | HHE
10
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Using the Save As Menu

j Save the current database object
Mewy..,

2pen.. abjec,

v

PDF ar XPS

Publizh a copy of the aobject as a PDF or KPS
file,

rl Save Object As...
] Sawe the current database object as a new

i

Sawe

Sawe the database in another format

by [,;‘ I»  Access 2007 (Beta) Database
Sawve a copy thatwill be fully compatible

Print... » wiith Access 2007 [Eeta),

I_-'Ei j Access 2002 - 2003 Database

Save a copy thatwill be fully compatible
Manage 4 with Access 2002-2003,

L.'H ] Access 2000 Database

Save 3 copy thatwill be fully campatible
with access 2000,

Save As

‘E
I

L.

= E-mail

> &

There is more to the Save As command in the Office Menu than simply copying one object to another or making a

duplicate. Click the right-facing arrow beside the Save As command to see more options:

Access gives you two sections of commands to choose from: Save the current database object and Save the database in

another format.

Let’s look at each of the options.

Save Object As

This command is the same as clicking the Save As command in the Office Menu directly. Enter a new name and choose

a data type to save the file under.
PDF or XPS

This command gives you the ability to reproduce the current database object as a PDF (Portable Document Format) or
XPS (XML Paper Specification). This command is only available if you have installed the appropriate add-in. (See Lesson

1.4 for more information.)

Access 2007 Database

Access will close all currently open database objects and then open the Save As (My Computer) dialogue box. Choose a

save location and new file name and click Save.
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Access 2007: Part I

Save in: | [} My Documents v | @ B KXchE-
[C)Dats for Database
! )My Database
MMy Recent My Music
Documents |12y pictures
()M Peceived Files
™1y videos
Deskkop @My Database
M harthwind 2007
My Documnents
My Computer
[y Metworlk
Places
File name: | horthwind 2007 v
5ave astype: |M\ErUSUFt Office Access 2007 Datab. v ‘

Tools = Save Cancel

12

Download free eBooks at bookboon.com

Section 2: The Basics



Access 2007: Part I Section 2: The Basics

Access 2002-2003 File Format

Access 2000 Database

Access 2007 uses a new file structure to save files. The 2007 file format is not directly backwards compatible with previous

versions of Access. However, it can be made to save files in any other version of Access if necessary.

Using File Properties

Northwind 2007.accdb Properties

| General | Summary | statistics || Conkents | Custom |

Title; | Morthwind 2007

Subject: |

Manager: |

|
|
Author: | Velsoft |
|
|

Zompany: | |

Cakeqgory: | |

Keywwords: | |

Zomments:

Hyperlink
base:

[ K ] [ Cancel

You can view and edit the properties of a file at any time by using the Office Menu.

Open a file
Click Office Menu - Manage - Database Properties.

Click the Summary tab to show the current database properties:

Ll

Click in any of the fields and enter the information

» Database object properties

Access also lets you view the the individual properties of each database object.

13
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Access 2007: Part I Section 2: The Basics

s % Property Sheek"
= T Object Dependincies

Relationships
Message Bar

ShowyHide
Employees Properties E|
General |
i Ernplovess
Type: Table

Description: || ‘

Created:  11/9/2008 12:33:24 PM
Modified;  11/9/2006 12:33:37 PM
Owner:  Admin
attributes: [T Hidden Renlicable
[ Jrow Level Tracking

[ QK ][ Cancel ] Apply

1. Select an object in the Navigation pane and then
2. Click the Database Tools command tab.
3. Click the properties sheet button to show the properties of the highlighted object:

Using AutoRecover

Access that makes a backup copy of the database you are currently working on. Access, by default, saves the current
working file every ten minutes. If your computer encounters a problem and Access has to close, your database will be

restored the next time it is opened.

14
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Section 5 Tables

By the end of this section you will be able to

« Build tables

o Set field properties

 Set primary key

o Create lookup fields

+ Relate tables

« Manage data within tables

o Format and set defaults for tables
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5.1 Working with records
About Records

So far we have come a long way in our exploration of Access. By now you should be comfortable with the basics of
navigating the interface and the use of the Navigation Pane. We are now ready to explore the real stuft databases are made

of, as well as begin to build one of our own.

What is a Record?

We defined a record in Section 1 of this manual as a collected group of fields. More formally, a record is defined as one
or more fields of data that create a single entry in a table. We have also learned that each record should have a primary

key; that is, some unique identifier that sets it apart from every other record in a table.

Navigation Tips

Imagine you are working on this simple table in Datasheet view:

] ] Table

, ID - Fieldl ~-| Field2 - Add New Field
! B North 10

I 3 South 20

i 4 East 30

| 5 West a0

|5Ié (Mew)

Before discussing how to move around inside a table, let’s take a quick look at the features Access 2007 has automatically
added. The ID field was automatically inserted to use as a primary key. Every table should have a primary key of some

sort, but it is not necessary.

Fieldl and Field2 are column headers that identify a column of data. The last field, Add New Field, is also an automatic

placement by Access. This is not a column of data like the others, but can easily become one should you need it.

The field in the upper left-hand corner is currently highlighted in orange. To move the cursor to a different field you can
use the mouse and click inside any other field. You can also use the arrow keys on your keyboard to move the selection
to a different field.

Using the mouse and keyboard is fine for tables of data that can fit on your screen; however the majority of tables in

databases are usually quite long. It becomes impractical to scroll up and down or press and hold the arrow keys to reach

your destination. There is a small toolbar at the bottom of Datasheet view available to deal with this exact problem:
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Record: M 1of4 L3 T | [ i iSEEIFEh ”

—> 5

b

To browse through the various records, use the small arrow icons:

H First Moves to the first record in the table.

1 Previous Moves to the previous record.

k Next Moves to the next record.

H Last Moves to the last record in the table.

b New Creates a new record at the end of the table.

You can also apply a custom filter to the table by clicking the filter button. Access also lets you search for a particular entry

by using the Search text box. Simply type in the keyword or number you are looking for and press Enter.

At the very bottom of the Access window, in the status bar on the right-hand side of the screen, you will see a few small
icons. These icons denote which view you are currently using to work with the current object. In the diagram above, the

available views of a table are listed (Datasheet view which is currently highlighted, and Design view).

Adding Records

There are a few different ways to create a new record. Try using all of them; depending on your level of experience with

using computers you will likely find one that is easy for you to use.

The first method is likely the easiest if you are very comfortable using a keyboard. If you are entering data using the
keyboard, enter the data you need into a field and press Enter on your keyboard. If you have reached the Add New Field
column of data and press Enter again, you can now type in that column. Pressing Enter once more will bump the Add

New Field down one column, and so on until you have added as many fields as you like to a record.

Method 1

1. If you are entering data using the keyboard, pressing Tab will also advance you to the next field in the row.

However if you have reached the end of the record and press Tab again, you will move to a new record.
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Method 2

1. Go to the the Home ribbon. The Records section of the ribbon contains a New record command (=i Mew );

click this to make a new record at the end of the table.

Method 3

.

!Recnrd: M 4 4ofs EOMOE !

1. Use the navigation bar located at the bottom of Datasheet view:

2. This will create a new record at the end of the table.

Editing Records

] 8 Southeast 57
|.& g Southweat 58

'*\ (New)

If you made an error, or need to change the information in a record manually, simply open the table containing the data,
scroll to or search for the data field you need to change, click inside the field and enter the new information. As you are

entering data into a table, a small pencil icon will appear to the left of the record you are currently writing:

It is important to note that Access provides a little peace of mind by saving data automatically after every change to a
data field. It is not necessary to manually save the database after every change. The only field you cannot modify in this
way is the primary key. If there is some reason to modify the primary key, it is best to simply delete the record (described
below) and make a new one with a new primary key.

Deleting Records

1. Consider the following table:

1. If you want to delete a single record, click any of the boxes to the left of a record. This will select the entire

row of data:
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1 ID - Fieldt - Field2 - AddNew Field

| 2 Norih . 10
s 3 South _ 20
| 4 East | 30
= 3/ 'West _ a0
= 6 Northeast 35
] 7 Northwest _ 56
- g Southeast a7
s 9 Southweat | 58
* (New)

2. If you want to delete a single record, click any of the boxes to the left of a record. This will select the entire

row of data:

6 Northeast | 55
7 Northwest e |
8 Southeast 57

19
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3. Click the small pull down arrow beside the Delete command in the Home ribbon and click Delete Record:

X Delete *l
}( Delete

=4+ Delete Record

.I_'
1

4. Access warns you that you are about to delete a record:

Microsoft Office Access EJ

You are about to delete 1 record(s).

l.;

If wou click. Yes, vou won't be able to undo this Delete operation.
Are you sure you wank to delete these records?

fes ] [ ] ]

5. Click -Yes- to confirm the deletion. Alternately, you can right-click the box to the left of the record and

select Delete Record from the pop-up menu:

7 Morth
=i MNew Record ith
=t Delete Record  fth

AR
53 Copy
[T Paste
[ Row Height...

Deleting records in this manner is fine for a few, but impractical if you need to purge a lot of data from a table. Luckily,
Access allows you to delete multiple records at once. However, as a safety feature, you can only delete groups of adjacent

records. That is, you can’t merely pick and choose which records you want to delete and delete them all at once.

» To delete a group of records
1. To select a group of records, click the box to the left of the first record you want to delete in order to

highlight that row:

20
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5| West 40

6 Northeast 55

7 Northwest 56

8 Southeast 57
1L 9 Southweat 58
& (New)

2. While holding the Shift key down, click the box beside the last record you want to delete. This will highlight

a block of records:

5| West 40

6 Northeast 55

7 Northwest 56

8 Southeast 57
. 9 Southweat 58
| # (New)

3. Now click the Delete command on the Home ribbon and click Delete Record. You will be warned this

operation cannot be undone; click Yes to confirm the deletion.

If you prefer to use the right-mouse button, make sure you are still holding the Shift key and then right-click any
of the boxes to the left of the selected records. Click Delete Record and then Yes to confirm the deletion.

E-Mailing Records

Access allows you to e-mail records from a table in many different file formats. To perform this operation, first select a
record by clicking the box to the left of the record and highlighting the row, or hold the Shift key and then select a group

of records.

D - Fieldl -  Field2 - Add New Field
2/ North 10
3 South 20
4 East 30
| 5 West 40
* (New)
21
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1. For example, if you wanted to send records 3 and 4 from the table below, first highlight both records:
2. Click Office Menu - E-mail:

Manage L

1D [Ea

E-mail %

Publizh B

L
Close Database

3. This will open the Send Object As dialogue box:
4. Here you can choose which type of file format you want Access to convert your data into before sending.
If you are not sure which file format to use, selecting PDF Format (if you have installed the add-in) or Text

Files will likely be your best option. These two file types can be read by virtually every computer platform.

Send Object As

Select oukput Format:
I

i Excel Binary Workbook . xlsb)
| Excel Warkbook (*,xsx)
| HTML (*.htrm; *.0Emil)

| Microsaoft Excel 5.0/95 Warkbook i*,xls)
| PDF Farmat (*,pdf)

Rich Text Format {*.rtf)

Texk Files (*, bxt)

#PS Format (. xps)

Cubput

Cal
(%) S=lection

5. Make sure the Selection radio button is selected in the Output section of the dialogue box. Click OK. This

will open a new message in your default mail program (like Microsoft Outlook or Outlook Express) with a
special attachment in the file format you have specified.

22
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6. Enter the recipient’s e-mail address and click Send:
7. If you click the -All- radio button in the Send Object As dialogue box, Access will package the entire

database object in the file format you specify and then attach it to a new e-mail message.

18] - Fieldi =
2| North B® New Message

3 South . File Edit “iew Insert Format Tools Message Help ?‘F
4 Easl ; = »
[ 5 West '—:'1 db et _|j Eﬁ? ﬁ’
* (New) Send Copy Paste Check,
To: | |
e | |
Subject: | |
Attach; | [F] Tablel.txt (348 bytes) e |

23
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Printing Records

1. Office gives you the ability to print a selection of records. First, highlight the record(s) you would like to
print:

2. Click Office Menu - Print:
When the Print dialogue box appears, specify the Print Range you would like to use and the number of

copies:
ID ~, Fieldl1 - Field2 - AddNew Field
I 2 North 10
J 3 South | 20
| 4 East -
_| 5 West | a0
* | (New)
D Bew... Preview and print the view
Print...

Select a printer, number of copies, and
Dpen.. ather printing options before printing,

=) Quick Print
Save Send the object directly to the default
- printer without making changes,

Save Az » Prewview and make rhanges tn pages hefiare

printing.

N
=
I_! Print Preview
|
L]
=5

24
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Prinker

Marnc: iCanc\n MPFED Scrics Mrinkcr bt | Mroportics ]

Skatus: Ready

Type: Canon MP760 Series Printer

Where: LSEOO1

Comment: [1Print ta File
Print Range Copies \
Ol i

Mumber of Copies: [ 1 &

{)Pages From: i- I = | I ! H
DI

{#) Selected Record's) ‘_
o] Cow

4. Click OK to print the records. You can also select to print the entire object or only certain pages of the

object; we will cover more advanced print topics later in this manual.

5.2 Creating a Table

In this lesson we will learn more about the usage of tables, including how to build them from scratch.

About Tables

You should be very familiar with the components of tables by now. We know a table is made up of several records each
containing fields with data. Access also makes it easy to build and modify any component of a table using Design view,

which we will cover later in this manual.

When designing a database, it is critical that you take the time to design your database carefully. Although it is not a
difficult job to make some adjustments to a field, adding or removing fields in a large established database can be a real
headache. It is important to communicate with everyone who will be using the database to make sure that everyone has
the information they will need. Don’t be afraid to build a database a little bigger than you think it needs to be; if you end

up with unused fields they are much easier to take out than to put new fields in.

Creating a Table

I =) o e - |

FE R ~==

Table Table SharePoint | Table
Templates =  Lists = Design

Tables

25
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Access gives you the ability to create a table in a few different ways: opening an empty table and inputting values, using

a template, or using Design view to construct your table by hand.
Use the Tables section of the Create ribbon to make a table:

Empty Table

1. Click the Table command to open a new empty table A new tab will open, containing an empty table in

' T Tablel

1D ~ Add New Field
* (New)

Datasheet view:

2. Click inside the Add New Field column and start entering data. Press Enter to keep adding fields to the

record, then press Tab or click the command to make a new record.

= Mew

Table from Template

Table
Templates ~ .
Contacts
Tasks

Issues

Events

RERENERE

Rl | Assets

1. Click the small pull-down arrow beside the Table Templates command to see a short list of available
templates:

2. Click a template from the list; it will open a new empty table in the main part of the Access window:

26
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Start Time End Time

3. Press Enter on the keyboard to advance to the next field, then press Tab once you have reached the last field
or to make a new record.

= New

Table Design View
1. Click the Table Design command to open a new blank table. A new section of Access we have yet to explore

will appear: Design view for a table:

Table Tools {

Design

— : . =
=ﬁ ? Peas ﬂ‘\/’, = Insert Row

T
N

. il =i+ Delete Rows
View || Primary Builder Test Validation Property Indexes
- Key Rules B Lookup Column || " gpec
Wiews Taals Show/Hide

SEEm

Field Name ! Data Type i

2. Design view includes its own Design ribbon in a contextual tab. You have the ability to add a primary key,
construct custom formulas, insert or delete different fields, and more.

3. Using Design view is more in-depth than simply entering data into fields. You can specify the field name, its
data type, and give the field some sort of description if you like.

4. At the bottom of Design view is the Field Properties section. Here you can modify all of the properties of a
particular field.

For example, if you want to have a Price field in your database:

27
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s S| = = G

| Field Name | Data Type I Description
_|Ip | AutoNumber [
| Price Number| v

General ||gokup)|

rield size |Long Integer
Format |

Decimal Places |Auto

Input Mask

Caption |

Default Value | The data type determines the kind of values
validation Rule that users can store in the field, Press F1 for
= z =z I | help on data types.

Field Froperties

\Validation lext

Required ‘Mo
Indexed Mo
Smart Tags |

Text Align General

Give the field a name, choose a data type for the field.

6. A data type can be a word, number, currency, date, time, etc.
The properties of the Price field (once defined as a number) include how large a price it can be, the number
of decimal places, if the field should contain a default value (like $5.99), and more. As we use tables more we

will explore more of the details regarding Field Properties.

28
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5.3 Entering Data

Using a table

Tables

Access 2007 provides you with a few ways of entering data. You can enter in the data manually, use a form, or use the

Import commands in the External Data ribbon.

» To enter data manually

1. Open a table in Datasheet view by double-clicking its name in the Navigation Pane. If you make an error

while entering data, like accidentally entering a word into a number field, Access will prompt you with an

error stating so.

2. if you try to enter non-numeric characters into the SIN field of the Warner Cousins database, you will see

the following appear:

] Employees
_Employeeld -|  SIN - FirstName - LastName -  Title - |
i 1 123456789 Bugs Rabbit |CEO 123
| 2 987654321 Elmer Funn VP 123
:_ d. 1}8?534]11l Naffy ._Hm-'.p VP Markating (123
ra m — abc

The value you entered does not match the Number data type in this column,
Enter new value
Convert the data in this column to the Text data type.

Help with data types and formats.

3. There may be an instance where it is necessary to have both letters and numbers in the same data field (such

as the Phone field). Luckily, the Text data type allows you type in any characters you like.

Using a form

3 =
EmployeelD: |1
SIN: |123455?89
First Name: |Bugs
Last Name: |Rabbit
Title: CEO
Phone: 123-456-78590
w
Record: W 10f3 b M b | W Mo Filter | [Search |4 3
EEE
29
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1. The next method of entering data is by the use of a form. We defined a form earlier as a way of entering
data into a table one record at a time. In the picture below, Access constructed a simple form based on the
Employees table when the Form command was clicked in the Create ribbon:

2. You may recognize the navigation buttons at the bottom of the form. You can use these buttons to move

back and forth through the records in a table as well as create a new record:

H First ~ Moves to the first record in the table.

4 Previous Moves to the previous record.
L Next  Moves to the next record.

H Last Moves to the last record in the table.

k New Creates a new record in the table.

Using the form views

In the very bottom right-hand corner of the careen are the icons to switch (from left to right) between Form View, Layout
View, and Design View. The picture above is in Form view, the ‘highest level’ view. Layout view is new to Access 2007;
it acts as a bridge between Form and Design view. Essentially, it allows you to view records as you would in Form view

while still being able to move and modify the pieces of the form.

1. If you enter Layout view and click a piece of the form (called a control), you can move the piece up and

down through the order of the existing controls:

Last Name: .Rabbit TR, "Rabbit
Ui (0 ——P  Phone: 123-456-7890

Phone: 123-456-7890 Title: CEO
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2. If you click the small four-way orange arrow at the top of your screen, you will select all of the controls in

the form at once:

3. Click and drag your mouse to move the controls as a group. We will explore more of the functionality

relating to forms and form design later in this manual.

Formatting a Table

Access has always given you a great amount of flexibility when it comes to modifying the look and feel of the objects in

your database. Access 2007 is no different, letting you modify just about everything you can think of.

Entering Text

1. If you create a new table and enter some data, the result is straightforward and clean:
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EmployeelD » S5IN | FirstName ~-| LastName -~/
0 123456789 Bugs Rabbit
2 987654321 Elmer Funn
| 987654111 Daffy Goose
3
* (New)

2. If you have ever used Access before, chances are you noticed one of the new enhancements right away - the
alternating background colours in the different rows of the table. You can modify the background colour by

clicking the Font button in the Home ribbon:

Font Options

Font Fa |

Datasheet Formatting

Zell Effect Gridlines Shown

() Flat Horizankal
() Raisad vertical
3 sunken

Background Colar: alkernate Background Color:  Gridline Color:

| 3 | 3 | ]

Sample:

Border and Line Styles

|Datasheet Border 3 | |So|id -
Direction
(&) Left-to-right () Right-to-left

The other commands in the Font section of the Home ribbon let you modify the font, font size, text style, orientation,

gridlines, fill colour, and more, for the entire table. Any modifications you perform will be applied to the entire table.
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Font Mame Font Size

| | Orientation
Calibri - |11 =

(B 2 u|A-[>-|Z E]=-|

/ Fo | Y
Bald ltalic Faont Highlight Alternate
Colar . Cal
CF"l' Gridlines were
Undetline oo
Row Height / Column Width
IEMGFE "

M0 RowHeight.. —df—
Subdatasheet 4
Hide Calumns

Unhide Columns..

Freeze

Unfreeze

> Colunn Width,,, —

Occasionally you may have very large (or very small) amounts of data to put into a table. For example, Access features
a Memo data type that can hold a total of 65,535 characters — that’s about 40 pages of solid text! You can expand the

dimensions of rows and columns in order to be able to view the contents of a table.

1. To do this, click the More command in the Records section of the Home ribbon. In the pop-up menu you
will see entries for Row Height and Column Width:

2. With Row Height, you can specify a unit of measurement or leave it at Standard height:

Column Width

Column Width: { 1 ]§ | oK |

Row Height

Row Haigh:: }14.25

Standard Height []standard width
ancel

Best Fit
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3. With Column Width, you can specify a unit of measurement for width or choose Best Fit, which will
automatically adjust the column to the width of the widest field’s entry: ,

4. You can also adjust the row height and column width manually. Place your mouse on the lines dividing the
rows and columns from each other. Your mouse will turn into a double-headed arrow ( for rows, for

columns). Click and drag in the dimension displayed by the arrow to drag the height or width.

5.4 Managing Table Data Entry

In the final lesson of this section, we will explore some more advanced table data entry techniques. These methods, combined

with all of the controls that can be enforced from previous sections, help protect your database from bad data entry.

Using the Table Design Ribbon

Access 2007 features a special contextual tab that deals with Table Design:

Table Tools

=]
m
Fa
[l
=

. *"v/ ~alnsert Row g | =7
lﬁ e -j =+ Delete Rows = =
View | ||Primary| Builder Test Validation g Property Indexes
- Key Rules Iilig Lookup Column Sheet
Views Tools Show/Hide

Download free eBooks at bookboon.com



Yiews

1. This command switches back and forth between the different views of a table:

["iew|

-

Datasheet View

ol
- E" PivotTable View
Eu PivotChart View

B +
b .
Lp/g._ Design View

Primary Key

1. This command toggles the primary key property for a field on and off. Although relatively rare, it is possible

for a table to have more than one primary key.

Builder

1. Use this command to activate the expression builder. The expression builder is used to create logical
expressions used to help ensure data is properly entered into a table. We will explore the use of this

command in this lesson.

Test Validation Rules

1. This command will check any logical expressions built with the expression builder as well as other properties
of a table to ensure there are no inconsistencies.

Insert Row

1. Use this command to insert a new field above the currently selected row in Design view.
Delete Rows

1. This will remove the currently selected field from Design view.
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Lookup Column

1. A lookup column is a special type of combo box used to enter data into a table. You can fill the lookup
column with your own data, or use data from another table. Lookup columns are very useful in using
information contained in a different table. We will explore lookup columns in this lesson.

Property Sheet

1. In addition to having field properties, each field has another set of properties you can modify that deal with
more advanced properties. Though some are duplicates of the field properties, most of these properties are
beyond the scope of this manual.

Indexes

1. This command is used to modify the background properties of an index you can apply to a field.

How to Validate Data

In addition to adding protection like required values and input masks, you can also add validation rules to your database

to ensure that data entered makes sense.

For example, consider the Vehicles table used in the last Step-By-Step. The Number of Cylinders field has a default value
of 6 and the Field Size is defined as Integer, which prevents decimal numbers from being entered. The field Description
states that if a vehicle is equipped with a rotary engine (one that has no cylinders) that 0 should be the value. Therefore,
a data entry is valid if it is a whole number greater than or equal to zero. However, no precautions are in place to prevent

someone from entering a negative number of cylinders, a data entry that does not make sense.

1. By clicking in the Validation Rule box, you can enter a simple expression, >=0.

Yalidation Fule = =[]

2. This will prevent someone from entering a negative number of cylinders:

Cylinders -~
-1

Microsoft Office Access

E One or more values are prohibited by the validation rule '==0" set For “ehicles.Mumber of Cvlinders'. Enter a walue that the expression For this field
- can accepk,

Lok | [ b |

3. Back in Design view, you can click the button beside the Validation Rule field to launch the Expression
Builder:
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Expression Builder

»=0}

(1 Constants
. Operatars

4. The Expression Builder lets you create customized validation rules, expressions, logical functions, and much

more. We will explore the basic functionality of the expression builder later in this manual.

Creating a Lookup Field

The current Vehicles table has been populated with some information. We already established the relationships with the
Countries and Manufacturers tables. However, having a Manufacturer ID of 6 and a Country ID of 3 is not very meaningful

when looking just at the Vehicles Table:

| Vehicle ID# ~| Manufacture Date - | Manufacturer ID «  Model - | Country ID v' Cylinders v'
| 1 1982 1Corvette | 1 8

: 2 2003 2/V12 Vanquish 2 12

i I 3 2000/ —p 352000 a 4
[ a 2003, 4 Tiburon —t] 4
2 2002 5 575 Marinello 3 12

6 1979 6 Spider 3 4

7 1965 7 Falcon 1 8
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Fortunately, Access features something called a lookup field. It allows you to use the actual Manufacturer name and

Country name to enter data in the field. Creating a lookup field is easy; however you must first delete the relationship(s)
that exist in the field.

1. First, open the Vehicles table in Design view. Click in the Data Type cell of the field you want to turn into a
lookup table and click Lookup Wizard.

_ Field Name | Data Type | Description
"_i_i’ | Vehicle ID AutoNumber | Identification number for each vehicle in this table.
| Manufacture Date | Number First year of Production.
| Manufacturer ID —_—1 Numberl * | Manufacturer of vehicle.
| Model |Text Model name of vehicle.
| ' Country ID Memo Manufacturer's base of operations.
| Number of Cylinders |Number Number of Cylinders in Engine Block, 0 for rotary engines.
= Date/Time
N Currency
| AutoNumber
| Yes/No
I OLE Object
: |Hyperlink
- Attachment
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2. The Lookup Wizard will appear. In the first step, select the data source you will use for your lookup field. In

our case, we want to use the data contained in the Manufacturers table:
Lookup Wizard

This wizard creates a lookup column, which displays a list of values
HAHHR "’I vou can choose from. How do you want your lookup column to get

HERRRRHAAY It= values?
bt thhntt]
@I want the lookup column to look up the values in a table or

iquery.

{7 T will type in the values that want.

3. The next step allows you to choose which table (or query) contains the lookup values; in our case the
Manufacturers table;_
Lookup Wizard

Which table or query should provide the values for your lookup
column?

Table: Countries

i Table: Manufacturers

HEHEHE TI

View

@Iables () Queries o Both

Cancel l | < Back ] Mext »

4. The next step lets you choose which field or fields in the source table you want to use for your lookup field.

In our case, we want to show the Manufacturer name instead of just the ID:
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Lookup Wizard

- Which fields contain the values you want induded in your loakup
o — column? The fields you select become columns in your lookup

W HEE HHN RN C0|L||T||'|.
W R HEE R
—

| HHHERE vI

Available Fields: Selected Fields:

Manufacturer ID

il

[ Cancel ] | < Back I Mext »

5. In the next step you have the option to sort the values that will appear in the field in ascending or
descending order. If you do not specify anything in this step, Access will automatically apply an ascending

order on the field that was used to create the filter:

Lookup Wizard
What sort order do you want for the items in your list box?

You can sort records by up to four fields, in either ascending or descending order.

| V.

Cancel ] | < Back ] MNext »

6. The next step allows you to move your mouse to the edges of the column and click and drag to adjust the
size. You can also opt to show the primary key column, which will show the corresponding primary key for

each value in the lookup field:
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| Lookup Wizard
How wide would you like the columns in your lookup column?

To adjust the width of a column, drag its right edge to the width you want, or double-didk the
right edge of the column heading to get the best fit.

[] Hide key column {recommended)

Manufacturer ID | Manufacturer Mame
Chevralet

Aston Martin

Honda

Hyundai

Ferrari

Fiat

Ford

Ryl [T R (SR IR ]

Cancel l \ < Back ] Mext = ]’ Finish

7. The final step of the Wizard will give the lookup field a name. This will replace the column name of
Manufacturer ID. Click Finish:

s

Lookup Wizard

What label would you like for your lookup column?

Manufacture's Namel

Those are all the answers the wizard needs to create your lookup
colurmin,

[] Display Help on customizing the lookup column.

[ Cancel l [ < Back t

8. Return to Datasheet view once the Wizard completes. If you click in the Manufacturer’s Name column of
data, the field becomes a combo box. If you need to change the value to something else, click the pull-down

arrow to see a list of_available values:
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Vehicle ID# = | Manufacture Date - Manufacturers ™ - Model -
1 1982 Chevrolet Corvetie
2 2003 Aston Martin V12 Vanguish
3 2000 Honda 52000
4 2003 Hyundai| ¥ Tiburon
5 2002 | Chevrolet 573 Marinello
6 1979| Aston Martin Spider
| 7 1965 | Honda Falcon
* (New) B Hyundai |
Ferrari
Fiat
Ford

Country ID -/

[ A ST S T el

Tables

Cylinders | Add New Field

g
12
.|
4
12

9. As part of the lookup field creation process, Access created a basic relationship between the Vehicles and

Manufacturers table:

Manufacturers r
% Manufacturerl &
Manufacturer Name :

Countries

Vehicles
¥ Vehicle ID

Manufacture Date
Manufacturer's Mame
FMadel

Country ID

Mumber of Cylinders

s Country ID

Country

10. However, the relationship is not a strong one. Right-click the black line joining the two tables and click Edit

Relationships:

Edit Relationships

Table/Cuery:

| Manufacturers

Related Table/Query:

b | wehicles b |

Manufacturer 1D _MEthECtUFEE'EN_A

A

Enforce Referential Inkeqrity
[ ]cascade Update Related Fields
[ ]cascade Delete Related Records

Relationship Tvpe: Cne-To-Many

Cancel

Jain Type..

Create Mew.,
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11. Click the Enforce Referential Integrity check box and click OK. The full relationship will be restored:

hanufacturers o " X
¥ Manufacturer ID - v ENICIES

Manufacturer Mame - ¥ Vehide ID
Manufacture Date

Manufacturer's Mame
MModel

Country ID

MNumber of Cylinders

Countries
7 o intry N

Country
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Modifying a Lookup Field

Now that you know how to establish a lookup field, you can modify certain characteristics of the field to suit your
database’s needs. If you open a table in Design view, you can view the lookup field properties by clicking the Lookup tab

at the bottom of the window:

Field Mame | Data Type ! Description =
"3 | vehicle ID AutoNumber Identification number for each vehicle in this table. E
| Manufacture Date | Number First year of Production.
fManufacturer's Mame Number| ¥ Manufacturer of vehicle.
~ |Model Text Model name of vehicle.
| Country ID Mumber Manufacturer's base of operations.
| Number of Cylinders | Number ' Number of Cylinders in Engine Block, 0 for rotary engines.

Field Properties

|Egne[a| Lookuo |

Display Control .Corn_bo Box

Row Source Type Table/Query

Row ource | SELECT [Manufacturers].[Manufacturer ID], [Manufacturers].[iv/

Bound Column 14

Column Count |12

Calumn Heads ‘Mo || The data type determines the kind of values
Column Widthe i that users can store in the field, Press F1 for
List Rows 16 help an data types.

List Width 1"

Limit To List Yes

Allow Multiple Values Mo

Allow Yalue List Edits ~ Yes

List tems Edit Form

» The following properties are available to adjust:
Display Control

You can choose between a Text Box, List Box, or Combo box for the lookup field.

Row Source Type

You can specify between Table/Query, Value List, or Field List.

Row Source

The query or data that the lookup field uses.

Bound Column

Lists how many columns that currently constitute the lookup field.
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Column Count

Number of columns that are available to use as a lookup field.

Column Heads

Can specify Yes/No if a field label, caption, or first row of data used to construct the lookup field values will be used.

Column Widths

Lists the dimensions of the columns used in the lookup field. The number of columns in the Column Count field, are the

same number of dimensions listed here.

List Rows

Maximum number of rows that are displayed if combo box is the specified Display Control.

List Width

Width of the combo box if specified as Display Control.

Limit to List

Forces user to use only the values in the lookup field; that is they cannot enter any data not specified by the query.

Select Employes

lrndrew Cencini

Andrew Cencini Vice President, Sales
Anne Hellung-Larsen Sales Representative
Jan Kotas Sales Representative

T T

Allow Multiple Values

Access 2007 allows you to view multiple items in the lookup column at once, just like the login screen for the Northwind

sample database:
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Allow Value List Edits

Lets you edit the values that are contained in the lookup column.

List Items Edit Form

If the above property is set to Yes, specify which form you wish to use in order to modify the lookup values.

Creating a Value List

We have seen in the last section of this lesson that you can use a table to retrieve lookup field values. However, Access

gives you the ability to specify the values that can be used in a lookup field yourself.

In this example, we will help prevent improper data from being entered into the Number of Cylinders field of the Vehicles

table. We will create a value list that will let a user pick how many cylinders a car has from a list of options.

Download free eBooks at bookboon.com



Access 2007: Part || Tables

» To create this value list,
1. open the Vehicles table and enter Design view.

2. In the Data Type field of Number of Cylinders, select Lookup Wizard.

Field Name | Data Type . Description
"_E | Vehicle ID AutoNumber | Identification number for each vehicle in this table.
| Manufacture Date | Number First year of Production.
| Manufacturer ID —_—1 Numberl ¥ | Manufacturer of vehicle.
| Maodel Text Model name of vehicle.
| fCountry 1D Memo Manufacturer's base of operations.
| Number of Cylinders Number Number of Cylinders in Engine Block, 0 forrotary engines.
I Date/Time
| Currency
AutoNumber
Yes/No
OLE Object
Hyperlink
Attachment
> [ :

3. The Lookup Wizard window will appear. Select the second radio button and click -Next-:

(y I want the lookup column tolook up the valuesin a table or
query,

(&)1 will type in the values thatT want.

4. The next page of the Wizard is where you enter the values you want to use for the value list.
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5.

Lookup Wizard

What values do you want to see in your lookup column? Enter the number of columns you
want in the list, and then type the valies you want in each cell.

To adjust the width of a column, dragits right edge to the width you want, or double-didk the
right edge of the column heading to get the best fit.

Mumber of columns: i
Coll -
= L
2 3 |
3
4
5]
8
10 -

Cancel ] [ < Back I Mext = ][ Finish

Cylinders =

L T
[wa]
<

12
14
16

In this page of the Wizard you can specify the number of columns for the value list and which values you
want to include in the list. (The majority of lookup fields/value lists you will use will only be a single field at
a time.) Click your mouse inside the first cell, type a value, and press Tab on your keyboard to move to the
next cell. When you have entered the list of values you want to use, click -Next-.

The final step of the Wizard asks you to name the lookup column (value list). The default name is the same
name as the field, but you can name it whatever you like. Click Finish to complete the Wizard. If you open

Datasheet view for the table you will be able to use the combo box to fill in a value for the field.
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Modifying a Value List

Modifying the properties of a value list is essentially the same as those for a lookup field.

1. Click the Lookup tab located at the bottom of Design view:

% |vehicle ID
|Manufacture Date

j Model
| Country ID

Field Name

—| Manufacture's Name

| MNumber of Cylinders

Data Type .

_AﬁtoNumber
Number

' Number

| Text

| Number
Number

%

Description

| Identification number for each vehicle in this table.
First year of Production.

' Manufacturer of vehicle.

Model name of vehicle.

Manufacturer's base of operations.

v Number of C\(linders in Engine Block, {iforrotary_en_gines.

Field Properties

| General| Lookup.

-

|E|

Display Control

Row Source
:E_Iqt_md Caolumn
(Column Count
(Calumn Heads
|Column Widths

/ Multiple Values
(Allow Value List Edits
List ftems Edit Farm

|Row Source Type \Val

0;23:4:6:8,10;12,14:16

e e et ey

e

23
Mo
11"

16
1

e

No

 Yes

The data type determines the kind of values
that users can store in the field, Press F1 for
help on data types.
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2. The only difference between this value list and any lookup field is the ability to see and modify all of the
values currently assigned in the Row Source field. You can add or delete as many as you like, but make sure

that each value is separated by the delimiting semicolon.
5.5 Controlling Table Data Entry (field Properties)
We will continue our examination of tables in this lesson by learning how to make table entry even more precise, further
eliminating the risk of having bad or incorrect data entered into the database.

Setting a Default Value

A default value is something that is always present in a particular field whenever a new record is made. For example, if
you own a company with its base of operations in New York, you can assign a default value of ‘New YorK in all of the
address fields you might use in a database. Every time you go to enter a new employee’s information or customer invoice,

the city field will always be ‘New York’ until you change it to something else.

Adding a default value is easy, simply open a table in Design view, click the field you want to give a default value, and type

a new default value in its corresponding field property. In our example, we will make the default number of cylinders 6:

=] Vehicles
Field Name Data Type
# |vehicleID AutoNumber Identification nu
Manufacture Da‘te| Number rirst year of Prod
| Make Text Manufacturer of
|Model Text Model name of v
Country of Ofigin Text Manufacturer's b
Number of Cylinders Mumber Number of Cylin
Field Properties
| General |Loakup
| Field Size Integer
| Format
| Decimal Places Auto
| Input Mask
| |[Caption
Default Value
| validation Rule
| Walidation Text
| [Required Yes
| Indexed Yes (Duplicates OK)
| Smart Tags
| Text Align General

Setting a Required Value

A required value is a value that must be entered into a record in order for the database to be considered complete. If you
have ever filled out a form on the Internet, you usually see an asterisk (*) beside fields that must be entered in order for

a data entry to be valid:
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Zip

*Telephone

*Email

1. Making a value a required value is as simple as clicking yes or no in the -Required- combo box:

Creating and Using Input Masks

[T vensce: CE—
Field Name Data Type
¥ |vehicle ID AutoNumber Identification nu
Manufacture Datel Number rirst year of Prod
| Make Text Manufacturer of
|Model Text Model name of v
| Country of Ofigin Text Manufacturer's b
| Number of C{linders Number Number of Cylint
Field Properties
General Eoﬁ;p\ \
Field Size Integer
Format
Decimal Places Auto
Input Mask
Caption
Default Value
Validation Rule
Validation Text
Required Yes
Indexed Yes (Duplicates OK)
Smart Tags
Text Align General

| Business Phone -
(123)456-7890
(123)456-7890
(123)456-7890
(123)456-7890

Tables

An input mask is defined as a type of template that is used when entering data into a field that follows some sort of format.

For example, the phone number 4827482234 is much harder to read than (482) 748-2234. Access can set up input masks

to make sure data is entered completely and correctly. The Employees table in the Northwind sample database makes use

of such an input mask:

1. Different data types have different input masks. To setup or modify an input mask, open a table in Design

view:
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~ FieldName DataType
v |ID AutoNumber |
Company | Text l
| |First Name Text |
|_|LestName [Text |
E-mail Address ETI'E(t |
Job Title Text !
Business Phone Text |
[ Text |
M e Text |
Field Properties
General Luukup| \
Field Size N\ = Al
Format b =]
Validation Text
Required No
Allow Zero Length Mo
Indexed MNo
'Unicode Comp Yes
IME Mode Mo Control
IME 5entence Mode MNone =
|Smart Tags |
52
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2. Then, open the field’s properties and find a field that does not offer the option to type or choose from a
combo box. Click it and a small symbol will appear (L==]) on the right-hand side.

General [Lookup

Field Size Integer

Farmat General Mumber
Decimal Places Auto

Input Mask L=l

Caption —[}-{

Default Walue

3. Click it to start the Input Mask Wizard:

Input Mask Wizard

Which input mask matches how you want data to look?

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

Input Mask:

Phone Number

Sodal Security Mumber
7ip Code

Extension

Passmurd

Long Time

TryIt: [{555) 555-5559]

Cata Look:

831-86-7180
98052-6399
63215

1;12:00 PM B

Editlst | | Cancel |

Next> | [ Finish

4. Here you can select from the various input masks that are available. The first option is the phone number

mask; give it a try by clicking in the Try It: text box and typing. Click Next.
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Input Mask Wizard

Do you want to change the input mask?

Input Mask Name: User Defined
Input Mask: [r(z=9) ooo-0000

What placeholder character do you want the field to display?

Placeholders are replaced as vou enter data into the field.

Placeholder character: [" "

Try It: itzu} e i

[ Cancel ] [ < Back ” Mext = ] [ Finish

5. Here you can change the placeholder character to some other symbol than the underscore character. Click
Next.

Input Mask Wizard

How do you want to store the data?
) With the symbols in the mask, like this:
{655) 337-0776

{#)iwithout the symbols in the mask, ike this:
04373813

Cancel ] [ < Back “ Mext = ] [ Finish

6. You can choose how you would like to store the data in the table, either with the symbols or without the
symbols. If you choose to keep the symbols in the database to make the data easier to read, you must make
sure the data type for the Phone Number field is Text as non numerical characters are not allowed in a
Number field. Click -Next-,

7. Click Finish- to complete the Wizard. If you close the Employees table Design view, and then open the table
in Datasheet view, you will see that the Phone field has the input mask applied to it:
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Business Phone -
(123)456-7890
(123)456-7890
(123)456-7890
(123)456-7890
(123)456-7890
(123)456-7890
(123)456-7890
(123)456-7890
(123)456-7890
(

® 3‘3‘} HEE_EEEE

5.6 Relationships
Creating and Removing Table Relationships

In this section we will explore the staple that really makes a database work: the relationships that are established between
the different tables of data. When designing a database, this is the most challenging step and often the place where most

of the confusion with databases arises. Fortunately, databases are nothing more than tables of data that are related.
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Consider the following simple database:

Imagine your database has a table of employees, and a table of expenses that have been made by your employees. As
time goes by, the Expenses table will grow to become quite large. You wish to make a query that will find out the phone
number of every employee that submitted an expense. It is impractical to place the employee phone number in the same
table as the expenses. It will create a lot of extra data that is not really needed if there is another table containing employee
data elsewhere. The relationship between the two tables is created because of the two common fields,-EmployeelD-. In

particular, the Employees table and the Expenses table are in a “one-to-many” relationship, meaning that one entry in the

Employees table can relate to many entries in the Expenses table.

Database Tools

Er,gl 7 Property Sheet

Relationshi
| Message Bar

Shows/Hide

Knowing this, we can add two relationships to our expanded Vehicles Database. You can view the relationships by clicking

the Relationships command in the Database Tools ribbon:

Consider the following tables:

p&]ﬂ Ohject Dependencies

Expenses Employees

Emplovee [D)Date Expense Tyge |Amount Employee D] MName |Address [Phone  [Title
2| 572006 Erasers 10 1/Bugs Rabhit 44 Carrot Dr 555-1212 CEQ
2| 5/25/2006 [Lunch 50 2 Elmer Funn 123 Wabbit Way 555-3576 VP
1] 6/1/2006]Flight 600

Manufacturers .
¥ Manufacturer ID
Manufacturer Mame

Countries

¥ Co untry ID

YVehicles

¥ Vehicle ID
Manufacture Date
fManufacturer ID
fModel
Country [D
Mumber of Cylinders

Country
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Instead of naming every country and manufacturer in the Vehicles table, we can lighten the size of the Vehicles table by
taking those two pieces of information and storing them in a separate location. In a database of this size this may not

seem like that big of a deal, but as we proceed through this manual, the reasoning will become clearer.

Make and Country in the previous Vehicles table are replaced by Manufacturer ID and Country ID. The Manufacturers
and Countries tables listed above contain only the respective ID and name for each record. However, Access does not

automatically recognize the relationships by itself; we must tell it which fields relate in these tables.

Click on the database tools ribbon, Show hide group, relationships button to show relationships window.
The contextual design ribbon appears click on the show table button in the relationships group.

Add tables you wish to relate click on close.

Lol e

To establish a relationship between the Vehicles and Manufacturers tables, simply click and drag the

Manufacturer ID field from one table to another:

Manufacturers — = 3
¥ Manufacturer ID '-'E']?lc EJ.
Manufacturer Name Vehicle ID
Manufacture Date
Click Manufacturer ID
Maodel
and
- Country ID
'_O.Untrles drag Mumber of Cylinders
% Country ID
Country

5. When you release the mouse button, you will see the Edit Relationships dialogue box:

Edit Relationships

TablejQuety: Related Tablefouery:

Manufacturer ID | Manufacturer ID | #

Create New.,
[Enforce Referential Inkegrity

Relationship Type: One-To-Mary
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Access has determined that the style of this relationship is One-To-Many, based on the data that was
collected from the drag and drop operation. Before clicking the Create button, you should click the Enforce
Referential Integrity check box.

Referential Integrity is a set of rules and conditions that make data entry into databases safer. You should try
to enforce referential integrity whenever possible. It insures that all related fields are valid when considered
together in a database, and prevents you from accidentally deleting related data. To make referential integrity
work, the following three conditions must be satisfied:

The matching field from one table is a primary key or has a unique index. (True: Manufacturer ID is the
primary key)

The fields in the relationship have the same data type. (True: both fields are numerical)

Both tables are stored in the same database. (True: both tables are in the same database file, not a linked
table.)

Since all of the necessary conditions have been satisfied, click Create to establish the relationship:

P )

Manufacturers ' 3
¥ Manufacturer ID g I"'.E_hldeg
ManuTacturer Mame # Vehirle
Manufacture Date
— ManufacturerID

Maodel

T Country ID

Lountries Mumber of Cdinders

¥ cou ntry ID
Country
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9. You can see the one-to-many relationship in the diagram above. One Manufacturer ID from Manufacturers

may correspond to many Manufacturer IDs from Vehicles.

10. Now let’s examine the relationships in the Northwind sample database. As you can see in the diagram below,

there is a lot of action happening in this database!

Suppliers
%o

Company
First Name
Last Name
E-mail Address
Job Title
Business Phone

] »

-

Orders Status Customers
¥ status 1D ¥ -
Status Name Company %
Frst Name
Last Name
E-mail Address
Job Title
Business Phane
Orders In\.\'?mcas
7 orderiD - Invoice ID
Employee ID % == Order D
Customer ID Invoice Date
Order Date Due Date
Shipped Date _/ Tax
Shipper ID Shipping
smp Name v Amount Due
Employee Privileges
# Employee ID
Employees P Priviege ID
D -
Company %
First Name
Last Name
E-mail Address
Job Title
Business Phone
Mt Privileges
? Privilege ID [

Privilege Name

Purchase Order Status
¥ status D
Status

P

Shippers
7o

Campany
First Name
Last Name
E-mail Add
Job Title

Business P

ress

hone .

Order Details Status
7 status ID
Status Name

Inventory Transactions

¥

Transaction ID
Transaction Type
Transaction Creat|
Transaction Modi
Product ID
Quantity

Furchase Order Il _

-

Purchase Orders
? Purchase Order Il &

Supplier ID
Crezted By
Subnitted Date

Creaiion Date
Status ID
Expected Date .

Purchase Order Det...

%0
Purchase Order [
Product ID
Quantity
Unit Cost
Date Received

- =]

Supplier Ds.V[ ]|
P

Fosted To Inventc

Products

SupplierDs  «

Product Code
Product Name
Description

standard Cost

5

9

Download free eBooks at bookboon.com

Order Details
¥
OrderID
Product ID
Quantity
Unit Price
Discount
Status ID

»

Inventory Restocking...
? Restocking ID
¥ Product ID
Purchase Order ID

Inventory Restocking
¥ Restocking ID

Restocking Date

Products Restocked



11. Let’s examine the Products table in this database:

Order Details
71D -
Order ID B
Product ID i |
Inventory Transactions S:Er:rlut:e
¥ TransactionID 4 feem Discount
Transaction Type B Status ID —
Transaction Creat = Eberelgfoblsberl

Transaction Modi

Product ID Products \
Quantity x =l supplier IDs - \
Purchase Order I . SupplierIDsV|
S L %o E‘ —
Product Code
durchase Order Det.., Fipduct Hame
71 a Description
= Purchase Order I | ISltandf':lrd Cost |

Praduct ID = =
Quantily Inventory Restocking...
Unit Cost

F Hestacking I
Date Received

¥ ProductID
!"OStEId To 'TFI':I\"EHt( - Purchase Order ID

Each product record contains many attributes describing the nature of the product that Northwind sells, one of which is
an ID field. In fact, each relationship in the Product table is based on the ID field. There are four relationships denoted
by black lines coming from the ID field, relating to Inventory Transactions, Purchase Order Details, Inventory Restocking
Details, and Order Details. Consider the relationship with the Order Details table. One product that Northwind sells has
the potential to be sold many times, therefore each sale of each product is logged in the Order Details table. The Products

table is in a one-to-many relationship with the Order Details table.

Creating the relationships is very simple if the fields in your tables have been well planned; simply drag and drop fields.
When deleting a relationship, remember that doing so can have a big impact on how the database works. Make sure you

actually do need to remove the relationship!

Deleting relationships

1. Deleting a relationship in the Relationships window is easy, just right-click on the relationship you want to

remove and click Delete:
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Manufacturers . =z
¥ =1
¥ Manufacturer ID { -'r~:1?|c ES.
Manufacturer Mame Vehicle ID
=4 Edit Relationship... [:Ea}te
r
}‘-T Delete
- lEt_'-l_lr'ltr:!.rID
SEETRIES Mumber of Cylinders
% CountryID

Country

2. Access confirms that you want to delete the relationship, click -Yes- to confirm.
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5.7 Customizing Tables

==| Home I 7] Employees | X
Field Name Data Type Description -
ID) AutoNumber El
Company Text
First Name Text
| Last Name Text
E-mail Address Text
|Job Title Text
| Business Phone Text
|Home Phone Text
| Mobile Phane Text
Fax Number Text
|Address Memo
| City Text
State/Province Text
|ZIP/Postal Code Text
| Country/Region Text
Web Page Hyperlink
| Motes Memo
Attachments Attachment il
Field Properties
E.General |Lookup|
Field Siz;z ”Long.Ihteger
| Mew Values Increment
| [Format
| |[Caption
| Indexed Mo
||5mart Tags A field name can be up to 64 characters long,
| Text Align General including spaces. Pres: F1 for help on field
names,

You should now be familiar with the basics of tables and understand fields and rows. In this lesson, we will explore tables

in more depth and learn about their attributes and how they can be modified.

Understanding Field Properties

Every field in every table in every database has properties. In fact, you will learn that nearly everything in the entire Access
program has properties of some type to modify! To see the field properties of a certain field, you must first open a table

in Design view. Consider the Employees table from the Northwind sample database:

Field properties are visible in the bottom half of Design view. Each field name has an associated data type. Each data type
will have different properties that you can define to make the table contain exactly the data you need. We will explore

Field Properties in depth later in this manual.

Adding a Primary Key to a Table

If you are just starting with Access, chances are you have been using the Table Wizard to help construct tables. One of the
nice things about the Wizard is that it can automatically define a primary key for you. The Wizard is great for getting going,

but once you become more comfortable with databases in general, you will likely build all of your tables using Design view.
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In previous versions of Access, a primary key was not automatically defined when creating a table in Design view. You
were prompted when you were ready to close and save the table. When constructing a table in Design view using Access

2007, a generic primary key is already assigned:

el | Data Type
'ﬁ'-"*'ﬂ AutoNumber

1. However, consider the following table which does not contain a primary key:

A Field Name ~ DataType Description =
_‘Vehicleln | AutoNumber
Make | Text
—|Model [Text _ |
—l Manufacture Date Numbe;{ &

| [ b

General Luukup|

Field Properties

Field Size Lang Integ)
Farmat. | 3
\Decimal Places |Auto
EInp_u_t Mask
\Caption il i
E.Def_a_tlj It Value | | The data type determines the kind of values
Walidation Rule | that users can store in the field. Press F1 for
|(vahdaation Rule ] o bl an Aaaty e
LT
Indexed No
Smart Tags [
Text Align | General

2. Currently this table does not have a primary key. If you recall, a primary key is used as some sort of unique
identifier that separates every row in the table from every other. Vehicle ID is a good candidate for a primary
key because every one of the IDs is different. To make it the primary key, click the light blue box beside the
Vehicle ID cell to select the row:

~ Field Name . DataType |
Vehicle ID AutoNumber
- |Make Text
63
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3. Now click the Primary Key command in the Table Tools - Design ribbon:

Table Tools

? ._:};r;'{_\J E}J —eaInsert Row

%* Delete Rows
View || Primary Builder Test Validation Property Indexes
- Key Rules g Lookup Column Sheet
WViews Tools Show/Hide

4. Primary keys in tables are denoted by a small key in the blue box beside the cell name:

« || =] vehices

>}|

_ Field Name
¥* vehicle ID
 Make

]Madel

Indexing a Field

An index is designed to help speed up a search. When you look up something in an encyclopaedia, and the subject starts

with the letter Q, you are not going to start looking at A in the index and browse until you reach Q! You will start at Q

because you know the value is not in any of the sixteen previous letters.

1. The same principle applies to a database. To index a field, first view the table in Design view:

Field Name _ Datz Type Description -
_L?_*.Ve_hit_:le ID AutoNumber | E
[ Make Text
| Model Text

| Manufacture Date MNumber
i ! L LLL

Field Praperties

General Lookup|

Field Size [Lang Integer

Mew Values Increment

Format

\Caption it e

Indexed ‘_ Yes (No Duplicates)

Smart Tags | Afield name can be up to 64 characters long,
Text Align | General including spaces. Press F1 for help on field

names,
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2. The current field, which also happens to be the primary key, is indexed. There are three options when
indexing:
No

No indexing will be performed on this field

Yes (Duplicates OK)

The database will allow for multiple rows that have the same field value. Vehicle ID would not use this feature because
it is the primary key. But if you have several rows that have the same model name, and have several different models in

your database, this option makes database updates slower, but makes searches faster (in the case of very large databases).

Yes (No Duplicates)

The opposite of the above feature; if you have several rows with the same make, only the first row instance will be indexed.

This makes database updates faster but will decrease search time somewhat (in the case of very large databases).

3. The only data types you can't index are Memos and Hyperlinks.

Inserting, Deleting, and Moving Fields

Let’s continue with our vehicle database example. Access lets you easily insert new fields, delete useless/unused fields or
fields that are not relevant to the data, and move the order of fields in a table. The easiest way to perform these tasks is

by using the table Design view.
In this example, we will add two more rows to the vehicle table: Engine type and Colour.
1. To insert a new field, either click in the empty cell beneath the last row in Design view and enter the data or

insert a row between two existing rows. To demonstrate this, we will right-click the Manufacture Date field

and click Insert Rows:

% Primary Eey
Cut
53 Copy

+=  [nser Rows

=+ [Delete Rows

' Properties

2. This will create a new row between Model and Manufacture Date:
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1

Field Name

2 — Data Type
¥ | vehicle ID AutoNumber
Make |Text
' Model Text
_|'Manufacture Cate ‘Number

3. Type Engine Type for the field name and Text as the Data Type.
4. To insert the Colour field beneath Manufacture Date, simply click in the next empty cell in the Field Name

column and type Colour as the name; and Text as the data type:

A _ Field Name ~ DataType

¥ |vehicle ID ‘AutoNumber

i Make | Rext

. |Model Text
Engine Type Text
Ménufactﬂre Date vNumber |
Color | Text i
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5. In order to delete a row, first make sure that you remove any dependencies or relationships that may exist

with other database objects. Access can help you with this task, but to be on the safe side, you should first

make a backup copy of the database or the table by using the Save As command. Once youre ready, simply

right-click on the blue box beside the field name and click Delete Rows:

=] Vehicles ',

% | vehicle ID
Make

| Model
|Engine Type
Manufacture Date

@ Color
% Primary Kzy
% cu

53 Copy

== Insert Rows

Properties

Field Mame

Delete Rows sl

Data Type
AutoNumber
Text
Text
Text
Number
Text

6. To move a field, click the blue box beside the field you want to move to highlight the row. Click the field

again, hold down the left mouse button and then drag the field up or down through the rows of Design view.

7. You will see a bold black line between the various fields as you move:

8. When the black line is in the location you want to move the row, release the mouse button.

E= Vehides
Field Name Data Type
¥ | Vehicle ID AutoNumber
Make Text
Model Text
Engine Type Text
Manufacture Date Number

Importing a Table from another Source

We have already covered how Access can import and export data from an external source in the previous section. Access

2007 features import and linking operations together in the same command group located in the External Data ribbon.

In this lesson we will explore how to import an entire table from an external source.

1. In this example, we will import the contents of a table from the Northwind sample database. Open the

destination database and click the Access command in the External Data ribbon:
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External Data

:;j @ @ JLL? ETmFile

7 XML File
Saved | Access Excel SharePoint - %
Impaorts List |#5 More

Import

2. The Get External Data — Access Database dialogue box will appear. Click the Browse button to locate the file

and make sure the “Import tables, queries, forms...” radio button is selected:

Spedfy the source of the data.

File name: |C:'|,Dnr:ument5 and Settings\WelsoftiMy Documents\Morthwind 2007, accdb | [ Browse... J

Specify how and where you want to store the data in the current database, T

—h@ Import tables, queries, forms, reports, macros, and modules into the current database.

If the specfied object does not exist, Access will create it. If the spedfied object already exists, Access will append a number to the
name cf the imported object. Changes made to source objects (incuding data in tables) will not be reflected in the current database.

{7 Link to the data source by creating a linked table.

Access will create a table that will maintain & link to the source data, Changes made to the data in Access will be reflected in the
source and vice versa. NOTE: If the source database requires a password, the password will be stored with the linked table,

3. The Import Objects dialogue box will appear. Click each object you want to import one at a time from the
Tables tabs at the top (or click Select All to highlight all under a single tab). For more advanced options and

to change how Access will import objects, click the Options button:
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Import Objects

Tables IQueries Forms || Reports | Macros

Modules |

| | Custarners

| |Employee Privileges

| Employees

ilnventnry Festocking

| Inventory Restocking Details
| Invenkaory Transactions

| Invoices

| Order Detais

| Order Detais Status

-~ 8]
Cancel

Select all

ek

Deselect Al

|:| Import)Expart Specs
[IMav Pane Groups

| Orders

EOrders Skatus

| Privileges b
Import Import Tables Import Queries
Relationships (%) Definition and Data (%) Bs Queries
[ IMenus and Taolbars () Definition Only () s Tables

Tables

4. Click -OK- and the entire selected table will be imported into your database. Access prompts you to save the

import operation if you like. The table will be displayed in the Tables object page of the Database window.

Since you have imported the data (as opposed to linking it) you have full access to do whatever you like to

the data. The source file will not be touched.

5.8 Sorting and Filtering Data

The databases we have been dealing with so far haven't been very large. Most of the information available we could scroll

through in a few minutes. But if you are managing a library or government database, you might spend your entire day

looking through just one table and still not make it through.

Filters are like small specialized queries that are performed on a single table of information. Fortunately, Access has the

ability to sort and filter data in order to narrow down the results you need. In this lesson we will explore how to sort and

filter data in your database.

Using Find and Replace

If you are familiar with word processing and spreadsheet programs, you are probably familiar with find and replace

commands. Even Internet browsers feature a find command. These commands are designed to search a document of any

size quickly to find instances of a certain keyword or value and, if applicable, modify it.

69

Download free eBooks at bookboon.com



Access 2007: Part I

Tables

You can use the find and replace commands on every database object except reports (which are really just documents to

be printed), macros (a collection of commands, no actual data), and modules (another sequence of commands, again no

actual data). You can find both commands on the Home ribbon.

The Find command will search through an object and locate all instances of a keyword. The Find command also gives

you the ability to search only specific columns of data and flexibility in how it searches. If you only know part of a word

or phrase, you can search based on what you know.

E-mail Address Job Title
nancy@northwindtradef SRt e sentative
andrew@northwindtrads Vice President, Sales
jan@northwindtraders ¢ Sales Representative
mariya@northwindiradg Sales Representative
steven@northwindirade, Sales Manager
michael@northwindtrad Sales Representative
robert@northwindtrader, Sales Representative
laura@northwindtraderg Sales Coordinator

z anne@northwindtraderg Sales Representative

-

Find and Replace

- Business P! - Home Phon - | M
(123)456-789( (123)456-789
(123)456-789( (123)456-789
(122)456-789( (123)456-789

123)456-789( (123)456-789

123)456-789( (123)456-789

123)456-789( (123)456-789

(
(
(

P R e B e A e R e A ]

123)456-789( (123)456-789(
123)456-780( (123)466-789(

(
(
(
(
(
(123)456-789( (123)456-789(

Find i-l-i‘;eallatei /
Find ‘hat:  |Sales Rep v | [ Find Nesxt ]
o
Look In: Employees s
Makch: [any Part of Fisll | —
o TR R A D L L L e s | |
Search: !P.II W |
[ IMatch Case s fi (=

Find What

The Find What field lets you type in a certain word, part of a word,

you have performed will appear if you click the pull-down arrow.

Look In

or a number. The keywords of any previous searches

The Look In field lets you search just the primary key of the table or the entire current database object.

Match

If you are not 100% sure what you are looking for but at least have an idea, you can use different options in the Match field.
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Search

The Search field lets you conduct your search up, down, or all over the current object. For example, if you are looking for
a particular name that starts with “T” in a very large database, you can save a lot of search time by searching at the fields
that start with T instead of the whole alphabet.

Match Case

If you are looking for a certain organization name or something that is in all uppercase letter, you can have Access ignore

all lower case entries in its search which can increate the speed of searching.
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Search Fields as Formatted

Tables

Imagine you want to search for a record containing a particular date, and you type April 25, 2004. If this box is checked,
Access will search for all formats of this date, like 04/25/2004, 04/25/04, 25/04/04, 2004/25/04 and so on. Searching with

this box checked will slow down certain searches, but is more likely to find the data you need.

-|  E-maiAddress - Job Title
nancy@northesediradiy Sales Associate
andrew(@northwirdtradg Vice President, Sales
jan@northwinetredersiiy Sales Representative
mariya@northwindirade Sales Representative
steven@northwindtrade, Sales Manager
michael@northwindtrad Sales Representative
robert@northwindtrader Sales Representative
laura@northwindtraderg Sales Coordinator

-|Business Pl - Home Phon - |}

(123)456-789( (123)456-789(
(123)456-789( (123)456-789(
(123)156 789( (123)1566 788(
(123)456-789( (123)456-789(
123)456-789( (123)456-789(

123)456-789( (123)456-789(

(
(
(
( (
(123)456-789( (123)456-789(
(123)456-789( (123)456-789(
( (
( (

;e anne@northwindtraderg Sales Representative | (123)456-789( (123)456-788(

Find and Replace

| Find | Replace |

Find ‘what: |Sa|es Representative w ! [ Find Mext J

Replace With: |Sa|es Associate e !

Look In: Iaploy\:cs e | ;
e oo gl | PReplace
IMakch: |F\ny Part of Field s !
Search: |F\II W | Replace all
DMatch Case Search Fields As Formatted

The Replace command is an extension of the Find command. It includes all the functionality of Find but lets you modify

all matches it finds to something else:

Enter the new word or phrase you want to replace in the Replace With field of the dialogue box. The Replace button on
the right-hand side of the window will find the next instance that matches the search criteria and replace it with the new
word or phrase. The Replace All command automatically scans the entire object listed in the Look In combo box and

replaces every match with the new word or phrase.

Be cautious; if you perform the Replace All command, you cannot undo the operation. You will have to do another Find

and Replace to change the fields back.

Sort Ascending or Descending

When viewing a table or query results in Datasheet view, you might want to sort through the records by hand if you
know what you are looking for. Access 2007 has a very quick way to sort through data listed in columns. Consider the

Employees table:
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=) Home. | ] Employess

.| |LastName - E-mail Address | Job Title -
\ ® Freehafer  nancy@northwindtradey Sales Associate

.__iE'I Cencini andrew@northwindtrads Vice President, Sales
|| Kotas jJan@northwindtraders.g Sales Representative
_l * Sergienko  mariya@northwindtradg Sales Representative
. # Thorpe steven@northwindtradg Sales Manager

, 'Lﬂ MNeipper michael@northwindtrad Sales Representative
__EE Zare robert@northwindtrader, Sales Representative

- |# Giussani laura@northwindtraderg Sales Coordinatar

:' # Hellung-Larse anne@northwindtraderg Sales Representative
%]

The Sort Ascending and Descending commands can also be found in the Sort & Filter section of the Home ribbon.

1. To sort in this way, click the column header (or headers) of the column(s) you wish to sort and then click
either the Sort Ascending or Descending buttons:
[ ? 7 Selection ~
A
A

?j Advanced ~

Filter
%_x W Togale Filter

Sort & Filter

2. 'The records in the table will sort themselves accordingly:

~ |H Cencini
__|HiFreehafer
# Glussani
~ |¥ Hellung-Larse
~ |®Kotas
¥ Neipper
= Sergienko
|| Thorpe

|| Zare
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Toggling Filter

if

Filter

To apply different filters, click the column header of any column in Datasheet view. Then click the Filter command in the

Sort & Filter section of the Home ribbon:
1. A pop-up window will appear underneath the selected column header:

Last Mame =
Cencini
alll sotAtoz

£l sortztan

W

Text Filters

[Select 4ll)
{Blanks)
Cencini
Freehafer
Giussani
Hellung-Laren
Kotas

Meipper B
Sergicnko

[v] Thorpe fir

|

[ K l [ Cancel

2. Asyou can see in the diagram, the Sort Ascending and Descending commands are visible in this menu.

Access also provides you with the ability to sort and show records based on the values in a column of data.
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Job Title -
Vice President, Saleq 4] sortatoz
z
&l

Sales Associate
Sales Coordinator

Sort Zto A

Sales Representalive K

Sales Representative Teuk Filless

Sales Representative ] (selec an
Sales Representative i Bianks) |

Cales Manager El Sales Associate
Sales Representative [] sales Coordinator

|:| Sales Manager

+ Sales Representative
|:| Vice Fresident, Sales

K ] [ Cancel ]

3. For example, if you wanted to show only the Sales Representatives, click the Job Title column header to
select the column and then click the Filter command. Uncheck all of the values listed in the pop-up menu

except for Sales Representative.
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4. Then, click OK to toggle the filter. Only the Sales Representatives will be shown in the table:

(Hsome| = empioyess |

Last Name -1 E-mail Address - | Job Title -
* Hellung-Larse anne@northwindtraders SElSeitE == e =
+ Kotas jan@northwindtraders ¢ Sales Representative
+ Neipper michael@northwindtrad Sales Representative
|*| Sergienko marya@northwindiradg Sales Representative
+ Zare robert@northwindtrader Sales Representative

Using Selection Sort

Access makes it easy to sort a table of data quickly based on one criterion. For example, consider the Standard Cost

column in the Products table of the

Standard Cost ~
$13.50

$7.50

$16.50

$16.01

$18.75

$22.50

Northwind sample database:

1. Click the first price in the list to highlight that particular field and then click the Selection command (

W7 Selection 1y i) the Sort & Filter section of the Home ribbon. A small pop-up menu will appear:

“(;! Se-lect.lnn '|

Equals 513.50

Does Mot Equal 513.50

Less Than or Equal To 513,50
GreaterThan or Equal To 513,50

Between...

2. Click any of the options to sort the table of data based upon the criteria in the menu. For example, if you

click Less Than or Equal to $13.50, the table will sort and show the less expensive products:
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B =7 Products

! Supplier IDs = ID ~| Product Code ~| Product Name ~| Description ~ | Standard Cost .\T
# Supplier D | 1 NWTE-1 ‘Morthwind Traders Chai | m
|# Supplier J 3 NWTCO-3 | Northwind Traders Syrup | | $7.50
IE3 Supplier A 15 NWTBGM-19 Morthwind Traders Chocolate Biscuits Mix $6.90
I'ﬂ Supplier A 21 NWTBGM-21 jNonhwlnd Traders Scones 57.50'
|l Supplier D | 34 NWTB-34 |Northwind Traders Beer | | $10.50
| Supplier F 41 NWTSO-41 |Northwind Traders Clam Chowder | | $7.24
| Supplier J | 48 NWTCA-43 |Northwind Traders Chocolate | | 59.56/
|® Supplier A 52 NWTG-52 | Morthwind Traders Long Grain Rice | | 85.25
|= supplierH 66 NWTS-66 Morthwind Traders Tomato Sauce $12.75

3. The Between option in the Selection command displays the Between Numbers dialogue box. Enter the

criteria for your search (between 5 and 10 for example) and click OK.

Between Mumbers

Smallest: |5 |

Largest: |1IZJ |

[ OK J [ Cancel J
| Supplier IDs -| D ~| Product Code - Product Name - | Description - | Standard Cost -V
.iE‘! SupplierJ 3 NWTCO-3 Morthwind Traders Syrup m
?I?H_Supplier.ﬂ\ | 19 NWTBGM-19 | Northwind Traders Chocolate Biscuits Mix | | 56.90
| Supplier A 21 NWTBGM-21 MNorthwind Traders Scones 57.50
| Supplier F | 41 NWTSO-41 | Northwind Traders Clam Chowder | | 57.24
|£. Supplier) | 48 NWTCA-43 Morthwind Traders Chocolate | | 59.56
|# Supplier A | 52 NWTG-52 MNorthwind Traders Long Grain Rice | [ 55.25
|£. Supplier B, Supplier F | 74 NWTDFN-74 Northwind Traders Almonds | [ $7.50
|® Supplier ) | 77 NWTCO-77 | Northwind Traders Mustard _ [ $9.75
I:‘- Supplier A | 85 NWTBGM-85 MNorthwind Traders Brownie Mix . [ 59.00
* His $0.00

Using Advanced Sort

Access offers a few other advanced filtering options that are accessible by clicking the -Advanced- command in the Home

ribbon:
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Filter by Form

ﬁj Advanced T |

H
Y

4

b7
=

X

Download free eBooks at bookboon.com

Filter By Form

Advanced Filter/Saort...

Load from Queny...
Save As Query

Clear Grid
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The Filter by Form command in Access is sort of like a small query. You can specify criteria that will be used to filter the

data like a query, but its use is more limited. Using Filter by Form is fast and easy if you have only a single value you are

looking for.

1. For example, if you have a product ID but not a product name, Filter by Form can help. Open the Products

table in Datasheet view and select Filter By Form. Datasheet view will change to the following view:

S o
Supplier IDs -' D ! Product Cede | Product Name |

| | v
| Product Code
S
NWTE-1 »
NWTE-34 =
NWTB-43
NWTE-81

2. Each column you click inside will show a combo box. Select one of the values in the combo box to add it to
the Filter by Form operation:

J, * C: Setection

l 4 7_'] Advanced ~

Filt |
X 'I—i' " Toggle Filter |

Sort & Filter

o

!

3. When you have chosen the criteria you wish to filter, click the Toggle Filter command in the ribbon.

4. The corresponding record(s) will be displayed:

L Supplier IDs | ID ~| Product Code -‘h’ Product Name -
= ¥ 87 NWTB-87 'Northwind Traders Tea
| % fasasessy

Advanced Filter/Sort

1. Access uses filters like small queries. Clicking the Advanced Filter/Sort command will open a view very

similar to query Design view:
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L ==] Home b ] £mdu;ts-'| 3! ProductsFilterl x
B % =
s ! =
Products =
L F
= supplierIDs [
supplier IDs.V|
T D
Produd Code
Producd Mame
Description -
= : = w
oA [l 3
R Froduct Code v | 1
Sort: El
Criteria: | "NWTB-57"
an
-
LR 4

l o Sefection

J, "'j Advanced ~

_F-."' " Togagle Filter

Sort & Filter

2. Click and drag fields from the Products list to the lower half of the window. You can apply sort criteria
(Ascending, Descending) and enter search criteria such as a direct expression like the diagram above. You
can also add any sort of criteria you like including logical expressions like greater than (>) and less than (<).

Once you have entered the criteria, click Toggle Filter to show the results.
Clear all Filters
This command will remove any filters currently applied to a particular object.

Load from Query

This command lets you load a filter from a query already stored in your database. Loading from a query is beyond the

scope of this manual.
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Save as Quer

This command lets you save certain types of filters you perform as a query to use later on. Saving queries is beyond the

scope of this manual.
Delete Tab

As you develop more filters for a particular table, you can use each one individually, like with an advanced sort for example:

2] Home | ] Progucts| 3 ProductsFilterl

Use the Delete tab command to remove the filters you no longer use.
Clear Grid
If you are performing a Filter by Form operation, use the Clear Grid command to reset all of the data columns back to

their original empty state. If a particular Filter by Form operation is not giving you the results you wanted or expected,

use this command to reset the form.
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5.9 Formatting Tables

We have entered all kinds of information into a table in Access, but so far we have only typed in raw data. In this lesson

we will learn how to make tables in Access easier to use and more robust.

Formatting Number Fields

There are three types of number fields in Access: AutoNumber, Number, and Currency. To apply this new format, first

open a table in Design view to adjust its field properties.

AutoNumber

General |Lookup

Field Size Long Integer
| Mew Yalies Tnrrement
| Farmat
| [Caption

Indexed Yes [No Duplicates)
Smart Tags

Text Align General

The AutoNumber data type is used by Access to automatically count up by one or assign a random number each time
a new record is added to a table. AutoNumbers are usually used as primary keys to ensure uniqueness in data. If values

1, 2, and 3 were used as an AutoNumber type, and you delete record 2, the number 2 is not reused as an AutoNumber.
Number

The Number data type is a more general number that can be used and formatted in many ways. Field Size indicates what
data type the number itself will be: either Integer for whole numbers, or Double for decimal values or very large positive/

negative values and/or decimal values. You can also assign an input mask, a default value, and validation rules to a number

(we will cover these topics later).
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| General |Laokup

| Field Size Long Integer
| Earmat

| Decimal Places Autao

[ Input Mask

| [Caption

Default Value
| Walidatior Rule
| Validatior Text

| Required Mo

| Indexed Yes (Mo Duplicates)
| 1Smart Tags

| Text Align General

The only limitation on a number field is that the values inputted can only be numbers! If you try to enter any letters of

the alphabet, Access will warn you that you are attempting to enter an invalid data type into the field.

Currency

| General |Lookup

| Format

I Nerimal Plares Lurto
Input Mask

| Caption

| Default Value

| Walidatior Rule

| Validatior Text

| [Required Mo

| Indexed Yes (Mo Duplicates)
| Smart Tags

| Text Align General

The Currency data type is very similar to the Number data type; the only difference is that a currency is permanently

defined as a Double data type.
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Formatting Text Fields

There are two types of text fields in Access: Text and Memo. Open a table in Design view to adjust its field properties.

Text

General |Lookup

| [Field Size 255 ~
| IFormat
Input Mask
| [Caption
Default Value
Validatior Rule
| Walidatior Text

Required Mo

Allow Zero Length Yes

Indexed Yes (Mo Duplicates)

Unicode Compression Mo

IME Mode Mo Control

IME Sentence Mode Mone
| Smart Tags ot

The Text data type is probably the most overall used data type in a database. Its properties are similar in nature to the
Number data type, meaning it can have an input mask, validation rules, and a default value. The IME Sentence Mode,
IME Mode, and Unicode Compression all deal with translation properties when converting a database in one language
to another, like from Japanese to English. (These features are beyond the scope of this manual.) Text fields can contain
essentially every letter, character, and number. Text fields can also be set for a certain number of characters; 255 characters
is the maximum size. Text fields in Access 2007 feature a new property, the ability to align text inside a field. This field

is found at the very bottom of the list:

Text Align General W

Left
Center
Right
Distribute
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Memo

The Memo data type is very similar to the Text data type. The only real differences between the two are that a memo field
can be much larger, up to 65,636 characters (roughly 35 pages of solid text!) Memo fields in Access 2007 also let you only
append data to a memo field. That is, when you attempt to add data to a memo field, it will only be added to the end.

| General |Logkup

| Format

| Captinn

| Default Value

| Validatior Rule

| Validatior Text
| Required
| &llow Zero Length
| Indexed
| Unicode Compression
| IME Maode
IME Sentence Mode
| Smart Taqs
| Text Format
| Text Align

Mo

Yes

Yes (Mo Duplicates)
Mo

Mo Control

Mone

Plain Text
General

You cannot overwrite any previous memo information.
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Adding Field Descriptions

The Field Description fields are located on the right side of Table Design view. The fields are optional, though they are
useful when several people are involved in constructing a database. You can leave a note explaining a field’s function or
why a certain field exists. Anything written here is also displayed in the Status Bar of a form (we will explore forms later

in this manual):

I == ‘."ehicl.esn'"'-.__
Field Name Data Type Description
_"? |Vehicle ID AutoNumber Primary key of this table.
Make Text Manufacturer of this vehicle.
Model Text Model name/number of this vehicle.
Manufacture Date Mumber First year of production.
Engine Type Text Engine type of the vehicle.

You can type whatever you like in a field description, just as long as the description is less than 255 characters.

Changing Field Data Types

Access makes it very easy to change the data type of a certain field. Simply open the table containing the field you want
to change and pick a new Data Type from the appropriate row. However, you must take care when modifying a data type

in a table.

If the field is in a relationship with another table, or if the output of several forms and reports depend on the one field,
changing the data type can be a major task. You should examine the dependencies of an object before making a change.
Though we will explore table relationships more in this manual, relationships are one of the main characteristics of a

database.

1. Picture a particular product listing in the Product table of a department store database. The item will
contain a department number. The store database will contain another table called Departments. Let’s say
Department 1 is Women’s Wear and Department 2 is Kitchen and Bath. Therefore, the two tables (Product
and Department) are related because of common and related information (Department Number).

2. To examine object dependencies, open a database object from the Navigation pane. Then, click the Object

Dependencies button in the Database Tools ribbon to see this pane:
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Object Dependencies s

Table: Employees Refresh
%) Objects that depend on me
) Objectz that I depend on

[=] Tables

B B Employee Privileges
H [  Purchase Orders

[=l Queries
H Employees Extended

Invoice Data
Product Sales Qty by Employee and Date

=]

=
Lk Ly Ly

[=] Forms
M= F5 Sales Analysis Subform for Home Chart
[=] Reports
Mone
[=] Ignored Objects

El Unsupoorted Objects
D Query: Product Transactions

Help
& WARNING: Some ohjects were ignared
I@ Things that cause dependencdes

3. Objects that depend on a particular object and all objects that a particular object depends on are visible by
selecting one of the two radio buttons at the top of the Object Dependencies pane.

4. Some tables may have many dependent objects. Modification of this table could end up being a long and
tedious task. It might even be faster in some instances to scrap the particular table altogether and design a
new one with the modified data type. If you feel you have to modify a data type, be careful and make sure it
is absolutely necessary to do so. Remember that you can always make a backup copy of the data base and/or

a copy of the object itself before you make any big changes, just to be safe.

Adding Captions

The Caption field property is available to every data type available to Access. You can specify a caption to be a customized
label for a field when the field is used in a form or report. You can name a caption whatever you like, or leave the field

name as the default caption name.
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General L:unh:up|

Field 5ize
Mew Walues
Format
Caption
Indexed
Smart Tags
Text Align
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Long Integer

|Increment

Yes (Mo Dl;lpliCEtES]

| General
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Section 6 Queries

By the end of this section you will be able to

o Understand the use of queries
o Build Basic queries

o Apply criteria

o Use the query wizard

o Format text and controls
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6.1 Creating Queries

We now have come far enough to get to the real functionality of a database: using a query. Having large amounts of data
is fine, and having nice looking and well-designed forms is great, but if you can’t pose a question to the database and

find a result, there is not much use for a large list of data. In this lesson we will learn about queries and how they work.

What is a Query?

A query is a question that is asked of a database control program about the data it contains. We specify what particular
fields we are interested in finding out, tell the database where to look for those fields, and specify any conditions under

which to search.

Queries are primarily built from tables, but Access gives you the ability to construct a query based on the results of another
query. Such ‘nested queries’ may require more computer memory and resources in order to execute but if constructed with
care, can save a lot of time, especially when dealing with very large databases. For the purposes of this manual, we will
keep things simple and stick to small and simple queries. Plus, the great thing about queries is that they are only questions
asked about data that is already there. If you get query results that are completely off the mark, no problem! The data is

untouched, so provided there is no design flaw in your database, only the query needs to be adjusted.

Creating a Query with the Wizard

1. To create a query using the Wizard, click the Query Wizard command in the Create ribbon:

2. The Wizard launches, allowing you to select which type of query to build:

Mew Query @@

Simple Query Wizard

pre | Crosskab Query ‘Wizard
Ql-lru:l Luplicates Query vizard
|Find Unmakched Query \Wizard

This wizard creates a select Juery
From the fields you pick.

oK ] [ Cancel

3. For the purposes of this manual, we will demonstrate a simply query that will retrieve the product ID,
product name, and price of every product in the Northwind sample database. This type of query is defined
as a select query, one that is used solely to retrieve information.

4. The next step of the Wizard is selecting which fields you want to use in your query. This step of the Wizard

should look familiar: it’s just like selecting fields to use in a form.
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5. In the Tables/Queries combo box, select Table: Products. Highlight ID and click > to move the field to the
Selected Fields list. Repeat for Product Name and Standard Cost:

Simple Query Wizard

Which fields do you want in your query?

You can choose from more than one table or quary.

Tables/Queries

Table: Products v
Available Fields: Selected Fields:
Supplier :Ds A D

Supplier ;Ds,Value Product Name
Product Code ol P Standard Cost
Description

List Price

Reorder _ewel

Target Level -.:{

Quantity Per Unit b -

Cancel Mext = l ’ Finish

6. 'The next page of the Wizard gives you the option to apply a few summary calculations to the field like the

maximum value, minimum value, and the average. However, we want to see all products, so leave the Detail
radio button selected:

Simple Query Wizard
Would you like a detail or summary query?
® Detail (shows every field of every record)
O Summary
T BBB:Hi i
2 00D
3 oon
1 e
2 Whh HEE BEE BEE
3 BB Hun R
Xt B
5 DDD HEE HEE AR
6 DDD Huy uEn uHn
Cancel ] ’ % Back ” Mext = l ’ Finish

7. The final page of the Wizard lets you name the query. A long and meaningful name is recommended. Just

like in the creation of a form, you have the option to open the query right away or modify the design in
Design view:
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Simple Query Wizard

What title do you want for your query?

|Simple Product Price Query

That's all the in"ormation the wizard needs to create your
query.

Do you want to open the query or modify the query's design?

(%) Open the query to view information.
() Modify the query design.

[ Display Help on working with the query?

[ Cancel

] [ < Back

8. Click Finish to view the results of the query:

= Hmf‘?[@ Simple Product Pn::eQnergr\
D - Product Name »| Standard Cost -
il Northwind Traders Chai $13.50
3 MNorthwind Traders Syrup 57.50
4| Northwind Traders Cajun Seasoning $16.50

5 MNorthwind Traders Olive Oil 516.01
6 Morthwind Traders Boysenbarry Spread 518.75
7 Morthwind Traders Dried Pears 522.50
8 Morthwind Traders Curry Sauce $30.00
14 Northwind Traders Walnuts 517.44
17 Northwind Traders Fruit Cocktail 57975
19 Northwind Traders Chocolate Biscuits Mix 56.90
20 Morthwind Traders Marmalade S60.75
21 Northwind Traders Scones 57.50

Record: M 1of 45

oMb | Ay

| Search

i,

w

Queries

As you can see by the diagram, the query results are shown in what is essentially Datasheet view. The result of a query

is essentially a table complete with its own rows. Though more advanced query functionality is beyond the scope of this

manual, you can actually use the results of a query to construct a table.

Using Design View to Modify a Query

As you gain more proficiency with Access, you will reach a point where using just the Query Wizard will not be sufficient

to get the results you are looking for. Therefore, you can use query Design view to modify any attribute of a query you like.

92
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1. To access Design view after using a wizard, select the “Modify the query” design radio button:

(") Open the query to view information.

(%) Modify the query design. -‘—

2. If you wish to modify a query that already exists, double-click the query object in the Navigation Pane to

open it in Datasheet view. Then use the View menu to select query Design view:

T
[ View'|

-

| Datasheet View

ﬂ PivotTable View
ii PivotChart View

mL SOL View

% Design View

3. Either way, you will be shown the following view:
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5 s o

1

Products =
* .
= Supplier IDs
SUppl'rerIDs.VH
71D

Product Cods
Product Mame
Description

-
- x 1 - ]
w
4l 4
I fr .
Field: % | [Product Name] |[5tandard Cost]
Table: |Products Products | Products EI
Saort: _ |
Show: | |
Criteria:
or:
-
4 [ »
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4. The table or tables that were used in the query are present at the top of the window, while the various
attributes that were specified during the design of a query are listed at the bottom. Note that the primary
key is shown in the table as a small key icon. You will also see six different row listings at the bottom of the
window.

5. The Field row will let you will see all of the fields that are available for use in the query (in this case the
attributes of the Products table). The second row down is the Table row, where you can specify which table
you want to use fields from. The Sort row lets you sort the results of the query in ascending or descending
order (or no order at all, but rather the order in which the query happened to find data first).

6. 'The Show checkbox will determine if the field will actually be shown in the query results. (If an item is
present in a query but does not have the Show checkbox marked off, it will still be considered in the query
but the data that was used to satisfy the query will not be shown.) The Criteria row lets you enter a logical
operator and a condition that any displayed data must satisfy.

7. We have seen the results of finding all products in the Products table. If we want to show only the items that
are more than $50 to purchase, we can enter the criteria > 50. This expression contains a logical operator

(greater than). Other operators include less than (<), equal to (=), and not (!).

Query Design view also contains its own contextual tab. Though much of the functionality is beyond the scope of this

manual, let’s take a quick look at what each section of commands does:

Results

v

@
View Run
-
Results

The Results section of the query Design ribbon lets you switch between views using the View menu and execute the query.

Query Type

et

Select

'IJ' IJ_JJ' /;’ FH Crosstab | 0D Unicn
® * = 8 W Delete @ PassThrough

Make Append Update
Teble o . ", Data Definition

Query Type

This section of the ribbon allows you to modify properties of the query itself. Use these commands to make action queries

that will perform some operation on the data in your database.
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Query Setup

u:_-j_ Talnsert Row  f

T

Sh':ﬂ.-\";-... -
Table S Builder Return: Al .

Query Setup

Use these commands to modify attributes of a query as well as construct more elaborate search criteria.
Show/Hide

Z [P Property Sheet

|% Table Names
Totals "o
[2] Paramsters

Show/Hidz

The Show/Hide commands are used to view and modify different background attributes about the query and the data it

will display.
Using Queries

To execute a query, you simply have to double-click the query name in the Navigation Pane. The results will be displayed
in a new tab in Datasheet view. Since a query is not a bound object, you can delete a query without fear of deleting any
data in your tables. But be careful if you do delete a query, because there might be another query, form, or report that
uses the query to retrieve data for display to a user. If you eliminate the source query, the dependent object will not

function properly.

6.2 Basic Queries

In the last section of this manual we will deal with queries. Queries are really the second most important objects in a
database (next to tables) because they have the ability to find information for you.

Review of Queries

As a quick review, a query is a question that is asked of the data in a database. Although they are a structured piece
of computer code, they are no more difficult than merely asking a question like, “How much did salesperson X sell in
seafood products last year?” Queries primarily get their data from tables; however, a query can extract information from

another query as well.
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Most queries are called select queries; they search for information in your database based on criteria you specify. There
is another category of query called an action query that is designed to insert new data into a new table, delete old data

from a table, or append to data already in a database based on criteria.

Creating a Query

Access makes creating a query an easy task by using either the Query Wizard or Design view. In this section we will cover

the basics of each method.

1. To use the Wizard, click the Query Wizard command in the -Other- section of the Create ribbon:

Query Query Macro
Wizard Design -

Otner

2. You will be prompted to choose a new type of query. In this example, we will explore the Simple Query
Wizard:

New Query

iSimple Query Wizard

Crosskab Query Wizard

Find Duplicates Que \Wizard
Find Unmatched Quary Wizard

This wizard creates a select query
from the figlds vou pick,

Ok ] [ ol

3. Access prompts you to select the table or query that contains the source information, choose the fields you

want to show in the query (> moves a single field, >> moves all fields), and then click Next:
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Simple Query Wizard
Which fields do you want in your query?

¥ou can choose from more than one table or query.

Tables/Queries
[Table: Vehides v
Available Fields: Selected Figlds:

Vehide ID
Manufacture Date

Manufacture's Mame Lookup Field

Mumber of Cylinders

Cancel Mext = | I Finish

4. The next page of the Wizard gives you the option to apply summary calculations (like the maximum,

minimum, or average value) to a field:
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| simple Query Wizard

Would you like a detail or summary query?

Toaaa iirn Huy i :
b (O] Egetall {ehowe every field of every record)

oo men e D Summary
e =

T oBBE

2 poou ik

F oo
=

T ama dun wmm Huy
2 hhd HHH HEE HEE
3 B HEY HHE HEY
& COCHHH HHH HEH
T DDDHEE HEE HER
5 DDD HEH HEH HEH

[ Cancel H < Back H Mext = H Finish

5. The final page of the Wizard lets you name the query (feel free to use a meaningful name is recommended;
you have lots of space). You also have the option to open the query right away or modify the design in

Design view:

! Simple Query Wizard

What title do you want for your query?

[vehides Query

That's all the infarmation the wizard needs to oeate your
query.

Do you want to open the query or modify the query's design?

(%) Open the query to view information.
() Modify the query desgn.

[ iDisplay Help on working with the query?

[ Cancel ][ < Back :

29

Download free eBooks at bookboon.com



Access 2007: Part Il Queries

6. Clicking Finish will display the query results in what is essentially Datasheet view:

VehicleID# - Manufacture Date ~  Model -
1982 Corvette
2003 V12 Vanquish
200055200{:
2003 Tiburon
2002|575 Marinello
1579 Spider
1965 Falcon
2005 GT

o = o g W b I

(Mew)

|Recurd: M 4|1cf8 | B M2 T No Filtar [Search

7. Use the navigation buttons at the bottom of the window to browse through the results.

Using design view

1. Let’s create the same query using Design view. To start working with a new blank query, click the Query

Design command:

Query | Query | kacro

Wizard Des%r: . 4
ofa
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2. Query Design view will open with the Show Table dialogue box.

.
Show Table 7% e
Tables | Queries | Bath |
T Lo e H
Manufackurers
wehicles
w
| >
Field: [ add ][ close | I 7
Table: | | T | B
Sart: | | | |
Show: O I O ! O ! O | O
Criteria:
or
-
1 b

3. Using this box, add as many tables and/or queries as you need to get the information relevant to your query.

Select each necessary object and click Add.
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Vehicles

¥ Vehicle ID

Show Table

L

Tables IQueries || Eoth |

Queries

Manufadure Da

Manufacure's Mam f_ountries
Model \ Manufacturers
* Wehicles

Country ID
MNumber of Cylinders

add J [ Close

4. The source table will be added to the working space, with each field in the table listed. The primary key of

the table contains a small key icon beside it. When you have finished adding the objects relevant to your

table, click -Close-.

view:

To add fields to your query, simply click and drag the fields from the tables to the areas provided in Design

Wehicles
¥ vehice 1D
Manufacture Date
Manufacture’'s Mame
kMaodel
Country

1\
HNumber of Cylinde

|

4 fu]

S TSESTITEIE
—, |
Field: |Vzhicle ID EManufa::ture Date “m |
Table: |wzhicles | Wehicles | Vehides
Sart:
Show: [v]
Criteria:
or
102
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6. You also have the ability to add certain search criteria, choose whether a field will be shown in the query
results, add additional search criteria, and more. We will explore more of Design view’s functionality later in

this section.

@
View Run
Results

7. To execute the query, click the Run command in the Results section of the Query Tools - Design ribbon:

8. The results will be displayed in Datasheet view:

Vehicle ID# ~ Manufacture Date ~ Model -
1] 1982 Corvette
2 2003 W12 Vanguish
3 2000 52000
4 2003 Tiburon
5 2002 575 Marinello
6 1979 Spider
7 1965 Falcon
8 2005 GT

Sorting a Query

Once you have designed and executed a query, you will be shown results in Datasheet view. You can easily apply a sorting
scheme to query results. Consider the following query that was used to create a basic list of the products that Northwind

Traders sell:
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!. Northwind Traders Chai

3 Northwind Tradﬁ_arS Syrup

4 MNorthwind Traders Cajun Seasoning

5| Northwind Traders Olive Qil

E-: Morthwind Tradér5 Boysenberry Spread

7 Northwind Traders Dried Pears

8 Northwind Traders Curry Sauce
14'.'1 .Nnrthx.uinr_;! Traders Wélﬁuts
17 Northwind Traders Fruit Cocktail _
13 Northwind Traders Chocolate Biscuits Mix |
20 Morthwind Traders Marmalade

1D r| Product Name v| Standard Cost -

$13.50
$7.50
$16.50
$16.01
$18.75
$22.50
$30.00
_$1 744
$29.25
$6.90
$60.75

Queries

1. There are two ways to easily sort a query. First, select a column of data by clicking on the name of the

column (such as Product Name column header). You can use the Sort & Filter section of the Home ribbon

and click either the Sort Ascending or Sort Descending commands:

2. The data in the column and the respective row will sort itself, for example, in Ascending order:

Ascending = 4 | ‘? 07 selection ~

: |
Descending =4 4] ] Advanced ~
Filter
Ta " Toggle Filter
Sort & Filer

74 Northwind Traders Almonds
34 Morthwind Traders Beer

6 Morthwind Traders Boysenberry Spread
85 Morthwind Traders Brownie Mix

4 Morthwind Traders Cajun Seasoning
86 Northwind Traders Cake Mix

1 Northwind Traders Chai
91 Northwind Traders Cherry Pie Filling
99 Northwind Traders Chicken Soup
48 Morthwind Traders Chocolate
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57.50
$10.50
v18.75

$9.00
$16.50
$10.50
$13.50

$0.00
$0.00
$9.56
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3. Notice that a very small ‘up’ arrow is visible on the far right-hand end of the header. The second method of
sorting the data involves using the column header itself. Click the small pull-down arrow on the right-hand

side of the column header:

Product Name ~ Standard Cost ~

Morthwind Traders Chai 41| sotatoz
Morthwind Traders Syrup Zl! sertzton
Morthwind Tracders Cajun Seasoning % | Ce . R
Morthwind Traders Olive Qil ;

Text Filters
Morthwind Traders Boysenberry Spread
Northwind Traders Dried Pears (select All %
Morthwind Traders Curry Sauce (Branks)
Northwind Trad Walnut Marthwind Tradzrs Almonds

DL ROUE T ENES Marthwind Tradzrs Beer
Northwind Traders Fruit Cocktail Northwind Tradzrs Baysenbert
Morthwind Traders Chocolate Biscuits Mi Morthwind Tradzrs Brownie M
Morthwind Tracers Marmalade [¥| Northwind Traders Cajun Seas
Morttiaring traders Soones Marthwind Tradzrs Cake Mix S
= . .

Morthwind Tracers Beer < thw'fdmders i:ha' g
Northwind Traders Crab Meat = =
Northwind Tracers Clam Chowder [ oK ] I Cancel
MarthwinAd Tradare mnffao
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4. This pull-down menu provides much of the functionality that the Sort & Filter section provides. Simply click
the type of sort you want to apply. Access also gives you the ability to sort multiple columns of data at a
time. To select multiple columns, first select a single column as above. Then press and hold the Shift key, and

click the column headers of any adjacent column.

6.3 Filtering a Query
Applying a filter to a query is a bit like querying a query, where you apply extra criteria to search results in order to narrow
down the results you need (or find that the query does not give you the results you thought you were going to get).

There are a few different ways to filter a query, so let’s talk about each.

Filter by selection

Filtering by Selection is one of the easiest methods of filtering. Filter by Selection lets you select any field that was returned
by a query and filtering the query results based on that one field. For example, consider the following product query that
has already been filtered in alphabetical order:

[=_E|Z| Products Qumy\

D - Product Name = Standard Cost -
74 Northwind Traders Almonds 57.50
34 Northwind Traders Beer $10.50

& Morthwind Traders Boysenberry Spread 518.75
85 Morthwind Traders Brownie Mix 59.00

4 Morthwind Traders Cajun Seasoning 516.50
86 Morthwind Traders Cake Mix 510.50

1 Morthwind Traders Chai 513.50
91 Northwind Traders Cherry Pie Filling $0.00
99 MNorthwind Traders Chicken Soup 50.00
48 Northwind Traders Chocolate 59.56
19 Northwind Traders Chocolate Biscuits Mix 56.90
41 Morthwind Traders Clam Chowder 57.24
43 Northwind Traders Coffee 534.50
93 Northwind Traders Corn 50.00

Notice how a few of the records returned have a Standard Cost of $0.00. If we want to find out how many other products
have not had a price assigned to them vet, click any instance of a $0.00 price to select the cell. Click the pull-down arrow

7 selection ~

beside the Selection command ( ) in the Sort & Filter section:
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|Ty:.’ Sele,ctiun-‘:]
Equals 530.00
Does Mot Equal 50.00
Less Than or Equal To 50,00
Greater Than or Equal To 50.00

Between...

The options listed in the pull-down menu allow you to apply logical filtering to the current selection. Since we wish to

find all of the items with the same price, select the first option. This will display all items meeting the search criteria:

| sty

(AR - Product Name -1| Standard Cost ="
|_| 91 Northwind Traders Cherry Pie Filling m
| 99 MNorthwind Traders Chicken Soup ${.'r{lrﬂ
:I 93 Northwind Traders Corn 50.00
_| 82 Northwind Traders Granola _ $0.00
__! 92 Morthwind Traders Green Beans | S0.00
| 97 Northwind Traders Hot Cereal £0.00
:I Sﬁ.Nnr{hwind Traders Peaches S0.00
_| 88 Northwind Traders Pears | 50.00
| 94 Northwind Traders Peas _ $0.00
| 90 Northwind Traders Pineapple 50.00

:| 83: Morthwind Traders Potata Chips S0.00
_| 96 Morthwind Traders Smoked Salmon | 50.00
| | 95 Northwind Traders Tuna Fish | 50.00
_____ | 98 MNorthwind Traders Vegetable Soup _ 50.00
e 50.00

Filter by form

1. The next method of filtering is Filter by Form. Click the Filter by Form option found in the Advanced

command:
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V] Advanced T

Filter By Fu}rm*‘—

W7 Advanced Filter/Sart...
W | Clear &Il Filters
555

Load from Qruern...

save As QUEeny

2) Each column of data is replaced by a combo box, and each value in the combo box represents one instance

of every unique value in the column of data.

AN Product Name | Standard Cost
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3. For example, click the combo box in the Standard Cost column:

Standard Cost

=
[ O | e | P

5.25
6.9
7.2375
7.5

9.5625

9.75

10.5

12.75

13.5

13.8

14.625

15.7875 v

Queries

4. Select one of the options in the list to only display the records which have the same standard cost as the

value you selected from the combo box. Pick a price from the column, such as 7.5, and then click the Toggle

Filter command (\‘? Toggle Filter ) i the Sort & Filter section of the Home ribbon:

|5 erosces ey N

ID - Product Name - | Standard Cost -¥

8 Northwind Traders Syrup $7.50

21 Morthwind Traders Scones 57.50

| 74 Northwind Traders Almonds | 57.50
¥ | sy 50.00

Advanced Filter

1. The final type of filter that Access can perform is an Advanced Filter; a manual filter using Design view. To

use an advanced filter, click the Advanced Filter/Sort option in the Advanced command:
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:':’jhﬁﬁamed T

g Filter By Form
T2 Advanced Filter/Sort.,

i

B

S |

2. To perform an advanced filter operation, drag and drop the fields you want to consider from the table listing
to the Field cells below.

Products Query
10
Product Name
Standard Cost

Field: || w
Sort: |
Criteria:
orn

3. Once you have added a field, you can specify how you want to sort the results (either ascending or
descending) and what sort of criteria you want to use to filter with. For example, if you want to find all

products over $10.00 in price, drag the Standard Cost field into the Field cell, and then enter >10 into the
Criteria cell:

Field: | Standard Cost
Sort:

Criteria: | =10
ar:
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4. Then, click the Toggle Filter command to filter the results:
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> v_| Product Name - Standard Cost -i"

fl Northwind Traders Chai $13.50

:| d Northwind Traders Cajun Seasoning $16.50
_I 5 Northwin_d Traders Olive Oil 516.{}1
_| 6 Northwind Traders Boysenberry Spread $18.75|
_I 7 Northwind Traders Dried Pears 522.50
_| 8 Northwind Traders Curry Sauce $30.00
_I 14 Northwind Traders Walnuts 517.44
_| 17/ Northwind Traders Fruit Cocktail $25‘.25_
_I 20 Northwin_d Traders Marmalade $60.75
| 34 Northwind Traders Beer 510.50
| 40 Northwind Traders Crab Meat $13.80
I | 43 Northwind Traders Coffee $34.50
| 51 Northwind Traders Dried Apples $39.75)
| 56 Northwind Traders Gnocchi $28.50
- 57 Northwind Traders Ravioli 514.63
I 65| Northwind Traders Hot Pepper Sauce $15.79,
1 66 Northwind Traders Tomato Sauce $12.75
| 72 Northwind Traders Mozzarella $26.10
_! 86| Northwind Traders Cake Mix 310.50:
3 | e $0.00

Queries
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Hiding Fields

Access gives you the ability to hide and show different columns of data that may be necessary for filtering to work properly,

but are not necessary to see at all times.

» To hide a column.

1. right-click the column name and click Hide Columns:

[=_E_|Z| PmduclsQuﬁ'y\
D = Product Nam

Sort Smallestto Largest
Sort Largest to Smallest

g

2l

Z

il

53 Copy
3

5 Column Width...

—h Hide Columns

Unhide Columns...
__U Freeze Columns

Unfreeze All Columns

EY (W5 | W] bt

2. To hide multiple columns, first click one column header to highlight it. Press and hold the Shift key, then
click other adjacent columns to select them. Right-click on any of the columns and click Hide Columns to
make them disappear from view.

3. To show any hidden columns, right click the header of any column still visible and click Unhide Columns:

Unhide Columns

Column;

0
[] product Name
Standard Cosk

lose

4. 'The Unhide Columns dialogue box will appear. Any hidden column or columns are indicated by the absence

of a checkmark. Check or uncheck to show or hide columns.
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Using AND OR Operators

If you recall the Filter by Form section of this lesson, we went searching for all products costing $7.50.

| j] le.iiuﬁs QHEI]'..\'.I.

D - ~ Product Name » | Standard Cost ~7
Morthwind Traders Syrup $7.50

21 Morthwind Traders Scones 57.50

_ 74 Northwind Traders Almonds 57.50
¥ | $0.00

Before you entered the $7.50 filter criteria, you might have noticed at the bottom of the Filter by Form window that there
are two tabs active: Look For and Or. If we wanted to search for products that cost $7.50 and products costing more than
$12.75 (or both), simply click the OR tab and enter more search criteria. As you add more OR searches, more OR tabs

will appear to make your search as specific or vague as you require.

When dealing with AND and OR operations, it is important to understand how they work on a logical level. These

operators require two pieces of input and produce one output, either true or false.

The AND operation is perhaps the easier to understand. Both conditions of AND must be satisfied in order to produce a
true result. For example, if you are making a cake, you need to have wet and dry ingredients mixed together. If you have

wet and no dry, or dry and no wet, or neither, you cannot make a cake.

The OR operation is true as long as one condition is true. Let’s say you want to go and see a movie, but you will only go
if you have at least one friend to go with. You ask Alice and Bob if they want to come. If Alice and Bob can both come,
then you will go to the movies. If Alice can make it but Bob cant, you will go, and vice versa. If neither Alice nor Bob

can go to the movies, you are not going to go either.

The best place to apply AND/OR operators directly is using Design view of a query (or query results). Let’s take a look

at the Design view for the simple products query we have been using:
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Products
- .
E Supplier IDs _=
Supplier IDs.\ =‘
¥ ID
Product Code
Product Mame
Description 2y
™
Field: |ID | Product Mame Standard Cost
Table: | Products Products Products
Sort:
Show:
Criteria:
or

We would like to see the products that cost either $7.50 or greater than $12.75. To calculate this, specify the criteria in
the Standard Cost field of the Products Query:

Field: | standard Cost
Table: | Products

Sort:
Show
Criteria: [=7.5
on |=12.75

Each successive condition you enter in the column is called a where clause; you can add several where clauses to help find
more specific values. For example, if you own a company and lost the paper copy of an invoice, and you knew that the
total was $960, entering the =960 criteria will consider only those records that match. When designing queries or filtering
criteria that use AND operations, you essentially add more fields to a query and give each one a specific criteria. For

example, if you know that the missing invoice was $960 and sold by Salesperson A; enter the exact criteria into Design view.

Should you not get the results you were looking for, don’t resort to merely trying different criteria that don’t make sense
to your situation. Think it out and ask why it isn’t working or giving you the results you thought you should be getting.
Another option for troubleshooting queries is to clear all of the criteria in your query and add it back one condition at a

time. Make sure that before adding another field, the results of the previous query are accurate for your purposes.
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Use of lIF Functions

The IIF function is used in the background of Access with VBA (Visual Basic for Applications, a programming language).
Though we will not directly cover its use in this manual, its use should be familiar to you, as it works like the OR operation.
If you recall the example of the OR operator, you know that you will go to the movies as long as you have someone to
go with. The IIF function takes this a step further by saying if you have no friends available to come to the movies with
you, you instead will go to the gym. If you get more involved with database work in the future, this is a very commonly

used function.

The syntax of the IIF function is IIF(expression, doThisIfTrue, doThisIfFalse). The trick with this function is that no
matter which value is returned by the function, the true and false portions of the equation are always evaluated. Care
should be taken when making the true and false portions of an IIF function such that the database code won’t reach an

error like dividing a number by zero.

6.4 Formatting Text

To a computer, any data you enter into a database is stored in a certain way for Access can easily retrieve it later on.
However, people may like to have the data presented in a nice way that is easily readable or in a colour scheme that
matches their particular company. In this lesson, we will explore how to you can easily change the look of text in tables,

forms, and reports.
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Using the Zoom Box

Queries

The Zoom Box is a special part of the Print Preview command. It is used to quickly zoom in and out to confirm the look

of your document before you print it. For example, if you create a report based on the Employees table of the Warner

Cousins database, the report will be shown in Layout view. To switch to Print Preview, click the icon located in the bottom

right-hand corner of the window:

E I Monday, July 03, 2006,
mp Oye €s 5:49:37 PM
123456789 Bugs Rabbit CEOQ
987654321 Elmer Funn VP =
987654111 Daffy Goose VP Marketing
Pagelof1l

-

>

[EEEET

1. The Print Preview mode of Access 2007 features its own ribbon. The zoom box is located in the bottom

right-hand corner of the Access window:

=R

Lesson 3.4 working : Database (Access 2007 (Beta)) - Microsoft Access

@

- | Pr;:-\_t Preview H_
. I:‘ Show Margins
Ay (]

Pl D Bed |
L E I O ]

2

[ Print Data Qnly ||

E  Expenses:Table

Print Size '“rl.ia’cll Landscape Margins __ Two More || Refresh Excel SharePoint PDF 2 Close Print
- i == Colimns Pages Pages~ | All st orxps oMore Preview
Print Page Layout il Preview | Data Close Preview
All Tables | o« |
Employees ES
E Employees : Table
Expenses ES

1 123456789 Bugs Rabbit
2 987654321 Elmer Funn
a4 987654111 Daffy Goose

3

Page: I+ 1 | W ha Filter ‘

Form View | Num Lock |

B —
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2. Click the + or - buttons to increase or decrease the level of zoom. You can also click and hold the small
slider control in the zoom box and click and drag a custom level of zoom. Use the zoom box in combination
with the Preview commands in the ribbon to see as many as twelve pages of report at once. At any time you

can click the number beside the minus button to jump between 100% zoom and a custom level of zoom you
may have picked previously.

Selecting Data

You can select any or all adjacent fields/columns/records in a table at once.

I =2 Employees\k
[ | EmployeelD -

AN

2

1. To select an entire table of data, open a table in Datasheet view and press Ctrl + A on your keyboard. Or,

click the Table Selector button (located in the upper left-hand corner or Datasheet view) to perform the
same action:

. f] Emplror&s. 1

EmployeelD = SIN -
| — 1 123456789
| 2 987654321

2. To select two or more adjacent records, click the box to the immediate left of a record to highlight it:

] Employees |
EmployeelD E SIM -
1 123456789
2 987654321
4 987654111

3. Press and hold the Shift key on your keyboard and click the box beside another record in the table. All
records in between will be selected, including the record you clicked:
To select two or more adjacent columns, move your mouse over a column header. Your cursor will become a

small down arrow; click and hold the left mouse button and drag left or right to highlight as many columns
as you want:
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Rabbit CEG

36789 Bugs 123-456
54321 Elmer Funn VP 123-456
54111 Daffy Goose VP Marketing ' 123-888

Queries

5. Finally, you can also select any range of adjacent cells inside a column of data. For example, if we want to
highlight all the fields from the Product ID of Northwind Traders Chai to the Standard Cost of Northwind

Traders Beer:

| Product Code - |

Product Name

NWTB-1

' NWTCO-3
NWTCO-4

NWTO-5
NWTIP-6
NWTDFN-7
NWTS-8
NWTDFN-14
NWTCFV-17

NWTBGM-19

NWTIP-6

NWTBGM-21

MNWTB-34

MNorthwind Traders Chai

| Northwind Traders Syrup

Morthwind Traders Cajun Seasoning

| Morthwind Traders Olive Oil

Morthwind Traders Boysenberry Spread
| Northwind Traders Dried Pears
MNorthwind Traders Curry Sauce

| Morthwind Traders Walnuts

MNorthwind Traders Fruit Cocktail

| Morthwind Traders Chocolate Biscuits Mix
Northwind Traders Marmalade

| Morthwind Traders Scones

Morthwind Traders Beer

~| Description | Standard Cost -

$13.50

$7.50
$16.50
$16.01
$18.75
$22.50
$30.00
$17.44
$29.25

$6.90
$60.75

$7.50
$10.50

6. First, click inside the field for the Chai Product Code, as shown above. Move your mouse to the bottom or

right border of the highlighted field; your mouse cursor will turn into a thick cross. Then, click and drag

from the highlighted field to the last field you want to select:

| ID ~| Product Code -

Product Name

-+ Description - Standard Cost - | List Price vi

1 NWTB-1 Morthwind Traders Chai 513.50 518.00
3 NWTCO-3 | Northwind Traders Syrup 57.50 510.00
4 NWTCO-4 Morthwind Traders Cajun Seasoning $16.50 $22.00
5 NWTO-5 | Northwind Traders Olive Oil 516.01 521.35
6 NWTIP-6 Northwind Traders Boysenberry Spread 518.75 $25.00
7 NWTDFN-7 |Northwind Traders Dried Pears 522.50 530.00
8 NWTS-8 Morthwind Traders Curry Sauce 530.00 540.00
14 NWTDFN-14 Morthwind Traders Walnuts 517.44 §23.25
17 NWTCFV-17  Northwind Traders Fruit Cocktail $29.25  $39.00
19 NWTBGM-13 MNorthwind Traders Chocolate Biscuits Mix 56.90 $9.20
20 NWTIP-6 Morthwind Traders Marmalade 560.75, $81.00|
21 NWTBGM-21 Morthwind Traders Scones 57.50. $10.00
34 NWTB-34 ' Morthwind Traders Beer $10.50, $14.00
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Cutting, Copying, and Pasting

Once you have selected the data you want, you can easily copy data for use elsewhere and paste data into the table. To

copy highlighted data from a table, right-click the data you have selected and click Copy:

Product Code -

NWTE e inc
Nwrel © ing
NwTeg 3 SOPY ing
NwTQ|h Paste ing

NWTJH%Z] sotaAtez inc
NWTDI 2| sortZtoa ing
ing

This saves a copy of the highlighted data in the clipboard of your PC. Once data has been copied, it can be used in a word
processor, a spreadsheet, or some other program that uses text and numerical data. To paste the data in the clipboard to
another program, you can click Edit -Paste- or Data -Paste- using the menu of the other program. Most programs also

feature some sort of right-click functionality; right-click your mouse where you want to the data to go and click Paste.
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To paste data into a table is a bit more complicated. You will need to make sure that your source data does not have the
same primary key as any record currently in your table. If you do, Access will prompt you with an error saying that a
duplicate primary key has been detected in the table. You must assign a new primary key to the pasted record(s) in order
to continue. To perform the paste operation, copy the data from the source program and paste it into the Datasheet view

of a table by right-clicking inside the upper-leftmost cell you want to place the data Paste.

Cutting data in Access requires care if the table you are cutting the data from is related to many other tables in the database.
Cutting data from a table has the same effect as deleting data; that is, it no longer exists in the source table. Therefore, if
there are other tables in the database that rely on the information you are potentially removing, you will need to remove
the relationship between the two tables first. Cutting data has the same sort of effect as copying data; it is stored on the

clipboard of your PC until you paste it into another program.

Using the Format Painter

The Format Painter is used to remember the formatting style of one control and ‘paint’ each subsequent control so all of
them look the same. This tool is very useful if you are doing some renovating to the look and feel of a database or if you

need to apply a lot of changes quickly. The use of the Format Painter is best shown by example.

Forms vl liee
|Search... |,D

E Active Orders Subform for ...
Customer Details

Customer List

Customer Orders Subform

Go to L | E-mail Create Outlook Contact Save and New

Employee Details

Employee List General |0rders|

Employee Orders Subform

Home First Hame |Andrew E-mail

Inventaory List Last Hame |Cencini | ‘Web Page
r u
Inventory to Reorder Subf.., Company |Northwind Traders |

Login Dialag Job Title |\.I'ice President, Sales

Order Details

The diagram above shows the Employee Details form found in the Northwind sample database.

Gensral | Drd&rsl /

- oFirst lame €|First Narme

I
|Last MName ||Last Mame |
[company | company |
[fob e | Job Title |
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1. Enter Design view by using the View command. This will show you where each command lies in the form:
2. Click any object in the form, like the text box label shown in the diagram above. The current formatting for

the label appears in the Font section of the Design contextual ribbon:

.A,I 1

Arial -8 . -l
(e ——
B I UE=E= 4 || Conditional

3. The small paint brush icon ( j ) located in the Font section is the Format Painter. To see it in action, let’s

first change the look and feel of some labels. First, select the label that contains formatting that you want to

use:
[ 1
Arial SECIIR] R 2
e
| = = [= Conditional
Bl7 UW|ESEJV 1 :
Font

First Name '
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4. Double-click the Format Painter. Now every control you click on will have that formatting applied to it:

ml - e TE
L
| ——

|—| I-I-:ir.-?htl-jnal

S\ pe—————"—
glzzlz\"""""---z-

b
ﬁFirsl Name HFirst Manmu

Arial * |10

Al

Iy
i
]
/El

Last Name |Last Mame

| Company icompanv
\w dob Title  [jobTitle

‘F‘hu:rne Humbers |

‘Eusiness Phone |Bu5iness F

| Home Phone |chmePhc

\ Mobile Phone |Mobi|e Pk

Fax Number IFax Mumb

5. To stop using the Format Painter, click the Format Painter icon once more to turn it off.
6. The Format Painter is most commonly used in this manner in order to format the look of many controls at
once. However, if you want to make only once command look like another, click the command you want to

copy; and then click the Format Painter icon. After you use the Format Painter, it becomes deselected.
Using Undo and Redo

dda-

4|

Undo and Redo are used as a way to recover or reinstate changes you have made to an object or file. Like Cut, Copy, and
Paste, you can perform the Undo and Redo command in many different situations using Access (and many other programs).

And like Cut, Copy, and Paste, Undo and Redo have their own keyboard shortcuts. (Ctrl + Z and Ctrl + Y respectively)
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The Undo command is a standard control in the Quick Access toolbar:

1. The Redo command is used by pressing Ctrl + Y or by adding the control to the Quick Access toolbar:

Customize the Quick Access Toolbar,

Choose commands from: i) Customize Quick Access Toolban i)
All Commands w |For all documents [default) w
I__E RELILUIALE FdUE DIcdis 2 Lg Saire
Records - =4 Print...
Recover Desigr Master... |
£} Can't Undo ¥
[] Rectangle ! E]
¥ Redo |b

Remove

[#] Refresh

|['Lg] Refresh ¥

li5] Refresh an

[£] Refresh List v M o dif

|:| Place Quick Access Toolbar below the Ribbon

5 | —

Format Painter

| »

Format Painter
Format Painter
Format Painter

Format Painter

Format Painter
Sizing
Font Bold Property Setting

Fore Color Property Setting
Fore Color Property Setting
Fore Color Property Setling
Fore Color Property Setting -
Undao 0 actions

2. If you accidentally changed the font used in a control, use the Undo command to erase the changes and
use the old font again. Access gives you the option to ‘step back’ through the last twenty operations you
performed.

3. To see the operations that were performed before, click the small pull-down arrow beside the Undo or Redo

command:

123

Download free eBooks at bookboon.com



Access 2007: Part I Queries

4. Pick the option in the list you want to -Undo-; Access will revert the actions in the reverse order in which
they were performed.

5. The only exception to the Undo and Redo command is one that involves the deletion of data. If you are not
100% sure that a certain piece of data can safely be removed, you should back up the database first. Should

records be deleted because of an Undo or Redo command, their deletion cannot be reversed.

Checking your Spelling

In the case of a database, you probably won't have too many spelling errors as most of the data is going to be in abbreviated
form, in number form, or proper names that won't be in a dictionary. Nonetheless, Access lets you take advantage of a

spell checker to check the records of a table for misspelled words. For example, if you misspelled the word Street:

Ship Addres: -
123 Any Stre

1. Access’ Check Spelling command will find and report an error like the one above if you activate the

command in the Records section of the Home ribbon:

= New E Totals
=

= Save spelling
== v
Refresh

;ﬁe.s A Delete - Eh‘lnre >

Records

Spelling: English (U.5.)

Ship Addres: ~

Mok In Dickionary:

S e =

\Shret | [ Ignore 'Ship Address' Field J 123 Any Street

EHE?E?EMHS: ______ 123 Any Street

|§E:Et8t |_tonore | [ Igrore Al ] 123 Any Street

| Skek

|Strew [ Chage ] ’ Change All ] 123 Any Street

[ 123 Any Street
l Add ] [ AutoCarrect ]

= : 123 Any Street

Dictionary Lanjuage; |£nglish s T |

123 Any Street

123 Any Street

1793 Awar CHennd

2. 'The Spelling dialogue box will appear with the word it couldn’t find in the Not in Dictionary field. The
dialogue box has several features to make spell checking easy. It offers possible spelling matches in the
Suggestions list. You can also specify which language you would like the spell checker to use in the
Dictionary Language combo box. (Be warned that changing dictionary languages may require the Office
2007 install media or a connection to the Internet to download a language package.)

3. The buttons on the right-hand side of the dialogue allow you to:
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Ignore

Skip over this instance of the misspelled word.

Ignore All

Skip over all instances of this misspelled word.

Change

Change this misspelled word to the highlighted suggestion in the Suggestions box.

Change All

Change all instances of this misspelled word to the highlighted suggestion in the Suggestions box.

Add

Add this ‘misspelled” word to the dictionary so any further instances will be considered correct.

AutoCorrect

AutoCorrect is a special function of the Microsoft Office Package that is designed to always change a misspelled word to

the first suggestion. For example, if you had to type ‘Street’ many times for different addresses but you always forget to

add the extra ‘] Access will automatically correct every instance of ‘Stret’ to ‘Street’

Download free eBooks at bookboon.com



To see Section 7-10 download
Access 2007: Part 111

Download free eBooks at bookboon.com



	Section 4	Saving in Access
	4.1	Saving in Access 

	Section 5	Tables
	5.1	Working with records
	5.2	Creating a Table 
	5.3	Entering Data
	5.4	Managing Table Data Entry 
	5.5	Controlling Table Data Entry (field Properties)
	5.6	Relationships
	5.7	Customizing Tables 
	5.8	Sorting and Filtering Data 
	5.9	Formatting Tables 

	Section 6	Queries
	6.1	Creating Queries
	6.2	Basic Queries 
	6.3	Filtering a Query 
	6.4	Formatting Text 


