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INTRODUCTION

This introductory level course is aimed at those who want to learn how to create
a database using Microsoft Access 2007. You will create a simple relational
database, input a small amount of data into the tables, and retrieve specific
information from the database.

Knowledge assumed

experience of using a computer, for example keyboard
familiarity
experience of using Windows

familiarity with a mouse, icons, loading software and
click boxes

experience of using the Office 2007 ribbon

Areas covered

creating a table
entering data
relationships
creating queries
creating forms
producing reports

European Computer Driving Licence (ECDL)

If you are undertaking the ECDL Database unit, this document covers all of the
assessment objectives.

You may also like to enrol for the on-line training for ECDL which is available
through your Blackboard account. For enrolment information, click the On-line
courses link at http://intranet.dmu.ac.uk/it training/
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‘ﬁ Document signposts

Instructions for you to type

Bold text
Shortcuts
Reminders
i
Notes
Exercises
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DATABASE CONCEPTS

WHAT IS A DATABASE?

A database is defined as an organised collection of related data. It can be
regarded as an electronic filing system that can hold thousands, even millions, of
items of information.

As you design the tables that hold the information, you specify how that
information will be stored, for example, as a date, text, number etc.

The huge advantage of a database is that, once the data has been entered, you
can query it to produce information in seconds rather than the hours it might
take you if it were stored in a manual system.

Creating a really effective relational database is a job for an expert. This course
does not aspire to those levels, but will provide you with sufficient expertise to
produce the kind of database that you might find useful for saving information
for inclusion in a report or mail merge.

HOW IS A DATABASE ORGANISED?

A database is organised into tables, records, and fields.

A table is a collection of data about a specific topic, such as course delegates or
equipment. Using a separate table for each topic means that you store that
data only once. This results in a more efficient database and fewer data-entry
errors. A database may consist of one or many tables.

Tables organise data into columns (called fields) and rows (called records).
For example, each record in a ‘course delegates’ table will contain all the
information about an individual delegate, such as ID number, last name, first
name, department etc. Each field in that table contains the same type of
information for each delegate, such as last name.

A query is used to interrogate the database to pick out specific data from it.

A report is a way of presenting the information in the database in an accessible
format.

A form lets you enter and view data in the database in a format that is more
convenient and user-friendly than a table.

A relationship is a link between information in one table and information in
another table.
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WHAT IS A PRIMARY KEY?

In order to set up a relationship between two tables and show how information
in one relates to information stored in the other, you need to identify a field in
one of the tables where the data will be unique for every record.

This field is called the key field or primary key field and is usually referred to as
the primary key.

WHAT IS AN INDEX?

When a field is set to be indexed, the database attaches an indexing structure to
the field; this makes it quicker to perform searches on the field.

The primary key of a table is automatically indexed.

You should be aware that Access updates all of its indexes every time you add or
update a record. Because of this, you should ensure that you only use indexes
where you really need to, otherwise you will find the entering and editing of
data slows down considerably.
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PLANNING AND DESIGNING A DATABASE

Before you create a database you must give it a lot of thought and make a plan
as to how you will construct it. There are obviously some questions you need to
ask:

Why do | need this database? What will | use the data for?
e Is there an existing database that | could use?
¢ What data is to be included and should it be split into several related tables?

e How will the data be divided into fields, and will any of these contain a
unique value that could be used as a primary key field?

e What will the data types be: text, numbers, currency, etc?

e What properties am | likely to define for each field when | am creating the
tables?

e How will the tables be related?
e What forms and queries will | need?

A very important point to remember is that, while data entered in separate
fields can always be brought together again in a report, data entered in a single
field cannot be split.

For example, if you input a person’s title, first name or initial, and last name in
a single field, say Mrs Joanna Smith, the data will always be displayed in that
form. You cannot decide later that you would like to use individual components,
say Joanna or Smith on their own.

It is advisable to have three separate fields (title, first name, last name) which

you can join together in various combinations: Mrs Joanna Smith, Mrs Smith,
Joanna Smith, Dear Joanna, or Dear Mrs Smith.

RELATIONAL DATABASES

As you determine the purpose of the database, a list of information you want
from it will begin to emerge.

When you plan the database, you will no doubt start by listing all of the fields
that you need to store the data. If it is a very simple database, you can
probably manage with a single table.

However, if you try to fit a more complex database into just one table, you will
find that you are repeating some of the data.
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For example, you might set up a database to record the courses that students
are enrolled on. It is reasonable to assume that many students will be enrolled
on each course. If you have a single table, you will be endlessly repeating the
course details for each student. It is much better to have two tables: one for
the course details, and one for the student details. You then create a
relationship between the tables.

If you have two or more tables linked by a relationship, you must have a field in
each table that holds information that can be used to create the relationship.
One of these fields must be a primary key field which means that the
information it holds is unique for each record.

In the example below, the course number field will be used to make the
relationship between the tables. The primary key field will be in the Course
information table. This is because each course in the Course information table
will have a unique course number. The course number will not be unigue in the
Student information table, because you can expect many students to be on the
same course.

Two records relating
to this course

Student information

Title
First name
Last name
Address 1 Course record
Address 2
Town
Telephone number Course information
Date of birth
Driving licence y/n Course number
Course number Course title
Room number
Course leader
Student information Module credits
Minimum number of students

Title

First name

Last name

Address 1

Address 2

Town

Telephone number
Date of birth
Driving licence y/n
Course number

Many student records Many records but only
per course one per course

Do bear in mind that data in some databases is not suitable for a relational
database, and you have no alternative but to use a single table ‘flat’ database.
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The database you are about to create contains information about students and
courses. Course data will be the same for many students, so the database will
have two related tables, one containing student details and the other containing
information about the courses.

The table of student details will contain the information listed below:

Title: Mr
First Name: Francis
Last Name: Tresham
ﬁTeelgs — 1 > Address 1: 56 Parliament Street

Address 2: Fulham
Town: London
Telephone Number: 2987009
Date of Birth: 05-Nov-1953
Driving Licence: Yes
Course Number: PT765800

AN

I

Sample

data

The table of course details will contain the following information:

Course Number: PT765800

Course Title: Advanced Pyrotechnics
six | s Room Number: S5.8
fields Course Leader: Guido Fawkes

Module Credits: 5

Minimum Number of 15

Students: T

Sample

data
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NAMING CONVENTION

It is always a good idea to use descriptive names when naming aspects of the
database. Very long names should be avoided however, because they may result
in typing errors when you need to refer to them later.

Access 2007 allows the use of names that include spaces, but this can cause
problems if, in future, you decide to enhance your database with Visual Basic for
Applications (VBA) modules. It is therefore advisable not to include spaces when
naming any aspect of the database.

When choosing descriptive names it is sometimes necessary to have more than
one word in the name. Most database developers use either the underscore
character between the words, or capitalise the initial character of the second
and subsequent words in order to make it readable.

In this training document the second method is used, so the “first name’ field in
the student details table will be given the field name firstName.

It is also useful for the name of a database object to give an indication of the
type of object that it is associated with. Many database designers therefore add
a three letter prefix to the name to specify the type of object that it is.

This training guide uses the following prefixes:

Object Prefix
Table tbl
Query qry
Form frm
Report rpt

So, for example, the table of course details will be called tblCourses.
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CREATING A RELATIONAL DATABASE

You are going to create a relational database.

> Double click the Access 2007 shortcut icon on the Desktop s
Or

> Click the Start button

» All Programs

» Microsoft Office

> Microsoft Office Access 2007

The Access opening screen is displayed.

f Da ) EmE N Microsoft Access o= ox
i -
L @
Template Categories
Featuring - : 3 :
= Getting Started with Microsoft Office Access
Local Templates
From Micresoft Office Online
New Blank Database = Open Recent Database
Business
=3
personzl & More...
Sample Blank Datebase
Education Featured Online Templates
[ 1
i | =
i =
- i
A
L] & =
| )
= = L
Assets Contacts
1
|
— ‘ ,
| ah ‘ . -
Dl saer - More on Office Online:
_a.0ffice Online RS i
Training | Templates | Downloads
What's new in Access 20072
i E ene o £ et the latest content while
= o aals e warking in the 2007 Microsoft
ol i E = Office system
, information in a manageable ®  Guideto Access 2007 User Interface
environment. Learn more about i - .
the new featuras and * '-“t.lmlu-e_ 2ulr:lzbje_‘15 US";‘U the
impravemants new, easy access Mavigation Pane
Ready Mum Lock

To start a new blank database:

> Select Blank Database from the New Blank Database section
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The pane on the right of the window shows the location and file name of the
database being created.

A filename is automatically assigned, but you can change it.

Access requires a filename before you begin to construct the database.

f@ g - ™ - Microsoft Access - = ox
tCiia)

| Template Categories |
. | Getting Started with Microsoft Office Access

From Microsoft Office Online
1 MNew Blank Database s

Business
Personal
Sample Blank Database |
Education Featured Online Templates
i T
| =
i
=]
|
- -
I A wp -
Assets Contacts Issues Events
—, Blank Database
§ ~ Create a Microsoft Office Access databace that does
T not contain any existing data or objects.
=,
/ e File Name:
-
|Datahasel | =
Ol seacre More an Office Online: C:\Documents and Settings\Alvin\ \
' Office 9 3 3 2 gs‘alviniMy Documents)
cal Online Training | Templates | Downloads
What's new in Access 20072
'-E The new Access 2007 contains Get the latest content while
more pawerful toals to help yau @ working in the 2007 Micrasaft
= quickly track, repart, and share Office system
Informationina mansgentle & Guideto Access 2007 User Interface
= environment. Learn more about ?
e e feab res Rl . Qrganize all your objects using the
improvements, new, easy access Mavigation Pane
Ready Num Lock

The database that you are creating will be called Students and is to be saved in
the Accesslintroduction folder on drive C.
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To change the location and file name:

» Click into the File Name text box and replace the default filename with
Students

» Click the Browse icon next to the File Name text box
The File New Database dialog box is displayed.

Filz New Database

Save in: i:.'j My Documents
D My Recent | |y Music
Documents || By pictures
(@ Deskion (EoMy Practice Files
£ Trislz007Db
=My
S oocuments
3
Computer
My Network
Places
_ Training
S pocuments
< Aypc on
= hastish,..
Flsnsme:  [sudents v
Sane 33 LYPS: | plicrasoft Office Aceess 2007 Databases |

From the buttons on the left select:

» My Computer

File New Database

Save in; | o My Computer v: @-@A X uE-

— MyRecent | (3% Floppy (A

Documents | \cga oeal Disk (C:)
[} sk BDND-RAM Drive (D:)
S#.Ahype on ' hostiShared Folders' (¥:)
=M (yshared Dy I
=] |_)5Shared Dacuments

D i

OEUMENES || ) Alvir's Documents

B
Computer

M Metwork
Places

—_ Training

S pocuments

o Ahype on

- hastish...

Filepame:  Stidents )

Save s tYPE: | picrosoft Office Access 2007 Databases v

Select Local Disk (C:)
Click Open to show the folders on drive C
Select Accessintroduction

Click Open to open the AccessIntroduction folder

YV V YV V VY

Click OK to accept that folder as the location for the database
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The following file name and location should now be seen in the right pane of the

Getting Started window.

Blank Database

File Name:

Create a Microsoft Office Access database that does
naot contain any existing data or objects,

‘Students.accdb

| 5

Ci\AccessIntroduction,

L_Qreate ]

[ Cancel

> Click Create

When a database is created a table opens in ‘datasheet’ view with the default

name Tablel.

Quick Access Ribbon Help
Office Toolbar tabs
Button
(Oa sy ¥ Table Tools students : Database (Access 2007) - Microsoft Access NI
2) = 7
~ Home Create External Data Database Tools Datasheet '@
% ﬁE] ﬁ .J; Insert Data Type: +|[] Unique oz
e = : Y G pelete || Format [C] 1s Required = =
View Mew Add Existing Lookup T Relationships Chbject
- Field Fields  Column =0 Rename |||E5 a5 e || 50 00 Dependencies
Views Fields & Calumns Data Type & Formatting Relationships
Tablel 2 | 1D ~ | Add New Field
E Tablet : Table *| {New)
Record: M {1 of1 M & Search
Datasheet View | Num Lock | |[E /4
Navigation Main section Status Views
pane showing Tablel bar shortcuts
In datasheet view
12 ©De Montfort University, IT Training <2008>
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SAVING A NEW TABLE

You will use Tablel for the student details information.
To save the new table with an appropriate name:

» Click the Save button on the Quick Access Toolbar

> In the Save As dialog box that appears, overwrite the default table name
with tblStudentDetails

Tahle Mame:
thlstudentDetails

OF ] [ Cancel

> Click OK

ADDING FIELDS TO A TABLE

To prepare the table to receive your data you must now add the required fields
to the table using appropriate field names.

The two possible views for a table are design view and datasheet view.

Design view is used to alter the design of the table, which includes adding and
editing fields and setting the properties of the fields.

Datasheet view is used to view and edit the data contained in the table. This
version of Access has made it possible to alter some aspects of the table design
in datasheet view in order to make the creation of simple tables more user-
friendly.

Adding fields in datasheet view

The first field was added to the table automatically and named ID. The next
five fields to be added are: title, firstName, lastName, addressl, and address2.
You will use datasheet view to set up these fields in the table.

To create the field named title:

> Ensure that the Add New Field box is selected in the table

= tbistudentDetails '

.

ID ~ | Add New Field
* (Mew)
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> Ensure that the Datasheet tab is selected

{ ﬁn‘ | i Table Tools Students : Database (Access 2007) - Microsoft Access — o
) -
7/ Home Create External Data Database Tools Datasheet L7
P || = Iv'j! = ‘%' Tnset | DataType: - c - ﬂﬂj

Lﬁ = —ftJ HES W Derete g Hes :Kﬁ ==
View New |Add Edisting|Lookup . || Relationships  Object
- Field | Fields |Column =0 Rename || (B8 &% s || 5% o Dependencies
Views Fields & Columns Data Type & Formatting Relationships
All Tables - | < |j tbiStudentDetails > | Field List x|
tbiStudentDetails % 1D - Add New Field
: ; | Mo fields available to be added to the current
FH thlStudentDetails ; Talle |* [New) Lot St oinEn

» Select Rename from the Fields & Columns group of commands

The field name box is highlighted for the new field.

—
— tbiStudentDetails ',
ID -

* (Mew)
> Type title
To create the next field in the table named firstName:

» Press the Tab key to go to the next field name

-
] tblStudentDetails
ID - title -
* (New)

» Type firstName

= thiStudentDetails
ID - title ~ firstName
* (Mew)

» Continue the process to add the next three field names: lastName, address1
and address2

» When the last field name is added press the Tab key twice to exit from the
field naming process

Adding fields in design view

To switch to design view:
» Ensure that the Datasheet tab is still selected
» Click the Design View icon in the Views group of commands L

The table is shown in design view.
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a1 d = Table Tools | Students : Database (Access 2007) - Microsoft Access - X

il =
J Home Create External Data Database Tools Design L]
F]j T Zealnsert Rows m
L ”; 2 - = Delete Rows J
View | [Primary|E Test Validation Property Indexes
- Key Rule *_‘;E Lookup Column Sheet
Views Tools Show/Hide
All Tables v <« || Z tbiStudentDetails |, %
thiStudentDetails & Field Name Data Type Description -
T thistudentDetails : Table » B AutoNumber El
title Text
firstName Text
lastName Text
addressl Text
address2 Text
-
Field Properties
General |Logkup
Field Size Long Integer
Mew Values Increment
Farmat
Caption
Indexed Yes (Mo Duplicates) |
Smart Tags | | A field name can be up to 64 characters long,
Text Align General - including spaces, Press F1 for help on field
names,
Design view. F& = Switch panes. F1 = Help. Mum Lock | ol

The remaining field names are: town, telephoneNumber, dateOfBirth,
drivingLicence, and courseNumber. You will use design view to add these fields
to the table.

In the Field Name column you enter the names of the fields you want to create.

» Click into the first empty row in the Field Name column

( = tbistudentbetails b

Field Name Data Type
% 1D AutoNumber
title Text
firstName Text
lastName Text
addressl Text
address2 Text

Type town
Press the down arrow key to go to the next field name

Type telephoneNumber

YV V VYV V

Continue the process to add the last three fields: dateOfBirth,
drivingLicence, and courseNumber
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Data types

When setting up a table you need to indicate what type of data will be stored in
each field.

Observe the Data Type column and see that all the fields that you have added
have been given a Text data type. This is the default data type and will usually
be correct for most fields. A text field can hold both alphabetic and numeric
data.

Data Type Uses
Text Use for text, or text and numbers
that are not used in calculations.
Up to 255 characters.
Memo Use for text greater than 255
characters, or for text that uses
rich text formatting.
Number Use for storing numbers to be used
in calculations, except for
monetary values.
Date/Time Use for storing date/time values.
Currency Use for storing monetary values.
Auto Number | Use for generating unique numeric
values automatically that can be
used as a Primary key.

Yes/No Use for fields that can hold one of
two values.

OLE Object Use for storing images and objects
from other Microsoft applications.

Attachment Use for images, objects and files.

This new data type is more flexible
than the older OLE Object, and is
expected to slowly take its place.
Hyperlink Use for storing hyperlinks to web
pages and files.

Lookup Wizard | This is not actually a data type, but
is used to create a combo box to
look up values stored in another
table.

In your present table, the data in the dateOfBirth field will be a date and for the
drivingLicence field you will use a tick box to indicate whether or not the
student has a licence. You will therefore need to change the data type for these
two fields, but the text data type is suitable for all the others.
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» Click into the Data Type column for the dateOfBirth field
» Click the down arrow in the Data Type box

A list of the available data types is displayed.

town Text
telephoneNumber Text
dateDfBirth v
drivinglicence
courseMumber Memo
MNumber
Date/Time Data types
Currency available
AutoNumber
General [Lookup Yes/No
Field Size 255 OLE Object
Format Hyperlink
Input Mask Attachment
BZ?;::;?.V.EIUE Lookup Wizard...

» Select Date/Time from the list
» Change the Data Type for the drivingLicence field to Yes/No
The completed list of fields and their data types:

| ~ tbiStudentDetails ',

Field Na?ﬁﬂe Data Type
% ID AutoNumber

title Text
firstName Text
lastMame Text
addressl Text
address2 Text

town Text
telephoneMumber Text
dateOfBirth Date/Time
drivingLicence Yes/No
courseMumber Text

Field properties

Each field in a table has a set of properties that determine how the data is
entered or displayed. For example, numeric data may need to be displayed to
three decimal places, while dates may need to be shown in a specific format.

The field properties are displayed in the bottom pane of the design window.
The properties you are offered are dependent upon the data type that you
choose for the field.

Defining field properties allows you to control what data will be accepted in the
field, and how information is entered and displayed.
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It is not necessary to change the properties for every field, but you should set
properties that help to validate information as it is entered into the table.

» Click into the Data Type column of the title field

The properties for this field are shown in the bottom pane.

] = tbistudentDetails

Field Name

| Data Type
[% |ID AutoNumber
| |title Text v
firstName Text
lastName Text
address1 Text
address2 Text
town Text
telephoneMNumber Text
dateOfBirth Date/Time
drivingLicence Yes/MNo
courseNumber Text
! Field Properties
General |Lookup
Field Size 255 A
Format w
Input Mask
Caption
Field Properties Default Value
for the Validation Rule
. Validation Text
selected field Required e
Allow Zero Length fes
Indexed Mo
Unicode Compression Ves
| IME Mode Ma Cantral
IME Sentence Mode Mone
Smart Tags it

Text field sizes are set to 255 characters by default, but you can set it to any
value between 0 and 255. You use the field size property to restrict the number
of characters that a field will accept. It is sometimes a good idea to limit the
size to the value equal to the largest number of characters you expect to store
in the field.

» Change the Field Size to 3

To restrict the data that can be entered into a field, you can create a validation
rule.

» Click into the Validation Rule row in the field properties
» Type the text Mr or Mrs or Ms
» Press Enter

Access automatically adds quotation marks to the text items.

Access2007Introduction (190508) 18 ©De Montfort University, IT Training <2008>



General |Loakup

Field 5ize 3 A
Faormat

Input Mask

Caption

Default Value

Validation Rule Mr™ Or “hrs” Or "Ms

Validation Text

Required Ma

Allow Zero Length Yes

Indexed Ma

Unicode Compression fes

IME Mode Mo Contral

IME Sentence Mode Mane

Smart Tags il

You can use the Validation Text property to add text that will be displayed if
the database user does not enter the correct information.

> In the Validation Text row type the text Must be Mr or Mrs or Ms

General |Lookup

Field Size 3 b
Farmat

Input Mask

Caption

Default Value

Validation Rule P Cr "Mrs” Or "Ms

Validation Text Pust be Kror Mrs or Ms

Required Ma

Allow Zera Length fes

Indexed Mo

Unicode Compression fes

IME Made Mo Cantral

IME Sentence Maode MNane

Smart Tags hi

The Caption property is used to set the heading or label for the field in forms,
reports and datasheet view of the table. If the property is not set, the field
name will be used for the heading or label.

It is good practice to use the Caption property to set user-friendly headings and
labels for fields with complex field names.

The title field does not have a complex field name, but you will set the Caption
property using upper case for the initial character.

> In the Caption row type Title

By default, the Required property is set to No. This allows the user to leave this
field empty when completing a record. To ensure that the title field cannot be
left empty you will change the property.
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» Click into the Required row

A down arrow appears to the right of the text box

Validation Rule bAr™ Cr “Brs” Or "Ms

Validation Text Fust be Kroor Mrs ar Ms

Required Mo W
Allow Zero Length fes

Indexed MHa

> Click the down arrow

Mo

Mo

» Choose Yes from the options listed

The Indexed property creates a hidden index for the field. Although this
inevitably makes the database bigger, it speeds up the process of searching for
specific values in that field.

» Click into the Indexed row
» Click the down arrow on the right of the property box

The following options are displayed.

Ma

Yes [Duplicates QK]
Yes [No Duplicates]

Yes (No Duplicates) will create an index and will not allow two different records
to have the same value in this field.

Yes (Duplicates OK) will create an index that will accept the same value in
multiple records.

You will not index the title field.

» Select No to leave the property unchanged
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» For the other fields in the table, set the properties according to the following
list and save the changes before continuing

Field name Data type Field | Caption Format | Indexed
size
ID AutoNumber Student ID
firstName Text 15 First Name
lastName Text 15 Last Name Yes
(Duplicates
OK)
addressl Text 30 Address linel
address2 Text 30 Address line2
town Text 20 Town
telephoneNumber | Text 11 Telephone
Number
dateOfBirth Date/Time Date of Birth | Medium
Date
drivingLicence Yes/No Driving
Licence
courseNumber Text 8 Course
Number

To switch to datasheet view:

» Ensure that the Design tab is selected

» Click the Datasheet View icon in the Views group of commands i

The table is displayed in datasheet view:

1 tbiStudentDetails
Student ID - Title - | First Name - | Last Name - |Addressline - |Address line ~ Town ~ | Telephone | -~ | Date of Birtt - | Driving Licel
* (Mew] O

Notice that the field headings are no longer taken from the field names but are
now taken from the caption properties.

Don’t worry that you cannot read the full heading for some of the fields, we will
address that later.
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CREATING A NEW TABLE

You will now create a second table to hold the course information.

> Select the Create tab ===
. . Tabl
> Click Table Design from the Tables group of commands  pign
A new table is opened in design view.
|::,, \ =] ¥ Table Taols |~ Students : Database (Access 2007) - Microsoft Access - X
—.j/ Home Create External Data Database Tools Design L7
) —r=Insert Rows
_H'é = Delete Rows
P‘.LI!?-I} = - =50 Loakup Calumn || g
i -"«IIV'.FarbIES - «V !_j thistudentDetails ‘ j’ T;;Jkl 7 x
| tbiStudentDetails 2 Field Name Data Type Description -
=1 tbiStudentDetails : Table El

Field Properties

General |Logkup

Afield name can be up to 64 characters lang,
including spaces. Press F1 for help on field
names.

» Create the following fields with the properties as listed

Field name Data type | Field size | Caption
courseNumber | Text 8 Course Number
courseTitle Text 30 Course Title
roomNumber | Text 6 Room Number
courseLeader | Text 20 Course Leader

The final two fields of this table will hold numeric data.

» Add a new field with name moduleCredits

» Assign it the data type Number

The default field size is Long Integer. An integer is a whole number - no decimal

places. If the data that you are going to enter into a field needs to display
decimal places, you must alter the field size. If you do not, Access will
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automatically round the numbers up or down and only store the rounded values.
The decimal values will therefore be lost.

» Click into the Field Size property

» Click the down arrow to see the available options

General |Lookup

Field Size Long Integer
Farmat Byte
Decimal Places Integer
Input Mask

Caption Single
Default Value Double
validation Rule E‘Zfzi'l's:"j“ I
Validation Text

Required Ma

Indexed Ma

Smart Tags

Text Align General

> Select Single (this allows decimal places, see page 112)

» Click into the Format property and click the down arrow to see the available
options

General |Lookup

Field Size Single

Format

Decimal Places General Number| 458,739
Input Mask Currency £3455.79
Caption Euro €3,456,79
Default Value Fixed 345879
validation Rule g‘;’c‘::t'd f.;;ggf
vialidati 0%
Validation Text Scientific 53.46E-03
Required T

Indexed Ma

Smart Tags

Text Align General

Formats affect the way data is displayed, not how it is entered or stored in the
table.

> Select General Number

By default the Decimal Places property is set to Auto. This means that the
numbers will be displayed as specified in the Format property. (See page 112
for more information about number formats.)

> Click into the Decimal Places property and click the down arrow
» Select 1

> Set the Caption property to Module Credits
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General |Loakup

Field Size Single

Format General Mumber
Decimal Places 1

Input Mask

Caption Maodule Credits

Default Value
Walidation Rule
Validation Text

Fequired Mo
Indexed Ma
Smart Tags

Text Align General

» Add a new field name minimumStudents
» Assign it the data type Number
» Change the field size property to Integer

» Set the caption to Minimum Number of Students

You have finished entering the details of the design.

» Click the Save button on the Quick Access Toolbar

> Replace the table name with tblCourses in the Save As dialog box

Tahble Mame:

thlCourses |

o4 ][ Cancel ]

> Click OK

Access reminds you that a primary key has not been defined and asks if you
would like to create one.

Microsoft Office Access

There is no primary key defined.

! E although a primary key isn't required, it's highly recommended. & table rmust have a primary key For vou to define a
£ relationship between this table and other tables in the database.
Do ywou want ko create a primary key now?

[ Yes ] [ Mo ] [Cancel ]

You will cancel the saving process while we discuss setting up a primary key.

> Click Cancel
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Setting the primary key field

A relational database contains two or more tables that are related to each
other. In order to have a relationship between two tables, one of the fields that
define the relationship must be a primary key field. Remember that a primary
key field holds unique information.

Think about the two tables you have just created. In each table you have
included a field named courseNumber. In the courses table the courseNumber
field will contain “unique’ data since each course has a different number. This
will therefore be set as the primary key field in the courses table and used to
make the relationship with the students table.

The fields used in the relationship need not have the same name but the field
properties must be the same.

You have already seen that, when you save a table for the first time, if you have
not set a primary key, Access will remind you that you should consider specifying
one.

That reminder dialog box gives you three options:

Option | What it means What it does
Yes Allow Access to do it for | Access cannot recognise which of the fields
you should be a primary key, so it will add an
AutoNumber field at the top of the table
No Tell Access that you do | Saves the table without a primary key
not want a primary key
in this table
Cancel | Cancel the saving Takes you back to the table design so that
process you can select the field to be used as the
primary key

To set the primary key field for the courses table:

» Ensure that the Design tab is selected

> Click onto the courseNumber field ]

> Click the Primary Key button in the Tools group of commands ~ *}7°%

A key symbol is displayed next to the field name.
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£ tblStudentDetaiu"{ == Tahl»el\
Field Mame Data Type
#* courseNumber Text
courseTitle Text
roomMumber Text
courseleader Text
moduleCradits Mumber
minimumStudents Mumber

The primary key of a table is automatically indexed. Notice that the Indexed
property for the courseNumber field is set to Yes (No Duplicates).

> Save the table using the name tblCourses

To close this table:

» Click the right mouse button on the tblCourses tab

|f| tblStudentDetails"‘{ = tblCopr h
Field Name e | save I

= Close
£ | Close Al

roomMumber | Design View

CoudrﬂelLiadj; Datasheet View

:;jn irnir; :1 uldse nts 14| | PivotTable View
fll  PivotChart View

> Select Close from the displayed shortcut menu

> Close tblStudentDetails table

Both tables could be closed simultaneously by selecting Close All from the
shortcut menu.
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MAKING THE RELATIONSHIP

Once you have created the tables in the database, you need to instruct Access
how to bring the information in those tables together. The first step in this
process is to define relationships between the tables. You will then be able to
create queries, forms, and reports to display information from several tables at
once.

To create the relationship between tbiStudentDetails and tblCourses:

» Select the Database Tools tab

> Select Relationships from the Show/Hide group of commands

Since this is the first time that you are creating a relationship in this database,

the Show Table dialog box is displayed automatically to enable you to add the
required tables to the relationship window.

(Oa) 1 * z Relatianship Tools
-
— Home Create External Data Database Tools Design
X Clear Layout 1P= S Hide Table
R A = j L= e : L= |
=3 Relationship Repaort a =ct Relationships
Show o ) . Clase
Table 2 All Relationships
Tools Relationships
| All Tables v <« || = Relationships \ B ALl @@
| tbiStudentDetails 5

Tables | Queries || Both
E1  thistudentDetails : Table o I |

‘thlCourses
tblStudentDetails

| tbiCourses A
EH thiCourses : Table

Add l ’ Close

Ensure that tblCourses is selected in the Show Table dialog box
Click Add to add this table to the Relationships window
Select tblStudentDetails

Click Add

YV VvV VY V VY

Close the Show Table dialog box
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Both tables with their respective fields are now displayed in the Relationships
window.

=7 Relationships
tblCourses thlStudentDetails
¥ courseMumber ¢ ID -
courseTitle title
roomMumber firstMame
courseleader lastMame
moduleCredits addressi
minimum3tudents address2
town —

To create the relationship, you need to see the courseNumber field in both
tables.

> Use the scroll bar on the tblStudentDetails table to move down the list until
the courseNumber field is visible

Or

» Drag the bottom edge of the tbiStudentDetails table down so that you can
see all of the field names

== Relationships
thlCourses thlStudentDetails
? courseMumber ? 1D

courseTitle title

roomMumber firsthame

courseleader lastMame

moduleCredits addressl

minimum5Students address2
town
telephoneMumber
dateOfBirth
drivingLicence
courseMumber

» Hold down the mouse button over the courseNumber field in tblCourses, drag
the mouse pointer to the courseNumber field in tbiStudentDetails, then
release the mouse button
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The Edit Relationships dialog box is displayed showing the tables and fields that
have been selected.

Table/Cuery: Related TablefQuery:

Cancel

courseMumbet ¥ | courseMumber | #
Jaoin Type..

Create New.,

[]Enfarce Referential Integriy

Relationship Tvpe: Cne-To-Many

You have the following options:
Enforce Referential Integrity

By selecting this option you ensure that data in the related fields is the same.
For example, a student may be enrolled on a course only if there is a matching
record in tblCourses.

Selecting this option also ensures that you cannot delete a course from
tbiCourses if tbiStudentDetails contains records referring to that course.

Cascade Update Related Fields
(Available only if Enforce Referential Integrity is checked.)

If you choose this option, changing the value in the courseNumber primary key
field will result in related records in tblStudentDetails being updated
automatically.

Cascade Delete Related Records
(Available only if Enforce Referential Integrity is checked.)

With this option selected, if you delete a record in tblCourses, the related

records in tbIStudentDetails will also be deleted. Before choosing this option
you should give it some serious thought.

» Ensure that the Enforce Referential Integrity box is ticked
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Relationship types

The Relationship Type is shown at the bottom of the Edit Relationships dialog
box.

There are four relationship types:

e One-to-one
e One-to-many
e Many-to-one

e Many-to-many

To create a one-to-one relationship each of the fields used to define the
relationship must be a primary key field.

Because courseNumber is the primary key field in just one of the tables, a one-
to-many relationship is created. This type of relationship is the most commonly
used one.

In this database it will mean that:

e Arecord in tblCourses can have many matching records in
tbiStudentDetails
e A record in tbiStudentDetails can match only one in tblCourses

e In other words, many students can enrol on the same course, but each
student can enrol on only one course

> Click Create

You will see that the two tables have been joined at the courseNumber field
names by a relationship line.

= Relationships '
thiCourses thiStudentDetails
% courseMumber - 71D

courseTitle title

roomMumber firsthame

courseleader lastHame

moduleCredits addressl

minimumstudents address2
town
telephoneMumber
date OfBirth
drivingLicence
courseMumber
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The 1 at the tblCourses end of the line and the « symbol at the
tbIStudentDetails end of the line confirm that this is a one-to-many relationship,
and that for any one record in tbiCourses, this relationship will allow many
student records to contain a matching value.

Sometimes it is necessary to edit a relationship that has already been created.
To edit the relationship between tblCourses and tblStudentDetails:

» Click the relationship line between the two tables to select it - when
selected it will be emboldened

» Ensure that the Relationship Tools’ Design tab is selected 2
=)
> Select the Edit Relationships command from the Tools group ..o

The Edit Relationships dialog box is displayed allowing you to make any
necessary changes.

No changes need to be made at present.

» Click the Cancel button to close the dialog box

To delete a relationship:
e Ensure that the relationship is selected
e Press the Delete key

A warning is displayed:

Microsoft Office Access

! E Are you sure vou want ko permanently delete the selected relationship from wour database?

e Selecting Yes will complete the deletion
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» Ensure that the Relationship Tools’ Design tab is selected
> Select the Close button to close the Relationships window p—

A reminder is displayed.

Microsoft Office Access

» Confirm that you want to save the changes
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WORKING WITH TABLES

ENTERING DATA

Entering data is straightforward but, obviously, if the database is to work
properly, the data must be input into the correct designated fields.

The records are written to the database file as they are entered. The order in
which records are input is not important, as information can be selected and
sorted into any order when reports are being produced.

Do bear in mind that, once you set up a relationship between tables, the rules of
that relationship apply. For example, you have created a relationship between
tbiCourses and tbiStudentDetails based on the courseNumber field, and you have
chosen to ‘enforce referential integrity’.

You will find that, because of this, you must enter the data into tblCourses first.
This is because the “‘enforce referential integrity’ option will validate the
courseNumber data entered into tblStudentDetails and will not allow any student
to be enrolled onto a course that does not exist in tblCourses.

To open the Courses table:

> Double-click the tblCourses : Table button in the Navigation Pane on the left

The tblCourses table opens in datasheet view ready for data entry.

| =zz| tbiCourses . x
Course Mumr - Course Title - | Room Numk - | Course Leac - | Module Cre - | Minimum N - |Add New Field
*

If a Field List window is displayed on the right, close it by clicking on the cross.
This will provide extra space to display the table.

Field List %
Fields available in related tables:
+ thiStudentDetails Edit Table

» In the Course Number field type PT765800
» Press the Tab key to move to the next field

> In the Course Title field type Advanced Pyrotechnics
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Notice that the column is not wide enough to display all of the information. Do
not worry about this - the data is stored even though you cannot see all of it.

You will learn how to change the column widths shortly.

» Complete this first record with the information below

Course Course Title Room Course Module | Minimum Number
Number Number Leader Credits of Students
PT765800 | Advanced Pyrotechnics | S5.8 Guido Fawkes 5 45
» Enter the other records
Course Course Title Room Course Leader | Module | Minimum Number
Number Number Credits of Students
SN765000 | Sailing and Navigation | H2.5a William Bligh 7.5 20
TU823000 | Trade Unionism and H6.8 George Loveless 4 25
Its History
CHANGING THE COLUMN WIDTH
When you create a table, columns are set to a default width.
To change the width of the Course Title column:
» Point to the line between the column headings Course Title and Room
Number
The mouse pointer changes to +
» Double-click the mouse button
The Course Title column is automatically resized to fit its data.
| ==z tbPCourses."'-.\ b4
Course MNurr - Course Title ~ |Room Numt - |Course Leac ~ | Module Cre - | Minimum M - | Add New Field

+ PT765800

+ SN765000

+ TUB23000
*

Advanced Pyrotechnics
Sailing and Mavigation
Trade Unionism and Its History H6.8

55.8
H2.5a

Guido Fawkes
William Bligh
George Lovele

5
7.5
4

45
20
25

Instead of double-clicking, you can click and drag the column to the desired

width.

Alternatively, you can use the Column Width option in the shortcut menu.
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To change the width of the Course Leader column:

» Hover the mouse pointer over the title Course Leader and click once to
select the column

> Ensure that the Home tab is selected
> Select More in the Records group of commands =32/~

A list of options is displayed.

% Totals & 7 Selection ~
?Spelling il : fj Advanced ~
i |-ETFE| Filter St
ds e r
N M Row Height... Madule ¢
ﬁ_]l Subdatasheet 4
Hide Columns
Unhide Calumns...
_“ Freeze
Unfreaze

3 Column Width.,.,

> Select Column Width

The Column Width dialog box is displayed.

Calumn Width: (11,5583 fa] 4

o ]
[]standard Width

Best Fit

You have the option to type a new value for the column width or to resize the
column automatically to the best width for the data by selecting the Best Fit
button.

» Change the column width to 15

> Click OK

Using either of the methods above, ensure that all of the current data, including
the column headings, is displayed in full. If you add more records later, you may
need to readjust the column widths.
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PRINTING A TABLE

Before printing, it is always a good idea to use Print Preview to see how the
report will look when it is printed.

> Click the Office Button
> Point to Print
> Select Print Preview

The table is displayed in portrait orientation and you can see that it is too wide
to fit on the page and so has overflowed on to a second page.

Cin o= Students : Database (Access 2007) - Microsoft Access - 7 X
Ay —
‘ Print Preview I @
m R A T  [] Show Margins = NEF EE = Fﬂ ==z fiwp Word =
Cial & [ = R B2 S T
‘ L= [T print Dats Only il (2] Six! T Text File "
Print Size |Portrait|Landscape Margins __ Page Zoom | One | Two  More Refresh Excel SharePoint Clase Print
3 i == Columns Setup & Page | Pages Pages~ All List %M’E' | Preview
Print H Page Layout T Zoom “ Data _\|Cln;ei’!ﬂ.'rew!
All Tables SR | ===
tbiStudentDetails 2
EH thiStudentDetails : Table Zeems zon/zme
tbiCourses =~

T tbicourses : Table

Page: © ¢ I |k b WK Mo Filter

Notice that in Print Preview, only the Print Preview tab is available.

Cia) ' P ST N Students : Database (Access 2007) - Microsoft Access - 5 X
(i ——
| Print Preview I @
= AL [] show Margins el = EEIER - - | vy Word
& nE e 3 DE @ @ e 8
[ print Dats Only —= - [Th et File - [
Print Size ortrait| Landscape Margins __ Page | Zoom | One Two  More Refresh Excel SharePoint Clase Print
- ~ == Columns Setup - Page | Pages Pages~ All List Do Maore~ Preview
Print J Page Layout fa Zoom | Data Close Pmriew,l
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» To see both pages, select the Two Pages button in the Zoom group

of commands

‘ Two
Pages

To change the page orientation from portrait to landscape so that all of the

columns are displayed on a single page:

» Click Landscape in the Page Layout group of commands

The table fits onto one page.

|| B e | e,
----- [re————— 13
srmim p——— =
Saniz Py ————

Ttaamn

| s e | e | it i
F—

= e

a2 P —

[T
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» Click the Print button on the ribbon ..
The Print dialog box is displayed.

Print E]

Prinker

Marme: ilgitbul 44HP LaserJek 4000 Series PCLG V| [ Properties l

Skatus: Ready

Tvpe: HP Laserlet 4000 Series PCLE

\Where: IP_146,227.17.222

Comment: [IPrint ta File
Prink Range Copies

©al Mumber of Copies: 1%

{)Pages From: | | | |
() selected Recard(s) ﬂ
——

» Click OK

The table is printed.
> Click the Close Print Preview button on the ribbon
You are returned to the datasheet view of the table.

> Close the table

Further changes were made since you last saved the table, so a pop-up window
asks if you wish to save the changes to the layout.

Microsoft Office Access

! 5_\ Do you want ko save changes to the layout of table 'thiCourses's

I Yes ] ’ o ] ’ Cancel ]

» Click Yes
Next you will enter the records into the student details table.
» Open tblStudentDetails using the Navigation Pane

» Enter the records listed on the next page (the Student ID is an AutoNumber so
the values for this field will be set automatically)
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Title | First name | Last name Address line1 Address line2 Town Telephone | Date of Birth | Driving | Course

Number Licence | Number
Mr Francis Tresham 56 Parliament Street Fulham London 2987009 05-Nov-1953 Yes|PT765800
Mrs  [Roberta Catesby 5 November Road Peckham London 02-Apr-1971 No|TU823000
Mr Thomas Percy Flat 7 Rocket House Birmingham 24-Feb-1968 Yes| TU823000
Mr Christopher [Wright Plot 64 Banger Lane London 2652462 13-Apr-1976 Yes|PT765800
Mr Thomas Bates The Big House Bonfire Road Moreton 2295875 21-Jun-1957 Yes|SN765000
Ms Jane Grant Thatched Cottage Hunters Walk Coventry 2862957 16-Aug-1975 Yes|PT765800
Mr William Brown 42 Garden Street Rothley 2567657 08-Oct-1972 No [SN765000
Mrs  [Charlene Churchill 78 Arms Lane Aylesbury 2765890 15-May-1973 Yes| TU823000
Mrs [Petronella [Haywood Midtown Apartments Pickton Street Manchester 2260900 26-May-1973 No|SN765000
Ms Mattie Quintal The Cottage Sea Front Lane Poole 2593721 17-Feb-1955 Yes|PT765800
Mr Richard Skinner The Seaman's Arms Beer 2760174 21-Jun-1965 Yes|PT765800
Mr John Williams Seaside Walk Frome 28-Feb-1967 Yes|SN765000
Mr Charles Norman Mate's View Carpenter Street  |Lyme Regis 15-Mar-1969 No|TU823000
Ms Janice Brine 45 Union Way Conwy 2563780 02-Nov-1946 Yes|SN765000
Mrs |Janet Hammett 87a Heroes Walk Chiswick London 2761098 20-Nov-1946 Yes|SN765000
Mrs [Jacqueline [Loveless Farm Cottages Martyr Street Tolpuddle 2786502 26-0Oct-1974 Yes|TU823000
Ms Theresa Stanfield 90 Friend Street Dorchester 2897656 09-Nov-1981 Yes|TU823000
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> Ensure that all of the data is visible

» Check the data carefully to ensure you have made no mistakes

The table does not need to be saved after adding or editing data, because it
updates continually and automatically. However, because you have changed the

column widths you need to save the table.

» Click the Save button on the Quick Access Toolbar to save the changes

The Navigation Pane on the left can be minimised in order to see more of the

table.

AL e e TebdeTools | Students : Datsbase (Access crosoft Access —ax
‘3} Hame Create External Data Cratabase Tank Datashert
& ¥ EESEE ,; e X Tatals } e A el
%’ | i - — 1= Q Miwe Wopenng | L] 79 2vanced = I.I‘} = Cote-
Vi PR P S B == " = [ Taggte Fier || ™" (3. sebet+
Views Chpboard 1= Font Fach Test Records Sort & irter ting
Shutter Bar #ll Tables - o || 3 mestusentners: > _ =
| thtS tuden Details & ||P] studentiD - |Title - | FirstName - | LastName - |  Addresslinel - | Addressline2 -| Town - | Telephane Num
: toistudertDetails - Tabke 1Mr Francis Tresham 56 Parliament Street FL London 2967003
thiCourses | Cateshy 5 November Road London
T tnicourses: Tanle Pircy Elat 7 Rocket House | Birmingharm
wright piot 64 Banger Lane London 2652362
Bates The Big House Bonfire Road Muoreton 1295875
Grant Thatched Cottege  HuntersWalk  Coventry 2862957
Shutter Bar Brown 42 Garden Strect Aothley

Close Button

Haywood
Quintal
Williame
Nerman
Grine
Navigation Hammett
jscqueline Loveless
Pane 17 Me Therata stanfiald
* {New)
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67a Heroes Walk
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2563760
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> Click the Shutter Bar Close Button

All Tables

4«

thlStudentDetails

53 tbiStudentDetails : Table

o3

thlCourses

=_=j thlCourses : Table

»
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The table fills the window.

ort & Fumer

Telephone Mumber - | Date of Birth: -
095-Nov-53
02-Apr-71

24-Frb-68

l,q:}) Ho ™ » Talie Toolt Students : Database (Access 2007) - Microsoft Access
E Mome | Crete  EstomalDnta DatahaseToals  Datasheet
M S s = i [ E=E= "_I‘§|i‘l _E‘] o Mew X Tolah
| el e i = Sl o ¥ Speting
Shutter Bar : 2 Sl 8 e e e i i
Views | |[Clipboara fent i Records
Open Button t
StudentiD - | Title - | FirstName - | LastName - Addresslinel  + | Addressline2 | Town -
1Mr Francis Tresham 36 Parliament Street  Fulham London 2967003
2Mrs  Robera Cateshy 5 November Road Pecknam London
3 Mr Thomas Percy Flat 7 Rocket House Birmingham
aMr christopher  Wright plotsa Banger Lane London 2652462
5 Mr Thomas Bates The Big House Bonfire foad Mareton 2255875
6 Ms Jane Grant Thatched Cottage Huntars Walk Coventry 2862957
T Mr William Brown 42 Garden Stre Rathley J56TAST
#ars  charlene Churchill T8 arms Lane Ayleshury 2785590
9 Mrs Petronella Haywaood Midtown Apariments  Pickion Street  Manchester 2260900
10 Ms Mattie Quintal The Cottage Seafrontiane  Poole 2593721
) 11 Mr Richard Skinner The Seaman’s Arms Beer 2760174
& 2 Mr John Williams Seaside Walk Frome
E 13| M Charles Norman Mate's View Carpenter street  Lyme Regis
NaVigatiOn .§ 14 Ms Janice Brine 45 Union Way = Conway 2563760
Pane 3 15 Mrs Janet Hammett 67a Heroes Walk Chiswick London 2761058
16 Mres Jaegueline  Lovels Earm Cottages Masrtyr Strect Tolpuddle 3786507
button 17 Ms Theresa stanfield 30 Friend Streat Dorchaster 897656
» New)
Recors W 4 15 of 13 W1 | i Filler | Searcn J« n |
Datasheet View

13-ApF-76
21-Jun-57
16-Aug-T5
D08.0ct-72
18- May- 73
26-May-73
17-Feb-55
21-Jun-85
8- Fob-67
Li-Mar-G3
02-Nov-16
20-Nov-45
26-0c1-74
09-Nov-H1

®

Drivi

Or

To restore the Navigation Pane:

¢ Click the Navigation Pane button

e Click the Shutter Bar Open Button
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SORTING THE DATA

By default the data in the table is sorted on the primary key field, if one has
been set.

If there is an indexed field but no primary key field in the table, then, by
default, the data will be sorted on the indexed field.

However, irrespective of whether or not a primary key is set or a field is
indexed, it is possible to sort the data on any field.

To sort the data by Last Name in ascending order:

» Click into the Last Name column of any record

» Ensure that the Home tab is selected

» Click the Sort Ascending button in the Sort & Filter group 24

The data is immediately sorted by Last Name.

Once sorted, the table may be saved with the data in this order if desired.

To remove the sort order that you applied to the data:

» Click the Clear All Sorts button in the Sort & Filter group 7,

The data returns to the default sort order based on Student ID, since this is the

primary key field.

FILTERING THE DATA

If you have a large table, and you want to view the records for a particular
course, for example, you can narrow the records displayed by creating a filter.
A filter simply shows you the records that you want to see and hides the rest.

You will have to use your imagination a little here, as the table holds just 17
records.

You want to see only those records for the delegates on course number
PT765800.

» In the Course Number column, click into a record that displays the course
number PT765800

> Ensure that the Home tab is selected

> Click the Selection button in the Sort & Filter group 7 Selection -
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A list of options is displayed.

N

Filter

f/ Selection ~

Equals "PT765300°
Does Mot Equal "FT765300°

sort Contains "PT765500°

Does Mot Contain "PTFa5300°

> Select Equals “PT765800”

The data is filtered to show the five records with that course number.

s || = tbiStudentDetails
Last Name ~ Addresslinel - | Addressline2 -| Town ~ | Telephone Number - | Date of Birth ~ | Driving Licence - | Course Number ~¥ Add
Tresham 56 Parliament Street  Fulham London 2987009 03-Nov-53 PT76
Wright Plot 64 Banger Lane London 2652462 13-Apr-76 PT763800
Grant Thatched Cottage Hunters Walk Coventry 2862957 16-Aug-75 PT765800
Quintal The Cottage Sea Front Lane Poole 2593721 17-Feb-55 PT765800
Skinner The Seaman's Arms Beer 2760174 21-1un-65 PT765800
* 0
o
=
g
=
2
b
2
>
L
=
Record: M < 1af5 | b M b [N Filtered [ [search 4 [ m »
Datasheet View | Num Lack  Filtered ||ﬂ|l§\¥

To remove the filter:

> Click the Toggle Filter button in the Sort & Filter group [\7 Toggle Fiter|

All of the records in the table are displayed again.
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Alternative method for filtering the data to show only the records with
course number PT765800:

e Click into the Course Number column for any record
4
i}

Filter

e Click the Filter button in the Sort & Filter group
e Click the Select All tick box to remove all ticks

e Select the PT765800 tick box

Al sortataz

Av| SortZto A

Text Filters »

B (select Al
|:| {Blanks]

PT765300
[ sm7aso00
] Tusz3000

I CKE l [ Cancel

e Click OK to apply the filter

Alternative method for removing the filter:

Notice that next to the navigation buttons at the bottom of the table, the filter
status button is highlighted and displays the text Filtered

e Click the filter status button to remove the filter

The button now indicates that the data is unfiltered.

> Close the table

» Save the changes to the design of the table if asked
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INTERROGATING THE DATABASE

Once you have entered data into one or more tables, you need to be able to
interrogate the database to locate the information you require.

A query lets you find the records that you are interested in. Once the query is
saved, you can use it to produce a report.

You can create every aspect of a query in design view, or use the Query Wizard
to guide you through the initial steps.

CREATING A QUERY USING THE QUERY WIZARD

A wizard is a sequence of windows that guides you through a step-by-step
process. It will usually provide you with prompts and selectable options.

For this first exercise, you will create a query to find all of the students who live
in London.

> Select the Create tab :

B

» Click the Query Wizard button from the Other group of Query
commands e

The New Query dialog box is displayed.

New Query E]g

Simple Query \Wizard
Crosstab Query Wizard

Find Duplicates Query YWizard
Find Unrnatched Query Wizard

This wizard creates a select query
from the Fields vou pick.

I o4 ] [ Cancel

» Ensure that Simple Query Wizard is selected

> Click OK
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The wizard helps you to identify and select the table(s) and field(s) you want to

use in the query.

Simple Query Wizard

Tables/Queries

[Table: thicourses

Available Figlds:

courseTitle
roomNumber
courseleader
moduleCredits
minimum3tudents

y =

Cancel

Which fields do you want in your query?

You can choose from mare than one table or query.

W

Selected Fields:

=

Mext = l ’ Finish

> Click the down arrow in the Tab

les/Queries box

Simple Query Wizard

Tables/Queries

Which fields do you want in your query?

You can choose from mare than one table or query.

Table: thlCourses

courseTitle
roomNumber
courseleader
moduleCredits
minimum3tudents

Cancel

Fields:

Mext = Finish

I

The two tables in the database are

listed.

The information you want to locate is held in the table containing the student

details.

> Select Table: tblStudentDetails
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The table is selected and the fields within it are listed.

Simple Query Wizard

Tables/Queries

Available Fields:

Which fields do you wantin your query?

You can choose from more than one table or query,

[Table: thiStudentDetails v

Selected Fields:

title
firsthame
lastMame
address1
address2

towrn
telephoneMumber

v
!I

v
Cancel

MNext = H Einish

For this exercise we will choose just a few of the available fields.

> Select title from the Available Fields list

> Click the button to move the title field to the Selected Fields box

» Highlight each of the following fields in turn and click the button to move

them to the list of selected fields:

o firstName
e lastName
e town
o telephoneNumber
e courseNumber
Simple Query Wizard
Which fields do you want in your query?
You can choose from mare than one table or query.
Tables/Queries
[Table: thistudentDetails v |
Available Fields: Selected Fields:
D title
address1 firsthame
address2 =5 | |lastiame
dateCfBirth town
telephoneMumber
Mext = ] ’ Einish
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To include all of the fields in the query click the button.

> Click the Next button

The wizard suggests a name for the query.

- o |

Simple Query Wizard

What title do you want for your query?

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

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

() ‘Open the guery to view information.
(O Madify the query design.

Cancel ] ’ < Back =t

» Replace the suggested name with qryLondon

» Click Finish to see the data picked out by the query

w || =31 qryLondon x
T Title - | First Name - | LastName - Town ~ | Telephone Number - | Course Number -
Francis Tresham London 2987009 PT765800
Mrs Roberta Cateshy London TUS23000
Mr Thomas Percy Birmingham TU823000
Mr Christopher  Wright London 2652462 PT765800
Mr Thomas Bates Moreton 2295875 SN7685000
Ms Jane Grant Coventry 2862957 PT765800
Mr William Brown Rothley 2567657 SN765000
Mrs Charlene Churchill Aylesbury 2765890 TU823000
Mrs Petronella Haywood Manchester 2260900 SN765000
Ms Mattie Quintal Poale 2593721 PT765800
g Mr Richard Skinner Beer 2760174 PT765800
[ Mr John williams Frome SN765000
_E Mr Charles Morman Lyme Regis TUS23000
T!'.'. Ms Janice Brine Conway 2563780 SN765000
E Mrs Janet Hammett London 2761098 SN7E5000
Mrs Jacqueline Loveless Tolpuddle 2786502 TU823000
Ms Theresa Stanfield Dorchester | 2897656 TU823000
*
Recard: H {[1of17 | » M b [ [ search

The fields that you specified are the only ones displayed.
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MODIFYING A QUERY

You want the query to select the students who live in London. You therefore
need to modify the query to pick out only the relevant records.

To modify the query you need to use the design view.
» Select the Home tab
» Click the Design View icon in the Views group of commands (74

The query design grid is displayed.

e

D

Navigation Pane

Have a look at what the boxes in the grid are used for.

thiStudentDetails
¥ ID
title The name of the table
firsthame and the field names
lasthlame within it upon which the
addressL query is based
address2
town
telephoneMumber
dateQfBirth
drivinglicence
Drag the bottom of the box courseNumber
downward to see more of
the fields
|
Field name Field: | [title] ~ | [firstMame]
Table: |thlStudentDetails thistudentDetails Table name
Sort option Sort: . o
s A tick means ‘show this field’
Selection criteria Criteria:
Type a word, phrase, or ar Optional criteria to match
expression which the field
must match
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You want to select the students who live in London.

The town field is the one holding the information that you will use to decide
which records to choose.

> In the town field, click into the Criteria box and type London

[town]
thistudentDetails i

Londaon

If you click into another field you will see that Access automatically encloses the
text in quotes.

To view the results of this amendment:

» Click the Datasheet View button EJ'j

The Datasheet View button can be found at the far left of the ribbon when you
choose either the Home tab or the Query Tools Design contextual tab.

!

Run

The results of a query can also be viewed by clicking the Run button which
is located in the Results group of commands on the Design contextual tab.

The resulting list shows only those records where the Town field equals London.

L':-g d & Students : Database (Access 2007) - Microsoft Access - g x
e Home Create External Data Database Tools L]
Pa P = =i Ne ¢ & ¥ Selection + W
b/ dlir - T == 1o ﬂ = New X Totals _zl \J’_" [ Selection }} al Replace
i ) EE | = | e save & spetiing || %1 T Advanced = = GoTo~
o Paste p ||| B | A é'a - |ﬁv|4 - =] Rejlrle';h S Deléte ~ e Mt Filter 7 Toagle Fif Find [y select
Views | |Clipboard & Font Fl Rich Text Records Sort & Filter Find
» -_B,_J aryLondon ' X
=5 Title - | First Name ~ | LastName - | Town - | Telephone Number - | Course Number »
Francis Tresham London 2987009 PT765300
Mrs Roberta Cateshy London TU823000
M Christopher | Wright London 2652462 PT765800
Mrs Janet Hammett London 2761098 SN765000
*
b
74

» Click the Design View button to return to design view | =&
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Logical operators

You can use the operators Or and And to combine criteria.

You use the logical operator Or in a field to find those records where either one
criterion or another is matched.

To select the students who live in either London or Birmingham:

» In the Or row below “London” type Birmingham

Alternatively you can type “London” Or “Birmingham” in the criteria box.

[lastMame] [town] [telephoneMumber]
thistudentDetails thistudentDetails thistudentDetails

Landaon
Eirmingham

> Click the Datasheet View button to view the results

( ﬁg‘ = x Students : Database (Access 2007) - Microsoft Access -

— Hame Create External Data Database Tools ‘@
e = Ne A 7 Selection « aa  ab po
Lb,[ & S P == EE o Mew Z Totals Z.l I? C7 Selection \‘}} 23 Replace
S -3 =B Save V7 Speliing || 1 V] Advanced ~ = GoTo~
Wiew Paste || A ~| -| -|[E2 ~ Gt pn [ 13 Refresh Filter Find
S B I U|A-|S-|H =i Wie | ¥ Delete ~ B Mare - = 7 Toagle Filte [ Select -
Views | Clipboard ™ Font F} Rich Text Records Sart & Filter Find
X

» ﬁ:‘ qryLondon ©
= Title - FirstName ~ | LastName =-| Town =~ | Telephone Number ~ | Course Number -

Francis Tresham London 2387009 PT765800

Mrs Roberta Catesby London TUS23000

| Mr Thomas Percy Birmingham TU823000

Mr Christopher  Wright London 2652462 PT765800

Mrs Janet Hammett London 2761098 SN765000
*

» Return to design view

You can use the logical operator And in a field to find only those records where
two criteria must be matched. The And operator is frequently used in fields that
have numeric or date/time data types.

An example of the Between....And operator is shown on page 66.
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Sorting a field

Next you will sort the results of the query into ascending alphabetical order of
the Last Name.

> Click into the Sort box of the Last Name field

> Click the down arrow to see the available choices

[firstMame] [lastMame] [town]
thistudentDetails thistudentDetails thistudentDetails
Ascending
Descending Landon
fnot sortedj Birmingham
» Select Ascending
T- =31 gryLondon X
tblStudentDetails E
7w
title
firstlame
lastName
addressl
address2
town
telephoneNumber
dateOfBirth
drivingLicence
courseMumber
2
[
=
2 —
b K] ’
N
=
E Field: | [title] [firstMame] llastMame] [town] [telephaoneMumber] | [courseMumber]
Table: | thistudentDetails thistudentDetails thistudentDetails thistudentDetails thistudentDetails thistudentDetails
Sort: ~
Snow: 0 il
Criteria: Londan
or Birmingham
4 [ »

> Click the Datasheet View button

» Verify that the records are sorted alphabetically by last name

» Return to design view
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Hiding a field

You can hide a field so that it does not show in the results of a query. You do
this by removing the tick from the Show box in the field that you want to hide.

> Point to the tick in the town field and click to remove it

[ e
| a
tbistudentDetails =
*
¥ o

title
firstlame
lasthame
addressl
address2
town
telephoneNumber
dateOfBirth
drivinglicence
courseMumber

2

g -

glom ;

H

g‘ Field: [title firstName lastMame town telephoneMlumber | courseMumber ‘ ‘

2 Table: |thiStudentDetails thistudentDetails thiStudentDetails thiStudentDetails thistudentDetails thistudentDetails

Sort: Ascending
Show, O O
Criteria: “Lendan” Or "Birming
or

4 i 4

> Click the Datasheet View button

The results of the query are displayed - the students are shown in alphabetical
order of last name, and the Town field is not visible.

Title v|FirstName » | Last Mame =~ Telephone Mumber -~ | Course Number -

- MIE  Robena Catesby TUB23000
Mrs Janet Hammett 2761098 SN765000
Mr Thomas Percy TUB23000
Mr Francis Tresham 2987009 PT765800
MrF Christopher |Wright 2652462 PT765800

> Click the Save button on the Quick Access Toolbar
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Removing a field

You are going to remove the town field from the query.
» Ensure that you are in design view

» Point to the town field’s column selector (the narrow grey box at the top of
the field)

Column selector
town
thlStudentDetails

£

Landaon™ Or "Birming

As you point at this area, the mouse pointer changes to ¥

> Click once to select the field

| a=E qrylondor;"-\

my -

thlStudentDetails

7o
title
firsthame
lastName
addressl
address2
town
telephoneNumber
dateOfBirth
drivinglicence
courseMumber

Lym| >

Field: [title firstMame lastMame telephoneMNumber courseMumber
Table: |thistudentDetails thistudentDetails thistudentDetails tDetails thlstudentDetails thistudentDetails
Sart: Ascending
Shows: L] ]

Criteria:
or

Londan® Or “Birming

> Press the Delete key
The field is removed from the query but not from the underlying table.
» View the results of the query

The students are shown in alphabetical order of last name, since that criterion is
still set in the query.

However, because the town field has been deleted, the ‘London or Birmingham’
criteria have also been deleted from the query. Therefore all of the records are
now displayed.
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Adding a field

You will add the Date of Birth field to the query.

» Ensure that you are in design view

> Double-click dateOfBirth from the list of fields shown in the top section

the Design window

The field is added to the grid in the next available column.

my -

| ﬁ] qryLondon
thiStudentDetails
¥ 1p
title
firsthlame
lastMame
addressl
address2
town
telephoneNumber
dateOfBirth
drivingLicence
courselumber
4 [
Field: |title firstllame lasthlame
Table: |thiStudentDetails thistudentDetails thiStudentDetails
Sort: Ascending
Show:

Criteria:
or:

Moving a field

telephaoneMumber
thiStudentDetails

courselumber
thiStudentDetails

date OfBirth
thiStudentDetails

You are going to move the courseNumber field, so that it is the first field in the

query.

> Click the column selector box above the courseNumber field

The field is selected.

» Point to the column selector box again

The mouse pointer changes to a white arrow %

> Click and hold down the mouse button

» Drag the courseNumber field to the left along the grid

As you move the field, a bold vertical line appears between two fields on the
grid. This shows you where the field would be positioned if you released the

mouse button.

> Release the mouse button when the vertical line reaches the far left of the

grid
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Field title firstMame lastMame telephoneMumber dateQfBirth
Table: thiStudentDetails thiStudentDetails thiStudentDetails thistudentDetails thistudentDetails
Sort: Ascending
e ¥
Criteria:
or:
> View the result in datasheet view
=3 aryLondon X
Course Number - Title - | FirstName - | Last Name - | Telephone Number - | Date of Birth ~
Mr Thomas Bates 2295875 21-Jun-57
SN765000 Ms Janice Brine 2563780 02-Nov-46
SN765000 Mr william Brown 2567657 08-Oct-72
TU823000 Mrs Roberta Catesby 02-Apr-71
TU823000 Mrs Charlene Churchill 2765830 15-May-73
PT765800 Ms Jane Grant 2862957 16-Aug-75
SN765000 Mrs Janet Hammett 2761098 20-Nov-46
SN765000 Mrs Petronella Haywood 2260900 26-May-73
TU823000 Mrs Jacgueline Loveless 2786502 26-Oct-74
TU823000 Mr Charles Norman 15-Mar-69
TU823000 Mr Thomas Percy 24-Feh-68
PT765800 Ms Mattie Quintal 2593721 17-Feb-55
PT765800 Mr Richard Skinner 2760174 21-Jun-65
TU823000 Ms Theresa Stanfield 2897656 09-Nov-81
PT765800 Mr Francis Tresham 2987009 05-Nov-53
SN765000 Mr John Williams 28-Feb-67
PT765800 Mr Christopher  wright 2652452 13-Apr-76
*

Saving a query under a new name

You are going to save a copy of this query under a different name.

> Click the Office Button

> Point to Save As

» Select Save Object As

Save As

As

Query

Save 'grylondon’ to;
Copy of gryLondon

K

J |

Cancel

» In the Save As dialog box, delete the suggested name and type gryLastName

» Click OK
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Sort order

You may want to view the data sorted into groups. For example, you could have
a sorted list of last names grouped by course number. In this case you would
sort on two fields: Course Number and Last Name. If there is a possibility of
several students with the same last name, it would be a good idea to also sort on
the First Name field.

You need to ensure that the first field that you want to sort by is positioned to
the left of the second field you want to sort by on the query design grid.

» Ensure that you are viewing gryLastName in design view

You have already set Sort Ascending on field: lastName. You have also moved
the courseNumber field so that it is the leftmost field on the grid.

>

>
>
>

In the Sort box of the field: courseNumber, select Ascending

Move the field: lastName so that it is to the left of the field: firstName

In the Sort box of the field: firstName, select Ascending

Hide the other fields so that only courseNumber, lastName and firstName will

be displayed

View the result

PT765800
PT765800
PT765800
PT765800
PT765800
SM763000
SM765000
SM763000
SM763000
SM763000
SM763000
TUB23000
TUB23000
TUB23000
TUB23000
TUB23000
TUB23000

» Save the query

» Close the query

B=E qwlastﬂame'\"-\

Course Number -

Last Name -~

Grant
Quintal
Skinner
Tresham
Wright
Bates
Brine
Brown
Hammett
Haywood
williams
Cateshy
Churchill
Loveless
MNarman
Percy
Stanfield

First Name ~
Jane
Mattie
Richard
Francis
Christopher
Thomas
lanice
William
Janet
Petronella
John
Roberta
Charlene
Jacgueline
Charles
Thomas
Theresa
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CREATING A QUERY WITHOUT THE WIZARD

You will use both tables to produce a query that locates those students whose
course leader is William Bligh.

For this example, instead of using the wizard you will create the query in design
view.

> Select the Create tab on the ribbon

=

» Click the Query Design button in the Other group of i
commands e

The query design grid is displayed.

} Queryl X
-
Show Table ZX
Tables | Queries | Bath
[Bicaurses
thistudentDetails
-
4 ) »
Field: v
Table: |
Sort: b
o — 0 o o o
Criteria:
or

The first requirement is to use the Show Table dialog box to specify which
table(s) or query(s) you want to base this new query on. In other words, where

is the information stored?

> Select tblCourses

> Click Add

As each table is chosen it is added to the query window.
> Select tblStudentDetails

» Click Add
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> Click the Close button to close the Show Table dialog box

| 3 quem1 '

[im] » 558

tblCourses tblStudentDetails
= = N
F coursenumber 2 ']
courseTitle title =
roomMumber firsthlame
courseleader lastMame
moduleCredits addressl
minimumStudents address2

4 [ >

Field: L3
Table:
Sort:
show, O | O O O O O O
Criteria:
or:

Once you have added the tables to the query, you can then select individual
fields from each table to define the criteria for the query.

You have already seen that, to create a query, field names are added to the
grid.

Adding field names to the grid

There are several ways of adding field names to the grid:

e Double-click an individual field name
Or

¢ Click on a field name and, using the mouse, drag it to the grid
Or (if you want to use all of the fields in the query)

e Double-click on the title bar of the table, then click the selected field names
and drag them all on to the grid together

From the tblStudentDetails list of fields:

» Select firstName and add it to the grid

» Select lastName and add it to the grid

From the tblCourses list of fields:

> Select courseTitle and add it to the grid

» Select courseLeader and add it to the grid
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» In the courseLeader Criteria box, type William Bligh

Feed ]
-
thlCourses thlStudentDetails B
= = -]
® courseMumber z ]
courseTitle title
roomMumber firsthame
courseleader lastiame
moduleCredits addressl
minimumStudents address2 -
-
4 »
Field: | firstame lasthlame courseTitle courseleader
Table: | thiStudentDetails thiStudentDetails thlCourses thlCaurses
Sort
Show: O O O O
Criteria: “William Bligh”
ar

When you click outside of the criteria box Access automatically encloses the text
in quotes.

> View the result

First Name - Last Name - Course Title - | Course Leader ~
frhoma] Bates Sailing and Navigation William Bligh
William Brown Sailing and Navigation William Bligh
petronella Haywood Sailing and Navigation William Bligh
John Williams Sailing and Navigation William Bligh
Janice Brine Sailing and Navigation William Bligh
Janet Hammett Sailing and Navigation William Bligh

*

Record: M < [Lofé | b b b= | "G o Filter | [Search

You can see that the information has been taken from both tables and combined
to produce the required result.

You will be adapting this query later to allow you to select any course leader and
see the students who are on the course for which that course leader is
responsible.

» Save the query with the name qgryBligh

» Close the query
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CHANGING THE NAVIGATION PANE VIEW

You can change what is displayed in the Navigation Pane and the way in which
the objects are arranged.

» If the side Navigation Pane is minimised, click the Navigation Pane button to
restore it

The Navigation Pane shows a list of all tables with their related queries.

All Tables |
thlStudentDetails
1 tbiStudentDetails : Table

& anligh
'ﬁj qryLastMame
'ﬁj qryLlondon

thiCourses
EH thiCourses : Table

'ﬁj gryEligh

ol

=

The query qryBligh takes data from both of the tables so is related to both.
Therefore, in this view, it is listed under both tables. This can sometimes cause
confusion so you will change the view in the Navigation Pane.

To change the way that the objects are arranged:

» Click the down arrow on the Navigation Pane’s title bar

All Tables <«
v

Mavigate To Category =

Custom
Ohject Type
»  Tables and Related Wiews

Created Date

}>|

Madified Date
Filter By Group
thistudentDetails
thiCourses

«  All Tables

Notice that in the Navigate To Category options the current selection is Tables
and Related Views
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> Select Object Type

The Navigation Pane now shows the names of all the database objects grouped
according to the object type.

All Access Objects vi o«
Tables
EH thicourses

»

5 thistudentDetails

Queries

'ﬁj qryEBligh

'ﬁj qryLastMame
'ﬁj qryLlondon

»

If the Navigation Pane is only showing a list of tables, then follow these steps to
display the queries also:

e Click the down arrow on the title bar of the Navigation Pane

Tables 7]
Tt

Mavigate To Category
Custom

»  Object Type
Tables and Related Views
LCreated Date
Maodified Date
Filter By Group

+  Tables
Queries
Farms
Beports

All Access Ohjects

e Choose All Access Objects from the Filter By Group options
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COPYING A QUERY

Sometimes it is much easier and quicker to create a new query by copying an
existing one and modifying it.

For the next exercise you are going to create a new query by copying qryBligh.
> Select gryBligh in the Navigation Pane

» Click the Copy button in the Clipboard group of commands on the =3
Home tab

To paste the copy into the same database:

» Click the Paste button in the Clipboard group B

Access suggests a name for the query.

Paste As

Quety Mame:
|Cu:u|:u3-' Of grvEligh |

[ O, ][ Cancel ]

» Delete the suggested name and type qryDates
» Click OK

The query is added to the list.

All Access Objects |«
Tables
1 thiCourses

b

EH thistudentDetails

Queries

BH anBligh
3 aryDates
'fﬂ qryLastMame
'ﬁj qryLondon

o
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» Open qryDates by double-clicking it in the Navigation Pane

> In Design view, delete the courseTitle and courseLeader fields and add the
dateOfBirth field

» Drag the dateOfBirth field so that it is the leftmost field in the grid

You will be setting criteria on the dateOfBirth field, but before you do that
there are some things worth noting about querying a date field.

USING DATES IN A QUERY

When you set up a date field in a table, you have the option of displaying the
date in several different formats.

b
General Date 19/06,/2007 17:34:23

Long Date 19 June 2007

Medium Cate 19-Jun-07

Short Date 19/0a,/2007

Long Time 17:34:23

Fedium Time 05:34 PM

Shart Time 17:34

It is important to remember that choosing a date format does not change the
way that Access stores the date, nor does it stipulate the way in which the date
must be entered into the database. It just affects the way the date is displayed.
In other words, Access shows you the date in the format you choose to see it.

The way that Access stores dates means that retrieving data is not quite as
straightforward as, say, entering criteria in a text field. We do know, however,
that the format is numeric - the month names, for example, are only part of the
field format.

What follows are examples of common criteria that you can use when selecting
dates.

Selecting a specific date

If you know the exact date you are looking for, you simply type it in the Criteria
box enclosing it in hashes (#).

» In the Criteria box of the dateOfBirth field, type #05/11/1953#

Field: |dateOfBirth
Table: [thlStudentDetails
Sort:
Show:
Criteria: [=05/11/19534]
ar:
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It is also possible to type the criteria as 5/11/53 then click into a different cell.
Access recognises the criteria as a date and puts the hash marks in

automatically.

> View the result

| ﬂj qrjr[}ates"'-‘
Date of Birth -

05-Mowv-53 Francis

First Mame -

Last Mame -

Tresham

You can use the greater than (>) and less than (<) symbols in the criteria.

For example, to find the students who were born after 5 November 1953:

> Amend the criteria to >#05/11/1953#

> View the result

| ﬂj qrjr[}ates"'-\
Date of Birth ~

02-Apr-71 Roberta
24-Feb-68 Thomas
13-Apr-76 Christopher
21-Jun-57 Thomas
16-Aug-75| lane
08-0ct-72 William
15-May-73 Charlene
26-May-73 Petronella
17-Feb-55 Mattie
21-Jun-65 Richard
28-Feb-67 John
15-Mar-69 Charles
26-0ct-74 Jacqueline
09-Mov-81 Theresa

First Mame -

Last Mame -
Catesby
Percy
Wright
Bates
Grant
Brown
Churchill
Haywood
Quintal
Skinner
Williams
Morman
Loveless
Stanfield

However, note that you cannot, for example, type ‘1953’ to find all students
born in that year, because all parts of the date must be included in the criteria.
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Selecting a range of dates

You use the ‘Between...And’ operator to specify a range of dates.

> Amend the criteria to Between #05/11/1953# And #24/02/1968#

Field: | dateOfBirth
Table: [thistudentDetails
Sort:
Shaow:
Criteria: | Between #05,/11/1953% And £24,02/19658=
ar:

If you cannot see all of the text in the box, drag the border to make it wider.

> View the result

| @ qryDates
Date of Birth - | First Mame - | Last Name -

05-Mov-53 Francis Tresham
24-Feb-68 Thomas Percy
21-Jun-57 Thomas Bates
17-Feb-35 Mattie Quintal
21-Jun-65 Richard Skinner
28-Feb-67 John Williams

*

Six records satisfy the given criteria.

Note that ‘Between #05/11/1953# And #24/02/1968# means ‘from 5/11/1953 to
24/2/1968 inclusive’.

Using expressions to query a date field

It’s easy to assume that the date format will always be shown as dd/mm/yy.
However, the default date format specified within Windows is mm/dd/yy.

If the regional settings on the computer you are using are set to English (United
States) rather than English (United Kingdom), you could accidentally select
incorrect records.

To overcome this problem, you use functions to select individual parts of a date.
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> Delete the criteria in the dateOfBirth field

As the date is divided into three parts (day, month, year), Access has built-in
functions: Day(), Month(), and Year() that can be used to pick out any one of
these three components of a given date.

You are going to find students who were born prior to 1970, so will need to use
the Year() function to select the year component from the rest of the date.

You also need to identify the field that holds the date.

> In the first blank column, type Year([dateOfBirth]) in the Field box

Field: | dateOfBirth firsthlame lastMame vear{[dateQfBirth]) b
Table: |thistudentDetails thistudentDetails thistudentDetails
Sort:
Show:
Criteria:

ar

Observe that the field name dateOfBirth is enclosed within two different types
of brackets. Access uses square brackets [ ] to signify that what is within them
is a field name. This then goes within parentheses () to indicate that it is to be
taken as the parameter of the Year() function.

» Click away from the cell

Access gives the field a default name by adding the text Exprl:

Field: |dateQfBirth firstiMame lastMame Exprl: Year{[date OfEirth]}
Table: |thistudentDetails thlstudentDetails thlstudentDetails
Sort:
Show:
Criteria:

on

» In the Criteria box of the Expr1 field type <1970
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> View the result

Date of Birth -

05-Nov-53ERERLE

24-Feb-68 Thomas
21-lun-57 Thomas
17-Feb-55 Mattie
21-Jun-65 Richard
28-Feb-67 lohn
15-Mar-69 Charles
02-Mov-46 lanice
20-MNov-46 lanet

First Name -

Last Mame - Exprl -

Tresham
Percy
Bates
Quintal
Skinner
Williams
Maorman
Brine
Hammett

Notice that the field name is shown as Exprl.

1953
19638
1957
1955
1965
1967
1963
1546
13946

> In Design view, delete Expr1 from the field box (do not delete the colon (:))

» Type Year instead

> View the result

Year: Year{[date OfBirth]}

<1970

Date of Birth ~

05-Nov-53ERERlE

24-Feb-68 Thomas
21-Jun-57 Thomas
17-Feh-55 Mattie
21-lun-63 Richard
28-Feb-67 John
15-Mar-69 Charles
02-Mov-46 Janice
20-Mov-46 Janet

First Mame -

Last Name - Year -
Tresham 1953
Percy 1368
Bates 1957
Quintal 1955
Skinner 1965
Williams 1967
MNorman 1969
Brine 1546
Hammett 1946

The field now has an appropriate name displayed in datasheet view.

» Return to design view

> Delete the criteria from the Year field
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» In the next empty column type Month:Month([dateOfBirth]) in the field box

» In the Criteria box for this field type 5 Or 6

lastMame Year Year{[dateOfBirth]} | Month: Month{[dateOfBirth]]
thistudentDetails

5 0ré

» View the results of the query

Date of Birth ~ | First Name - | Last Name - Year - Month -

_ mﬁomaﬁ Bates 1357 ]
15-May-73 Charlene Churchill 1973 3
26-May-73 Petronella Haywood 1973 3
21-Jun-65 Richard Skinner 1965 6

» Return to design view
» Delete the criteria from the Month field
» In the next empty column type Day:Day([dateOfBirth]) in the field box
» In the Criteria box for this field type 26
lastlame Vear: Year{[dateOfBirth]] | Month: Monthi[dateOfBirth]} | Day: Day([dateOfBirth])
thistudentDetails

-

> View the results

Date of Birth - | First Mame - | Last Name - Year - Month - Day -

G- ay-73 iHtronella Haywood 1973 3 26
26-0ct-74 Jacgueline Loveless 1974 10 26

» Save and close the query
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USING A CALCULATED FIELD

A database table is designed simply to hold data, and it is not possible to
perform a calculation in a table. However, you can use a query to find totals,
averages, minimum or maximum values in the records that the query has
identified, and you can then include these values in a report.

You are going to create a calculated field which will multiply the minimum
number of students by the module credits.

» Create a new query in design view

» Add the tblCourses table to the query design grid

» Add the moduleCredits and minimumStudents fields to the grid
» Click into the next empty Field cell on the grid

» Type moduleCredits*minimumStudents in the Field box

» Click into another cell

Access adds the default name Expr1 to the column and puts square brackets [ ]
around each of the field names.

Exprl: [moduleCredits]*[minimumStudents]

> Delete the default name Expr1 and type Total in its place

> View the result

|3 Quenyt |
Module Credits - Minimum Number of Stu ~ Total -
5 45 225
7.5 20 150
25 100
*

» Save the query with the name gryCalculated

» Close the query

Access2007Introduction (190508) 70 ©De Montfort University, IT Training <2008>



FORMS

You use a form to enter, edit, or display data from a table or query. Instead of
having to look at the data through datasheet view, you can design a form that
spreads the data out on the page, and you can also limit the number of fields
that are displayed.

It is also much easier to enter data into a form rather than into a table,
especially when the form is designed to show one record at a time.

CREATING A FORM USING THE FORM WIZARD

Access has a wizard that walks you through the process of creating a form. You
will use this method to create the first form.

A form can be based on a table, allowing you to display all the records and fields
from the table, or on a query which restricts the display to the records and
fields picked out by the query.

This first form will demonstrate that, by basing a form on a query, you can view
particular records, and that by changing the query, you also change the records
that you see in the form.

> Select the Create tab

» Select the More Forms button from the Forms group of T More Forms -
commands

» Choose Form Wizard from the list of options
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The Form Wizard opens.

[ 4

Form Wizard

| Which fields do you want on your form?

You can choose from mare than one table or query.

Tables/Queries
[Table: thiCaurses

Available Fields:

courseTitle
roomMumber
courseLeader
moduleCredits
minimumStudents

> In the Tables/Queries box, select Query: qryBligh

Form Wizard

Which fields do you want on your form?

You can choose from mare than one table or query,

Tables/Queries

[Ruery: aryBiigh

Table: thiCourses
Table: thiStudentDetails

Query: gryCalcutdied
Query: gryDates
Query: gryLastMame
Query; gryLondon

Cancel

Mext = l ’ Einish
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» Using , move all the Available Fields into the Selected Fields box

5

Form Wizard

| Which fields do you want on your form?

You can choose from more than one table ar query.

Tables/Queries

[Query: aryBligh >

Available Fields: Selected Fields:
[firsthiame
lastMame

colrseTite

Click Next to accept the selected fields
Click Next to accept the default layout

Click Next to accept the default style

YV V VYV V

In the What title do you want for your form? box, delete the suggested
name and type frmBlighStudents

> Click Finish

The completed form is displayed.

All Access Objects ~ « || =2 frmBlighStudents x
Tables 2 .
B wicourses frmBlighStudents
B tbistudentDetails
Queries = ||V
= anBligh First Name
& antalclated Last Name Bates
& anpates Course Title Sailing and Navigation
B anlastiame
Course Leader William Bligh
= antondon
Forms 2
55 frmBlighstudents
Record: M < Lof6 b M b [ Search
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Using the navigation buttons

The form shows the information in the first record.

The navigation buttons at the bottom of the form enable you to view other
records.

Move to the Move to the
previous record next record
Move to the Move to the
first record last record
Record: M 1lofa P OH K

Create a new record

Scroll through the first few records by clicking * a few times
Click * to move directly to the last record

Click ™ to move to the first record

Click into the box showing 1 of 6

Delete the current number

Type 4

vV ¥V VY V¥V YV V V

Press Enter

The form displays record 4.
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Using a parameter in a query

The present form is based on the gryBligh query which searches for students who
have William Bligh as their course leader.

You are going to return to the query and amend it so that it can be used to pick
out the students for any of the course leaders.

» Close the form
» Open the qryBligh query

» In design view, delete the criteria “William Bligh” from the courseLeader
field

> Replace it with the text [Enter the course leader]

courseleader
thiCourses

[Enterthe course leader]

This ‘parameter query’ is useful in that it lets you specify the criteria the query
will use to find the records when the form is opened.

> Click the Datasheet View button

You are asked to enter the parameter value.

Enter Parameter Yalue EJE|

Enter the course leader

[ (a4 ] [ Cancel ]

You can see that the text that you included in the square brackets is displayed
as a reminder of the information you need to enter in this box. Without this
prompt, it would be difficult to remember exactly what you are expected to key
in.

» Type Guido Fawkes
» Click OK
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The records for Guido Fawkes are displayed.

[ aryBligh
First Name - LastName - Course Title ~ | Course Leader -~
Tresham Advanced Pyrotechnics Guido Fawkes
Christopher  Wright Advanced Pyrotechnics Guido Fawkes
Jane Grant Advanced Pyrotechnics Guido Fawkes
Mattie Quintal Advanced Pyrotechnics Guido Fawkes
Richard Skinner Advanced Pyrotechnics Guido Fawkes

*

» Save and close the query
» Open frmBlighStudents

As this form is based on gryBligh, any amendments you make to the query are
reflected in the form, therefore you are asked to enter the name of the course
leader whose records you wish to view.

» Type George Loveless

» Click OK

Only the records relating to George Loveless are shown.
» Scroll through the records

» Close the form

» Using the Form Wizard, create a new form based on the table
tbiStudentDetails

» Use all of the fields
» Accept the default layout and style
» Change the title to frmStudentDetails

When you complete the wizard the form is displayed and includes all of the
student records.

» Click the *+ Dbutton to go to a new (blank) record

» Add the following three records using the form:

Ms Beryl | Hollins 32 New Rochester | 2540874 | 23/10/62 | No | TU823000
Street

Mrs | Celia | Blair 8 Plain Fulham | London 2987431 | 10/03/50 | Yes | PT765800
Walk

Mr | Jason | Armitage | 99 Dundee 2396566 | 13/12/74 | No | PT765800
Fairview
Way
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Applying a filter in a form

You can add a filter to a form so that you see only those records that fit a
particular criterion.

Click " to return to the first record
Click into the Course Number field
Ensure that the Home tab is selected

Select the Selection button in the Sort & Filter group of commands

YV VvV YV V VY

Choose Does Not Equal “PT765800”

The filter is applied, filtering out all records with course number PT765800 and
therefore only showing records with a different course number.

=5| frmStudentDetails
frmStudentDetails

]
Student 1D 2
Title Mrs
First Name Roberta
Last Name Catesby
Address linel 5 November Road
Address line2 Peckham
Town London
Telephone Number
Date of Birth 02-Apr-71
‘Driving Licence D
Course Number TU823000

Record: M 1of13 LI | “W Filtered | Search

A button at the bottom of the form reminds you that you are viewing a filtered
set of records.

» Scroll through the records
To remove the filter:

> Click the Toggle Filter button [ mssirits] in the Sort & Filter group of
commands
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MODIFYING A FORM IN LAYOUT VIEW

» In the Views group of commands on the Home tab click the bottom half of
the View button

Notice that three different views are available for a form object.

(P :
HY
—/') Hame Create

d

=

Form View

R il B

Layout View ‘
Design View |

Form View is used to view data, edit data and add new records.

Layout View is used to modify the existing layout of the form by changing the
size of the boxes, removing or adding fields to the form, re-ordering the fields or
editing the title of the form.

Design View can be used to make any of the layout changes that Layout View
allows you to make. In addition, Design View is used to add, move, and resize
different controls, as well as customise other aspects of the form.

» Select Layout View

The form is shown in layout view and a Field List window is also displayed.

=] trmStudentDetails X | Field List x
. Fields available for this view:
frmStudentDetails Fl thiStudentDetails Edit Table
D
title
3 firsthame
E( 3 lasthame
Student ID 1 addressl
Title Mr adaressz
town
First Name Francis telephoneMumber
dateCfBirth
Last Name Tresham drivingLicence
address linel 56 Parliament street causseNumber
Address line2 Fulham
Town London
Telephone Number 2987009
Date of Birth 05-Nov-53
Driving Licence
Course Number PT7E5800
Fields available in related tables:
& thiCourses Edit Table
Record: 4 [Lof20 | » M v | W Unfiltered | Search ] 2 Show only fields in the current record source
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Deleting a field

You have decided that you do not need to see the Student ID number on the
form.

> Select the Student ID field on the form

frmStudentDetails
o I T
Student ID 1 |
rwe T Mr |
First Name |Francis |

» Press the Delete key

The Student ID field is removed.

frmStudentDetails
¥
Title mr |
First Name [Francis |
Last Name |Tresham |
Address linel |56 Parliament Street |
Address line2 |Fu|ham |
Town |L0ndon |
Telephone Number |298T009 |
Date of Birth p5-Nov-53 |
Driving Licence
Course Number |PT}'65800 |
[Record: 4 <[tof20 | » M b: [ K Unfiltered [[Search

> Delete the Town field from the form
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Inserting a field

To insert the Town field into the form:

> Double-click town in the Field List

The field is inserted at the bottom of the form.

7] temSsudertDietails

frmStudentDetails

I ahel

Text box

Notice that two boxes are inserted into the form. The box on the right contains
data from the database and is called a text box. The box on the left contains a
description of the data that is being displayed and is called a label.

By default the label is linked to the text box and both can be manipulated at the
same time.

You will see later that all the text boxes can be modified together and all the
labels can be modified together.

Changing the order of the fields

To position the Town field immediately below Address line2:

» Point to the newly inserted text box

» Hold down the left mouse button and drag upward

As you move the mouse upward, a horizontal line moves up the list of fields.

» When the line reaches the point between Address line2 and Telephone
number, release the mouse button
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Both the label and text box are moved to the new position.

| ] trmstugentetais | x

frmStudentDetails

Title i

Francis

Tresham

56 Parliament Street

Fulham

e ————
05-Now-53

[+

PT765800

Editing the form title

The name of the form was inserted at the top as a default title. You will change
the title to something more suitable.

» Ensure that you are still in layout view

> Double-click the title frmStudentDetails
» Change the title to Student Details
>

Press Enter

[:: frmStudentDetails x
Student Details
»]
Title Mr
First Name Francis
Last Name Tresham
Address linel 56 Parliament Street
Address line2 Fulham
Town: London
Telephone Number 2987009
Date of Birth 05-Nov-53
Driving Licence
Course Number PT765800
|Recard: T} Mok | K Unfilterad | search

The orange rectangle around the title indicates that it is still the selected item.
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» Ensure that the Format tab is selected (this tab is only available in layout
view)

Using the Font group of commands,
» Change the font and size to Arial 26pt

» Change the font colour to a colour of your choice

Editing the format of the displayed data

» Click the data in the Title text box to highlight the box

Student Details
LiE

iTitIe Mr h
First Name Francis
Last Name Tresham
Address linel 56 Parliament Street
Address line2 Fulham
Town: London
Telephone Number 2987009
Date of Birth 05-Nov-53
Driving Licence
Course Number PT763800

» Move the mouse pointer just above the highlighted textbox so that the
pointer changes to a black down-arrow # and click the mouse button

All the text boxes for the data are selected.

| =] frmStudentDetails |, X
Student Details
L=
Title M
First Name Francis
Last Name Tresham
Address linel 56 Parliament Street
Address line2 Fulham
Town: London
Telephone Number 2987009
Date of Birth 03-Mow-33
Driving Licence
Course Number PT765800

» Change the font and size to Trebuchet MS 16pt

» Click the text in the Title label to highlight the box
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3] frmStudentDetails

Student Details

[l

3

iTitle

Mr

First Name Francis

Last Name

‘Tresham

» Move the mouse pointer just above the highlighted label so that the pointer
changes to a black down-arrow # and click the mouse button

All the labels are selected.

» Click on the Align Text Right button

5] frmStudentDetails

Student Details

E

Title

‘Mr

First Name

‘Francis

Last Name

‘Tresham

Address linel ‘56 Parliament Street

Address line2 ‘Fulham

Town: ‘London

Telephone Number

2987009

Date of Birth

05-Nov-53

Driving Licence

Course Number

PT765800

> View the form in form view

b

frmStudentDetails

Student Details

Title M

First Name |Francis

Last Name |Tresham

Address "”91|56 Parliament Street

Address Iinez|Fu|ham

Town: |London

Telephone Number |2987009

Date of Birth |05_ Nov-53

Driving Licence

Course Number |PT765800

> Save and close the form
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CREATING FORMS AUTOMATICALLY

Access can automatically create a standard form that includes all the available
fields. All you need to do is indicate which table or query you want the form to
be based on.

» Click the tblStudentDetails table in the Navigation Pane to select it

> Select the Create tab

» Click the Form button in the Forms group of commands o

A form is created based on the selected table, and opened in Layout View.

%I tbiStudentDetails X |Field List x
Fields available for this view:
= .
= thbIStudentDetails [l thistudentDetails Edit Table
(]
title
T firstName
-1 lastMame
Student ID: B address
address2
Title: e town
telephoneMumber
First Name: ‘Francis dateOfBirth
drivinglicence
Last Name: ‘Tresham courselumber
Address linel: ‘56 Parliament Street
Address line2: ‘Fulham
Town: ‘London

Telephone Number: ‘2987009

Date of Birth: |05-Nov-53
Driving Licence:
Course Number: ‘DT?ESBDU Fields available in related tables:
thiCourses Edit Table
Record: M 1 of 20 [ | W Unfiltered | |Search |4 [ m » | l2f Show only fields in the current record source

» Click the Save button on the Quick Access Toolbar

» Delete the suggested name and type frmStudents

Form Mame:

|Frm5tudents |

» Click OK

» Switch to form view and scroll through a few records to check that the form
is operating fine
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Modify the form by making the following changes:
» Change the title of the form to Student Information
» Remove the Course Number field from the form

» Move the Date of Birth field so that it is displayed immediately below the
Last Name

» Change the font and size of the displayed data to Arial 14pt, emboldened

Finding a record

You need to find the record for Jacqueline Loveless.

Ensure that you are in form view

Click into the Last Name field of the current record

4

>
>
» Ensure that the Home tab is selected
> Select the Find button in the Find group of commands Find

The Find and Replace dialog box opens.

> In the Find What box type Loveless

You can see that, because the insertion point is currently positioned in the Last
Name field, this is the field that is already selected for you in the Look In box.

Find | peplace

Find What: Loveless - Find Mext

Look In: Last Mame s
Match: Whole Field v
Search: Al v

[Imatch Case Search Fields As Formatted

> Click Find Next

The first record that meets the criterion you selected is presented.
As this is the correct record:

> Click Cancel to close the dialog box
» Amend Address linel to 3 Farm Cottages

» Amend the Telephone Number to 2786310
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Printing a record

To print this record, you need to select it.

> Click on the selection bar to the left of the record details

‘ —=| Student Information
Student ID: ‘16
Title: ‘Mrs
First Name: ‘Jacqueline
Click here to b Loveless
select record Date of Birth: 26-Oct-74
Address linel: ‘3 Farm Cottages
Address line2: ‘Martyr Street
Town: Tolpuddle
Telephone Number: ‘278631 Q
Driving Licence:
Record: 4 4[150f19 | » M b [ W Unfiltered | [Search [« L m

> Click the Office Button

> Point to Print

@lﬂ_i}_ﬁ_ # Students ; Databa

Previ nd print the i
| j N review and print the view |
¥ Print
~ | Select a printer, number of copies, and |
f= 7 Open ather printing options befare printing.
i Quiick Print
I I Save Send the ohject directly to the default
- printer without making changes.
= [ Print Preview
ﬁ Save As L2 Preview and make changes to pages befare
printing,
|
|@ Print >
TE Manage ]
OE. E-mail
éE’ Publizh b
= ]
LClose Database

In_:i Access Options | |X Exit Access

> Select Print from the list of options
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The Print dialog box is displayed.

> In the Print Range section, choose Selected Record(s)

Printer
Mame: | IT Office HP4200 v| [ properties |
Status: Ready
Type: HP LaserJet 4200 PCL 6
Wwhere: IP_146,227.16.62
Camment: [ Prink to File
Print Range Copies
Ol Nurnber of Copies: 1
Orages From: [ | o [ ] ﬂ ﬂ
(%) Selected Record(s)
o] (o

> Click OK

The record is printed.

Deleting a record

» Find the record for Thomas Percy
» Click on the selection bar to the left of the record details
> Press the Delete key

Access shows you a warning message requiring you to confirm that you do want
to delete the selected record.

Microsoft Office Access

¥You are about to delete 1 record{s).

If wau click ¥es, vou won't be able b unda this Delete operation,
Are you sure you wank to delete these records?

L.;

> Click Yes

The record is deleted.

> Save and close the form
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REPORTS

You use a report to present data in a format more suitable for printing. You
have control over everything you see on a report and so may customise it to your
own requirements. You can create a variety of reports in Access ranging from
the very simple to the very complicated.

A report also lets you summarise data, so you can, for example, not only list all
of the students enrolled on a course, but also have the report print a total.

CREATING A REPORT USING A WIZARD

You are going to produce a report which lists all of the students grouped by their
course title.

For this report you will create a query using both tables.

» Using the Query Wizard, create a new query containing the following fields:

Table: tblCourses
courseTitle

Table: tblStudentDetails
firstName

lastName

dateOfBirth

» Save the query with the title gryCoursesinfo
» Close the query

You are now ready to create a report based on this query.

> Select the Report Wizard button from the Reports group of & report wizara
commands on the Create tab

» In the Tables/Queries box, click the down arrow and select Query:
gryCoursesinfo

Which fields do you want on your report?

You can choose from more than one table or query.

B

Selected Fields:
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> Move all the Available Fields into the Selected Fields box

> Click Next

This step in the wizard asks you to specify how you want to view the

information.

Report Wizard
data?

| by thiStudentDetails

How do you want to view your

[2] Show me more infarmation

||courseTitle

[frstiiame, lastiame, dateOfEirth

’ Cancel

] [ < Back ” Next = l [ Finish ]

The pane on the right shows you an example of how the fields will be laid out on
the report, depending upon whether you choose ‘by tblCourses’ or ‘by

tblStudentDetails’.

» Ensure that by tblCourses is selected

> Click Next

> Ignore the grouping prompt and click Next

The records can be sorted in ascending or descending order.

You will sort the students into alphabetical order of last name.

> Click the down arrow to select the first field to be sorted

Report Wizard
What sort order do you want for detail records?

‘You can sort records by up to four fields, in either

ascending or descending order.

¥ 3
{(Mone)

2 |firsthame
lastMame

: dateOfBirth

4

Cancel ] [ < Back ” Mext > l [ Finish
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> Select lastName

> Select firstName as the second field to be sorted

Report Wizard

What sort order do you want for detail records?

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

> Click Next

: amEm 3
: 3
P
Cancel ] [ < Back ” Mext = } [ Finish
Report Wizard
Howe would you like to lay out your report?
Layout Orientation
() Stepp (%) Bortrait
) Block () Landscape
O Outline 5
A

| Adijust the field width so all fields fit on
3 page.

[ Cancel

IEE RS

This step asks you about the report layout. Notice the tick box that provides the
option to adjust the field width so that all fields can fit on the page.

> Click Next

Now you choose the style of the report.

» Select Equity

> Click Next

The wizard suggests a title for the report.

» Change the title to rptCourses

> Click Finish
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The report is displayed.

rptCourses

Course Title Last Name

Advanced |
Arrnitage
Blair
Grant
Quintal
Skinner
Tresham
Wright

Sailing and
Eates
Brine
Brown
Hammett
Haywood

Williams

First Name

Jason
Celia
Jane
Mattie
Richard
Francis

Christopher

Thormas
Janice
William
Janet
Petronella

John

Date of Birth

13-Dec-74
10-Mar-50
16-Aug-75
17-Feb-55
21-Jun-65
05-Nov-53

13-Apr-T6

21-Jun-57
02-Nov-46
08-Oct-72
20-Nov-46
26-May-73

28-Feb-67

You can see that the layout is not perfect. The Course Title text box is not wide
enough to show the full text, and also the report could be positioned more
centrally on the page or spread across the full width of the page.

The following section will show you how to make these amendments.

To close the print preview:

!

> Click the Close Print Preview button |ClosePrint|

Preview
rptCourses Field List x
u|-|-1-|-2‘|-:3-|-4-|-5-w-s-w-?-w-s-|-s-|-10-|-1|-|-12-|-13': Fields available for this view:
J # Report Header B thl€otines Edit Table
courseMlumber
% rptCourseS courseTitle
1 roomMumber
- courseleader
moduleCredits
minimumstudents
=] thiStudentDetails Edit Table
# tourseTitle Header | o
ct#urieT%ﬂe ] = fitle
3 I =o)L O N R N
|| # Detail | lasthame
- | _L _j lajtNam ttst.\'aztr: |datr:0t§mh l | | ‘ | addressl
- bt — = " address2
| & Page Footer town
- ‘ ‘ | | | | | telephoneNumber
N \ | | | | | datzOfBirth
|| # Report Footer drivinglicence
courseMlumber

R

a

@'( Show only fields in the current record source
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MODIFYING A REPORT IN LAYOUT VIEW

> In the Views group of commands on the Home tab click the bottom half of
the View button

There are four different views available for a report object.

(PN

| HOF[ Create

==t [N
=1 | 1
View||| Paste B
ooy v
rl ‘ !\? Report View =
& Print Preview
—=]
H Layout View 1
— =]
% Design View
> Select Layout View
rptCourses Field List X
4 | Fields available for this view:
[=] thiCourses Edit Table
rptCou rses courseNumber
courseTitle
roamiumber
_ . _ - . courseleader
Course Title Last Name First Name Drate of Birth maduleCredits
Advanced | minimumStudents
: =] thiStudentDetails Edit Table
| Armitage Tas 13-Dec-74 (&
: : ) title
Blair 10-Mar-50 = firsthame
— ] . lastMame
Grant 16-Aug-75 addressl
| Quintal ‘Mattie 17-Feb-55 address2
: : town
| Skinner ‘Richard 21-Jun-65 telephoneMumber
: : dateOfBirth
Tresham iT—ra.ncis 05-Nov-53 drivinglicence
1 ] courseNumber
{ Wright | Christopher 13-Apr-Te
Sailing and =
Bates ;Thomas 21-Jun-57
! Brine Janice 02-Nov-46
{ Brown TWilliam 08-Oct-72
| Harmnmett Janet 20-Nov-46
Haywood ‘Petronella 26-May-73
§ Williams {John 28-Feb-67 T
4 m | » |_5|"' Shaow only fields in the current record source

» Close the Field List window in order to see a wider view of the report
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Resizing text boxes

You will first ensure that all the course titles can be displayed in full.
» Click onto the first course title on the report
All three course title text boxes are selected.

» Move the mouse pointer to the right-hand border of one of the selected text
boxes

The pointer changes to a double arrow

rptCourses

Course Title Last Name First Name Date of Birth

Ad"ancedﬂ—;P

I é.—\rmitage Jason 13-Dec-74
éE]air Celia 10-Mar-50
éi}rant Jane 16-Aug-75

» Hold down the left mouse button and drag the border to the right
» Release the mouse button

All the text boxes for the course titles are resized.

» Check that all the course titles are fully displayed, resizing the boxes further
if necessary

rptCourses
Coursze Title First Name Date of Birth
Advanced Pyrotechnics
i E.—\rmitage Jason 13-Dec-74
EE]air Celia 10-Mar-50
{Grant Jane 16-Aug-T5
Quintal Mattie 17-Feb-55
iSkinner Richard 21-Jun-65
ETresham Franciz 05-Nov-53
. fWright Christopher  13-Apr-76
Sailing and Navigation
: ;Eates Thomas 21-Jun-37
EEn’.ne Janice 02-Nov-46
EErov.-n Williarn 08-Oct-72
EHammett Janet 20-Nov-46
EHajm'ood Petronella 26-May-73
: E‘\\'i]]iams John 28-Feb-67
Trade Unionism and Its History
T Catesby Roberta 02-Apr-71
Churchill Charlene 15-May-73
Hollins Bervl 23-Oct-62
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Moving columns

You have decided that you want the Last Name data to be displayed after the
First Name data.

» Click onto the Last Name label (heading)

With the mouse pointer over the Last Name label and shaped '31%

m First Name Diate of Birth

Armnitage E]ason 13-Dec-74
Elair ECe]ia 10-Mar-30
| Grant {Jane 16-Aug-75
| Quintal Martie 17-Feb-53
{ Shinner Richard 21-Jun-63
Tresham EFrmc‘is 05-Nov-33
| Wright iChristopher ~ 13-Apr-76

» Hold down the left mouse button and drag to the right until a vertical line
appears between the First Name and Date of Birth columns

> Release the mouse button

The First Name and Last Name columns have swapped places.

rptCourses

Course Title First Name Date of Birth

Advanced Pyrotechnics
Jazon Armitage 13-Dec-74
Celia Blair 10-Mar-30
Jane Grant 16-Aug-75
Matte Quintal 17-Feb-55
Richard Skinner 21-Jun-65
Francis Tresham 053-Nov-53
Christopher | Wright 13-Apr-T6

Sailing and Navigation
Thomas Bates 21-Jun-57
Janice EBrine 02-Nov-46
William Brown 08-Oct-72
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Removing and Inserting page numbers

A page number in the format page n of m was inserted in the report’s footer by
default. You will delete this and replace it with a page number in the format
page n.

> Scroll down to the bottom of the form

> Click the text Page 1 of 1 displayed at the bottom right of the page

Trade Unionism and Its History
Roberta Catesby 02-Apr-71

Charlene Churchill 15-Mav-73

Theresa Stanfield 09-Nov-51

» Press the Delete key

The page number is removed from the report.
To insert a replacement page number:
» Ensure that the Format tab is selected

» Click the Insert Page Number button 2 in the Controls group of commands

The Page Numbers dialog box is displayed.

Page Numbers @@
@ Page M
Opageniatm

Position
(%) Top of Page [Header]
() Batkam of Page [Fooker]
Aligrment:
Center A
Show Mumber on First Page

» In the Format section, ensure Page N is selected
» In the Position section, select Bottom of Page [Footer]

> In the Alignment section, click the down arrow and select Right
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Page Numbers E]@

@ Page M
() Page Mof M
Position

() Top of Page [Header]
() Battom of Page [Footer]

Show Mumber on First Page

» Click OK
A page number with the selected format is inserted into the footer of the report.

Trade Unionism and Its History
Roberta
Charlene
Beryl
Jacqueline

Charles

Theresa

Page 1
The new page number is larger than the other text in the footer. Also the text is

not in line with the date.

» Click the new page number

Trade Unionism and Its History

Page 1
» Using the Font group of commands on the Format tab, Change the font size
to 10 and right-align the text

To ensure that the page number is in line with the date:

» With the text box for the page number still selected, hold down the Shift key
and click the date in the footer

Both text boxes in the footer are selected.
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» Select the Arrange tab

» From the Control Alignment group of commands, select it Bottom
Bottom

The page number text box moves downward and aligns with the date.

Trade Unionism and Its History

» Change the title of the report to Course Lists (see page 81)

> In the Views group of commands on the Format tab click the bottom half of
the View button (this is also on the Home tab)

» Select Print Preview

» Scroll down the report and check that everything is in order

» Click the Print button in the Print group of commands on the ribbon
The Print dialog box is displayed.

» Click OK to print the report to the default printer

> Click the Close Print Preview button on the ribbon

» Save and close the report
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CREATING A GROUPED REPORT USING SUM AND AVERAGE

In the previous exercise, you created a query to use as the record source before

using the report wizard.

For this exercise, you will select fields directly from the two tables as you

proceed through the wizard.

» Start the Report Wizard

» From Table: tblStudentDetails select the fields:

firstName
lastName

> From Table: tblCourses select the fields:

courseTitle
moduleCredits
minimumStudents

Report Wizard

Which fields do you want on your report?

You can choose from mare than one table or query.

Tables/Queries
[Table: thiCourses v |
Available Fields: Selected Fields:
courselurmber ) |firsthlame
roomhilumber busind] | |35tHame
courseTitle
moduleCredits
i e
o] |

Einish

Click Next
View the data by tblStudentDetails

Click Next

YV VvV V V

For group levels select courseTitle

> Click
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Report Wizard
Do you want to add any grouping
levels? ‘course‘FitIe
firstMame, lastame, moduleCredits,
minimumStudents
firstMame
Iastl'*lame
mlnlmume_ldents
&
Priority
2
[ Grouping Options ... ] [ Caniel ] ’ < Back ][ Mext > l [ Finish

> Click Next

> Sort by lastName

Report Wizard

What sort order and summary information do you want for detail records?

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

EEE ) (e )
2 | =
3 | |

“ |

Summary Options ...

Cancel ] l « Back ” Mext = l ’ Einish

» Click the Summary Options button

Access2007Introduction (190508) 99 ©De Montfort University, IT Training <2008>



The Summary Options dialog box is displayed.

All the numeric fields that you selected are listed in the dialog box.

Summary Options

What summary values would you like calculated?
Field Sum Avg Min  Max
moduleCredits ERFT I

Show
minimumStudents OO0 0

(%) Detail and Summary

O summary Only

[ calculate percent of
total for sums

> For the field moduleCredits select Sum
» For the field minimumStudents select Avg

» Ensure that Detail and Summary is selected in the Show section

Summary Options

What summary values would you like calculated?
Field Sum Avg Min  Max
moduleCredits 4 4 [

Show
minimumStudents IF O 0O

(%) Detail and Summary

(O summary Only

[ calculate percent of
total for sums

Click OK
Click Next
Accept the default layout and click Next

Choose a style

YV V VY V V

Click Next
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» Change the report title to rptSummaryinfo

> Click Finish

The report is created and opened in Print Preview.

» In the Zoom group of commands, click the One Page button

The text is too small to be read, but you can see what the layout of the entire

page looks like.

R I R N Y

> Click the bottom half of the Zoom button

Q (ET

|'Zoom | one Two

in the Zoom group of commands

M

= Page | Pages Pag

KEH| Fitto Window
10%
25%
50%:
15%
= Zoom100%
150%
200%
» Select Zoom 100% 500
Maximum 1000%
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There are a few modifications that need to be made to the report.
» Close the Print Preview

The report is shown in design view with the Field List window opened on the
right. You will return to this view later.

Click the bottom half of the View button and choose Layout View

Close the Field List window to see more of the report

>
>
» Double-click the courseTitle label (heading)
» Change the heading to Course Title

» Resize the Course Title text boxes so that all course titles are fully displayed
» Change the title at the top of the report to Summary Information

To change the text Avg on the report:

» Double-click the text Avg for any of the three courses on the report

Summary for ‘courseTitle' = Advanced Prrotechnics (+ detail records)

Sum

A ne
Ava
SAVE

> Replace Avg with the words Average number of students
» Press Enter

All the Avg labels display the text that you typed.

Summary for ‘courseTitle’ = Advan
Sum
Averagze number of students

Sailing and Navigation

Summary for ‘courseTitle' = Sailing
Sum
Average number of students

Trade Unionism and Its History

Summary for 'courseTitle’ = Trade |

Sum

Awerage number of students
Grand Total
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» Scroll down to the bottom of the report

The Grand Total at the bottom will stand out better if it is separated from the
other information.

> Click on the text Grand Total
» Hold down the Shift key and click the grand total value (104)

The Grand Total label and text box are both selected.

Average number of students
Grand Total 104

18 February 2oo8

» Point to one of the selected boxes, hold down the mouse button and drag the
boxes downward to leave a decent gap below the other text, and then
release the mouse button

The Grand Total now stands apart from the other information.

Summary for ‘courseTitle' = Trade Unionism and Itz Historv (6 detail records)
Sum =24

Avwerage number of students 25

Grand Total 104

18 February 2008

» Save the changes to the report

At present the report shows the average number of students for each course
separately. However you want to display the average for the whole report.

This type of modification will have to be done in design view.
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MODIFYING A REPORT IN DESIGN VIEW

> Click the bottom half of the View button

» Select Design View

[ E rptSummarylnfo

X

u|-w-l-w-z-wa-|-4-|-5-|-s-|-?-|-s‘|-9‘

‘|'11‘I'TZ'I'13'\‘14'\‘15'\‘18'\‘1?-!‘18-!-19-!-20':

| # Report Header

‘?‘Suhnnbal‘ﬁ' Iﬁfoﬂmdtioh\ ‘ ‘

| # Page Header

0
I
¢
I
|

| fcounerie [t Name | Fus — : % S
| + &oursaTitle Header i
crsetile | [ [ 1 ] | | | [T [ [ [ T ]
||| # petail
I_J_ - J_ o I_ - J_ - _|_ - J_ lastirame | |[firft¥amf | [thodulefredit{| [minfmum$tudenits | i I
||| # courseTitie Footer
="EBummiary fof " & “cpurseTjtle’ = "|& " " & [courspTitle]|& " (" § Couny(*) & [ & If{[Count(]*)=1,"detail rpcord” [ detail records") E|

S

m

|=S ym{ [ m: \:1_'.E|

1 Aferage[mumbpT of sjodenty| [ et et e V|
| # Page Footer
[ [ [ [ [ [ [ [ [ [ [ [ [ [ \ [ ]
B U A N I R O e [T T [ =P sfpeais]er s
| # Report Footer
1
‘Gran:l Totall ‘:Sum([modu]l

A e g

At first glance this looks very complicated and bewildering. Notice, however,
that the design is split into various sections: Report Header, Page Header,

courseTitle Header, Detail, courseTitle Footer, Page Footer and Report Footer.

» Switch between design view and report view a few times and try to identify

which part of the report each section of the design produces

The label and text box for the average number of students are located in the
courseTitle Footer section. In other words, the footer for each course title.
This therefore produces an average value for each course title group.

To show an average value for the whole report, you need to move the
appropriate label and text box into the Report Footer section.

» Click Average number of students to select the label

» Hold down the Shift key and click =Avg([minimumStudents]) to select the

text box

Both label and text box are selected.

I # courseTitle Foaoter

|=' FEummpry foy " & "cpurseT|tle’ = "|& ™ " & [courspTitle]|& ™ (" & Count(*) & " & If(Count(* )=1, "detail record”'detail records”) é|

P; 1:1| =2ym([mpdul

[Aferage[numbfT of students| FAVEl[mmmumETEdent=]]
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» Move the mouse pointer over one of the selected boxes
» Hold down the left mouse button and drag downward

» Release the mouse button when the Average number of students label is just
above the Grand Total label in the Report Footer

# courseTitle Footer
|='3'_'1:11:1a1‘_1' for " & "cpurseTjtle’ = "|& " " & [courspTitle]|& " (" & Count(®) & [ & IIf(Count(]*)=1,"detail necord”[detail records") £|
Sym [=8ym([mpdule]

# Page Footer
T T T T T T T T 1 T T T T [ [ T T
[ I O N T T T = sl e

& Report Footer

P Py defl P T P Y
gfstadarts ey E(iripimumtis

A Y I
Soeerpzerafrber
FGr'anE T‘otql| | |=Sum([modm| | |

> Select the text box that calculates the value for the Grand Total

> Drag the text box closer to the Grand Total label

# Report Footer

[ B IS | | T P Ay PR NP

Tt T TOEY ToaghT Ezszr bz s T 1.1
s serumbergistudants =Arstieiimunttaderts)

|Gr'an H Total .=Sun*([moqu]

To align the two text boxes in the Report Footer:

» With the text box for the Grand Total still selected, hold down the Shift key
and click the text box that calculates the average number of students

& Report Footer

[ B PP . | P P R NP Y.
FrierpEepumbergistudgnis; ey E(iripimumtis

|Gr'an:l Total .=Sun*([moqu] |

» Select the Arrange tab

» From the Control Alignment group of commands, select Left (1= 1=

verpzenumberdistudants] S-Ave(fminihumsts

[Granf Totdl =Sumn([medul

» Select the Design tab
» From the Font group of commands, select the Left Align button

» View the report in report view
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Notice that the value of the average number of students is given to a large
number of decimal places.

To show this value with no decimal places:

» Switch to design view

» Click the right mouse button on the text box that calculates the average
number of students

Report Design Tools | Students : Database (Access :
Design Arrange Page Setup AT (5 v
S\ Build
.Sort [ 5 "
./ Change To 3
=
= # tr
i Gridlines Logo 2 =3 Tab Order.. ]
Totals Gridlines & Cut
3 Copy
4 15 1 6-1-7 1.3 19|k Paste F
74 PasteF =
S : = Group O i
nformation }

1o 1 | b
[ T feecfome g
Paosition 3
cpurseTjtle = "[& " " & [ coursgTitle](& Layout » :
)( Delete -
S Fill/Back Color | v L
| | | | | | é Font/Fare Calar | [
—  Special Effect | LA
_?ggl Congditional Formatting...
Set Caption ~
| | e i Y . F Py i ﬁ ST
leptsy SovgifminifpamStedentty
e o e B

» Select Properties from the short-cut menu

Access2007Introduction (190508) 106 ©De Montfort University, IT Training <2008>



The Property Sheet is displayed on the right of the window.

Property Sheet b4
Selection type: Text Box

Avg OFf minimumStucents w

Format|| Data | Event | Other | Al

Mame Avg Of minimurn
Control Source =Avg([minimum!
Format »
Decimal Places Auta

Visible Yes

Text Format Flain Text
Datasheet Caption

Width 4.783cm

Height 0.45cm

Tap 1.799cm

Left 4.993em

Back Style Transparent
Back Color =FFFFFF
Eaorder Style Transparent
Eaorder Width Hairline

Border Color 734504
Special Effect Flat

Scroll Bars Mane

Font Mame Geargia

Font Size ]

Text Align Left

Faont Weight Marmal

» Check that the All tab is selected

» Click the Format property

» Click the down arrow for the Format property
Property Sheet X

Selection type: Text Box

Avg Of minimumStudents v

Format| Data || Event | Other [ Al

Mame Avg Of minimurn #
Control Source =Avg{[minimum!
Format

Decimal Places Auto T%
Visible fes

Text Format Plain Text

Choose Fixed from the list of available formats

Select 0 for the Decimal Places property

Close the Property Sheet

Check that the value is now displayed as a whole number in the report
Make further alignments of text boxes or labels as necessary

Print the report

vV Vv VY Vv Y V V

Save and close the report
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CREATING REPORTS AUTOMATICALLY

With a click of the mouse button, Access can create a standard report that
includes all the available fields. All you need to do is indicate which table or

query the report must be based on.

You will create a report based on the query gryLondon.

» Select gryLondon from the list of queries in the Navigation Pane - there is no
need to open the query

> Select the Create tab

» From the Reports group of commands, select Report

After a short delay, a report is created and displayed in layout view.

All Access Objects

Tables
1 toicourses
T3 toistudentDetails

Queries

‘_!',=:| qryBligh
gryCalculated
gryCoursesinfo
qryDates

grylastilame

grylondan

-
)
g
8
@

frmBlighStudents

frmStudentDetails

frmStudents

orts

bl

rptCourses

HE7

rptSummarylnfo

12 aryLondon

| gryLondon

First Name
Francis
Roberta
Christopher
Janet

Celia

Last Name
Tresham
Cateshy
Wright
Hammett

Blair

Pagelofl

4

Town

Londan
London
London
Londan

Londan

19 February 2008
15:39:12

Telephone Nu

2987009

2652462
2761098
2987431

The dotted lines indicate where the margins are. You can see that text is
displayed beyond the right-hand margin. This means that the report is wider
than the width of a page. A brief look at Print Preview will verify this.

» Select the Page Setup tab

» Select the Landscape button

The report should now fit onto one page.

» View the report in Print Preview

» Close the report without saving it
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PRODUCING LABELS

You are going to create a set of address labels using the Label Wizard.

> Select tblStudentDetails from the Navigation Pane

The fields from the selected table will be available to the Label Wizard.

> Select the Create tab

> From the Reports group of commands, select the Labels button =l tabsis|

The Label Wizard is displayed, and you are asked to choose the label size.

» Ensure that Avery is selected as the manufacturer and that the unit of

measure is Metric

» Select Product number Avery L7162

Label Wizard
This wizard creates standard labels or custom labels.
What label size would you like?
Product number: Dimensions: Number across:
Avery L2136 Mini 69,8 x 50.8 mm 1 A
Avery L7159 54.0 x 33.9 mm 3 R
Avery L7160 53.5x 38.1mm 3 =
Avery L7161 53.5x 46.6 m 3
fAvery L7162 39 9 2 v
Unit of Measure Label Type
() English (3) Metric (%) Sheetfeed (O) Continuous
Filter by manufacturer: |Avery v
> Click Next
Label Wizard
What font and color would you like your text to be?
Text appearance
Font name: Font size:
L v B v
Font weight: Text color:
o o) )
[ 1talic [] Underline
Cancel ] [ < Back [ Mext =
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» To accept the text appearance offered, click Next

Your next task is to decide which fields you want to include on the label, and
also how they should be displayed.

Label Wizard

/

Available fields:

title
firstiame
lasthlame
address1
laddress?

EN

What would you like on your mailing label?

Construct your label on the right by choosing fields from the left. You may also
type text that you would like to see on every label right onto the prototype.

Prototype label:

[ Cancel ][ < Back I Mext = l ’ Einish

Press the spacebar once

Press the spacebar

Press Enter

YV VvV VWV VvV YV V VY

From the Available fields list, select title and click

Select firstName and click

Select lastName and click

Add address1, address2 and town on separate lines

Label Wizard

/

Available fields:

What would you like on your mailing label?

Construct your label on the right by choosing fields from the left. You may also
type text that you would like to see on every label right onto the prototype.

Prototype label:

Iastilame Al [ ftitle} {firstame} Jastame}
address1 3 | {address1}
i | {address2}
'{bawn}
Cancel ] [ < Back I Mext = l ’ Einish
» Click Next
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To sort by the town field:

» Select town and click

Label Wizard

:

soonnn
M

You can sort your labels by one or more fields in your database, You might
want to sort by mare than one field (such as last name, then first name), or by
just one field (such as postal code).

Which fields would you like to sort by?

Available fields:

Sort by:

e eseeeoRRRERRRE

Z

firsthame
lastiame
address1

Cancel

][ < Back I Next > l[ Finish

> Click Next

» Accept the default report name

> Click Finish

The labels report is displayed with the data in alphabetical order of town.

Mrz Charlene Churchill
78 Amsz Lane
Aylesbury

M= Janice Brine
45 Unien Way
Convay

Mz Thereza Stanfield
90 Friend Street
Dorchester

Mr Jehn Wiliamz

Seazide Viialk

Mr Richand Skinner
The Seaman’s Arms
Beer

Mz Jans Grant
Thatched Cottage
Hunters Walk
Coventry

MrJazen Armitage
85 FairviewWay
Dundee

Mrz Janet Hammett

ATaHernesialk

» Close the report

> Close Access
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APPENDIX

FIELD PROPERTIES

Field Properties are used to determine how Access handles and stores data, for
example a date. When you create a field, a list of properties is displayed. The
list of properties available is dependant on the data type chosen.

Field size

When a field has been specified as a text field, you can adjust the size from 1 to
255 characters. When the field is a number, then the following ranges of values

apply.

Setting Range Decimal Places Storage Size
Byte 0 to 255 No decimal places 1 byte
Integer -32,768 to 32,767 No decimal places 2 byte

Long Integer -2,147,483,648 to 2,147,483,647 | No decimal places 4 bytes
Single -3.4E38 to 3.4E38 7 4 bytes
Double -1.797E308 to 1.797E308 15 8 bytes
Format

When using number fields, the data is displayed depending on the property

chosen.

Display Layout

Format General Number

How data is entered

How data is displayed

General number 1234.56 1234.56
Currency 1234.56 £1,234.56
Fixed (1 place) 1234.56 1234.6
Percent 0.1234 12.34%
Scientific 0.001234 1.234E-3

Date Format

How you might enter data

How data is displayed

General Date 18/4/98 18/04/98 23:39:00
Long Date 18/4/98 18 April 1998
Medium Date 18/4/98 18-Apr-98

Short Date 18/4/98 18/04/98

Long Time 10.15 10:15:00 PM
Medium Time 10.15 10:15 PM

Short Time 10.15 10:15

Text Format

How data is entered

How data is displayed

>uppercase

UPPERCASE

<LOWERCASE

lowercase
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Decimal places

With numeric fields you can set the number of decimal places to between 0 and

15.

If you choose Auto, the number of decimal places will be allocated according to

the field size.

Input mask

Use an input mask to ensure that values entered into a field are in the correct
format. The input mask uses a special character to represent each character

entered into a field.

For example, an input mask of LLO indicates that a field must contain two letters

and one number.

Input Mask

What it means

Enter a Digit (required)

Enter a Digit (not required)

Digit, + or - sign or space

Letter (required)

Letter (not required)

Letter or digit (required)

Letter or digit (not required)

Any character or space (required)

Ol || ~|r|#|o|o

Character or space (not required)

~.I
N

Decimal point, data & time

separators

Convert characters to lower case

Convert character to upper case

Fill from right to left

—|=|v|na

Characters shown as literal

Caption

When creating default labels for reports and forms, Access uses the text set in
the caption property. If no caption is set, Access uses the field name. Itis
therefore necessary to set a caption if the field name is not appropriate for a

label on a report or form.
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Default value

A default value is the value entered into a field if there is no alternative.

For example, say you are creating a database containing information on car
drivers. As a licence is not issued until a person is 17 years old, then the default
value could be 17.

Date() enters the current date.

Validation rule

This property limits the values entered into the field.

For example, a validation rule of “Mr” or “Mrs” or “Miss” or “Ms” would mean
that only one of these four words would be accepted.

Validation text

Used in conjunction with the validation rule. If the rule is not met, then the
validation text is displayed as a message to the user.

Required

Used on any field to indicate that a value must be entered.

Allow zero length

Used with a text or memo field to ensure that an entry appears in every field,
even if it is left empty by the user.

A value of “” is entered into an empty field. In this case the Required property
for this field must be set to “Yes’.
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Indexed

Used on any field to speed up searching the database. Similar to an index in a
book, if an indexed field is used in a search or query, Access will search the
index which is much quicker than searching the whole database.

However, indexing a field will slow down entering and editing data as, not only
is the data updated, so is the index. Use indexing wisely to get the best
performance from your database.

Index setting Meaning
NO No index
YES (Duplicate OK) Create an index on this field - there may be
duplicates

YES (No duplicates)

Create a unique index on this field - no duplicates
allowed (useful for information such as a National
Insurance number where there should be one only)
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