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Course Objectives

" In this program you will learn more
about exactly:
" what a database is
" what it Is used for

" how to perform simple database tasks,
such as adding and deleting records.
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Database

" Databases store and manage
information related to a particular

subject or purpose.

" Database is a single organized
collection of structured data Iin a data

file with @ minimum duplication of data
items so as to provide consistent and
control pool of information.

Microsoft 3
Access
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Database Cont....

" In its simplest form, a database is
a collection of information that is
organized into a list and stored in
a manner similar to a file cabinet

=
A File Cabinet— ““----_|
-
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Database Cont....

" Whenever you make a list of information,
such as names, addresses, products, or
invoices, you are, in fact, creating a
database

" Technically, you don't even have to use a
database program to create a database.

" You can make a list of information in all
kinds of programs, such as Microsoft
Excel, Microsoft Word, Notepad program
etc.

Microsoft 5
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Database Cont....

" A database program, however, is much
more powerful than a simple list you
keep on paper or in a Microsoft Word
document. A database program lets you:

= Store Information:

" A database stores lists of information that are
related to a particular subject or purpose. It could
be a list of home recipes, or business information,
such as a list of hundreds of thousands of
customers. A database also makes it easy to add,
update, organize, and delete information.

Microsoft 6
Access
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Database Cont....

" Find Information:

" You can easily and instantly locate
information stored in a database.

" For example, you can find all the customers
with the last name "Johnson" or all the
customers who live in the 55417 zip code and
are older than 65.

Microsoft 7
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Database Cont....

" Analyze and Print Information:

" You can perform calculations on
information in a database.

" For example, you could calculate what percent
of your total sales comes from Arusha Region.
You can also present information in a
professional-looking printed report.

Microsoft 8
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Database Cont....

" Manage Information:

" Databases make it easy to work with and
manage huge amounts of information.

" For example, with a few keystrokes you can
change the area code for hundreds of
customers in the (612) area code to a new
(817) area code.

Microsoft 9
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Database Cont....

" Share Information:

" Most database programs (including
Microsoft Access) allow more than one
user to view and work with the same
Information at once. Such databases are

called databases.

Microsoft 10
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Exercise 1

" What Is a database?

" List down five things which you can
perform by using the database
program.

Microsoft 11
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There are several ways which you can use to start

Microsoft
Access

= Click on Start button
= Select All Programs
= Select Microsoft Office
" Click on Microsoft Acces [ ps creron

©University Computing Centr
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Starting Microsoft Access

If there is a shortcut Icon to Microsoft Access on the
Desktop

Double Click it

Microsoft Qffice
Access Z003

Microsoft 14
Access
@University Computing Centr



Starting Microsoft Access

" Click Button

" Click Command (Run box will
)

- Twpe the name of a program, Folder, document, or
Tﬁ Internek resource, and Windows will open it for wou,

open: |l mMsacce v

MSacCCces

S
" Click Button or press the

Microsoft 15
Access
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Starting Microsoft Access

" Click once the program-lcon which is
on your desktop

" Press the Enter Key 7]

Microsaft QOffice
Access 2003

Microsoft 16
Access
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Cop Starting Microsoft Access

Access program appears and the task pane
displays options for an existing database or
creating a new database, as shown below

F= b bl Beoceia =1

" Click the Open button orffig toolbar.*’
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The Microsoft Access screen

Database objpects
Title bar Menu bar Toolbar and Wizards

o gy e e —

Microsoft 18
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"

screen

-y =E - - a wf ' ' W

" Title bar

" Displays the name of the program you are
currently using (in this case, Microsoft
Access). The title bar appears at the top of
all Windows programs.

Microsoft 19
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" Menu bar

" Displays a list of menus you use to give
commands to Access.

" Clicking a menu name displays a list of
commands

" For example, clicking the Edit menu name
would display different formatting commands.

Microsoft 20
Access
©University Computing Centr



- - a wf ' ' W

" Toolbar

" Toolbars are short cuts they contain
buttons for the most commonly used
commands (instead of having to wade
through several menus).

" The toolbars in Access change depending
on what you are working on.

" The database toolbar (the toolbar currently
displayed) contains buttons for the Access
commands that you will use most often,
such as opening and printing databases.

Microsoft 21
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"

screen

-y =E - - a wf ' ' W

" Database window

" The command center for a database, the
Database window, allows you to view,
create, edit, and modify database objects.

Microsoft 22
Access
©University Computing Centr



" - = - Sy s & = § a w b S S

screen

" Objects bar

" The Objects bar categorizes the different
types of database objects.

" Each type of database object has its own
icon to view a type of object, click its icon
on the Objects bar.

Microsoft 23
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" Database objects

" Database objects are the basic
components that make up a database.

" Database objects include tables, queries,
forms, reports, pages, macros, and
modules.

Microsoft 24
Access
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= Status bar
" Displays messages and feedback.

" The Status bar is especially important in
Access since it can give you meaningful
information and messages when you are
entering information into a database.

Microsoft 25
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Access

" File
" File-related commands to open, close,
print, and create new files.

= Edit
= Commands to copy, cut, paste, find, and
replace text.

" View
" Commands to change how the screen is
displayed.

Microsoft 26
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Access

" |nsert

" ltems that you can insert into a database,
such as graphics and charts.

" Format

" Commands to format fonts, cell alignment,
and borders.

" Records

" Commands to add, delete, sort, and filter
iInformation.

Microsoft 27
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Access

" Tools

" Tools such as the spell checker and
macros. You can also change the default
options for Microsoft Access here.

" Window

* Commands to display and arrange
multiple windows (if you have more than
one file open).

" Help
" Provides help with using Microsoft Access.

Microsoft 28
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Database Components

" An Access database consists of several
different components. Each component
listed Is called an object.

= | isted below are the names and
descriptions of the different objects
you can use in Access. In this program
you will learn more about:

= Tables
= Queries
" Forms
" Reports.

Microsoft 29
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Database Components

" Tables:

=" tables are where the actual data is defined
and entered. Tables consist of records
(rows) and fields (columns).

Microsoft 30
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Database Components

" Queries:

" gueries are basically questions about the
data in a database.

" A query consists of specifications
indicating which fields, records, and
summaries you want to see from a
database.

" Queries allow you to extract data based on
the criteria you define.

Microsoft 31
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Database Components

" Forms:

" forms are designed to ease the data entry
process. For example, you can create a
data entry form that looks exactly like a
paper form . People generally prefer to
enter data into a well-designed form,
rather than a table.

Microsoft 32
Access
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Database Components

" Reports:

" when you want to print records from your
database, design a report. Access even
has a wizard to help produce mailing
labels.

Microsoft 33
Access
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Database Components

" Pages:

" a data access page is a special type of
Web page designed for viewing and
working with data from the Internet or an
Intranet. This data is stored in a Microsoft
Access database or a Microsoft SQL Server
database.

Microsoft 34
Access
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Database Components

" Macros:

" a macro is a set of one or more actions
that each performs a particular operation,
such as opening a form or printing a
report. Macros can help you automate
common tasks. For example, you can run a
macro that prints a report when a user
clicks a command button.

Microsoft 35
Access
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Database Components

" Modules:

" a module is a collection of Visual Basic for
Applications declarations and procedures
that are stored together as a unit.

Microsoft 36
Access
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Creating a new database

" To create a new database, choose
Blank Database and specify a new
file name for the database.

" Click on the OK button to create the
new database.

Microsoft 37
Access
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Database

" To open an existing database:
" Choose Open an Existing Database
" highlight More Files...
" click on the OK button

" To exit Access:

" Choose the File menu
= Click Exit

Microsoft 38
Access
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Exercise 2

" List down the Database components

Microsoft 39
Access
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TABLES

Microsoft
Access
@University Computing Centr
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" Tables are the main units of data
storage in Access.

= A table is made up of one or more
columns (or fields) and that a given
column may appear in more than one
table in order to indicate a relationship
between the tables.

Microsoft 41
Access
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Creating Tables

" For example we want to create the
business database we conclude that
two tables would be sufficient to store
the data about Customers and their

bank Accounts.

Microsoft 42
Access

@University Computing Centr



Creating Tables

" There are a number of ways to create a
table in Access.

" Access provides that guide the
user through creating a table by
suggesting names for tables and

columns.
" The other main way to create a table is
by using the to manually

define the columns (fields) and their
data types.

Microsoft 43
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Creating Tables

" While using the wizards is a fast way to
create tables, the user has less control
over the column names (fields) and data
types.

" In this lesson, we will describe the steps
to create a table using the Design View.

" You will experiment on your own with
using the Create Table wizard.

Microsoft 44
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" To create a table in Access using the Design
View
" Make sure the Tables tab is clicked and perform

| Eile Edit Wiew Insert Tools window Help
=N Y| EEs| o8- =Sa-E.
EBEX

[EN[EA[ET]

aaaaaaaaaaaaaaaaaaaaaaaaa

RRRRR

* Double click on Create Table in Design view

Microsoft 45
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http://cisnet.baruch.cuny.edu/holowczak/classes/2200/access/#windowtabs

* The Table Design View will appear. Fill
in the Field Name, Data Type and

Description for each column/field in
@ Tablol-Table _____________________ e=[=1k4||

Field MHame Dakta Twpe

Field Properties

VAN | S S SRS S
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2 Table Design View

%, Microsoft Access - [Tablel : Table]

” File Edit ¥Yiew Insert Tools Window Help ;Iili“

B-[E]E07[ines o]t o= al Ba o

Field Mame Daka Tvpe Descripkion -
CuskomerID Murnber The unique identifier For a Customet] )
|
Field Properties
zeneral | Lookup |
Field Size Long Integer
Format
Decimal Places AUk _ o _
Input Mask The F|_EI|:| dESE!’IptIDn |5_|:||:|I:||:|na_l. It helps WLl
Capti describe the field and is also displayved in the
ApHon skatus bar when wou select this field on a form,
Default Value d Press F1 far help on descriptions.
Yalidation Rule
Yalidation Text
Required Mo
Indexed Yes (Duplicates OK)
Note that the default name given for the tahlg is kablel_ 47

Access
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Table Design View

" In a later step, we will assign an

appropriate name for this table.
" Fill in the information for the fields as

FieldoM@sme Data Type Description

CustomerlD |Number The Unique Ildentifier for a
Customer

Name Text The Name of the Customer

Address Text The Address of the Customer

City Text The City of the Customer

State Text The home State of the
Customer

ZIp Text The/Zigs@ode of the Cugtomer

@University Computing Centr




Table Design View

" A figure below showing the design view

with the new table definition filled In

&, Microsoft Access - [Table1 : Table]

H File Edit Yiew Insert Tools Window Help -7 ﬂ‘

E-BE2Rv|inedlo|1¥x2@NEa 0

©University Computing Centr

Field MName Diata Type Diescription "
Customer 1D humber The Unique Iderkifier for a Customer o
Mame Test The Mame of the Customer s
fiddress Test The Address of the Customer
City Teat The City of the Cuskomer
Shate Test The home State of the Customer
Zip Tesk The Zip Code of theCoustomer j

Microsoft 49
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Primary keys

" The power of a relational database
system such as Microsoft Access comes
from its ability to quickly find and bring
together information stored in separate
tables using queries, forms, and reports.

" In order to do this, each table should
iInclude a field or set of fields that
uniquely identifies each record stored in
the table.

Microsoft 50
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Primary keys

= This information is called the primary key of
the table.

" Once you designate a primary key for a
table, to ensure uniqueness, Microsoft
Access will prevent any duplicate or Null
values from being entered in the primary
key fields.

" There are three kinds of primary keys that
can be defined in Microsoft Access:
AutoNumber, single-field, and multiple-field.

Microsoft 51
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Primary keys

" AutoNumber primary keys

" An AutoNumber field can be set to
automatically enter a sequential number as
each record is added to the table.

" Designating such a field as the primary key
for a table is the simplest way to create a
primary key.

" If you don't set a primary key before saving a
newly created table, Microsoft Access will ask
If you want it to create a primary key for you.

" If you answer Yes, Microsoft Access will
create an AutoNumber primary key.

Microsoft 52
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Primary keys

" Single-field primary keys
" |If you have a field that contains unique
values such as ID numbers or part
numbers, you can designate that field as
the primary key.

Microsoft 53
Access
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Primary keys

" Multiple-field primary keys

" In situations where you can't
guarantee the unigueness of any
single field, you may be able to
designate two or more fields as the
primary key.

" The most common situation where
this arises is in the table used to
relate two other tables in a many-to-
many relationship

Microsoft 54
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" Click on the CustomerID field with the
Right mouse button

" Choose Primary Key from the pop-up
menu.

OR

" Click the Edit Menu

" select Primary Key

OR

"= Click the Primary Key Icon on the Toolbar

Microsoft 55
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”l_‘ File Edit ¥iew Insert Tools Window Help
IBE-dl2E Y| & B2l so|r 5533 E
| DataTwpe ] . Descripion  [a]

Murmber The Unique Identifier for a Cuskomer

] Primary Key The Mame of the Customer

Texk The Aaddress of the Cuskomer
4 Cut Texk The City of the Customer
B Texk The home State of the Customer
5 =opY Text The Zip Code of theCcustomer ;I
E Baste Field Properties

g‘“: Insert Rows

= Delete Rows b Inkeger
“ Build...

1]

Properties & Field name can be up to 64 characters long,
T_Spron including spaces. Press F1 Far help on Field
Defaulk Yalue 0 narmes,

validation Rule
Walidation Texk

Required Mo
Indexed Yes (Duplicakes QK
Design view, F6 = Switch panes. F1 = Help. | | | | M | | y

Notice that a small key appears next to the field name on the left side.
Note: To remove a primary key, simply repeat this procedure to toggle

the primary key off._ Access
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Saving a Table

" As a final step, the table must be
saved.

®" Click the File menu
" Choose the Save command.

Microsoft
Access
©University Computing Centr
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Saving a Table

" A dialog box will appear where the name
of the new table should be specified. Note
that Access gives a default name such as
Tablel or Table2. Simply type over this
default name with the name of the table
you prefer . For this example, name the

FAahlA: FaredkAarnansm

Table Mame: | . I

ICust-:-rnE:rl
Cancel I

"Click on the OK button._

Microsoft 58
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Closing a Table

= At this point, the new Customer table
has been created and saved.

" Switch back to the Access main screen
by pulling down the File menu and
choosing the Close menu item.

" This will close the Design View for the
table and display the Access main
screen.

Microsoft 59
Access
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" Notice that the new Customer table
appears below the Table tab.

&, Microzoft Access - [bankdb : Database]
H]E File Edit ¥Yiew Insert Tools Window Help |
FEEEIEEYEEET IR B =2 2 -| @
] Tables Queries I EZ| Forms I M Reports I 2 Macros I & Modules
Customer Open
Design
Mew
Fready | | | WML | | 4
Microsoft 60
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Field names

" When defining the fields (columns) for a
table, it is important to use field names
that give a clear understanding of the
data contents of the column. For
example, does the field CNO indicate a

Customer Number or a Container Number
?

" Field names in Access can be up to 64
characters long and may contain spaces.
However, the use of spaces in field
names and table names is strongly
discouraged.

Microsoft 61
Access
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Field names

" If you wish to make field names easier
to read, consider using an underscore
character to separate words. However
be certain no spaces appear before or
after the underscore.

" The following table summarizes some
different ways to give field names:

" (See the next slide)

Microsoft 62
Access
©University Computing Centr



@Ur‘

Field names

Description Bad Good
Unique CID CustomeriD or
identifier for a Customer ID
customer
Description for PDESC ProductDescri
a product ption
Employee's Employee ho |HomePhone
home me_telephone
telephone _number
number
Bank account |BA# MlcrcsétccountNumb
number Acces[

nﬂf‘
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" Create the Accounts table by following the
same steps used to create the Customer
table.

" Click on the New button and highlight
Design View in the dialog box that
appears. Then click on the OK button.

" The Table Design View will appear. Fill in
the Field Name, Data Type and
Description for each column/field in the
Accounts table as shown Iin the next slide.

Microsoft 64
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Exercise 3 Cont.......

Field Name Data Type Description

CustomerlD Number The Unique Identifier
for a Customer

AccountNumb |Number The Unique Identifier
for a Bank Account

er

AccountType Text The type of account
(Checking, savings,
etc.)

DateOpened Date The date the account
was opened

Balance Number The current balance

(money) in this
Micros%ﬁ‘count (in $US§5

Access
©University Computing Centr



- After finishing your design view
with the new table definition filled
in will look like the figure below:

&, Microsoft Access - [Tablel : Table]

” File Edit ¥iew Insert Tools VWindow Help -|5‘| ﬂ‘
B-BEgRv|imead ot ¥ NEE- 0
Field Mame Data Type Descripkion
| AL ustomerID Murnbier The Unique Identifier For a Customer
Aecounthumber Murnber The Unique Identifier For a Bank Accounk
AecountType Tek The type of account (Checking, savings, etc.)
DateCpenead Diate| Time The date the account was opened
Bialance Murnber The current balance (monesy’) in khis account (in $U5)
M
Microsoft 66
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Exercise 3 Cont....

" Define a Primary Key for the Accounts
table. on the AccountNumber field.

" Save the new Accounts table with the
File name Accounts.

Microsoft 67
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" Data can be added, deleted or modified in
tables using a simple spreadsheet-like
display.

" To bring up this view of a single table's

data, highlight the name of the table and
then click on the Open button.

" |[n this view of the table, shown in the next
slide the fields (columns) appear across
the top of the window and the rows or
records appear below. This view is similar
to how a spreadsheet would be designed.

Microsoft 68
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28 Table

@, Microsoft Access - [Customer : Table]

“ File Edit Yiew Insert Format Records Tools Window HE||]

M- R @08 @ H
CustomerlD Name Address Eil}f

i

Record: H| 4 || 1 b |H |HE| of 1

|T|'IE Unique Identifier for a Customer | | L] | | | Y

Note at the bottom of the window the number of records is

displayed. In this case, since the table¢ was just created,

only one blank record appears. Access
@University Computing Centr
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Table

" To add data to the table, simply type in
values for each of the fields (columns).

" Press the Tab key to move between
fields within a record.

" Use the up and down arrow keys to
move between records.

" Enter the data as given in the next
slide

Microsoft 70
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Table

Custome | Name Address City Stat | Zip
riD e
1001 Name 123 Smithvill | KY 91232
Mr. Lexington e
Smith
1002 Mrs. 12 Davis Smithvill KY 91232
Jones Ave. e
1003 Mr. Axe 443 Grinder Broadvill | GA 81992
Ln. e
1004 Mr. & . 661 Parker | Streetvill  GA
Mrs. Rd. e 81990
Builder . . B

@University Computing Centr
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&, Microsoft Access - [Customer : Table]

” File Edit ¥Yiew Insert Format Records Tools Window Help -|E|E||

¥-BegRy inas || e@ i Yav|ax Ba-
CustomerlD Address City State Zip
1001 Mr. Smith 123 Lexington | Smithwille
1002 Mrs. Jones 12 Davis Ave.  Smithville
1003 Mr. Axe 443 Grinder Ln. Broadwille
1004 Mr. & Mrs. Buili BB1 Parker Hd. | Streetville
I

Record: Hl 4 ” COA |H |H'i-| of 4

2)

|The Zip Code of the Cuskomer

Microsoft 72
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saving the new data

" Click the File menu
" Choose Save

Microsoft
Access
©University Computing Centr
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table

" To navigate to other records in the
table, use the navigation bar at the
bottom of the screen

\ /

Record: 4] 4 || 2 b [ M [H#] of 4

Microsoft 74
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existing data

" Simply navigate to the record of
Interest and tab to the appropriate
field.

" Use the arrow keys and the delete or
backspace keys to change the existing
data

Microsoft 75
Access
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Deleting a record

" First navigate to the record of interest.
" Click the Edit menu
" Click Delete

Microsoft 76
Access
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Closing the table

" Return to the Access main screen
" Click the File menu
" Close.

Microsoft
Access
©University Computing Centr
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Table

" For this exercise, open up the Accounts
table and add data for the seven
accounts table

" Be sure to enter the data exactly as
shown including the capitalization of
the data in the AccountType field. e.q.,
type Savings instead of savings or
SAVINGS.

Microsoft /78
Access
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" When entering the dates, type in the full
four digits for the year

" By default, Access only displays the last
two digits of the year; however, all four
digits are stored in the table

" Save the data when you are done

" The figure in the next slide shows the
Accounts table and data as it should
appear when you are done with this
exercise.

Microsoft 79
Access
©University Computing Centr



Exercise 4 Cont.......

&, Microsoft Access - [Accounts : Table]
“ File Edit ¥Yiew Insert Format Records Tools Window Help ;lilil‘
¥-BESRY inaY Q@ HUlTa TV A% BE 0
CustomerlD | AccountNumber | AccountType | DateOpened
1001 9987 Checking 10/12/85
1001 9980 Savings 104122559
1002 0011 Savings 1454
1003 4422 Checking 1241/54
1003 4433 Savings 1241/54
1004 3322 Savings /22194
4 1004 1122 Checking 11/13/58
i [ I
record: M| [ 7 M [rk|of 7
The current balance {maney) in this accaunt (in $13) | |l UM | | Y
Microsoft 80
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tables

" Recall that one of the main characteristics of
relational databases is the fact that all tables
are related to one another.

" |In the Bank database thus far, the Customers
table is related to the Accounts table by virtue
of the CustomerlD field appearing in both
tables.

" Access has a means to make this relationship
explicit using the Relationships screen.

= Access uses this information when designing
reports, forms and queries that require more
than one table to be displayed

Microsoft 81
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Creating Relationships

" Click the Tools menu
" Select Relationships

" The blank Relationships screen will
appear as follows (See next Slide)

Microsoft 82
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2@ Creating Relationships

E Microsoft Access
J File Edit View Relationships Tools Window Help |
D@ v|liaed s = BB < |Ba- 0.

=2 Relationships =] E3

Feady | | | MR | | A

©University Computing Centr



Creating Relationships

" The next step is to
display all of the
tables on the

relationships screen. E Show Table...

22t Show All

" Right click anywhere
on the Relationships Save Layout
screen and select —
the Show Tables...
option from the pop-
up menu:

Microsoft 84
Access
©University Computing Centr




" When the Show
Table dialog box
appears, highlight
both the
Customers table
and the Accounts
table as shown

" Then click on the
Add button

" Click on the Close
button

©University Computing Centr

Show Table

Tables |Querie5 |Both |

Add

Close

Microsoft
Access
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" The Relationships
screen will now
reappear with the
two tables displayed
as shown

©University Computing Centr

Creating Relationships

Microsoft Access
JE“B Edit View Relationships Tools Window Help

DedEERY|i2aS%|F 8% BE 0.

=. Relationships

Accounts Customer

CustomerID CustomerID
AccountiNumber MName
AccountType Address
CrateCpened City

Balarce State

Zip

Ready | | [ | INUM |
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Creating Relationships

" To connect the Customers table with
the Accounts table to form a
relationship

" Click on the CustomerlD field in the
Customers table and drag it over on top of
the CustomerlD field on the Accounts
table.

" Upon releasing the mouse button, the Edit
Relationships dialog box will appear as
shown on the next slide
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Creating Relationships

Edit Relationships 7] %
Table/ uery: Related Table A uery: Create I
_ Cancel
CustomerI | CustomerIC el
. doin Type. .

................................................................................................... Cregte HEW -

0 Cascade Update Related Fields
I Cascade Delete Related Records

Felationship Type: Cine-To-Mary

Access will do its best to determine the Relationship Type

(almost always One-to-Many)._
Microsoft 88
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Creating Relationships

" For this example, Access knows that
CustomerlD is a key of the Customer
table so it chooses this field as the
"One" side. This makes the Accounts
table the "Many" side as One customer
may have Many accounts

" One additional step to be taken is the
check off the box labeled "Enforce
Referential Integrity

Microsoft 89
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Creating Relationships

" This option puts constraints into effect
such that an Accounts record can not be
created without a valid Customer and
Access will also prevent a user from
deleting a Customer record if a related
Accounts record exists.

= At this point, click on the Create button to
create the relationship.

" The Relationships screen should reappear
with the new relationship in place as
follows:
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E2 Microsoft Access

JE“E Edit View Relationships Tools Window Help

D E| SR Y| L@ s |w| X | BiE-|®-

=+ Relationships

Accounts

CustomerIh
AccounittNumber
AccountType
CrateOpenad
Balarce

Customer

CustomerlI
Marme
Address
it

State

Zip

Ready

| JiirA |

©University Computing Centr

Microsort

Access




Creating Relationships

" Note the symbols "1" (indicating the
"One" side) and the infinity symbol
(indicating the "Many" side) on the
relationship.

" Close the relationships screen

" Select Yes to save the changes to the
Relationships layout

Microsoft 92
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Creating and Viewing Tables

Click on the Tables tab on the Access
main screen

" (Click on the New button.

"= Choose the Design View and click the
OK button.

= Fill in the name, data type and
description of each of the fields in the
table.

Microsoft 93
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Creating and Viewing Tables

= Designate a primary key by clicking on
one of the fields with the right mouse
button and then choose Primary Key
from the pop-up menu.

= Save the table by pulling down the File
menu and choosing Save.

" Close the new table by pulling down
the File menu and choosing Close

Microsoft 94
Access
©University Computing Centr



11U CHIATTyT LIHIT UTOIyll Ul dll TAIoLITITIY

table

Click on the Tables tab on the Access
main screen

*" Highlight the name of the table to be
modified and click on the Design
button.

" Make the necessary changes.

" Save the table by pulling down the File
menu and choosing Save.

" Close the table by pulling down the File
menu and choosing Close

Microsoft 95
Access
©University Computing Centr



AUU, UCicLC VUl Cllallgytt Uadld 111 all TAISuIlly

table

" (Click on the Tables tab on the Access
main screen

®= Highlight the name of the table to be
modified and click on the Open button.

"= Make the necessary changes to the data.

= Save the table data by pulling down the
File menu and choosing Save.

" Close the table by pulling down the File
menu and choosing Close

Microsoft 96
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tables

= Pull down the Tools menu and select the
Relationships menu item.

"= To display tables, right click and choose Add
Tables

" To create new relationships, drag a key field
from one table and drop it on the associated
field in another table

"= To edit an existing relationship, double click
on the relationship line.

"= To delete an existing relationship, click on
the relationship line and press the delete key

Microsoft 97
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Queries

" Queries are a fundamental means of
accessing and displaying data from tables.

" Queries can access a single table or
multiple tables. Examples of queries for
our bank database might include:

* Which Customers live in Georgia ?

= Which Accounts have less than a $500
balance ?

" |n this section, we show how to use the
Access Wizards to create queries for a
single table and for multiple tables

Microsoft 99
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le Table Queries

" |n this section, we will demonstrate how to
query a single table.

" Single table queries are useful to gain a view
of the data in a table that:

" only displays certain fields (columns) in
the output

" sorts the records in a particular order

" performs some statistics on the records
such as calculating the sum of data values
iIn @ column or counting the number of
records

Microsoft 100
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le Table Queries

" Creating a query can be accomplished
by using either the query design view or
the Query wizard. In the following
example, we will use the query wizard

to create a query.

" Queries are accessed by clicking on the
Queries tab in the Access main screen
as shown on the figure in the next slide

Microsoft 101
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le Table Queries

*‘- Microsoft Access - [bankdb : Database]
“ File Edit Yiew Insert Tools Window Help -|5‘|ﬂ‘

3 -

DFWERV[iBRSY 0| [B-|% -EE N B

E Tables & Queries | B2 Forms | B Reports | Z Macros | & Modules |

Open

Design
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Creating a new query wusing
Wizard)

" To create a new query

" Click on the New button. The New
Query menu will appear

" Select the Simple Query wizard option
" Click the OK button.
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Creating a new query (using
Wizard)

Hew Query ﬂ E

Design ¥iew

- Simple Cue il L
%E \ Crosstab Query Wizard
Find Duplicates Query Wizard

Find Unmatched Query Wizard

This wizard creates a select
query from the helds you
pick.

DK I Cancel
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Creating a new query (using
Wizard)

" The first step in the Simple Query
wizard is to specify the table for the
query and which fields (columns) should
be displayed in the query output. Three
main sections of this step are:

= Tables/Queries - Pick a list of tables or
queries you have created.

= Available Fields - Those fields from the
table that can be displayed.

= Selected Fields - Those fields from the table
that will be displayed.

Microsoft 105
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Creating a new queying wizard)

" For this example, pull down the
Tables/Queries list and choose the
Customer table.

" Notice that the available fields change
to list only those fields in the Customer
table. This step is shown on the next
slide
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Creating a

T ablesz/lLueres:
T able: Custamer ;l

By ailable Fields:

i CuztormerlD
Mame
Hddress
Ciky

State

Zip

New guealying wizard)

Simple Query Wizard

Wihich fields do you want in pour guerne?

“ou can chooze from more than one table or queny.

Selected Fields:

=4

Cancel I < Back I Memt = I Finizh

©University Computing Centr
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fields on the left, move
the Name, Address, City
and State fields over to
the Selected Fields area
on the right.

Highlight one of the fields
and then click on the right
arrow button in the center
between the two areas.

Repeat this for each of
the four fields to be
displayed. When done
with this step, the wizard
should appear as shown
In the next slide

©University Computing Centr

Creating a new queying wizard)

" From the list of Available

— ]
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Creating a hew queutyng wizard)

Simple Query Wizard

Which fields do vow want in pour gqueny’?

y Y'ou can chooze from more than one table or gueny.

T ablez/TIuenes:

T able: Customer hd
Seeallable Fields: Selected Fields:
Cusztamerl D M ame
* Sddress
- |:I|Z_'.-'
€
€4
Cancel £ Back I Mewt = I Firnizh
MICrosort 109
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Creating a new queying wizard)

" Click on the Next button to move to the next
and final step in the Simple Query wizard.

" In the final step, give your new query a
name. For this example, name the query:
Customer Address

= At this point, the wizard will create the new
query with the option to either:

" Open the query to view information - that is, the
wizard will execute the query and show the data.

" Modify the query design - the wizard will switch to
the Design View to allow further modification of
the query

Microsoft 110
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Wwihat title dio pou want for your gueny’?

Simple Query Wizard

IEustu:umer.-'l'-.-:I-:Iressl

That's all the infarmation the wizard needs to create pour quen.

Do pou want to apen the guery or modify the queny's design™?

£ Open the quen to view information,

£ Modify the queny design.

[T Dizplay Help on working with the queny?

Cancel I < Back Mest =

| [ _Eirish ]

Microsoft
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Creating a new queying wizard)

" For this example, choose Open the
query to view information and click on
the Finish button.

" When this query executes, only the
customer's name, address, city and
state fields appear, however, all of the
rows appear as shown in the figure
(Next slide)
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@ Creating a new queyng wizard)

@, Microsoft Access - [CustomerAddress - Select Query]

“ File Edit Yiew Insert Format Records Tools Window Help -|E|ﬂ‘

M- 2R [0| Q@4

Name Address City
Iir. Srrith 123 Lewingtan— amittwlle

Mrs. Jones 12 Davis Ave, Srnithille
Mr. Axe 443 Grinder Ln. Broadwlle

Mr. & Mrs, Builder  BB1 Parker Bd. Streetwlle

Record: H| 1 || 1 b [ M |p#]of 4

|The Name of the Customer | | | | | | | é
W
Access
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Creating a new gueiting wizard)

" Close this query by pulling down the
File menu and choosing the Close
menu item.

" The Access main screen showing the
Queries tab should appear. Note the
new query CustomerAddress appears
under the Queries tab.
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Modifying the query

" In the following example, we will
modify the CustomerAddress query to
only display customers in a certain
state. To accomplish this, we will make
use of the Query Design View.

" Open up the CustomerAddress query in
the design view by highlighting the
name of the query and clicking on the
Design button. The design view will
appear as in the figure below
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”l_%l File Edit Yiew Insert Query Tools Window Help _|E‘|i||

=k LR 0B e HENEa- R
Mame
Address
City s
State | -
_'*IJ
Field: | Name Address City State =
Table: | Customer Customer Customer Cuztomer
Sart;
Shaw: L]
Criteria:
ar: | -
< ] '*
Ready
| o e [ [ o 1
Access
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" The Query Design
view has two major
sections.

" In the top section,
the table(s) used for
the query are
displayed along with
the available fields.
In the bottom
section, those fields

that have been

selected for use in
the query are
displayed.

©University Computing Centr

“@ File Edit Yiew Insert Query Tools Window Help

E-Banv|izedog %z @

Criteria;
ar.

| [Name

Address City State -l

Cughamer Custorner Customer

[

|Ready

N |
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Ing the query

" Each field has several options
assoclated with iIt:
" Field - The name of the field from the table
" Table - The table the field comes from

" Sort - The order in which to sort on this
field (Ascending, Descending or Not
Sorted)

" Show - Whether or not to display this field
In the query output

" Criteria - Indicates how to filter the records
in the query output.

Microsoft 118
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Modifying the query

" For this example, we will filter the
records to only display those
customers living in the State of Georgia
(GA). We will also sort the records on
the City field.

" To sort the records on the City field,
click in the Sort area beneath the City

field.

" Choose Ascending from the list as
shown in the figure below:
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Fild: (Hame Aadress [y ol j

Table: | Customer Cgtome Cugtome Cstome
St
Chow i
[iteng Destendng
i ot sorted] '
i oh

‘Readr “HH‘%
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Georgia only

" click in the Criteria
area beneath the
State field and type

the following
statement:
= 'GA'

©University Computing Centr

10 THier the OoutLput LO disSpiay CLUsLtomers In

Felt: Name bfess (i Clale
Table: {Custome Cisomer Cushomer Cistomer
aot hacendig
Show
(rleng =l
i
i
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To filter the output to only display Customers in
Georgia

" The = 'GA' statement tells Access to
only show those records where the
value of the State field is equal to
'GA'.

" Run the query by
" clicking the Query menu
"= choose the Run command

" The output is shown in the figure in the
next slide
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To filter the output to only display Customers in
e Georgia

% Microsoft Access - [CustomerAddress : Select Query]

@ File Edit View Insert Format Records Tools Window Help Jﬂﬂ‘

BR o [Q&[HU[YET MK BE (D
' State
443 Grnder Ln. Broadville A

Mr. & Mrs. Builder b01 Parker Rd. | treetvlle 54

Record: 14| ¢]| 1 b [ of 2

|The Name of the Customer | | | | | | | ﬁ

Finally, save and close this query to return to the Access

main screen. Microsoft 123

Access
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Queries

" For this exercise, use the Simple Query
wizard to create a query on the Accounts
table showing just the AccountNumber,
AccountType and Balance fields.

" From the Access main screen, click on the
Queries tab. Then click on the New button.

" Choose the Simple Query wizard option and
click on the OK button.

Microsoft 124
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Queries

" Under Table/Queries: choose the Accounts

table. Then move the AccountNumber,

AccountType and Balance fields over to the

gelected lelds area. Then click the Next
utton.

In the next panel, you will be asked to

choose between a detail or summary query.

ghoose detailed query and click on the Next
utton.

Name the new Query : AccountsQuery and
click on the Finish button.
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" The output is shown
below

Exercise 5 Cont....

@, Microsoft Access - [AccountsQuery : Select Query]

=181

“@ File Edit Yiew Insert Format Records Tools Window Help

& -

Bl&R Y

fRBY||R®HUITET M| BE-

0611 Savings
S5E0 Savings

H557 Checking
* i

AccountNumber | AccountType
4 KR Checking
322 Savings
A4 Checking BO00
4433 Savings 5000

2000
4000

Record: 14| 4 |] 1 » ||| of 7

|T|‘IE Unique Identifier for a Bank Account

@University Computing Centr
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Exercise 5 Cont....

" Close this query by pulling down the File
menu and choose Close.

" In the next part of the exercise, we will
modify the query to sort the output on the
account number and only display the
Savings accounts.

" From the Queries tab on the Access main
screen, highlight the AccountsQuery and
click on the Design button.

" Change the Sort order for the
AccountNumber field to Ascending.
Add the following statement to the Criteria:
are under the AccountType field:
= 'Savings'
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Exercise 5 Cont....

Feld (Accounbumber | AccauntType Balance
Table: | Accounts Accounts Arcounts
a0t |Agcending
Chow ¥
Citena =" avngs
‘Readr ‘ | ‘ ‘

Run the query by clicking the Query menu and choose
Run command. The output is shown on the next slide

©University Computing Centr
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Exercise 5 Cont....

@, Microsoft Access - [AccountsQuery : Select Query]

“I@ File Edit Yiew Insert Format Records Tools Window Help
K- BeRv s |o @4 TR AR BEE |0

AccountNumber | AccountType Balance

PR Savings A00

4433 Savings 4000

o511 Savings 1000

9950 Savings 2000
I

Record: |4 | 4 || 1 b | d |HE| of 4

The Unique Identifier for a Bank Account

Finally, save and close the query to return to the Access
main screen.
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le Table Queries

= Up to this point, queries involving only
one table have been demonstrated. It
IS almost a given that queries will need
to iInvolve more than one table.

" For this example, assume that a
manager would like to see a list of all
of the customers and the type of
account(s) that each one maintains at
the bank. Such a query requires data
from both the Customers table as well
as the Accounts table.
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le Table Queries

" |In such queries, Access will rely on the
Relationships established between
tables to guide how the data will be
assembled to satisfy the query.

" Before proceeding with these next
iInstructions, make certain the One-to-
Many relationship between the
Customers and Accounts table has
been created before

Microsoft 131
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le Table Queries

= To start the process of creating a multiple table

query
" Click the Query tab
* Click on the New button to create a new query.

= Select the "Simple Query Wizard" option as was
done previously.

" When the simple query wizard appears

= Select the CustomerID and Name fields from the
Customers table

= Then switch the Tables/Queries selection to the
Accounts table and select the CustomerlD,
AccountType and Balance fields from the Accounts
table

" The result from this step is down below
Microsoft 132
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Simple Query Wizard |

Which fields do vou want in vour guery?

You can choose from more than one table or guery.

Tables/ueries

[Table: Accounts -]
Available Fields: Selected Fields:
Accountumber Customer.Customer 5
s - =
DateOpenad Marme

e | [Accounts.CustomerID

AccountType
Ll
Lt
Cancel < Back Mext = Firish

LA A AT L=
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le Table Queries

" Click the Next button to continue. In
the next step of the wizard, an option
will appear to provide some level of
Summary.

" For this example, leave the default at
"Detail ..." as shown In the next slide
and then click on the Next button
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Simple Query Wizard

le Table Queries

1
LT R
2 oRA nuE ann
F cocouun snn

1 BEp 70 A8
—

ZopDD snE e

3 opbD sn e

P ————. 1
T dmd s uun wun
2 hhh HEH HEN HEN
3 peB HHH HEE HER
4 COC HHH RN HER
5 DOD HHH HEE HEE
G DOD HHH HHE HEs

Would vou like a detail or summary guery?

& ggetail (shows every field of every record)

T Summary

Summary Options .

Cancel < Back Mext =

Firish
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le Table Queries

" In the final step of the wizard, name
the query "Customer Accounts Query"

" Click on the Finish button. The multiple
table query results should appear as In
the next slide
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le Table Queries

Ed Microsoft Access - [Customer Accounts Query : Select Query]

J File Edit View Insert Format Records Tools Window Help Jﬂﬂ‘
E-Begy| i o8l R A+ |Ba- 0.
Customer_Custome Name Accuunts_Cus| AccountType |Balance
» Mr. Smith 1001 Savings 2000
1001 Mr. Smith 1001 Checking 4000
1002 Mrs. Jones 1002 Savings 1000
1003 Mr. Axe 1003 Checking 6000
1003 Mr. Axe 1003 Savings 9000
1004 Mr. & Mrs. Builder 1004 Checking 800
1004 Mr. & Mrs. Builder 1004 Savings 500
*
Fecord: M 1 b | M |HE| of 7
The Unigue Identifier for a Customer | L Ll | INUM | | Y
Microsoft 137
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le Table Queries

" As with single table queries
demonstrated previously, one can
change the query definition in design
view by adding filters (e.g., show
account information for all customers
in 'GA").
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Queries

" For this exercise, create a new query
called "Accounts Summary Query" that
joins the Cusomers table (include the
CustomerlID and Name fields) with the
Accounts table (include the Balance field
only).

" In the second step of the wizard, click on
the Summary choice (instead of Details)
and then click on the Summary Options...
button. Check all of the Summary option
boxes such as Sum, AVG, Min and Max
as shown in the figure in the next slide
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Exercise 6 Cont....
Summary Options |

What summary values would vou like calculated? Ol
Field Sum Avg Mmoo Max Cancel
Balarce T S LA

M Count records in
Accolnts

Tr"rnrcer vJurIc = "N BV 4

Access
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" The resulting query should appear as

fol Iows
2 Mi : Clx]
Jﬁ File Edit View Insert Format Records Tools Window Help J;ﬂ“
DRY|(|@|HU|ZET|A|R|BEA-|D.

CustomerlD Name Sum Of [Avg Of BaliMin Of B|Max Of Bal Count Of Accounts

4 Mr. Smith 6000 3000 2000 4000 2

1002 Mrs. Jones 1000 1000 1000 1000 1

1003 Mr. Axe 15000 7500 6000 9000 2

1004 Mr. & Mrs. Builder 1300 650 500 800 2

Fecord: H| 1 | 11k |H |He| of 4

The Unique Identifier for a Customer | | | | INUM | | y,
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Queries

" In this section, the basic steps for creating
and running queries were introduced.

" The query wizard can be used to create
simple queries that access a single table.

" It is also possible to then modify the query to
sort or filter the records.
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Ssummary Creating and rRunning
Queries

. Creatlng a query using the query wizard:

From the Access main screen, click on the Queries tab.
Then click on the New button.

* From the Queries tab on the main Access screen, click on
the New button and choose the Simple Query wizard option.

" Under Table/Queries: choose the appropriate table for the
query and then indicate which ﬁel s in the table will appear
in the query output.

" If querying more than one table, change the Table/Queries:
selection to display additional tables and select the
necessary fields.

" If the table contains numeric fields, either detailed or
summary information may be specified for the query.

" Finally, name the new query and click on the Finish button.
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FORMS

Microsoft 144
Access
@University Computing Centr



1 TAlllily diiu nuniniily a vdlag Llidl 'y

Form

" Data entry forms are the primary means of
entering data into tables in the database. In a
previous section, we described how to add
data to a table using a spreadsheet-like view
of the data. Data entry forms offer a more
user-friendly interface by adding labels for
each field and other helpful information.

Access provides several different ways of
creating data entry forms. These include
creating the forms by hand using a Design
View as well as a number of wizards that walk
the user through the forms creation process.
In this section, we cover the basic steps for
using a wizard to create a data entry form.
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Wizard

" In this example, we will create a simple data entry

form for the Customer table. To begin the
process, click on the Forms tab on the Access
main screen. As with the other components in
Access, there are buttons for creating a New
form, Open an existing form and Design an
existing form. For this example, click on the New
button to create a new form.

A New Form dialog box will appear with several
options for creating a new form. For this tutorial,
choose the Form wizard. At the bottom of the
dialog box, there is a prompt to supply the name
of the table or query to be used for the new form.
In this case, select the Customer table as in the
following figure and then click on the OK button
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Creating a Single Table Form using the

Mew Form EHE
. ate Design ¥iew
- \ Furm Wizard

AutoForm: Columnar

wense [ AutoForm: Tabular
AutoForm: Datasheet

This wizard automatically Chart Wizard

creates your form, based on PivotTable Wizard

the fields you select.

Choose the table or query where IEusl:un'IEI‘| ;I

the object’s data comes from:
| oK I Cancel I
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Creating a Single Table Form using the
Wizard

" In the next step of the Form wizard, we
need to specify the fields from the
Customer table that will appear on the
form.

" In this case, we want all of the fields to
appear.

" Move each of the fields from the
Available Fields side over to the Selected
Fields side as in the following figure.

" Then click on the Next button
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Creating a Single Table Form using the

T able=/Tuenes:

T able: Custorer

Syvalable Fields:

<4

Which fields do vou want an pour form’?

Selected Fields:

Custarnerl D
M ame
Sddress
Ciby

State

Sip

Y'ou can chooze from more than one table or querny.

Cancel

< Back I Mext = I

Finish

Microsoft
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Creating a Single Table Form using the
Wizard

" Forms can have several different layouts
or arrangement of the labels and fields on

the screen.

= Columnar - Places the labels to the left of each
field. This is similar to a paper form. This
layout is suitable for viewing data one record
at a time.

" Tabular - Places the field labels at the top of
the screen and the records are displayed
below. This is similar to how a spreadsheet
would display the data and is suitable for

displaying multiple records of data at a time.
Microsoft 150
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Creating a Single Table Form using the
Wizard

" Datasheet - The data appears in the same

fashion as when
viewing or adding data to a table.

" Justified - Places the labels above each field
with the fields spread out on the form. This
is suitable for viewing a single record at a
time as with the columnar layout.

" For this example, choose the
columnar layout as shown in the figure
below and click on the Next button.
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.. | Creating a Single Table Form using the
o Wizard

Wwhhat lavout would pou likke for your Form’™?

" Tabular
= Datazheet
£ Justified

.
.
.
=
.
.
|
.
.
.
T |
s scer)

Cancel < Back I M ewmt = I Finizh
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Creating a Single Table Form using the
Wizard

" Access has several sample display
styles that determine how the form will
appear, including elements such as
fonts, colors and the background used
in the form.

" For this example, select the Standard
style as shown in the next slide and
click on the Next button
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.. | Creating a Single Table Form using the
o Wizard

W hat =tple would pou like’?

Clouds
Colorful 1
Colorful 2
Dzl
Ewvergreen
Flax
International
Fattern

i Standard
Label |Data Stone

Cancel < Back I Mext » I Firuzh
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Creating a Single Table Form using the
Wizard

" As a final step, give this new form the
name;

" CustomerDataEntry

" Then click on the Finish button as
shown In the next slide
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Creating a Single Table Form using the
Wizard

WWhat title do you want for wour form’?

|Eu3tu:umerD ataE ritrg

That'z all the information the wizard needs to create your farm.

Do wou want to open the farm ar modify the form's design®

4 & Open the form to view or enter information.

= Modify the form's design.

[T Dizplay Help on working with the form?

Finizh

Cancel I ¢ Back Memt =

Microsoft 156
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Creating a Single Table Form using the
Wizard

" The new form will be created by the
wizard and then opened. It should appear
as in the figure below

'1; Microsoft Access - [CustomerD ataE ntry]
”@ File Edit ¥iew Insert Format Records Tools Window Help ;Iilil
[ - B | SR Y| Ltalds < @ 2lil|2TEla- @7
> CustomerlD I 00|

M arne II‘--1r. Srnith

Sddrezs I'I 23 Lexington

City ISmith'-.-'iIIE:

State Il'ii‘“r'

Zip |EI‘I 232
Record: 14 | 4 || 1| » | »1|rk]| of 4
|The Unique Identifier for a Customer | l . ! _ L

Access
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fields/records

" Use the tab key to navigate between fields in the
form.

" To move to the next or previous record, use the
record navigation bar at the bottom of the form

Record: H‘ { H 2 ) ‘H ‘HE‘ of 4

Microsoft 158
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ate between records

" The buttons on the

navigation bar perform the
following functions: il

= Go to the first record.m//vv LI
Go to the previous recort. "’l
Go to the next reV

Go to the last rec

Go past the last record to e ‘}-}lli-l

add a new record.

" To close the form and return
to the Access main screen,
pull down the File menu and
choose Close.

" To open the form at any
time, highlight the form
name under the Forms tab
on the Access main screen
and click on the Open button

Microsoft 159
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Close/Open the Form

" To close the form and return to the
Access maln screen

*" Click the File menu
®= Choose Close.

" To open the form at any time

" Highlight the form name under the Forms
tab on the Access main screen

" Click on the Open button

Microsoft 160
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Form

= For this exercise, we will create a data
entry form for the Accounts table
created Iin a previous exercise.

= Click on the Forms tab on the Access main
screen and then click on the New button to
create a new form.

= Select the Form wizard
= Select the Accounts table.
= Click the OK button.

= Select all of the available fields and click
on the Next button.

Microsoft 161
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http://cisnet.baruch.cuny.edu/holowczak/classes/2200/access/#createtableexercise

" Choose a Tabular layout and click on the
Next button.

" Choose the Standard style and click on the
Next button.
" Name the form: AccountsDataEntry
Then click on the Finish button to
create, save and view the new form.

" The new form is shown in the next
slide

Microsoft 162
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Exercise 7 Cont......

@, Microsoft Access - [AccountsD ataEntry]

”@ File Edit ¥iew Insert Format RBRecords Tools Window Help = =] =]
e - B | S @ Y| el @2l PHE|a- @7
Cuszstomerll)  AccountHumber AccountT ype D ate0pened B alance |l

> | o004 | 1122 |Ehecking | 11132828 | 200

| 1004 | 322 |Sa'-.-'inga | 2/22/94 | 00

| 1003 | 4422 |Ehecking | 121494 | E000

| 1003 | 4433 |Sa-.-ings | 121434 | 3000

| 1002 | 2a11 |Sa'-.-'inga | 1/5/92 | 1000

| 1001 | 9920 |Sa-.-ings | 101289 | 2000

| 1001 | 9937 |Ehecking | 10124839 | 4000
*|] dl dl | | -
rRecord: |14 ] 4 || 1 > | »1|r.]| of 7 o
|The Unique identifier for a customer | | | | | | | -

Close the form and return to the Access main screen, by
pulling down the File menu and choosmc Os(g;tose_ 163
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Review of Creating a Form

" The basic steps for creating a simple
data entry form are:

" Choose a table and a form wizard

" Specify the fields (columns) that will
appear in the form

" Specify the layout for the form

" Specify the style (fonts/colors, etc.) for
the form

® Save, create and run the new form

Microsoft 164
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Review of Creating a Form

" In this section we covered the basic
steps required to create and run a data
entry form.

" Access provides wizards which are
adept at building simple forms with a
minimal amount of work.
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" Reports are similar to queries in that
they retrieve data from one or more
tables and display the records.

" Unlike queries, however, reports add
formatting to the output including fonts,
colors, backgrounds and other features.
Reports are often printed out on paper
rather than just viewed on the screen.

" |[n this section, we cover how to create
simple reports using the Report wizard.

Microsoft 167
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Creating a Report

" In this example, we will create a simple
report for a single table using the
Report wizard.

" As with the Queries and Forms, we
begin by selecting the Reports tab
from the Access main screen.

Microsoft 168
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"To
= C
=T

Creatlng d RepOrt (Using Report
Wizard)

create a new report

ick on the New button.
ne New Report dialog box will appear as

S
"S5

nown below.
elect the Report wizard and then select

the Customer table as shown on the next
slide.

=T

hen click the OK button.

Microsoft 169
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st Design Yiew
\ Report Wizard

AutoReport: Columnar

oy AutoReport: Tabular
Chart Wi d
This wizard automatically Lalf::;l Wiliz:d

creates your report, based on
the fields you select.

Ehnusg I:hnlz table or query where Customer -
the object's data comes from: e

oK I Cancel
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Creating a Report

" |n the next step of the Report wizard, we
need to specify the fields from the
Customer table that will appear on the
report.

" In this case, we want all of the fields to
appear.

" Move each of the fields from the Available
Fields side over to the Selected Fields
side as in the figure in the next slide.

" Then click on the Next button.

Microsoft 171
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Report Wizard

Creating a Report

Which figldz do wau want an your repart?

“'ou can choose from more than one table or quern.

T ables/Queries:

ITaI:uIE: Custamer

Avallable Fields:

Selected Fields:

Cuztomerl D

M ame
Address
City
State

¥

L

Al

Cancel | < Back I MHest » I Einizh

©University Computing Centr
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Creating a Report

" In the next step, we have the
opportunity to add Grouping Levels to
the report.

"= A grouping level is where several
records have the same value for a
given field and we only display the
value for the first records.

" |n this case, we will not use any
grouping levels so simply click on the
Next button as shown in the next slide.
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Do pou want to add any grouping

lewels? Customerl D, Mame, address, Citp, State,
s : Zip
: Custarnerl D .
M ame
Address £
Ciky
State
Zip *
Friarity
L ®
Grouping Ophions .. Cancel < Back Memt » I Firizh
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Creating a Report

" In the next step, we are given the
opportunity to specify the sorting order of
the report.

" For this example, we will sort the records
on the CustomerlD field.

" To achieve this,

" Click the down arrow in the list box next
to the number 1 box

" Choose the CustomerlD field as shown In
the figure next slide.

" Then click on the Next button. 175
Access
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Roportwizard ]

What zort order do pou want for pour records?

You can zort records by up ta four fields, in either
azcending or descending arder.

o o, o o o el

1 |Customerl D

1 2 3 4

MMEE MEXNE MXMKE HXXX
HMEHE HEEE HEEE XHEE 2
HMEHE HEEE HEEE XHEE
HMEHE HEEE HEEE XHEE
HMEHE HEEE HEEE XHEE
HMEHE HEEE HEEE XHEE

HXHEN MNEXXN NMKM NEXX H
3 hl zl

[] 4=1[=

B s EmM HEHNE (HEEN
* HXHEN MNEXXN NMKM NEXX
E HXHEN MNEXXN NMKM NEXX HHL

E.xxxx MR MMEE KMXE
+ HMEHE HEEE HEEE XHEE
E HMEHE HEEE HEEE XHEE

Cancel £ Back I Memt » I Finizh
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Creating a Report

" The next step is to specify the layout of
the report. The three options are:

* Columnar - Places the labels to the left of
each field. This is similar to a paper form.

* Tabular - Places the field labels at the top
of the report page and the records are
displayed below. This is similar to how a
spreadsheet would display the data.

Microsoft 177
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Creating a Report

" Justified - Places the labels above each field
with the fields spread out on the report

page.
" Generally, reports use the tabular layout.
" For this example

" Choose Tabular layout and set the page
Orientation to Landscape so that all of the
fields will fit across one page.

" This is shown in the figure next slide.
" Click on the Next button to continue.
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2@ Creating a Report

Howw waold vou like ta lay out pour report™

— Layout —————  — Qnentation

" Columnar " Paortrait

. e e
HHKH HHHK HXHH HXHXH NHXX & Tabular i~ Landscape ;
MR WM MM WM R © Justified
L et - = 4
W MM MR MR R
L et -
MR WM MM MR M

o R D e e
S e e
o R D e e
S e e

i e
S e e

¥ adjust the field width so all fislds
fit on a page.

Cancel < Back Mext » Firuzh I
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Creating a Report

" In the next step, the style of the report
can be selected.

" For this example
" Choose the Corporate style
" Click on the Next button to continue.
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Creating a Report

e

What style would you like?

Bald

Cazual
Compact

REXX KEXX E'E“F":"E'te
IR orma
Soft Gray

Title

Label from Detail
Contral from Detail

Cancel < Back I MHest » I Einizh
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Creating a Report

" Finally, give a name for the new report:
CustomerReport and then click on the
Finish button to create, save and
display the new report.
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e

What fitle do you want faor your repork?

|Eustu:umerF! epor]

That's all the information the wizard needs to create pour
repart.

Do wou want o preview the report or modify the report's
design’?

% Preview the report.

" Modify the report's design.

[ Display Help on working with the report?

Cancel | < Back Mewt » | Einizh I

©University Computing Centr
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Creating a Report

" The output from the report is shown In
the figure next slide.

" Note that on some screens, the |ast
field, Zip, may not display without
scrolling over to the right.
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@, Microsoft Access - [CustomerR eport]

©University Computing Centr

“@ File Edit Yiew Tools Window Help - =] El|
X5 PD@B 0 - [doe |F |8 0|0
CustomerReport
CustomeriD Negne Address City Stette J
1001 Mr. Smith 123 Lexnigton =mithedlle Ky
1002 Mr=. Jones 12 Daviz Ave. =mithedlle Ky
1003 Mr. Axe 443 Crincler Ln. Brismchdlle A,
1004 r. & Mrs. Builder BE1 Patker Rd. Stredille A,
Page: 14| 4| 1 [ »p 0] [4 |
Ready ]
MICrosort
Access




Creating a Report

" Once the report is displayed, it can be
viewed, printed or transferred into
Microsoft Word or Microsoft Excel.
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Creating a Report

" To close the report and return to the
Access main screen, pull down the File
menu and choose Close or click on the
Close button.
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" For this exercise, we will create a report
showing all of the Accounts information.

From the Reports tab on the Access main
screen, click on the New button.

Select the Report wizard, select the
Accounts table and then click the OK button.

Select all of the fields Iin the Accounts

= 1.

= 2.

= 3.

table by moving them a

Fields side and then click Next

"4,
clic
clic
N t

Group the report by Customerl
King on the CustomerlD field anc
King on the right arrow button. T

ne figure in the next slide

Microsoft
Access

@University Computing Centr

| over to the Selected

D by
then

NIS IS shown
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Exercise 8 Cont......

Report Wizard

Do pou want to add any grouping

levels™ CustomerlD
CAccounttlumber T T s
AccountT ppe I g::-t:clanthl urnger,l.&.ccnuntTypE:,
D atepened . I atelpened, Balance
B alance
= |
Pricrity
3
Grouping Options ... I Cancel I < Back I Mext = I Einizh I

Choose to sort the report on the AccountNumber
field. Note that a new button will aﬂ?pea’{ called 180
- ICroso
Summary Options._ Accecs
@University Computing Centr



oo, o T Do o o

1 4=([n [k P
" W
u W
u W
i i

1 4=([n
%
¥
¥
¥

3

e
et
et
et
et
et
et

g
e
e

e
et
et

Wwhhat zart arder and surmmmary infarmation do o want for detail records™

“'ou can gort records by up to four fields, in either
azcending or descending arder.

1 |AccountMumber i 2l

2 1 &l

3 i g1

4 =1 &l
LS ummary COphions |

Cancel < Back I Mest = I Finizh

©University Computing Centr
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" Click on the Summary Options button.

" Choose the Balance field and select the
Sum option.

" Choose the option to show both Detall
and Summary data.

" Then click on the OK button.

Microsoft 191
Access
@University Computing Centr



Exercise 8 Cont......

Summary Dptons ]

What surmmary values would you like calculated?

i

Field Sur Avg Min Max Cancel
Balance ¥ O r

Show

% Detail and Summary

= Surnmary Only

[T Calculate percent of
total for sums

Click on the Next button.
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" 1. Choose a Block layout and click on
the Next button.

" 2. Choose the Corporate style and the
click on the Next button.

= 3. Finally, name the report:
AccountsReport and click on the Finish
button to create, save and run the
report.

" The output from the AccountsReport is
shown In the next slide
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Exercise 8 Cont......

'i;: Microzoft Access - [AccountzHeport]

”@ File Edit ¥iew Tools Window Help

M-8 OEE |

[ dose | ¥ - [ '3 | @

AccountsReport
Crstorrer fD AccountNurrher AccountType DedeOpened  Balancs
| TO0T] SE0EaM s 10N 2528 2000
SEET IChecking 100 2028 4000
Surmaty for 'Customerl’ = 00 (2 detailirecaoris)
Sum G000
| 1 |:|:|21| 5811 |Sam' ngs 145092 1000
Sukrmaty for 'CustomeriD’ = 1002 (1 detaiirecord) —_—
Sum 1004
| 1 |:|:|3| 4422 hecking 121194 FO00
44353 EaMnds 12034 Q000
Surmaty for 'Customerl) = 1003 (2 detailirecokis)
Sum 15000
1|:|:|41| 1122 hecking 111 3065 800
SE2EaMnys DIy S0
SWrnany o ‘CustomeriD = WAL (2 getalrecoris)
Sum 1308
Gramd Total 23300
-
page: 14| 4] 1 ke 4] | 3|
Ready | nnL--;_.ct | | £194
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" Note the Grouping at the level of the
CustomerlD and the Sum for each
customer's balances.

" To close the report and return to the
Access main screen, pull down the File
menu and choose Close.
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"= As can be seen in the report exercise,
there are many ways to create reports
to show summarization, sorting and
layout of the data.

" Further study of Reports will show how
to modify the layout using the Design
View. Students are encouraged to work
with the Report wizards to create
different styles and types of reports.

Microsoft 196
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" In this Lesson, we have covered the
basics for creating an Access database
including tables with data, queries to
retrieve data, forms to enter data and
reports to display and summarize data.

" Students are encouraged to further
their Access knowledge and skills by
working through more advanced
Lessons and by reading the on-line
help and Access documentation
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