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Praise for Visual Books

“Like a lot of other people, I understand things best when
I see them visually. Your books really make learning easy
and life more fun.”

John T. Frey (Cadillac, MI)

“I have quite a few of your Visual books and have been
very pleased with all of them. I love the way the lessons
are presented!”

Mary Jane Newman (Yorba Linda, CA)

“I just purchased my third Visual book (my first two are
dog-eared now!), and, once again, your product has
surpassed my expectations.”

Tracey Moore (Memphis, TN)

“I am an avid fan of your Visual books. If I need to learn
anything, I just buy one of your books and learn the topic
in no time. Wonders! I have even trained my friends to
give me Visual books as gifts.”

lllona Bergstrom (Aventura, FL)

“Thank you for making it so clear. I appreciate it. I will
buy many more Visual books.”

J.P. Sangdong (North York, Ontario, Canada)

“1 have several books from the Visual series and have
always found them to be valuable resources.”

Stephen P. Miller (Ballston Spa, NY)

“Thank you for the wonderful books you produce. It
wasn't until | was an adult that I discovered how I learn
— visually. Nothing compares to Visual books. I love the
simple layout. I can just grab a book and use it at my
computer, lesson by lesson. And I understand the
material! You really know the way I think and learn.
Thanks so much!”

Stacey Han (Avondale, AZ)
“I absolutely admire your company’s work. Your books

are terrific. The format is perfect, especially for visual
learners like me. Keep them coming!”

Frederick A. Taylor, Jr. (New Port Richey, FL)
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“I bought my first Teach Yourself VISUALLY book last
month. Wow. Now I want to learn everything in this easy
format!”

Tom Vial (New York, NY)

“Thank you, thank you, thank you...for making it so easy
for me to break into this high-tech world. I now own four
of your books. I recommend them to anyone who is a
beginner like myself.”

Gay O'Donnell (Calgary, Alberta, Canada)

“I write to extend my thanks and appreciation for your
books. They are clear, easy to follow, and straight to the
point. Keep up the good work! I bought several of your
books and they are just right! No regrets! I will always
buy your books because they are the best.”

Seward Kollie (Dakar, Senegal)

“Compliments to the chef!! Your books are extraordinary!
Or, simply put, extra-ordinary, meaning way above the
rest! THANK YOU THANK YOU THANK YOU! I buy them
for friends, family, and colleagues.”

Christine J. Manfrin (Castle Rock, CO)

“What fantastic teaching books you have produced!
Congratulations to you and your staff. You deserve the
Nobel Prize in Education in the Software category.
Thanks for helping me understand computers.”

Bruno Tonon (Melbourne, Australia)

“Over time, I have bought a number of your ‘Read Less -
Learn More’ books. For me, they are THE way to learn
anything easily. I learn easiest using your method of
teaching.”

José A. Mazén (Cuba, NY)

“I am an avid purchaser and reader of the Visual series,
and they are the greatest computer books I've seen. The
Visual books are perfect for people like myself who enjoy
the computer, but want to know how to use it more
efficiently. Your books have definitely given me a greater
understanding of my computer, and have taught me to
use it more effectively. Thank you very much for the hard
work, effort, and dedication that you put into this series.”

Alex Diaz (Las Vegas, NV)
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How to Use This Book

How to Use This Teach Yourself VISUALLY Book

Do you look at the pictures in a book or newspaper
before anything else on a page? Would you rather see
an image instead of read about how to do something?
Search no further. This book is for you. Opening Teach
Yourself VISUALLY Microsoft Office Access 2007 enables
you to read less and learn more about Microsoft Office
Access 2007.

Who Needs This Book

This book is for a reader who has never used this
particular application. It is also for more computer-
literate individuals who want to expand their
knowledge of the different features that Access has to
offer. | assume that you are already familiar with
Windows XP or Windows Vista, whichever one you have
on your PC, with basic skills such as clicking, double-
clicking, dragging, and opening/closing windows.

Book Organization

Teach Yourself VISUALLY Microsoft Office Access 2007
has 15 chapters:

Chapter 1, “Getting Started with Access 2007, covers
starting and exiting the program, opening files and
objects, and creating a new database file.

Chapter 2, “Entering and Editing Data,” discusses
adding records to a database table, editing and deleting
records, and viewing datasheets.

In Chapter 3, “Working with Tables,” you will learn
how to create new tables and SharePoint lists, set
primary keys and composite keys, and rename and
delete tables.

Chapter 4, “Working with Fields,” covers setting up
fields within tables, including inserting and deleting
them, changing their data types, setting field properties,
and constructing input masks and validation rules.

Chapter 5, “Working with Relationships and
Lookups,” covers creating relationships between tables,
viewing object dependencies, and creating lookups
from one table to another.

Chapter 6, “Finding and Filtering Data,” discusses
Find and Replace, filters by selection and by form, and
saving filters as queries.

Chapter 7, “Creating Simple Queries,” explains how to
create queries with the Simple Query Wizard and in
Query Design view, how to add sorting and aliases to
queries, and how to define basic criteria.

Chapter 8, “Creating More Complex Queries,” covers
defining a calculated field, running action queries, and
creating queries that prompt the user for parameters.

Chapter 9, “Creating Forms,” covers building basic
forms with the Form Wizard and in Form Design view.

In Chapter 10, “Modifying and Formatting Forms,”
you will find out how to create forms with multiple
sections, apply AutoFormat styles, and create
conditional formatting and tabbed sections.

Chapter 11, “Creating and Formatting Reports,”
covers creating and printing reports and changing a
report’s layout.

Chapter 12, “Grouping and Summarizing Data,”
explains creating summary reports, reports with
aggregate functions, and PivotTables.

Chapter 13, “Creating Mailing Labels and Charts,”
describes creating and formatting labels and working
with PivotChart views.

Chapter 14, “Working with External Data,” covers
linking, importing, and exporting data in popular
formats, including Excel, Access, HTML, and plain text.

Chapter 15, “Maintaining a Database,” covers setting

up a trusted location, saving and opening files between
different versions of Access, backing up a database, and
compacting and repairing a database.

Chapter Organization

Each chapter of this book consists of sections, all listed
in the book’s table of contents. A section is a set of
steps that shows you how to complete a specific
computer task.

Each section, usually contained on two facing pages,
has an introduction to the task at hand, a set of full-
color screen shots and steps that walk you through the
task, and a set of tips. This format enables you to
quickly look at a topic of interest and learn it instantly.

Chapters group together seven or more sections with a
common theme. A chapter may also contain pages that
give you the background information needed to
understand the sections in a chapter.



Using the Mouse

This book uses the following conventions to describe
the actions that you perform when using the mouse:

Click

Press your left mouse button once. You generally click
your mouse on something to select something on the
screen.

Double-Click

Press your left mouse button twice. Double-clicking
something on the computer screen generally opens
whatever item you have double-clicked.

Right-Click

Press your right mouse button. When you right-click
anything on the computer screen, the program displays
a shortcut menu containing commands specific to the
selected item.

Click and Drag and Release the Mouse
Move your mouse pointer and hover it over an item on

the screen. Press and hold down the left mouse button.

Now, move the mouse to where you want to place the
item and then release the button. You use this method
to move an item from one area of the computer screen
to another.

The Conventions in This Book

A number of typographic and layout styles have been
used throughout Teach Yourself VISUALLY Microsoft
Office Access 2007 to distinguish different types of
information.

Bold type represents the names of commands and
options that you interact with. Bold type also indicates
text and numbers that you must type into a dialog box
or window.

Italic words introduce a new term and are followed by
a definition.

Numbered Steps

You must perform the instructions in numbered steps in

order to successfully complete a section and achieve
the final results.

Bulleted Steps

These steps point out various optional features. You
do not have to perform these steps; they simply give
additional information about a feature.

Indented Text

Indented text tells you what the program does in
response to you following a numbered step. For
example, if you click a certain menu command, a dialog
box may appear, or a window may open. Indented text
may also tell you what the final result is when you
follow a set of numbered steps.

Notes give additional information. They may describe
special conditions that may occur during an operation.
They may warn you of a situation that you want to
avoid, for example the loss of data. A note may also
cross-reference a related area of the book. A cross-
reference may guide you to another chapter or another
section with the current chapter.

Icons and Buttons

Icons and buttons are graphical representations within
the text. They show you exactly what you need to click
to perform a step.

. You can easily identify the tips in any section
(—\ by looking for the TIPS icon. Tips offer
: additional information, including tips, hints,
and tricks. You can use the TIPS information
to go beyond what you have learned in the steps.

Operating System Differences

This book depicts Microsoft Office Access 2007 running
under Windows Vista. If you are using Windows XP, you
will notice minor differences in dialog boxes in which
you are saving or opening files.

In order to get this information to you in a timely
manner, this book was based on a prerelease version
of Microsoft Vista/Microsoft Office 2007. There may be
some minor changes between the screen shots in this
book and what you see on your desktop. As always,
Microsoft has the final word on how programs look
and function; if you have any questions or see any
discrepancies, consult the online help for further
information about the software.



CHAPTER

Access 2007

Getting Starte

Phone Numbers

Phone List

AW \W/ W

ABC Texthooks

Scott Avery 555-462-3357 ScottAvery
Alex Lee 555-463-3455 Alex Lee
Paige Grant 555-462-0000 Paige Grant

Jim O’Malley 555-462-9090 gim OMalley
Kelly Benson ~ 555-463-9080 Kelly Benson
Waters 555-462-7878 / ( Ann_e Waters
Ar;l“-es Tyler 555-463-1243 / ‘ CDhn'fl Tyler
o rI'd Smith  555-4623528 AﬁZL Ksi':lkllth
D i 555-462-5718 e ey
Allen Kirkley illie Fames

- 2
Bill E 555.463 038
ilhe ames
Mar k Allan 555—462—4 183
a

Mark Allan

‘We Teach the

555-462-3357
555-463-3455
555-462-0000
555-462-9090
555-463-9080
555-462-7878
555-463-1243
555-462-3528

|
=

555-462-5718
555-463-038)
555-462-4183

World’

Are you new to Access or
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version? This chapter
explains how to start a
database and navigate
through the new-and-
improved Microsoft Office
Access 2007 interface.
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An Introduction
to Access

Microsoft Access 2007 is a
program for creating databases
to store business or personal
information. You can use Access
to create, retrieve, and manage
large or small collections of

information.
Relational Databases Tables, Records, and Fields
Microsoft Access creates relational databases — that In Access, data is stored in tables, and each individual
is, databases that can contain multiple tables with entry in the table is called a record. For example, in a
links between them. For example, a business may Customers table, the information about each
have a Customers table for storing customer customer is a separate record. Each record is
contact information and an Orders table for storing composed of one or more fields that contain
information about orders placed. Each customer in individual pieces of data. For example, customer
the Customers table has a unique ID, and each fields may include Name, Address, City, State, and Zip.
order in the Orders table references a specific
customer ID.

Ovders

1D 3250 The Good Farth
01/05/07 - Order Shipped

' D 3252 Growing Things
(10/07 - Order Shipped

50 The Good Earth
#0/07 - Back Order

4 A )51 Greiner: Garden Supply
| 1D 3251 Greiner Garden Supply | 0/13/07 - Order Shipped

756 2oty Chiceg 1L o060 oo Wicker p i
03107 vrdarﬂ.'i’ﬁgfﬁde"'"g

; 4 G
d 1D 355 Alle ack Order, V
; S Mens g
e ‘ Order. p';l:-:;"m
;gzi\ligthst.,chicagoh b : : i
) s Greenhouse
\nggiisﬂﬁgﬁcmcagolwo “ ‘
\ .
\__
= FIELD2

Customer




Getting Started with Access 2007 chapterl

Datasheets and Forms

By default, each table appears as a spreadsheet grid
called a datasheet. You can type directly into a
datasheet. To make data entry more convenient, some
people choose to create onscreen forms, which are like
dialog boxes that prompt for field entries. An attractively
formatted form is easier and more pleasant to use to
enter new records than a plain datasheet.

Filters and Queries

It is often useful to display a filtered view of a table.
You can filter a table to show only certain records, only
certain fields, or both. You can run a one-time filter, or
you can create a query, which is like a saved filter.
Queries also enable you to combine data from multiple
related tables into a single datasheet of results.

Reports

Tables and query results appear in plain datasheets, which
are not very attractive when printed. Reports present data
from tables and queries in an attractive, customizable

Phone Numbers

format — complete Wl_th titles, headers and footers, and oot o s5548mms
even Iogos and graphICS. Alex Lee 555-463-3455
Paige Grant 555-462-0000
Jim O’Malley 555-462-9090
Kelly Benson 555-463-9080 Kelly Benson
Anne Waters 555-462-7878 Anne Waters
Chris Tyler 555-463-1243 555-463-1243
. ith 555-462-3528 5554623528
David Smi 555-462-5718 5554625718

Allen Kirkley _163-0382
Billie Eames 55574650
Mark Allan 555-46

al




Start and

Exit Access

Before you can create or open a
database file, you must first start
Access. When you are finished
working with Access, you should
close the program.

Start and Exit Access

START ACCESS
@ Click Start.
@ Click All Programs.

© Click Microsoft Office.
@ Click Microsoft Office Access 2007.

The Access program window opens,
and the Getting Started with Microsoft
Office Access screen appears.
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EXIT ACCESS USING THE OFFICE L)_
BUTTON -. -

B . i '\J“- E':I': 1 Microsoft Office Access - 1\ 3‘
@ Click the Office button ([=]). o o
@ Click Exit Access. e e =

EXIT ACCESS USING THE CLOSE _J

BUTTON .E'_..,:'“'— I Getting Started with Microsoft Office Access - ;‘ W
@ Click the Close button ([EEaa]). )| T
PR [ — e e,
e : e
MER =
L ST
|
e~ — i i A e
i

)

Can | start Access from the shortcut
above All Programs on the Start menu?

Yes, if Access appears there. That is a list of recently
used programs, and it is constantly changing with
your Windows usage. To permanently pin the Access
shortcut to that top-level menu, follow these steps:

@ Right-click Microsoft Office Access 2007.

@ Click Pin to Start Menu. 1 oy

© The shortcut appears at the
top of the Start menu.

@ To unpin it from there, right-click it and
choose Unpin from Start Menu.




Create a
Blank Database

A blank database contains no
database objects: no tables,
no data, and no helper items
such as queries or forms. It
provides the freedom to
create exactly the objects that
you want for your project.

\ Create a Blank Database

@ From the Getting Started with Microsoft
Office Access window, click Blank
Database.

The Blank Database options appear.
@ Type a name for the database file.
© Click Create.

® A new database opens, with a new
blank table started.

B . B
| Templats Categories | i i *\ u
| Fesarg « o & T ;
Getting Started with Microsoft Office Access -
v e Blank Database -
From Microsell e Deline il I —
S
Eduation -
Fralured Online Templales
S "'I L b
Y |
rrry = T I )
o ‘ ——— Blank Database
| ‘ e Conate a Mromalt Oifim dctmie b that doss
| . " o contan i g data o
L 4 | Hile Sare: b
Everts Herbwbry propects Fromets Vatofficsl et 5
= v CluuenFathwipoments,
Kare an Offior Oriline —|
mm Ixn':nln Temuilaten | Dariilosds. l ok -
What's new ins Access 0T
jE, Toe ttew Aoy 107 comtaion (b ettt bt e
mare powertul taal 1 help you @ warking in the 2907 Micrsaft
iy Bl fepart dnd ihare
s - 2997 Uger Interfaie
g more MU Grgance 38 jéur shytdt uimp the
i we, many ks Harsgatian Pane:
Aafti ety D eE Ty cOnEet Brim DETce Dene e moie
Ready | Hum Lade
'E!a Home Creste Evtornad Daks Datatrase Taaks Datnheet w
=" . I P . 3 = :
= = I il | 8@ B
i e i A R it

Data Te & Fonmsituvy

Retamonnip:




Close a 1
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You can close a database without
closing Access 2007 itself.
Multiple databases can be open
at once, but closing a database
when you are finished with it
frees up your PC’s memory.

[ close a batabase |
O Cick [, O nmmrre—

@ Click Close Database. G o s
Ll 1 Sycamoretvents sccdby
H pram ::‘:::n:ﬂﬁﬂml«ﬂl
M — . & Databased st
- T oo
U
ﬁ Wwage
5 1o
' many .
L‘»_T loseDatabase.
123 acees optgoms 1 3Gty docmns |

The Getting Started with Microsoft P

Office Access screen reappears.  remtae s AT

i

{ Getting Started with Microsoft Office Access




Create a Database
Using a Template

You can create a new database
based on a template. Templates
provide a jumpstart in creating
a database by supplying tables,
forms, and queries that you
are likely to need.

\ Create a Database Using a Template

@ From the Getting Started with Microsoft . A— S—
. . = L
Office Access screen, click the template e -

Y

[ Trer B Dk

category that you want.

©® The templates you see may be different h' % LQ&( E/; =

] St il
than shown here.

5] Bk s P -
I —]

——tay F o frvaa

L —
u J:.' a - R
ne ] Tesknacs

The screen for the template that you
chose appears.

@ Click the template that best matches
your needs.

© Type a name for the database file.
@ Click Download.

Note: If you chose a template stored on your local hard
drive, the button name in step 4 is Create.

[ )
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@ For an online template, the template is
downloaded from the Internet.

@ A form appears. The form and its
appearance depend on the template that
you used.

@ Click to close the Access Help box.

.—>m-uun; Template i ==
= 2
2l aQ
Dwrioadng: Tasks
[

?Bj Home | Greate  EtomiDeta DatabaseToals Ca

1= [l Eua [@ans) (g2 ER SLISp Guem: | gy Seee
] = e Fiodes | Tl Y ddvimeeed = - GaTe-
Vorwr || P e = e ) (5 2 e pit) I iy KL B S
Viem || Cliphoard Font ot Fachy Tast Reecordi. oo o file Find
| 2 e
|v]  Task List
[T - & Gentact List
¥l 0. Title + Priotity -+ States - MComplete - AssignedTo - | StanDate Date (]
. (Now] {2} Normal  NotStarted o 107242006
| Towl o
) Accers Help =t
R N VK .
- P saweh -
=
Tasks

Zewrure B

Hasigation Pane

About This Template

Crmate & Tk atamunss b 3 ach & Grrop of mors, e B oo oo yeis S e B copintn

Feedback

Exes s teTowE
W
Comment on tha tengiate

e 8 e derpite? St o bere
See Also
AN asomt

Form Voow Hhum Lod

How can I prevent the startup form
from opening when a database opens?

Databases based on Microsoft-supplied
templates commonly load a startup form as

a navigational aid. To prevent the form from

opening automatically, follow these steps:

O Cick .
@ Click Access Options.
The Access Options dialog box appears.
@ Click Current Database.
@ Click here and then select None.
@ Cdlick OK.

[ ——
L el T

17, b Lyt Ty o o Bt

=z

) e




Open a
Database File

-
~
——

You can open a database that you
reviously created to continue City
previously . 1David  Ronda  Allentown
creating its structure, entering 2Vong e Bamrow
. - . ramer Jean  Cl
data into it, or analyzing its data. 4 Martin  Alen Al
Database files can be stored on a

— %S\.. James Rick
local hard drive or on a network
or SharePoint server.

LastName ~First Name

\ Open a Database File
BROWSE FOR AND OPEN A Q0 re——

DATABASE FILE T—

“ Cllck . Q—)>;}m Ve s

1 Thartomand 1967 acom
bl A Sprm e ssctty
: B Oibont . Gappes Pscds

@ Click Open. e | e

Note: Alternatively, you can press +12 instead e
of performing steps 1 fo 2. e

&4 e

g i
Lo Ometutanine

110 diems Optom 13t biwmn |

The Open dialog box appears.

® If needed, you can click here and
navigate to a different location.

@ Click the name of the file that you want
to open.

@ Click Open.

PR [T —"

[
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IF A SECURITY ALERT BAR APPEARS
@ Click Options.

@ Click Enable this content.

@ Click OK.

The database file opens.

OPEN A RECENTLY USED FILE

@ click 7.

@ Click the recently used database file that
you want to open.

Note: This list of recently used databases also appears on the
Getting Started with Microsoft Office Access screen when
Access starts, so you can click the file from there.

The database file opens.

@

Why does the Security Alert bar
appear?

A security alert appears when you are
opening a database that is stored in a
location that is not trusted.
The message implies that
the file contains
dangerous content,
but that is not
necessarily so; even a
blank database can
trigger the warning.

How can I prevent the security
alert from appearing?

Add the location to your Trusted
Locations list to prevent the
Security Alert bar from
appearing. To do so,
see Chapter 15.




Understanding the

Access 2007 Interface

Access 2007 has a consistent user interface with
that of other Office 2007 applications, including
Word and Excel. It contains an Office button, a
multiple-tabbed Ribbon, and a status bar.

Office button Tabs
Displays a menu of Contain buttons and other
database commands. controls for working with data.

Ribbon
Displays and organizes tabs.

Home | Creste  ExternalData  DatsbaseTools L/
e ) m— B : S
Skl Y P —— Sl -] [Ty |=itew  E Totals IQL Y & Selection = e Replace
| % = e ‘: FHT_ | h@ Hsave Fopeling | %) ¥ Advanced - [ﬁ = GoTo~
aste % - - - = |[abZ -
e || maste | oS ol[A-&-|E = | [ || Rl e e o B Mt B e 7 Togale Filter | PG TS svesrs |
| Views | [ciiphoard 5| Fant Records | Sort & Filter i Find
All Access Objects v % 2 | Employees x
Tables &~ -+ |First Name - |Last Name »  E-mail Address, | Job Title ~ Busing
1 customers | Nancy Freehafer  nancy@northwind\CJer Sales Representative  (123)4)
B Discontinted Products ‘iE‘ 2 Northwind Traders Andrew Cencini andrew@northwindtradg Vice President, Sales (123)4
L 3 Northwind Traders Jan Kotas jan@northwindtraders ¢ Sales Representative  (123)4:
S employee Pruiisges | B 4 Northwind Traders Mariya rgienko v thwindtrade Sales Representative  (123)4
= Employees B 5 Northwind Traders Steven Thorpe steven@northwindtrade, Sales Manager (123)44
3 mventory Restocking | B 6 Northwind Traders Michael Neipper michael@northwindtrad Sales Representative  (123)4:
B itientorn Restocine Detils }E 7 Northw!nd Traders Bob Zgre . robert@northwindtrader, Sales Representative  (123)4:
z | |# 8 Northwind Traders Laura Giussani laura@nerthwindtraderg Sales Coordinator (123)44
S mventory Tansadtions | B @ Northwind Traders Anne Hellung-Larse anne@northwindtraders Sales Representative  (123)4;
B nvoices *| New)
1 Mew Customers
= order Details
T Order Details Status
= orders
T Orders status
=3 Privileges
= produs
= Purchase Order Details
T Purchase Order Status
= Purchase Orders
= sales Reparts
= shippers
= states
= strings
23 suppliers - A
w || Recorc 4 4 [10f9 | b ¥ k3| K Mo Filter | [search R e | b
Datasheet View | Num Lok | B d L
-
Groups Dialog box launcher Record selector
Organize controls into Opens a dialog box Displays the current record
sections within tabs. related to the group. number and navigates to

other records.
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Object tabs

Provide access to all open
database objects, such as

tables, reports, and forms.

Navigation pane
Lists all available
database objects.

Scroll bar
Scrolls horizontally
through a datasheet.

= | Home | Creats  EdtemalDsta  DatabaseTools Datashest (7]
= = Sl = N 2
M B af i = T I ‘ h@ =iNew X Totals | 8 L7 Selection lﬁ 3 Replace
‘ e/ ||| Baste hﬁi B A - y ~ | [BE~] 7 - ||| Refresh wsmie S el ) Filter T Find epeil
for .J“ z HJ‘—'HQ'H@' [E ‘| (=] A= | K Delse - Bmore- || 45 W Togale Filter || [§ select~ |
| Views | clipboard % || Font 5l Rich Tt Records | Sort & Filter |18 Find |
All Access Objects S AR
Tables a - E-mail Address - Job Title - Busing
B customers | 1|Northwind Traders Nancy Freehafer  nancy@ i Sales Rep ive (123)d!
BB istenmie pranis |& 2 Northwind Traders Andrew Cencini andrew@northwindtradg Vice President, Sales  (123)4]
= | |® 3/ Northwind Traders Jan Kotas jan@northwir .G Sales Repl itative  (123)4
R A —|| |® 4 Northwind Traders Mariya Sergienko  mariya@northwindtrade Sales Representative (1234}
) Employess e 5 Northwind Traders Steven Thorpe steven@northwindiradg Sales Manager (123)4
EH Inventary Restocking 75@ 6 Northwind Traders Michael Neipper michael@northwindtrad Sales Representative  (123)4
BB iventory Restodking Details | & 7 Northwind Traders Bob Zare robert@northwindtradey, Sales Representative  (123)4
7@@ 8 Northwind Traders Laura Giussani laura@northwindtraderg Sales Coordinator (123)4]
E tventory Transactions | |= 9 Northwind Traders Anne Hellung-Larse anne@northwir Sales Rep ttative  (123)4
EH Invoices * New)
1 tew Customers
T Order Details
Z Order Details Status
"EE Qrders
EA orders Status
E privileges
E1 Froducts
T Purchase Order Details
A Purchase Order Status
T Purchase Orders
EH sales Reports
1 shippers
EA states
EH strings
EH suppliers — e
v |[Record: W <[1oF3 | b W B[ % liaFilter |[Search |4 s J »
»pmmuwmw " Num Lock =
- -
View buttons Quick Access toolbar Status bar

Switch between various
views of the selected object.

Provides shortcuts to
commonly used features.
This toolbar is customizable.

Displays information about
the current object or view.



Change the Navigation
Pane View

The Navigation pane enables you
to view and manage database
objects such as tables, queries,
reports, and forms. You can
display or hide the Navigation
pane and change the way it

sorts and lists objects.

\ Change the Navigation Pane View

DISPLAY THE NAVIGATION PANE e g ey .
(¥4 :- MO i E B @;: ;;{:{*: ﬂ:r
- - - - - v L R e (] . D - = Shaekt
@ 1 the Navigation pane is hidden, dlick Q=i im0 bl
- 2 b
the >> button i 0.3 Ellul"gmr;:'m::p:.m EmaAddm . %0Toe < Buaness? - Home Phoc - o Phos -
S e e g e s b :li:’:‘:‘::::ﬁ"”’;
h . - . & Jaorteerd Traoes Marys Sergmran 2musmwmm unnumqmmw
The Navigation pane appears. S SlemniTion Sewn Do meegmardres She g (1534501 (14 T
[ o TimmedTan Wb Ive comt@metvenaneons e Rt {11300 T (13350 R
: = :m:m E- é::: aaGrortmr ey ::m n:u:’:hgm‘;:
i
*Lm“" - it = = aa .;
HIDE THE NAVIGATION PANE m
L. . . s B iR .ﬂ‘:".:."!": [ e
@ If the navigation pane is displayed, click T mawika-l gl asi oo i, S e BT W T
the << button. D = .m.iﬁm
T castuman * 1 horpwnd Traders. Mancy Frester  nancpinofturtiade; Saen
N . B swrop v e e e e carabo e
The Navigation pane disappears. R |+ o ey e e e S e (1200
T e ot . :mrﬁ [T h:w- :n-w.:s-nw ::zs:
go—-—--—-u-o-—- * 8 et Tradens f:- : qu.zW ||§':u
jx"""" .‘m:llnai-m‘rmll" Mﬂunmwﬂ—w 3 Sues Represertamer (1174
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I et
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ADJUST THE SIZE OF THE NAVIGATION P T T
PANE M T b wammaea 30T ST AT
3o Ly, ’ LS - L= T mat [ s ~ e
@ Drag the border to the left or right. %mwfwm_-;m
g;‘:.m : ;m::: m w m?ﬁ?ﬁm&m {20
® Ablack line shows where the mouse L — J 0 [ e ST
pointer is dragging. el £ o
fioen -~
Mb:w m -;1:“‘ = == S m aa !‘
CHANGE THE WAY OBIJECTS ARE e e e ey .
ey SRR & F N T v K} e o pars
DISPLAYED % “-: Craga w0 2 :%n_;: i i:... rﬂz‘:‘
i i 2 ———
@ Click here. el ey -
Q et i i it b oo oo et st See {134
@ Click the way that you want to view the e | o b e S s (30
object list. i I mmERE =, SEsetmee
@ You can also filter the list to show only a =
certain type of object. -l ®
@ You can choose All Access Objects to 0 b
return to the full list after filtering. el
todne o i s =
What are other ways to open and close What are those e —
the Navigation pane? colored bars in the O —
Pressing F11 toggles the Navigation pane on Navigation pane? o .
and off. You can also click Navigation Pane Those are category 2 oot =
along the left edge of the screen when it is headings. You can it .
hidden to display it. Another way to hide it is expand or collapse a i
to double-click the divider category by clicking o
line between the Navigation its bar. . Seimtmg
pane and the main X
window when it is g
displayed.




Open and

Close an Object

First Name City State  Zip
Ronda  Allentown | IN 46140
Lee Barrow

Jean

4 Martin  Allen
5 8. James Rick

You can open any available
database object from the i ©  Tayloryilly
Navigation pane. The object : Ol
appears in the main window to
the right of the Navigation pane,
and from there you can work
with its content.

Allenty
Allent,o%

\ Open and Close an Object

OPEN AN OBJECT R N
L B e e e FETeshaTiIEaecs
. . | by - o e 2| v AT et | T4 b
@ ! needed, dlick a category to expand it. ot st L proeman AR L L G 1 i
‘l 8 Acwin e T || bttty | ] e
. . e (Y r .n‘| f‘“‘k“; Furst hime - Lasthame «  Eomad Adcvess. - o0 Tee + Busna
@ Double-click the object. - Fesi D S e
. ; . L& e T S e ..W"“""""‘u:':w"“"“"' e
® To switch among open objects, click the W s S e bl gt el i
- T ey Doy .  horPurd Traders L Cmsszany s ot aders Sy Coorsnator (M
tab of the object that you want. gt e e e b i
g )
T rmae e e
b=
=
I g
I ety
s
B e
= -
=
O e
O i
e _5.1:-" TIMCIIIN | e ] s E—L‘W
CLOSE AN OBJECT M —— rr—
H 1 H ! 5 ~:' :.l!." .\":m--l--' .'-"‘ 'ﬁ :E;; ;: i;: QE:
@ Right-click the object’s tab. o ekl = fieesie i SEH S s
@ Click Close.
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You can display objects in
different views. The available
views depend on the object
type but usually include a
view for using the object, such
as the Datasheet view, and a
view for modifying the object,
such as the Design view.

Heritage Flower p
Flowers & Gift;

\ View an Object

SELECT A VIEW FROM A MENU
@ Right-dlick the object’s tab. v
@ Click the view that you want. ‘,‘...‘“.."—“"“"——_ e

] Discomtinued Praarty | T
- First . -
L =
it Tr | - b
3 Nonhwind Traders Jan (Bl Respn Veew 5.5 Sales Representative (1234
& Sales

4 Nonhwind Traders Matya | oo (1234
5 Norihwind Traders Steven J egrteviey  [EN@nOrwindtrads, Sales Manager (1230
Sales (1234

- Evternad Dats. Datatsae Taaly Datmhert

el Ju -EEaE e =tew X §l g e S piaie
_ L BB 1P} [onniit e 1) o i s

LA | S L e - B | 5] ™™ 7 et | "

[ [rrre——
T e ke et

#
-
T tmeaeyens ®
o i = ?mm ;rér‘:? - {0 rwon Sales (123
: s \
g ""“"""":"‘l‘:’m";‘:_m" # 8 Horthwind Traders Laura Gussars : . Sales C tmt
Snanto # 0 Nonhwind Traders Anne Hellung-Larse Sales (1234
s . New)
I thew Customers
0 order Distaily
T Order Dietails Stats
T orsen
I onsens saaeun
T piege
I moduas
T Purchase Oner Detaiti
T Funchase Order Seatui
T fuschane Ordens
T Sales Repomm
I sppen
3 staten
T gy

M TR e |4 ™ ] »

SELECT A VIEW USING THE VIEW Cumesion fimiso Eaae
BUTTONS

@ Click the button for the view that you
want.

Note: The buttons available change depending on the
object type.

Becord: W 4a3 | b Wb | Wl Pl | Seareh |1 +
a8

To determine which view a button =
represents, you can point to it to see
a ScreenTip.




CHAPTER

Entering an
Editing Data

Entering data into a
database is one of the
most common activities
that Access users perform.
This chapter explains how
to enter and edit data into
existing database tables
and how to sort and view
the data that you have
entered.

Sarah
Lee

| Burrows |Edit{e
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Enter New
Records

You can enter records either into
a datasheet (in a row-and-column
spreadsheet format) or into a form.
A datasheet enables you to see
records that have already been
entered, whereas a form enables
you to concentrate on one record
at a time.

[ erter New Records |

ENTER A RECORD INTO A DATASHEET L e s ®

- EEE EEa I (e T | Bl T et T
S =l Biwe  Pupemng 4l Fasmcns | T o
Rk st bt it i P s

@ In the Navigation pane, double-click the
datasheet.

SunTime - Eng Time: = becatwon r Desnption - Bugy

The datasheet opens.

@ If there is already data in the table, dlick the
New Record button ([-]).

The insertion point moves to the first field in T
the first empty row. B tcsem

© If the first field contains (New), press to =i
move past it.

Note: A field that contains (New) is an AutoNumber field, and
Access will fill it in.

@ Type an entry in the selected field. | e T e =

1 »
Dratashes view 38

© Press [T to move to the next ield e

® Some fields have special selectors that you can W Ty e e ) ) S E S Y gy G
use to make an entry, such as a calendar. bl ol L el M e A e
qon e v M S R G e e
Repeat steps 4 to 5 until all fields have been - p— e 2| suarme - EESMSTmecs] iesion.o | Desrpton ol e
_epe i eps 0 S € bee o i 1 Paws for a Cause. 1071/ 2008 1022008/ 73 .
filled in for that record. W ik 2 TR
Sowler =) 12 3[4 5 67
- . S b s mH D
@ The next row in the datasheet becomes active | t sBunuaa
when you press at the last (rightmost) e =
field in a row. W et -
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ENTER A RECORD INTO A FORM

@ n the Navigation pane, double-click the
form.

The form opens.

@) If an existing record appears in the form,
click 1.

The form clears, ready for a new record.

@ If the first field contains (New), press
to move past it.

@ Type an entry in the selected field.
@ Press to move to the next field.

@ Repeat steps 4 to 5 until all fields have
been filled in for that record.

The form clears and a new record begins
when you press at the last field on
the form.

MEWdTafug
T
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Can | skip certain fields?

Yes. Just press to move past a
field without entering anything into it. If
the field is set up to require an entry,
however, Access will not let you
continue past it without
typing something. In
Chapter 4, you will learn
how to make a field
required or not.

Do 1 have to complete the fields in the
given order?

No, you can click to move the insertion point
to any field. You may want to do that to skip
several fields. You can also start a new record
early, without moving
through all the fields, by
clicking []. In a datasheet,
you can also press the
down-arrow key to move
down to the next row

and start a new record.




Navigate

between Records

After entering several records into a table, you may want
to revisit one of them, either to make changes or to simply
review the data that you have entered. The same controls
for navigation appear on both datasheets and forms.

Move the insertion point First record Previous record
Move the insertion point to Click here to jump Click here to go to the
any field in any record by to the first record. previous record, or press
clicking there. the up-arrow key once.
— | e | el Data  DatabaseTools  Datasheet - - @
== TN v g - el T = tew. Bwas | A] & Selection - 2 Replace | |
I L= i}b,‘ 71177 ‘,: ‘L,‘ MQ Hsave B speliing || §) ? V) Advanced + lﬁ -&u:Tr !
| L 7 |B I_H”_A'“@'H@”E@'l ‘ 2] R:'ﬁm K paizte - HMore~ || 35 e e[| l§ seret- | |
| Views |(Clipboard % || Font = Rich Teat Records Sort & Filter | Find |
Allaccess objeas _+ <[5 mens (I
Ta;es s 4 | D - | Title = | Start Time = End Time - | Location - | Description ¥ Bud Re(ﬂrd number
£ - ER R i e e e e R IypEdlecordinumber
B Clirrent Exente 3 Adoption Extravaganza 1/22/2008 1/22/2008  Fort Wayne | Dogs frommany local  $20] H
fm( S g -_‘ AWprssAvenue IfetDeys 6/15/2007 6/15/2007 Indiana;clis Strisetfairwith‘;roce S10| here to jump to that
B evert Details | 5 Pet Express Pals. | 7/22/2007 7/22/2007 Hamilton Co Dogs from many local 5| record'
= Event List & -
= events t
Reports 7%
B AuEvents
I8 cument Events
@l Event Details
Il Events By wes
ST Next record
oyt Click here to go to the
next record, or press
the down-arrow key
once.
ﬂe(urr:tlﬁ 5of6 ;I [ %tio Fiiter [ [search 4 ; | >
Datashest View : : : B @
Scroll New record Last record
Use the scroll bars to see Click here to start Click here to go
other fields or records. a new record. to the last record.




Edit
Records

You can edit database records
from either a datasheet or a
form. After redisplaying the
record that you want, you
can move the insertion point
to the field to be edited and
make a change or delete the
field entry entirely.

| it pecords |

Entering and Editing Data
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Sarah

| Burrows |Editir}

Lee | Canton lArt'

EDIT A FIELD

@ Click in the field, where you want the
insertion point to be placed.

® You can press to remove a
single character to the right of the
insertion point.

@ You can press to remove
a single character to the left of the
insertion point.

@ Type any needed new text.

DELETE THE EXISTING ENTRY IN A
FIELD

0 Drag across an entry to select it.

Alternatively, you can press to
move to the next field and select its
content.

@ Press the key.
USE SPECIAL ENTRY AIDS
@ 1f a field has special field entry aids,

such as a calendar selector, use it to
change the field's entry.

Start Time |1l],’1f2006
EndTime  [10/2/2006

Location ISan Dlegon

Descripfion |Fund raiser for Indiana Sheltie Rescue

_
= I

Title Paws for a Cause) 1 -
aws for a Cause 5

Start Time |m,'1/2006
End Time |1a,izjzm6

|

Localion ISan Diego

Descripfion |Fund raiser for Indiana Sheltie Rescue

|Paws for a Cause

Slart Time  [10/1/2006

EndTime [10/2/2006 | 4 October, 2006 b
Su Mo Tu We Th Fr Sa
Location Isan Diego T 5 4 & o

- & 9 10 11 12 13 14
Description Fund raiserforindiana| o (2 7 ja 15 29 21
22 23 24 25 26 27 78
29 308 1 2z 3 4
s 6 7 8 9101

il
b



Attach Files
to Records

In Access 2007, you can use
attachment fields to attach
files from other programs
to individual records. For
example, you may store an
employee’s résumé along
with his or her personnel
record. A single record can
have multiple attached files.

| ttach Fies to Records |

@ Double-click an attachment field. et e - v e e
. 12/20/2007 Hamian Co Have yourpete ity 56000009 | 810) 4—”
Note: Attachments can be placed only in attachment 20 e Sty ock_ om0 =
3 3 15/2007 indlanapolis fair with proce
fields. To set a field's type to Attachment, see Chapter 4. | P v o ooy s Siomam 0 s
= o)
® In a datasheet, an attachment field is
indicated by a paper clip. The number
in parentheses is the current number O T »
of attachments that the field holds. .... il - ;_l-w-:lu :a. el S A Kt 3??.’:."3
- el | la T . lI= =% .\.‘3" X Dotete = Efjuiore= || § T o pit || T o Selete
The Attachments dialog box opens. G S — UM i i =
a8 access Obpeets v o |[Zhitwent
. Tables = End Time - Loation - Destription - Budget - Volunteers -
= -ttt nDiego  Fund raiser for Indiar 000, [
9 Click Add. :;: | ﬁx;ﬂ:;wmmuﬂmu sommmzi glk:i 3
S cument Drinti | 1/22/2008 Fort Wayne | Dogs from many local  520,000.00 o) 250
s T &/15/2007 Indianapolis Street fair with proce  510,000.00 Wy 50
M trencteats | /22/2007 Hamilton Co Dogs from many lecal  55,000,00 o) =
O tremiie i o)
O tvem
Erparts &
I aapven e
I cument Brenty Aparhmerks {Tresbie < b o)
e "
[
W b Bventy
I Today's Bvenn
N )
[wmora 1af3 [ T ean 1  —— .
[ [Ease
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The Choose File dialog box opens.

@ Navigate to the folder or drive where the
file is stored.

Note: If you have Windows XP the dialog box uses Windows
XP—style navigation controls instead of the type shown here.

@ Click the name of the file that you want to
attach.

@ Click Open.

O Click OK.

Favorite Links Name_ Date modified | Type - Size 55 =
& Recently Changed {12007 Sales
M Desktop :hacklist

b Books % chrysali academy newsletter 4_9

M C " @ chrysalis academy newsletter
omputer

E| Documents

Ju AndrewsPowerPoints

@ chrysalis academy newsletterl
u Custemers
g Duncan Pedigree

D)

4 Pages @Ease-of-accssinfu.xls
B Pictures & EMCP Windows
B Music {EEmployess
M Searches || Employees
@Emplu}res
|_[ Employeesl
Folders ~ Etatesa\es =
File name:  chiysalis acaderny newsletier ~ |&lFiles -
>
@ The file is added to the list of files in the Attachments =S
AttaChmentS diaIOg bOX. Attachments (Double-click to open)
(1l chrysalis academy newsletter.pdf
You can repeat steps 2 to 5 to attach more
files if necessary. (o |
g
Can | attach files from a form instead of a datasheet?
Yes. In a form, an attachment field appears as a box. When
selected, it has selection handles and some buttons above it.
© The Attachments button opens e
the Attachrpents dialog bo?(, as 5 . T e (T s
an alternative to double-clicking bl et ol I i | e e
the field. e e
b
@ When the field contains an attachment, |57 ...
an icon for it appears here. You can e i DA
double-click the icon to open the file. i Ut oniiegs
Meperts D4sncton Fund raiser for indians theltie Restue
@® When there are multiple attachments, | & e
M o Do

you can move between them with the
Previous and Next buttons.




Open, Save, and
Remove File Attachments

After you have attached files to a
record, you can open those files
and review them at any time.
You can also save them as
separate files outside of Access
or remove them from Access.

Open, Save, and Remove File Attachments /

OPEN AN ATTACHED FILE IN ITS ey e = ~
NATIVE PROGRAM LS B I T IS e

@ Double-click the attachment field that oz
contains the attachment.

The Attachments dialog box opens.
@ Double-click the attachment.

It opens in its native program.

©® Alternatively, you can click the
attachment and click Open.

was

SAVE AN ATTACHMENT OUTSIDE OF T e e e
ACCESS MO = e ey @ GRSl
v WA SRV S e i 1™ i | Gt

@ Double-click the attachment field that
contains the attachment.

The Attachments dialog box opens.
@ Click the attachment.
© Click Save As.




Entering and Editing Data

The Save Attachment dialog box opens.

@ Navigate to the folder or drive in which to
store the file.

Note: If you have Windows XP the dialog box uses Windows
XP—style navigation controls instead of the type shown here.

@ You can change the name in the File
Name box.

@ Click Save.
O Click OK in the Attachments dialog box.

The Attachments dialog box closes.
REMOVE AN ATTACHMENT

@ Double-click the attachment field that
contains the attachment.

The Attachments dialog box opens.
@ Click the attachment.
© Click Remove.

The attachment is removed from the list.
O Click OK.

chapter2

el
=

'&_
2 Home | Gewe otomaioma  DmaeweToas  Datsshes L
e L can s - e ) s X AL G aan ‘ﬂ Tahowce

agmi — = — e Pedien | 1L Piunent= | S G
W || oty e A= f Qe k| (IS ]2 [ Mt [t = Fwtore= | B | ™ rgparmer | M cute
Wien || Clipbowd Fant ot Fachy Test Reecordi. Som & fite Find
A hcess Obyec . a'f".-'l— i

Tables . EndTime - | hedation - Description -| Budget -

I e o’ 10/2/2006 San Diego  Fund ralser for indiar  $45,000,00
[ 12/20/2007 Hamilton Co Mave your petspicty  S60.00000 o) 200
1 cunent bants 1/22/2008 Fort Wiyne | Dogs from many local  520,000.00 Bin) 250
Forms Fy 6/15/2007 Indianapolis Street fair with proce 510,000.00 Wy 50
o e | 7/22/2007 Hamilton Co Dogs fram many local  55,000,00 Bin) )
O teotiut = L
O trem
Eeparts x
- g Atpachments (Double-clek 1o open)
™ i 4 cheviab acadoey rovalelber sub
 rempetn
I svem nywes:
I waben Events
I Teday's Bvens
[rmora W iors [ ean 1 a 1 .

@

Are there any disadvantages
to using attachments?

Yes, each attachment is embedded
in the Access database, so each
one increases the size of the
Access file. Access compresses
attachment files when
possible, but they still
greatly add to the file
size.

What are my options if | do not want
to use attachments?

Instead of attaching related documents, you
can hyperlink to them. Set up a field's type
as Hyperlink (see Chapter 4) and

then create a link to the
original file rather than
embed the whole file into
the database. The only
disadvantage of this
method is that if the
original file is moved, you
must update the link in
Access.




Insert an

OLE Object

You can use the object
linking and embedding
(OLE) field type to store
data files of various types.
An OLE field has one
advantage over an
attachment field: It can
maintain a dynamic link
to the original copy so

OLE OB g0y
HANDL); WI 'l':‘l"( "ARE

that the version in Access
updates automatically.

To insert objects, you must set the
field up as an OLE data type; you
will learn how to do this in Chapter 4.

| insetan o1z objec |

@ Right-click a field that has the OLE data

type.
= = hMew 2 Totals || S| S 2 Selection ~ 2 Replace |
H = = U ;53 e 4 speliin ;i ? é.\dwncedv ﬁ :.C:p'ﬁ:' |
9 Click Insert Ob]ect- ([ - | | Refresh - i Find |
K || “an= | ¥ Detete ~ EMore || 45 W Taggle Filter l¢ select~
B Rich Text Recards Sort & Filter Find |
Budget - 0] |V eers v Files =
$45,000.00 () n—ﬂ' -
$60,000.00 o) 200 o
$20,000.00 (o) 250
$10,000.00 1B(o) 50
$5,000.00 @{0} 75 74| SortAscending
o) %1 | sort Descending
Clear filter fram Files
Is Mot Blank
. Insert Object..,
The Microsoft Office Access dialog box Microsoft Office Access =)
opens. — File:
() Create Mew !C:\Usars\Faithe\Documantsl\ |
© Ciick Create from File. @ .....n

[ pisplay as Icon

@ Click Browse.

Result

@ Inserts the contents of the File as an object into your document so that
n you may activate it using the application which created it
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The Browse dialog box opens.

@ Navigate to the folder or drive containing
the file to embed.

O Click the file.
@ Click OK.

The Browse dialog box closes.

©® If you want to create a link, click the Link
check box (|| changes to [¥]).

Note: If you create a link, the copy in Access will be updated
when the original updates; otherwise, no link is maintained
between the copies.

© dlick OK.

The field shows the type of file that you
chose.

[ Browse £ - [

; - -
;v 2 |E| <« Faithe » Documents » 3

| Search

B e ‘ Name Date modified Type Size
&5 chipiuyees
% Recently Changed | Employees
B Desktop | =) Employees
4 Books | _|Employeesl o
| (8 Computer | Hestate sales

= estate sales E
‘ @statesalsmlys
‘ @sratesalsmlyﬁ

| E| Documents

M AndrewsPowerPoints

| Pages
é cht | @statesalsmlyg
N Rt | ) estate sales July 10
n‘ ‘ @statesalsmlyltl
M Searches
I @Evems
= excelcourseexample
| | W Experience
Folders A | Elillusions -
File name:  estate sales -+ | AllFiles -
Z
Microsoft Office Access [0 [
File:  Unknown Type J

() Create New |C:'LUsers\FalthelDocumEnts\estate sales xls ‘

=1 Cancel
Display as Iron

Result

Inserts a picture of the file contents into your document, The picture
@_‘@ will be linked to the File sa that changes to the File will be reflected in
wour document,

@

\‘?Il;at does the Create New option
o?

Create New lets you create a new
embedded object using virtually any
program on your PC. After clicking
Create New, a list of object
types appears. Click the
type that you want and
click OK.

Why would |1 want to use Display
as Icon?

That option is primarily for use in
other programs, not Access. In Access
in Datasheet view, the OLE content
appears with the text name of
the file type, regardless of
whether this check box

is marked.




Open, Edit, and

Remove OLE Objects

After inserting a file into an
OLE field, you can open it

for editing. If it is linked, the
original opens; otherwise, the
copy embedded in Access opens.
You can then edit the file. You
can also remove an OLE object
from the field. This deletes the
embedded copy in Access but
not the original.

Open, Edit, and Remove OLE Objects /

OPEN AND EDIT A FILE IN AN OLE
FIELD

@ Double-click a field containing an OLE
object.

@ The object opens in the application that
is associated with its type.

@ Make any changes needed to the file.

© dlick in the OLE object's
application window to close it.

Your changes are saved automatically;
you do not have to save in the OLE
object’s application.

REMOVE AN OLE OBJECT FROM A
FIELD

@ Click the field containing the object.
@ On the Home tab, dlick Delete.

You can also press the key on
the keyboard.

?s Hame Create Edtermal Dt Databaie Tk Datwihent e
—h b g NP5 | e X Wb Q] PP Y e By Bapiace
g | j alowe  Fopamg 1] : Facances = ﬂ-nn
e | e R A B = 5[] RN ot e = Ruaare= | 1| " mgpieran | L et
ey | Chpbard T3 L s LR Sorin Jart il Fiot
Al Aeass Objey | .
Tabsles = |"' Descrigtion - +4 : -
O wem Fund raiver for indian 100 je! 97-003 Workshast
Qi = || Meveyourpetspictu  550,000.00 o) w0
A Curment Deaets || Dogs trom mary local  520,000.00 oy o
[ — s|| sweetfirwithprace 000000 1] L]
s
= teme anenne = —
-
Jw . -
(=
8 aug
8w
]
o =
I8 ave ]] &
8wy 2 [ 3 B | K

1 Selling Price. Ustingfee  Salesfee  Total Profit
| 2 FighingLures 5 W05 ars 138 2393

g Cresty  EdomalDats  Detabeic Tools Brteihent

4 o - hiew K Teah 0 setestion t;mu
E | W - BEe e j e iy fﬂum nﬂ“,
= eyl g [t - 1= =] | x..... upierie | T et
iews

Chpbesrd = Fom rel i e farc i rn.. Find

all hecess =
Tables z | - .
e Fund raser for indiar  %43,000.00 1]

Descnption
2 | Have your pet'epicty  560,000.00 oy
oo [

~ |I Sarest falrwith proce $10,000.00 oy
| Dogsfom many local  35,000.00 )




Multivalued Field Entering and Editing Data

Enter Data in a
chapter2

A new feature in Access 2007
is the ability to store multiple
values in a single field. Instead
of typing in the field, you open
a list and place a check mark
next to each value to select.

To enter multiple values, the field
must be set up with the Lookup
Wizard to accept multiple values; you
will learn how to do this in Chapter 5.

)

Enter Data in a Multivalued Field /

@ Click in a field that supports multiple

| Product - ProdugIype - |
values. # 1 '-":.:: Net 10 =

- |Add New Field

@ Click here to open the menu. *| (New) [l Net 30
| ] Netas
© Click next to each value to select [ Net 60
([Z1] changes to [¥]). 2% Net 10
. cancel
@ To enter a new value, dlick here. ox ]

-

The Edit List ltems dialog box opens. Edit List Items [0 [
@ Click in the list box and type a new R T o
Met 30
value. Net 45
Met 60
Note: Place each new value on a separate line. a 2% Net 10
® You can click here and select a default
value.
O Click OK.

The new value will appear the next Default Yalus: E+—®
DK

time that you click to open the menu.

| [ concst |




Delete

Records

You can delete records either
individually or in groups.
Deleted records are gone
permanently; there is no
retrieving them, so delete
with care.

| oeiet Records |

Sarah

| Burrows |Editing!

Lee

\ Canton |Art

| Fdltmg

@ Click to the left of the record to select it.

To select multiple contiguous records,
click the first one and then hold down
[E17 as you click the last one.

To select multiple noncontiguous
records, hold down as you click
each one.

@ Click Delete on the Home tab.

@ You can also right-click the record and
click Delete Record.

You can also press the key on
the keyboard.

A delete confirmation box appears.

© Click Yes.
The record(s) is deleted.

Note: You can also delete records from a form. To select a
record in a form, click the thin vertical bar fo the left of the
form. To select multiple contiguous records, hold down

and click the Next Record or Previous Record
button to extend the selection.

?B | Home | Gree  EtonaiDets DetbaseTeah  Damshest C

= I by -n - EEA EE s tem  ETolshy I e iecnen < £ Meplace

f || #%i=]]

g — & -y )] alsve W spding | Fjasania lﬁ-w»
e | Pite T | P o) A el | (=] waren e, " i s e
Wiewt || lptinas = Foiik fun Batahti ShrE R finer Fint
A dccess, Objerts = ot () -Brants:
Tables = L0 ey Title i RMCTI i BTy Leoions e Oasiptianisind M
I e | 1 Paws for a Cause 10/1/2006 10/2/2006 San Diego  Fund raiser for Indiar 545
H vinden | 2 sants Pix for Pets 12/20/2007 12202007 Mamilton Co Mave your pets pictu 4600
= r | 3 Adapti 1/22/z008 1/23/2008 Fort Wayne | Dogs from many loca! 20
a2 aqprmmmuemnm &/15/2007 6/15/2007 indianapolis Street fair with proce 5108
— n—bﬂi— I v/2a/as 3/22/3007 wamiton Co Dogs from many local 85
3 s Lalh Detete Bevard <:
e QT b oog
= Ha | gomr
Reports x | Fame
[ A0 fow gt
M curtent frents
Microsoft Office Access =)

You are about to delete 1 record(s).

& If you click Yes, you won't be able to undo this Delste operation.

Are wou sure you want to delete these records?




Resize Datasheet
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Columns and Rows Entering and Editing Data

You can adjust the sizes of the
columns in a datasheet to better
display the data. For example,
you may want to widen a
column that contains long field
entries so that the entire entries
are visible. You can also adjust
the row height to create more
space between records.

Resize Datasheet Columns and Rows /

CHANGE A COLUMN’S WIDTH

@ Position the mouse pointer in the
heading area, to the right of the

column to adjust. Lol B2 5531 Title il Wi’lm wl End Time =
1 Paws for a Cause 10/1/2006 10/2/2006
The mouse pointer changes toa [ 2 Santa Pix for Pets 12/20/2007 12/20/2007
double-headed arrow. 3 Adoption Extravaganza .—> 1/22/2008 1/22/2008
’ =] 4 Cypress Avenue Pet Days I 6/15/2007 6/15/2007
@ Drag to the left or right to adjust the E 5 PetExpress Pals | 1 7/22/2007 7/22/2007
width of the column, ;
® Avertical line appears, showing where

the new width will be.
CHANGE THE HEIGHT FOR ALL ROWS

i - Title: -~ StartTime - End Time -

@ Position the mouse pointer to the left 1 Paws for a Cause 10/1/2006 10/2/2006
of the records, on the divider between e AR L e L

3 Adoption Extravaganza 1/22/2008 1/22/2008

any tWO rows. I —4‘Cﬂn: EB}‘AV‘E‘II‘!]‘E‘PETDH\E:» 7 ;_fj.:}_{izwrl c:y_'m{'_zw.r_

5 Pet Express Pals 7/22/2007

The mouse pointer changes to a
double-headed arrow.

Note: All rows will be changed equally; you cannot adjust
one row separately from the others.

@ Drag up or down to adjust the row
height.

@ A horizontal line appears, showing
where the new height will be.




Sort
Records

One way to quickly find a particular
record is to reorder, or sort, the
records by a particular field. You
can sort by any field in either
ascending (A to Z) or descending
(Z to A) order. You can also do a
multifield sort that specifies what
field to use in the event of a “tie”

in the primary sort field.

patd

| sort Records_|

SORT RECORDS BY A SINGLE FIELD
(THE RIBBON METHOD)

@ Click anywhere in the field by which g i - gl I i poew @
you want to sort. wew | pote 3 [ A e - B o _}H FR [t
Wiww || Clipiliiged T8 Baiit _ = n I8 a seirmine il
@ Click the Ascending button ([]) on the srnoe - [ Sl S E—
Home tab to sort in ascending order. — T e
. . Qumiies = 1 Adoption Extravaganza Y2008 /2313008 ‘mwwmlbc](ﬁuu;mllw-
© Alternatively, you can sort in F ommuen B doppess avenve oo ] s/ #/15/2007 nciarapols St
descending order by clicking the i :.:::_ﬁ '.‘ 5 Pet Express Pals Tizfae7 7/22/2007 Hamitton Co Dags fram many
Descending button ([%]). 3 ton
Keputts
. [
The data is sorted. 8 cure b
SORT RECORDS BY A SINGLE FIELD g e e
(THE RIGHT-CLICK METHOD) A vhus e achise A/2008
2 Sants Pix for Pets 12/20/2007
@ Right-click anywhere in the column by W= i
which you want to sort. Soubonigy o
@ Click Sort A to Z to sort in ascending
order.

@ Alternatively, you can sort in descending i sssal -
order by clicking Sort Z to A. ol s i

The data is sorted.
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SORT RECORDS BY MULTIPLE FIELDS
@ Click Advanced on the Home tab.
@ Click Advanced Filter/Sort.

81812007 indianapolis Street fair with
/222007 Hamikton Co Dogs from many

A query grid appears. Y T -
@ Drag the fields to sort by into the grid, in ) — S = S T |
the order by which you want to apply g i — ol O et e
them. T :
v L
@ For each field in the grid, click here and LK
then select Ascending or Descending. SR
O teem tretain
@ Click Toggle Filter. oy
The datasheet is sorted using the fields fﬂm
that you specified. B oo
[
sl o 4
u:_‘: wn:‘nn 3 4
<
+inl

\
@How do 1 sort records in a

form?
All the same techniques for sorting
a datasheet also work in

a form, even though
most forms show

How do | remove a sort?

Press (2.1 +() to undo the last action (the sort).
If you have performed other actions since the sort,
close the datasheet without saving your changes:

@ Right-dlick the i

e e
only one record ot ol shim— .
at a time. The datasheet tab. taniapoll) Douelh S s
" 3 hsoptior g pewe 1/32/2008 122/2008
sort affects the . iy i i wasror
order in which @ Click Close. e 12207 o

records appear
when you move
among them with the
Next Record and Previous Record
buttons. The record number for
each record stays the same.

| Wakcaalt Dffce Arcens

© At the prompt to
save changes to
the design of the
table, click No.

Al ot 1 v b e eyt o bl Brces?

Cm] [Cw) (oo




Display Summary
Statistics

One reason that people create
reports and queries is to extract
summary statistics about data,
such as the sum or average of
the values in certain fields. A
new feature in Access 2007 is
the ability to display such
information directly on the
datasheet, without having to
create a query or report.

Display Summary Statistics /

@ Click Totals on the Home tab.

| Greste Estermal Data Datakease Toals Datashedt
B | T e S - R gy = B St Toesrtn
® The Total row appears below the v | e s | B AR (] 1 et et | 1] e e | gy YN
Wienn | Clighowd = font 5 Fach Test Recondt Sor & filer i

records. =

4 Titke - StantTime - EndTime - Location »  Description - Budget - volunteers < Flles

@ Click in the Total row for the field that e R e Lo B o s M LS LB S e e
you want. | S Cmmsvansaratoon 150w G407 s St
. L. | 5 Pt Express Pals Taamar 222007 mamilton Co Dogs from many
© Click here and select the statistic that N
you want.

o The information appears in the Total [V

row. E LA S R (g (2 B
B e o G A G 2SR e ’:’:;::' fl
@ Repeat steps 2 to 3 for each additional Vi | o & s I hecot

field for which you want to display a .- e - sarnTime - EndTime v Loion v, Desrpiin o0 vohmeers e s
.. | 1 P fors Cause 10/1/2005  10/2/2006 SanDiago  Fund raisar for sas,00000 i) 100 &1 97-2003 Workshe
statistic. | 2 Santa B for Bets 12/20/2007  12/20/2007 Wamilton Co Wave your pets s60,00000 o) 00
3 Adoption Extravaganza  \/Z/2008  1/232008 FortWayne (Dogfrommany  $20.000.00 (0] 250
. . | 4 Cypress Avenue PetDays 6172007 6/15/2007 Indlanapolis Street fairwith si000000  B(0) 50
® To hide the Total row again, you can § Pt Express Pals 7222007 122/2007 Mamilton Go Dgs from many £,000.00 Eol »
. - )
dlick Totals. SR e




Print a Datasheet
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or Form Entering and Editing Data

You can print a quick copy of a
datasheet or form any time.

Printed datasheets and forms are not
formatted for printing. They are useful
for examining data, but you will probably
want to create reports for more attractive
printouts to distribute to others.

Print a Datasheet or Form /

@ To print only certain records, select

Previes anl prinh e siem = = - 1l T R '
them. —:I_ e Ti. e - n‘ﬁ%}n Js: ?x 1l ‘_': T asvanna ~ L:E -c::-’
. [ sther pHing optians hefare primng ane | Detete - T More- || § ff Togahs fieer 4 Sebect
@ click {3 e (P e | —
e SN = fation +  Dssciption  + Buget o Volnsen - Pl
© Click Print L Sl [ el SITTTRE T —
A i H‘;""— (j bt Wayne | Dogs from mary 00000 o) 0
The Print dialog box opens. ol bt e S subiw Wit »
ﬁ'ﬂ"‘"" ' rilton Co Dogs from many $5,000.00 g:: bid
’J;.j = s
G
_T Close Databaie
[ 23 hecess Owions | (X tus acesss |
® You can click here and select a H
different printer. T |
. Printer
@ You can dlick here and enter a page e e—
atus: Read:
range to print only certain pages. i
H . ‘Where: UsBO01
@ You can click here to print only the Conment Flerntarie
Print Rangs Copies
selected record(s). A e
H (iPages From: o || -
® mtf;;l tcy(f:i :s number here to print ..:Ic,medmd(s) = CHGEGE Do
' 4
@ Click OK.

The datasheet or form is printed.

Note: For a single copy of the entire datasheet or
form, you can dlick the Print button (=] ) on the Quick
Access toolbar.




|
Working

with Tables

Tables form the basis of
any database. A table’s
structure defines the fields
and their properties and
specifies how data should
be entered. In this chapter,
you will learn to create and
manage tables.
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Plan Effective

Tables

As a database designer, you have
the opportunity to create tables

in your database that match your
storage needs. You can create tables
based on templates that Access
provides or create new tables from
scratch. Before creating the tables,
however, you should spend some
time thinking about what type of
data each table should contain.

Choose One Purpose per Table

Each table should have a single, well-defined
purpose. For example, a table may store customer
contact information, a product inventory, or
personnel records. Do not worry that the
information you need to work with together is
stored in different tables because you can easily
create queries and reports that summarize and
combine data from any number of tables.

Avoid Redundant Data Entry

Combining multiple purposes in a single table results
in needless duplication and increases the chance of
data-entry error. For example, suppose that your
Orders table also contained fields for the customer’s
shipping address. Every time a repeat customer
placed an order, you would need to reenter the
shipping address. By placing customer shipping
information in a separate Customers table, you
eliminate the duplication.




Working with Tables

Plan for Relationships

Think about how tables will be related. For example,
the Orders and Customers tables may be related to
display a list of all the orders placed by a certain
customer. You could also relate the Employees and
Orders tables to display a list of orders taken by certain
employees. It may be helpful to draw a diagram to
envision the relationships needed.

Decide on the Fields to Use

If you may need to sort or filter by a certain type of
information, make it a separate field. For example, to sort
a Customers table by last name, you need separate fields
for First Name and Last Name. And if you ever plan on
addressing your customers with Mr., Ms., or Miss, you
need a field that contains that prefix.

Plan to Differentiate between Records

In most tables, at least one field should be unique to each
record to differentiate between them. For example, the
Customers table may have a unique Customer ID field.
You could then use the number to refer to that customer
in relationships to other tables. For example, each order
could be positively matched up with a particular customer
by customer ID.

Business Name
325% ghe Goocé Barth
reiner Garden Suppl:
4252  Growing Things oRy
1D 3283 Flower Power
1D 3RB4 Wicker Park Gardening
%52%5 %%mn’s Greenhouse
oomin’ ’
> 1D 3BT A Nm et,ty ;




Create a Table

from a Template

You can create a table using one
of the table templates in Access.
Each template contains a pre-
created set of fields, so you

do not have to create fields
manually. Templates work well
when you need a fairly standard
table with common fields.

TEMPLATES

@ Click the Create tab.
@ Click Table Templates.

A drop-down list appears of template
types available.

@ Click the template type that you want.

A new table appears in Datasheet view. P T e S

® The new table contains fields that are 00 D REES gu—u- wJ HEL:M @ e
typically needed for that type of table. RS P i b o

A8 Tavls e

ﬁg iD= Company = LastName = FirstName = Emaill Address s JobTitle = Business P«

T Tabled : Tabde = |New}




Working with Tables

After creating a new table, you
must save the table to make it a
permanent part of the database.
When you save a table, you give
it a name that will help you
remember its purpose.

Pusiness Name

7 Flo
o Flower Shop
9 F%owers g Gifts 0y Ann Q&F

’ Gar
0 |Green Thumo

1\.\'.1%%2‘)&6\ Alorecht's Gardening Qar

12 2080, Plegant Gardens Qar

© Right-dlick the table’s tab.

@ Click Save. =
i = Home | Create | EstonslDsta  DaabaseToah  Datashert -
® You can al_so click the Save button ([=]) ;1 e[Sy E_:J B %g:ﬁ: g ? How, s EQ f )
on the Quick Access toolbar. e oo | " T S St S " bt b S50 | Wi "
A8 Tables - Tt
Tablel a2 [ S F-mail Address. =
T Tables - Tatie :‘ |
The Save As dialog box opens. Save s
Table Name:
© Type a name for the table. 3 ML '
. o]
Note: Access allows table names to include spaces, but you
should avoid using spaces to make the names easier to refer
to in some types of queries. Use an underscore symbol 9
instead.
@ Click OK.

The table remains open, and its new
name appears on its tab and on the
navigation bar.

You can either leave the table open to
work with it, or you can close it.




Create a Table
in Datasheet View

You can create a table from
Datasheet view, adding new
fields by simply typing the
field names into the column
heading placeholders. This
method works well when you
need a quick table consisting
of just a few fields.

= o o W_H_l
M
V2

@ Click the Create tab. N e s
@ Click Table. @ .1a.o0nged g &
Tempiates= = - Desgn Fom  Trewy Ware Farms = feyign

Taldes Furms.

A new datasheet opens with an ID field
and an Add New Field placeholder.

© Double-click the Add New Field
placeholder.

The box becomes blank, ready to
accept your new entry.

@ Type the name for the new field.
@ Press [Z1] to accept the field name.

The insertion point moves to the next
field name box to the right.

@ Repeat steps 4 to 5 as needed to finish
entering field names.

You can either leave the table open to
work with it, or you can close it.




Create a Table by Copying

| Another Table’'s Structure Working with Tables

When you need to have two or
more tables with the same or
very similar fields, you can save
some time by creating one and
then copying it to create the
other. After creating the copy,
you can make any minor changes
needed to it to differentiate it
from the original.

g
£
£

0 a0 L W N

All Access Objects =il

@ In the Navigation pane, right-click the (g

Customers

original table. o oner B e
& Desian View
@ Click Copy. - :

| Collect and Update Data via E-mail
Rename

Hide in this Graup

Delete

cut

FEEE

Copy
Paste
Linked Table Manager

Table Properties

© Right-dlick an empty area of the
Navigation pane. AR E——

Tables S

e Clle Paste. = customers

= orders

The Paste Table As dialog box opens. e
-

Categary
SortBy

@ Type a name for the copy, replacing the
default name.

View By

Shaw all aratips
| Paste

£y Mavigation Options.
2| search Bar

@ Optionally, you can copy only the
structure by clicking Structure Only

(©) changesto @)).

Note: Otherwise the copy will contain all the data too. e B , (6]
|wholesaleCustomers <
1 aste Options Cancel
O diick oK. o ne, e
The copy of the table appears in the i
Navigation pane.

__




Create a
SharePoint List

A SharePoint server is a type
of data-sharing server that
many companies use to enable
employees and clients to share
data. If your company has
one of these, you can create
tables directly on that server
so that other people can
access the data in the table.

@ Click the Create tab.
@ Click SharePoint Lists.
@ Click the template that you want.

The Create New List dialog box opens.

@ Type the address of a SharePoint site.

Note: If you have previously saved to a SharePoint site
on your P, you can select from a list of previous sites
instead of typing the address.

@ Type a name for the new list.

The default name is the same as the
SharePoint site.

O Click OK.

L

SharePoint
Server

1D Number _Business Name .
5 2 ID3261 G

1 ID3250 The Good Eas E
2 ID3R51 Greiner Garden Supply 3 ioziel ot -
3 1D3252 Growing Things

4 D263 Flower Power :

5 1D3254 Wicker Park Gardening

5 1DB255 Allen’s Greenhouse

7 ID3R56 Bloomin’ Betty's

 New Leaf

8 ID3R57 A New

9 1D3R58 Heritege F\O‘fle‘l‘ Sho;)m

10 1D3259 Flowers & Gifts by
Green Thumd
Albrecht's Gardening
‘Flegant (Gardens

Database Toals

PivotChart — =)
['jrm ot =)

Cletank Form ==

= (5

Table Table 5
Templates ~
| Tak

| Form  Split Multiple arm |
Form  Trems [ MoreForms~ pesign |

Forms

Contacts

All Access Object:
Tables
= customers

= ondens

= Whalesalecus

Tasks

Issues

Events

Custam

Existing SharePaint List

EEEE

Create New List

Tasks

Create a tasks list when you wank b track & group of wark items that you or your team nieeds to complete.
Specify a SharePoint site;

Site: Address

: -
Specify a name For the new list, !a

Description:

] Open the list when firished
Mote: Exparting a table: to the SharePaint sive will mave all related tables as well

0.




Working with Tables

A login dialog box opens. Connect to faithewempensobetaiponetnct |0 sl

If prompted: % 7
0 Type your username in the User Name Conectig i Fatheweren. spbets ot et

box. o tmeeiile
© Type your password in the Password box. T
© Click OK. 9

@ The new list appears in a datasheet. oA T e,
Note: You can work with it just like  regular fable, exceptit | = 1 & ¥ 50 < sl ~= [ in [ g A 2

Table  Tetds  SharcPuint | Teble | Form  Spit Mhuielc o | Form | Bapert Jevy Quoy | Maoo
1 B gt vasra | i

is stored on the SharePoint site, not on your local PC. e ! A _—e ety

Tables 5|0 Tle - Priosty - Stus - %Complete - AssignedTo - TaskGroup | Description - StrtOate - DueOm

3 westsaleuitomen
+11 hepdtathepe, ..
#0 Upar Infiemation tist

@

Why do other SharePoint lists How can I delete a SharePoint list?
appear on my Tables list? First, close the SharePoint list if it is open in Access.
When connected to a SharePoint site, . . .

any other available lists from that server @ Right-click the list.

will appear in Access automatically. You
may also see a User
Information List, which is
a database containing
information about the
user accounts that are
authorized to access

the SharePoint site.

@ Click SharePoint List Options.
© Click Delete List.

@ In the confirmation box, click Yes.

L
Tables

. Customer #s

- Employees

- Orders

- Contact #s

- Suppliers

% Cellect and Updats Data win Evmadl
Ranage
e in this Geoup




Create a Table
in Design View

You can construct a table in Design
view to get the exact fields that
you want. In Design view, you can
create and arrange fields, specify
field types and properties, and
enter field descriptions.

Chapter 4 covers modifying a table
in Design view in more detail.

@ Click the Create tab.

@ Click Table Design.
Table Design view opens with a new
table started.

@ Click in the first empty cell beneath
Field Name and type a field name.

Note: It is good design practice to begin with an ID field
that will contain a unique valve for each record.

@ Click here and select a data type.

For a detailed explanation of the data
types, see Chapter 4.

You can also press to move from
one column to the next.

H
; 14
g

o fght

I EE @A D Ea .
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Working with Tables

® You can click in the Description column e R — — l
and type a description of the field. I Autonumoer [Ths e i led in automaticlly ~€——— El
Note: Descriptions are not usually necessary unless the —
purpose of the field is not obvious from its name. =
@ Repeat steps 3 to 4 to create additional T mm—— e .
. utoNumber This field is filled in automaticall %
flelds as needed' ::)endar '?e)t:tN Company name S
ContactPerson Text
See the section “Set the Primary or Ml -
Composite Key” to set up the primary o i Q
key for the table, ZIP Text Please use 9-digit ZIP code if available
Country Text
ProductType Text |
| |Terms Text | For example, Net 30 or 2% Net 10
| ::tt:;mentj rt::;zmsnt Attach any correspondence here
] :

)

Is it always necessary to start
with an ID field?

You should have one field containing
unique data for each record, but it does
not have to be named ID. If you have
your own numbering scheme
for this unique field, set the
data type to accommodate
it. But if you do not
already have a scheme,
use AutoNumber to save
you some time.

Why can I not use spaces in the field
names?

You can use spaces if you want, but it
makes it harder to refer to the fields when
you create functions and write complex
query specifications. It is better to get into
the habit of not using spaces.

You can simulate spaces using /\
the underscore character.

You can also specify a Fi RST_N AME

caption for the field, as
explained in Chapter 4.




Understanding Primary

and Composite Keys

The primary key is the field
by which each record will be
uniquely identified, and by
which relationships between
tables can be created. When
there is more than one field
designated as the primary key,
it is called a composite key.

2 moes1 | Oy R0y

3 D352

ﬂm \

5 st

6 ID3255 Al

m Bloo

g TDZR57 ANew

5 ease HESS

10 TD3RB9 S .

19 TD3R61 ,".§A- =
—=

Which Field?

Traditionally, the first field in the table is the primary
key. Sticking with this convention makes it easy to
browse and sort records by their primary key field.
You may use any field you like for it, however. You
can use an AutoNumber field to allow Access to
assign numbering for you, or you can use a Number
or Text field.

The only hard-and-fast rule is that the field contain a
unique value for each record. The primary key field
cannot be left blank, nor duplicate the value of
another record.

Composite Keys

In rare cases, a single field may not uniquely identify
each record. For example, suppose you have a table
that records which students have taken which classes.
It has two fields in it: StudentID and ClassID. Neither
of those fields is unique for each record, but the
combination of the two is unique for each record.

In those situations, you may need to set a multifield
primary key (also called a composite key), in which
each record must have a unique combination of
entries in those fields.




Set the Primary

or Composite Key Working with Tables

It is fairly simple to set a
primary or composite key. A
primary or composite key is not
required for every table, but it is
highly recommended.

If you try to save or close a table without
a primary or composite key, Access
displays a warning box.

SET A SINGLE PRIMARY KEY

@ In Table Design view, click in the row
for the field that you want to set as the
primary key.

@ Click Primary Key.
® A key symbol appears to the left of the

field. o i
Note: The Primary Key symbol is an on/off toggle; click S —
it to remove if. = - e

SET A MULTIFIELD (COMPOSITE) KEY

@ n Table Design view, click to the left of
first field that you want to include.

@ Hold down [Z7] and click to the left
of additional fields that you want to
include.

© Click Primary Key.

A key symbol appears to the left of
each of the chosen fields.
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Rename
a Table

You can rename a table at
any time. Access automatically
updates all references to the table
throughout the database, so any
forms, reports, or queries based
on that table continue to work.

1 | Blaine Cat
2 | O’Mallev | Jak J

@ n the Navigation pane, right-click the All Access Objects - «
table. Té?le;lstomers h
@ Click Rename. B ories
. . . . 0— | Vendor
The insertion point moves into the B whotel B8 Oen
existing name. B2 Desian View

Impart 13

Expaort 13
S Collect and Update Data via E-mail
| Rename

Hidein this Group

Delete
& | cut
23 copy
| Paste
@ Linked Table Manager
@ Edit the name as needed. & Table Properties
You can use the and
keys to delete one character
to the left or right of the insertion All Access Objects v <
i I Tables *
point, respectively. g
e PreSS m . B orders

You can also click away from the name T

instead.

The new name appears on the table.

L




Delete

a Table

Working with Tables

You can delete any table from
your database, even tables that
contain records. Be careful not
to delete anything that you need
to keep because it is not possible
to undo a table deletion.

@ Right-dlick the table name.
@ Click Delete.

® You can also dick Delete on the
Home tab.

A confirmation dialog box opens.
© Click Yes.
The table is deleted.

PERMANENT DEIETION
WASTE REMOVAL CORP.

Home | Gree  EmomiUsta  DenkaeTaeh L

b = " - ] gy = B 8L G || gy S

& ; = | dome W spemg laemied= | - - GaTes
¥ Pl 1% = | IFEE + = = |lmr ]| Retrmh Filty Findl
g g | A e - | ]| Xm-‘u——‘ " pperieer || T Tabe-
iy Tt Recordi. Sort @ finer

i Ty Copert s upnane D s b
ke

b e s, Gty

Tefee

| & e

| ooy

1= e

[ s

F Tl Properme

Microsoft Office Access

Do you want to delete the table "WholesaleCustomers’? Deleting this object will remove it from all
groups.

For more information on how to prevent this message from displaving every time you delete an object, click Help,

[Lves ] Ho Help




'CHAPTER

Working
with Fields

Each table consists of one
or more fields. In this
chapter, you will learn how
to set field properties and
field types, and you will
create input masks and
validation rules to cut
down on data-entry errors.
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Open a Table
in Design View

To modify a table, you work
in Design view. You can go
directly into Design view from
the Navigation pane, or you
can switch between Design
view and some other view if
the table is already open.

\ Open a Table in Design View

WHEN THE TABLE IS CLOSED Al pgegss Obets izl
T Inventary Restockin.., =
.. . . =
@ In the Navigation pane, right-click the e
1 thvoices
table. A New Custamers
1 order Details
@ Click Design View. 2 B
el Desion View
The table opens in Design view. E omerst | mpon E
1 privilege: Export »
WHEN THE TABLE IS OPEN IN T Products| & | Callect and Update Data via E-mail | i‘a:; Name - Last Name -
ename = A And
ANOTHER VIEW B i g s | coemn e
5B sinace Hide in this Group I
. . = ki BE Design View 4
@ Right-click the open table’s tab. o el [ ® @] oasnesvien Sato
EH sales Rey = - B PivatTable View Hernandez-E«
9 Cllck Desigll View = shippers A [‘Ip: —; FiyatChart View z‘u g?ay:;::a
z z:mg B [imkedTah\e — ji 8 ACME Corpo Bryn Paul Dunton
H H H g .= 9 Suspin Food: Mikael Sandberg
The table OpenS n DeSIgn View. G—DE Supplier ERl o s ‘# 10 Kellow Coffet Luis Sousa
E vendars ‘New)
. . *[X Shippers Excel
® You can also dick here and click - S
Desigll view Forms ¥ | Home | create External Data Database Toal
Reports ¥ e é
5 : “ w ]
Eell e
Modules v - ‘\ e (B2 ul[A-][&-]E =
Ready | Bum Lok —

Datasheet View

=

'P[!

=] ' !
7| PivotTable View [l Genius Coffe

ID - Company -

M

=

2 Albertson Fo
3 Capp Coffee
4 Tea Leaves |
5 Jumpin Java

2]
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Rearrange

Fields

Working with Fields chapter4

You can change the order
in which fields appear in a
table. The field order in
Design view from top to
bottom corresponds to the
order in a datasheet from
left to right. Field order
also determines the default
positioning of fields on
forms and reports.

\ Rearrange Fields

@ Click the selector to the left of the field
name.

Note: To move multiple contiguous fields, click the first
one, hold down ﬁ , and click the last one.

@ Drag up or down to move the field.

® A horizontal line shows where the
field is going.

9 Repeat steps 1 to 2 to move other
fields as needed.
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Insert and

Delete Fields

You can insert new fields into a
field list, and you can remove
existing fields from that list.

Using skills that you have already learned,
you could add a field at the bottom of the
field list and then move it to the position
that you want. However, it is easier to
insert a new blank row in the field list
and type the new field where you want it.

\ Insert and Delete Fields

INSERT A FIELD

@ Click the field that the new field should
appear above.

@ Click Insert Row.

A new row appears in the grid, above
the one you selected.

@ Create the new field as you would
normally.

Note: See Chapter 3 for more information.
DELETE A FIELD

@ Click the field that you want to delete.
Note: To delete mquiEIe contiguous fields, click the first

one, hold down , and click the last one.
@ Click Delete Rows.

The row is deleted, along with any data
that field contained.

Note: If you make a mistake, press +A 1o
undo the deletion.

- lobTitle

| Business Phond Text
| Home Phone Text
Mabile Phone Text
Fax Number Text
Address Mema
ity Tet
/i Text
Tip/Postal Code Text

| Zip/postal code Text

CountryfRagion Test




Understanding
Data Types

Each field has a data type that
defines what you can store in it. Data
entry is restricted to valid entries for
the type you choose, helping prevent
data-entry errors. For example, you
cannot enter letters in a field set to
Number, and you must enter valid
dates or times in a Date/Time field.

The choice of data type also affects the
other properties available for the field,
as you will see later in this chapter.

chapter4

Working with Fields

Data Types
The following table lists the available data types in Access 2007 and explains possible uses for each.
Data Type Used For Notes
Text Text and numbers General-purpose field containing any data. Limit of 255 characters. Cannot be
used for numeric calculation. Use this type for numeric entries that will not have
calculations performed on them, such as telephone numbers and ZIP codes.
Memo Text and numbers Limit of 65,535 characters. In Access 2007 file format, can hold rich text with
formatting. Some limitations on usage in formulas and functions.
Number Numbers only Flexible field size of 1, 2, 4, 8, or 16 bytes. Can also hold symbols used as
helpers for numbers, such as decimal points and commas.
Date/Time Numbers representing Stores dates and times as 8-byte numbers. Only numbers representing valid
dates and times dates or times are accepted.
Currency Numbers representing Stores currency values as 8-byte numbers. Even though the field might only
currency values show two decimal places, depending on formatting, it keeps track of up to four,
to prevent rounding off.
AutoNumber | Automatically generated Stores Access-generated values as 4-byte numbers.
numbering for each record
Yes/No Boolean data -1 represents Yes and O represents No, but the field can be formatted to
display values as True/False, On/Off, or Yes/No.
OLE Object Embedded OLE objects Use when you need to attach external documents in a backward-compatible
database or when you need OLE linkage.
Hyperlink A text address representing| You can link to Web sites, email addresses, files on your PC, files on a LAN,
an external source or virtually any other location.
Attachment | Any supported file type Works only in Access 2007 databases. You can attach data files from word-
processing programs, spreadsheets, graphics editing programs, and so on.
Lookup Varies Depending on usage, either creates a lookup list from data that you specify
Wizard or creates a lookup list from the values in another table. Can also be used to
set up multivalued lists.




Change a
Field's Data Type

You can change a field’s data
type to better represent what
you plan to store there.

It is easiest to set field types before you
enter data into the table, but you can
change the field type at any time. Any
existing data that violates the rules of
the new data type is deleted, but Access
warns you before deleting it.

\ Change a Field's Data Type

@ In Design view, click here to open the
Data Type list for the field.

@ Click the new type.
The type changes in the Data Type
column.
® Click [l on the Quick Access toolbar
to save the change to the table.
eSS - WILIET
You can also press [Z0]+[] . 8 e -
S0 Orten itabi Mobile Phane
Jus: [ - Fan Numbar
T - T 15 Ooder /Postal &
If the existing data violates the rules of 2 i+ || corinitegen |
the new data type, a warning message o, = 2
B s Foimal B
appears. o - 'i
. . 3 o .
@ Evaluate the impact of the warning. 2 veam — st sme penng s
" shippers Excel | Indera '™ | o data brpen
Note: Even though the warning may say that records Sues : imm«f T |
were delefed, they have nof actually yet been deleted at Foy | e 4
this point; you can still back out. L ' e
@ Click Yes to allow the deletion of Nicosof Offce Access =
records that violate the new field o ek e o
typels rules. i ggﬁss:?jtotfig%;ﬂ%\j}}:{djg%ﬂf:{%;r?rijge or more Figlds has been changed to a shorter size. If data is lost,
® You can also click No to abandon the o)
change.
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Field Properties Working with Fields

Each field has a set of properties that defines and controls
it. These properties include basics such as its size and
format, as well as rules for entries in it, such as requiring
an entry or not or restricting an entry to certain values.

Properties pane General tab Lookup tab
When a field is selected in The General tab contains The Lookup tab is primarily
Design view, its properties most of the properties for setting up lookup lists.

appear in the lower pane. you will work with.

Home  Create External Data  Database Toals Design 7]
I? o = S Insert Rows @ =2
=" U-:*./ z = E7
View || Primary Bullder Test Validation it Property Inclexes
- Key Rules 28 Lookup Column || sheet
Views Tools Show'Hide
All Access Objedts ~ « | Z] Suppliers x
B 1wentory Restockin., =1 Field Name A DataType Description =
FH Inventory Transactions ‘E 1o LT El
| Company Text
B 1voices First Name Text
EH Hew Customers | LastName Text
- R —— E-mail Address Text
T Order Detalls status | | -:;ziTniS: e :::
T orders _|Home Phone Text
T Orders Status | Mobile Phone Text
A Piiiteges | Fax Number Text
gl = __|Address Text
= roducts C,w Text
E Purchase Order Deta.. [ .S;atgfprovince T::t
T Purchase Grder Status 3 Text
E Purchase Orders T.En -
BB salesReports T Field Properties
Z shippers || | General
- . Field Size 50 &
1 strings ;;T::Aask u I ED
Z suppliers “gae?:j:v.a\uz
v il e g o torac o s )
[ Shippers Excel Required Nn“ Tamms;
= = Allow Zero Length ‘Mo
St = Indexed Yes [Duplicates OK)
Forms ¥ Unicode Compression  Yes _
Reports ¥ \IME Mode o Nao Contral
Macros v IME Sentence Mode _ None
Modules S (LS Tan =
Design view, Ps-:ﬂw_itmpmts. Fl=Help.  MNumlock EiE
Drop-down lists Property information  Yes/No properties
Some properties have When the insertion point ~ Some properties represent
drop-down lists from which is in a property’s box, yes/no questions; these are
you can select; click the arrow  information about that typically already filled in for
to open the list. Other fields property appears here. you with default values.

have Builder buttons ([=]),
which open a dialog box that
walks you through the process
of building an entry.




Understanding
Field Sizes

Each field has a size that limits
the amount of data you can
store in it. There are different
ways of expressing the field size
depending on the type of field.

The following table lists the specifications
for the data types for which Field Size is a
configurable setting. Many field types do
not allow you to set a field size.

Field Type Default Size Notes

Text 255 characters You can specify any number of characters from 0 to 255. Each character
occupies 1 byte of disk space.

Number Long Integer The choice of number format determines the number of bytes used to
store it:
Byte: Integers from 0 to 255 (1 byte).
Integer: Integers from -32,768 to +32,767 (2 bytes).
Long Integer: Integers from -2,147,483,648 to +2,147,483,647 (4 bytes).
Single: Integers from -3.4x10® to +3.4x10% and up to 7 significant digits
(4 bytes).
Double: Floating-point numbers from -1.797x103% to +1.797x10%%® and up
to 15 significant digits (8 bytes).
Replication ID: A globally unique identifier (GUID) such as a randomly
generated ID number (16 bytes).
Decimal: Integers with a defined decimal precision with values between
-10%8 and +10%. The default precision is zero, and the default number of
decimal places displayed is 18.

AutoNumber Long Integer Same as Number except there are only two choices: Long Integer or
Replication ID.




Change a
Field Size

Setting a field’s size as
small as possible — while
still accommodating all
entries — keeps the
database file small. The
difference in file size
becomes more pronounced
as more records are stored.

\ Change a Field Size

Working with Fields

chapter4

FOR THE TEXT DATA TYPE
@ n Design view, click the field.

@ Click in the Field Size row on the
General tab.

@ Change the field size.

Note: field size for a text field is expressed as a number
of characters.

FOR THE NUMBER DATA TYPE
@ In Design view, click the field.

The properties for that field appear.
@ Click in the Field Size row.

[=] appears on the row.

© Click here and dlick the field size that
you want.

Note: for a numeric field, size is expressed as a number
type. See the preceding section for details.
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Set a Field's
Format

A field’s format determines the Da' 2

way its data will be displayed.
You can change a field’s format
to affect its appearance in
datasheets, forms, and reports.

The field format is most significant

for fields that store data numerically,
such as Number, Currency, and Date/
Time, and Yes/No. )

\ Set a Field’s Format

@ In Design view, click the field. J — e :
iy Toa
The properties for that field appear. e = (1)
@ Click in the Format row. e
oy Tast
A [=] appears on the row. e
© Click here and dlick the format that you e —— -6
want. = B E e
) . ::m :_._;__;;_f_; e i o et s i
@ For Date/Time data types, the choices L S —————
appear as date/time formats. P s | T S B <_ﬂ
g =
@ For Yes/No fields, the choices appear AR S e
as ways of expressing yes or no. TR = B Y
[ -
—e—®
i
ﬁ.— oy jfasd
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Shipped

You can specify captions for fields
that are different from their actual
names. For example, if you have a
field called LastName, you could
set up its caption to appear as
“Last Name” with a space
between the words.

Captions appear in datasheet headings and
on labels in forms and reports.

| set  Field caption |

o . % _
@ In Design view, click the field. eSSt O ‘_"""““ﬂ - O
The properties for that field appear. A
@ Click here and type a caption. s - -
. . < Company Tex i.
Note: The caption can include spaces and symbols and S i are -
can be up to 255 characters long. - Enalceres e
g mm-w' | Business Phone Text
e | ot
| retone T ot
o et m"'” i
::3:' Purdhase Oeder Statu. ZIP."PIHIII Code ::;
T Purchase dvders | Couniry/Magien et L}
=
= supen =
o stses Field Size £ .
i
2 -9 | |
AR RYE | e iabat Fas tha Pusld o tad &0 8 form.
| | e e
?‘-h - S — [
adual = Unicode Compeension 1es
e el i_%mm <L ]
m‘:lﬂ.ﬂ'hﬂﬂl:ﬁ:!;l' = At | b 088
Whep y?u dlsplay the table’s (_1atasheet, o S —— %
the field's caption appears as its column e o Bty 4 e e e
headin * 3 Capp Coffes Madslsine  Keley Saiss Representate
8. % 4 TesLewvesh Naok Sato Iarketing Manages
2 5 Jumpin Java Amays Hemander-£: Sinles Hariger
Note: To check the caption in a datasheef, click [l fo . TGmlutemouat  Guasmen Wakeing anager
save and then switch to Datasheet view. g e S e
* 10 Keliow Coffes Luss Sousa Saies Manager
*  New)




Set a Default
VETTS

You can speed up data entry for
fields that usually contain the same
value by making that value the
default. For example, if 90% of your
clients pay by credit card, you could
make Credit Card the default value
in the PaymentType field.

[ set a pefouit value |

@ In Design view, click the field.
The properties for that field appear.
@ Click here and type a default value.

Note: When you move away from the fext box, Access
automatically adds quotation marks around what you
typed.

® When you display the table’s datasheet,
the default value appears in new
records.

The default value does not automatically
populate into existing records.

E R = B LT AU T R M E ] r\o...._. 2 T
i - P T .
T A e e e e

e b 4 [ Loty tm =
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Req uired Working with Fields

The primary key field is always
required for each record, but
you can also make other fields
required without changing the
primary key setting. When a
field is required, Access will
not enable users to move past
it during data entry.

\ Make a Field Required

@ In Design view, click the field.
The properties for that field appear.
@ Click in the Required row.
A [=] appears.
- - :;! Cutbor otss SToMs: B Paid? ves/No
@ Click here and dick Yes. = st
T onten
T ongen Seabut
T Froleges
0 produm
T Furduase Order Dt
0 rurdase ooderstan | | -
I purthase el Vigha Prapertiey
T 3abes Beponts | Gemesa opiug}
0 hippers |wmn |
5 seates Captian i
e [T &".L"::?L. |
0 cuppirs :::::Mm m‘J . entry in this field?
= | Indesed ei- |
"R shuppes tae mi:::mm Hone |
[Ty ¥ Smat Pt
e — (T |
— |
Diesinn voew F4 8 Switeh pune F) @ Ml (s m
When you enter a new record in the Mictosoft Ofice Access
table, a warning appears if you do not S voums ntor s vousnthe rdrEny Onderote
enter a value in a required field. 4 T

@ Click OK to clear the error and then
type a value in the required field.




Index

a Field

When you perform searches on

a database that contains many
records, a delay can occur as
Access searches. To minimize
searching delays, you can set
certain fields to be automatically
indexed. Searches based on those
fields will take place more quickly.

The two types of indexing are Yes
(Duplicates OK) and Yes (No Duplicates).
The latter has the side effect of forcing
each record to have a unique value for
that field, as with the primary key field.

| index aield |

@ In Design view, click the field.
The properties for that field appear.
@ Click in the Indexed row. e y
Fwentary Tanasmisns |- e -
[=] appears. D ey fi”“_b
T thew Customers | Shipping Text
H H = T Order Detaits PaymentType Text
@ Click here and dlick Yes (Duplicates @ peoasas [l P oo
OK). o
- - - 0 :’ Snty s,
This sets the field to be indexed without S e
forcing entries in it to be unique. P —
0 purmase oeder status .
@ You can also choose Yes (No By [ —
- . - Field Size s =]
Duplicates) if you prefer that records - g e |
. - - 5 Captian
have unique entries for that field. - lﬁm; SEeesesy
R || B 2 L
_;L:T -% i E‘I E”‘"” uL-mm "
—|i
Note: No differences are apparent in the datasheet EEEE——— e
between indexed and non-indexed fields. Microsoft Office Access =]
) The: changes you requested to the kable were not successful becauss they would create duplicate values in the
If you chose Yes (No Duplicates) and A Lotk
you then try to enter an identical value
for two records, an error message
appears.

@ Click OK to clear the message and then
correct the error.
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You can turn on smart tags

for a field to make it easier to
cross-reference data between

the Access database and Microsoft
Outlook (or another personal
information and email program)
and the Web.

\ Apply Smart Tags

@ In Design view, click the field.
The properties for that field appear. vl b " Bioon oo |
. . A8 Ancess Objects = || Combomn
@ Click in the Smart Tags row. R T e escton -
T cutomen (-] AutaMumber 5
20 Discontmused Frodu o Compaiy. T TR
[=] appears. B e [ =
o e | :!-mml& = |
H @ % sob Title = 2] Teptuns it
9 Click El T bt o Wﬂagomﬂ_ - i
. T tventery Tansadiens | _m«m;:c
The Smart Tags dialog box appears. B il jrestnoiae:
- Ve Qustomers [l Sart Tog Oskalls
. 0 onterpeatam By, Naas
@ Click the check box for the type of I cnswvmsb i ||| zijoomacage | R0 oG
I oretony | CountryfRegion =
smart tags to use. B omes e eme
0 cobers festn P
6 Cllck OK Tttty :.“ms.;fm = ) Q —
" I wvotuan :‘::“m Mo Shart Taon. L-—Iw
B ey I
:’ . Vakdation Test Gman Tagn te be appiied 18 tha Nl
=impenglll | T e
2 shivpen "7"" enien :
S| i o
2 St et Tag [=i=g
When working in a datasheet, a Smart T o e L]
Tag icon appears next to a tag-enabled ::g:;;g Tk
. . 123458.TRE
field when it is selected. Gz e
Hossaran0 | a

® Click the Smart Tag icon to see a menu
of activities, and then click the desired
activity.




Create an

Input Mask

You can create an input mask to
help minimize data-entry errors.
Input masks provide a template for
entering data into a field, such as
providing dashes between the parts
of a phone number and parentheses
around the first three numbers, like
this: (317)555-1298.

You can use one of Access’s input masks
“as is,” or you can customize it.

| creste an nput Masic_|

@ In Design view, click the field.
The properties for that field appear.
@ Click in the Input Mask row.

[==] appears .
© Click [=.

The Input Mask Wizard opens.

@ Click the type of input mask that you
want.

@ To try the mask, you can click in the
Try It box and type a sample entry.

@ Click Next to customize the mask.

@ You can instead click Fimish if you do
not want to customize the mask.
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. . B . e
O Modify the input mask’s code if you want ~ [T0 o

to. ol P (]

Note: See the Tip area for help. Sigaln o 7
@ Click here and select a different s

placeholder character if necessary. — . ®
@ To try the mask, you can click in the Try It AT-Q-ESIEI Ce=
box and type a sample entry.
@ Click Next.
© Click an option button to describe how
you want the data stored.
?‘mm im L. g €0 o Wil 12 1200 e date? Brsctiplion é
Note: This makes no difference unless you plan fo exporf the | = ccommmnear || ogemy | ¢ rmremmmeneer e
data; then your choice here determines how it will look when el 5, © " S ——
exported. 0 womors [[Rbrme Y
0 tvemmary Festachn ™ Horne prone
(@ Click Finish. pondad| oo
h k d h E_: R Custamers F :::"‘”
The input mask code appears in the Input I il 10}
. - . T cnser breas sraeu P/Postal Code —
Mask row in the field's properties. W e | Gommnegen) Lo | shes i ] e :
Note: You could click Next in step 10 and then click Finish | = """ all
after that, but the next step is just a summary screen. You B e =
o o o 0 rurdusie ovter deta
save a step by clicking Finish early. B st e s LN | :
B Pk ouin ( | A pareers for ai aska v Be enieves in i N |
T sates Bemarts ‘
= shiwpes
3 st
3 st £ n ctrsmaritagaproes =13 !
e s iCryed

@)

How do | create a custom input mask?

Input masks use characters to represent the types of data they will accept. Here are the most commonly
used characters. For more characters, look up “Input Mask Character Reference” in the Access Help system.

Character Use

0 Single digit, required

9 Single digit, optional

# A digit, space, plus sign, or minus sign
L Single letter, required

? Single letter, optional

>

Single letter or number, required

Single letter or number, optional

o

Any character or a space, required

Any character or a space, optional




Create a

Validation Rule

Fnter date as
Input masks help users enter
the proper number and type
of characters, but they cannot
restrict the field to certain
entries based on logic.

You can construct a validation rule that
forces a field entry to meet a logical
test of its validity. For example, you
could make sure that negative numbers
could not be entered into a numeric
field. You can also create validation
text, a custom message that appears
when the rule is violated.

\ Create a Validation Rule

@ n Design view, click the field. & o rm sy s -
The properties for that field appear.
@ Click in the Validation Rule row. : ;
T cumumen i o pebiacins Nurmber ' =
T Discontisd o D Autolymber
[ appears e
© dlick [=1. 3 i (| S e
B bwaroy Bescsciin. | ListPrice urrency
2 e msmens | | S i E;-.—”'"“"“‘“ T
i T Quantity Per Unit Toat
0 new Custamens o r::lunﬂw::(wd — ::mb:'
T Onger Detam T, o s
ey S ———
O ordatmy
T Orden -
T Ginders Statas mm
T rwiteges Field Size. Long Iedrger
2 freducs mmm Aute |
T furhiase Ouder feta Input Mgix:
Captian {
3 e D e
SIS
. . . Shippen e {
The Expression Builder dialog box . o - ;
opens. B s S
D e P = Sl e P - ety lhm b [masw
@ Enter the expression that represents the e
criteria to specify. Q_. - %--—6
Note: See the Tip area for help. PR e TS [ B =]
@ Cdlick OK. B

Note: You could have simply typed the validation rule
into the row and skipped steps 3 to 5, but the Expression
Builder’s tools can be useful for complex expressions.
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@ The validation rule appears in the
Validation Rule row.
@ Click here and type the text for the error o O

- bty - o || e Emomn | =

message. ey Fiekd Hame. . DataType. Description -
1 cumomen | Supplier IDs Nurnber =
B0 isconbnued Freou .' il AuvtoNumber
S e || o0 s
I enployee: | Description Memo
0 twveminy Restacking | ||| Standard Cost Currency
e ]| b Sbtr entory quariy :
0 tventany Sansasions | |1 varges Lavel [ Number =l level after a p
= e _ Quantity Per Unit Text
vl | S Eere e
B oioxoxim ey e
IO et s same Attachmenis Aftachment
I oretonry | -
T onmen I
0 onts s e
fuas - Peld Size Long Integer |
00 e ;:::'umn auts ‘
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T Sabes Bemorts Fequiled i T
2 shipen ;‘::,,, it
ﬂ Stater Test Aiign Gener
2 e ! | |
Deesign viem Fi = Switah panes. Fl= Help  fhn Lok m

Microsoft Office Access

When the rule is violated, a custom error
message appears containing the text you
specified in the Validation Text row.

ag Target level must be a positive number

@ Click OK and then reenter the field entry.

@
How do | use the Expression Builder?

The Expression Builder can guide you in determining the correct syntax for an expression. There are many
types of expression content available, including functions, constants, and operators. For example, to enter an
expression for a value that is greater than 0 but less than 100, you could use the Between operator, like this:

@ Click Operators. [rston utder I | [ Gieeion Bt
. Expr find Expr | Between 0 And 100

@ Click Comparison. [ | A4 e |

. +- 0% s =5 <] and or hot ke ¢ )| Paste Hel +- 4 <fa]=F << and or mot Lke| ()] | Peste Hel
© Double-click Between. e - = = bi = =il
e rithmatic <= g one rthmetic -
© The text “Between Expr S s || [P m— e
And Expr” appears. | G
@ Replace the first Expr with 0.

@ Replace the second Expr with 100.
O Click OK.




Create a Record-Level
Validation Rule

DATE DATE
ORDERED: SHIPPED:

You can construct a record-level
validation rule to check information e/ dd/ Yyyyy
to create validation conditions that
involve more than one field.

For example, in an Employees table, you
could make sure that the Hire date is
before the Separation date because an
employee cannot quit before being hired.

\ Create a Record-Level Validation Rule

@ In Design view, click Property Sheet.

The Property Sheet for the entire table
appears.

@ Click in the Validation Rule box and
type the expression.

Note: See the Tip area for more help.

© Click here and type the error message
text.

@ Click Test Validation Rules.
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If the table contains data already, a
warning appears that the data must be
checked.

@ Click Yes.

If the table has not been saved, a prompt
appears to save it.

O Click Yes.

If existing data violates the new rule,
another warning appears. You can either
keep the new rule or change it if this
happens.

@ Click Yes to keep the new rule even if
some existing data violates it.

® You can also click No to go back to the
previous rule (if any).

© dlick OK.

The check is complete.

Microsoft Office Access e

This operation will test the table's record and field validation rules, as well as the Required and
i AllowZeroLength properties, for all data in the table.

This pracess may take a long kime.
Do wou want to continue anyway?

|

Microsoft Office Access

You must save the table first.

Microsoft Office Access can't test your data until you save the design changes you made.
Do you wank to save the table now?

e

Microsoft Office Access x|

Existing data violates the new record validation rule.

Do vou want to continue testing data with this new rule?

* To continue testing for other new rule violations, click Yes,
* Ta continue ta kest only the old validation rules, click Ma,
* Ta stop testing, click Cancel.

rromm [ e Pl o

A

Microsoft Office Access =

)

How do I construct a validation
rule that contains field names?

You can type field
names directly into
an expression by
enclosing them in
square brackets,
like this:
[StartDate].

What happens to existing data
that violates the rule?

Nothing happens to it; it is
allowed to continue to exist.
However, new records will
not be permitted to
violate the rule, and

if you ever edit the
record that violates the
rule, you will not be
able to save changes
to it until you fix the
violation.
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Relationships and Lookups

Relational databases are
powerful because they
can contain multiple
related tables. You can
create relationships
between tables directly
in the Relationships
window, or you can
create relationships by
building lookups that
populate a field in one
table with values from
another table.
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Understanding

Relationships

You can connect tables by
creating relationships between
them based on a common
field that they share. These
relationships make it possible
to create forms, queries, and
reports that include fields
from multiple tables.

" N — = o
LastName ~First Name City State  Zip
1 David  Ronda | Allentown
2 Wong Lee Barrow IN 46142
3 Cramer | Jean Clayton IN 461
Allen

4 NMartin
S,

Common Fields

For a relationship to exist between two tables, they
must have a common field. For example, the
Customers table may have a CustomerlD field, and
the Orders table may also have a CustomerlID field.
The two tables could be joined, or related, by that
field. The field type must be the same in both
tables for a relationship to exist. (Exception: An
AutoNumber field can be related to a Number field.)

:

Flower Power

Wicker Park Gardens
Allen’s Greenhouse
Bloomin’ Betty’s

A New Leaf

=

Heritage Flower Shop

S
X
=
S
o3
~
IS}
=

The Primary Key and Foreign Key

In most relationships, the primary key field in one
table is related to a field in the other table that is not
its primary key. In one table the field contains unique
values, whereas in the other table it does not. The
relationship field in the other table is called the
foreign key. For example, in the Customers table,
each record has a unique CustomerlD field, but in the
Orders table, two different orders may have the same
CustomerlD.

s
) 5‘%%{%55@% =

/o]

4
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Referential Integrity

Relationships can optionally be set to enforce
referential integrity. This prevents the foreign key
field from containing values that do not appear in
the primary key field. For example, in the Orders
table, a CustomerID value could not be entered that
had no valid corresponding entry in the Customers
table. This would prevent users from entering orders
for nonexistent customers.

Cascade Update and Cascade Delete

When referential integrity is enabled, you can also
enable Cascade Update and Cascade Delete. With
Cascade Update, when a primary key entry changes,
the foreign key entry in the related table changes too.
For example, if a customer’s CustomerlD changes in
the Customers table, all his or her orders in the
Orders table will reflect the new ID number.

Cascade Delete

With Cascade Delete, when a record is deleted from
the table containing the primary key part of the
relationship, all corresponding records in the table
containing the foreign key are deleted. For example,
if a customer’s record is deleted from the Customers
table, all that customer’s orders would be deleted
from the Orders table. Use this feature with caution.




Create a Relationship
between Two Tables

Relationships are created and
managed in a special database
view called the Relationships
window. You can create
relationships between tables
from there by dragging a
field from one table onto a
field from another.

Create a Relationship between Two Tables /

OPEN RELATIONSHIPS VIEW
@ Click Database Tools.

The Database Tools tab appears.
@ Click Relationships.

The Show Table dialog box opens.

Note: This dialog box does not open if you already have one
or more tables in the Relationships window.

ADD TABLES TO THE RELATIONSHIPS
WINDOW

@ 1 the Show Table dialog box is not already
open, click Show Table.

@ Click a table to add to the Relationships
window.

© Click Add.

©® The table appears in the Relationships
window.

@ Repeat steps 2 to 3 as needed to add more
tables.

@ You can also drag tables from the Tables list.
@ Click Close.
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CREATE A RELATIONSHIP

@ Click the primary key field to be
associated with a field in another table.

@ Drag and drop the primary key field onto
the associated field in the other table.

© You can mark the Enforce Referential
Integrity check box.

@ You can mark the Cascade Update
Related Fields check box.

@ You can mark the Cascade Delete
Related Records check box.

O Click Create.

A connector appears between the two
fields.

@ On the “1” side, each record contains a
unique entry for the joined field.

@ On the “Many” side, multiple records can
have the same value for the joined field.

Note: If you did not enforce referential integrity, a plain line
appears with no symbols on it.

@

What is a join type? How do I change the join type?

A join type dictates what happens in . .

a query or other combined view @ Click Join Type.

when there are records in one table

that do not have a corresponding @ Click a join type in the Join Properties dialog box.

entry in the other. The default join

type is to include only Click OK.
records where the L34
joined fields from Laiilii T —
both tables e e
- | - -
are equal. A Z& I B:.:;mr 7] [messtal
JOIN | TYPE ="
A 7| Enforce Reoferontil Tnkogrity
(4 J\x Sm::n e -”:‘.Mﬂ-m i Lﬁé
T L IO _: mmmmwmwmmm

"Criders’ wheve the juined ks e sgual,

g Include ALL “Drders' e
F’ “Chents’ where the joined fiskds are squel.




Edit a

Relationship

You can change your mind about
the nature of a relationship after
creating it. For example, you may
choose to change the referential
integrity options or the join type.

Edit a Relationship /

@ In the Relationships window, double-
click the connector between two tables.

The Edit Relationships dialog box
opens.

@ Do any of the following:

® Mark or clear Enforce Referential
Integrity.

® Mark or clear Cascade Update
Related Fields.

® Mark or clear Cascade Delete
Related Records.

© Click OK.

The relationship is changed according
to the option that you selected.

T —— 1

Clients Orelers
i 5 )
WD - ¥ D
Company \ OrderDate
First Mame = Customer
Last Mame Shipping
E-mail Aclelress FaymentType
Jab Title Paid?
Business Phone ¥
S |
Edit Relationships (7 ]
TablefQuery: Related Table/Query: _9
Clignts ‘.'_] Orders
-— Cancel
D [=]customer | —
| |:| Join Type..

Enforce Referential Integrity
Cascade Update Related Fields
Cascade Delete Related Records

Relationship Type:

Cne-To-Many




Remove a

Relationship

You can remove the relationship
between tables. This may be
necessary in order to create a
lookup, for example (because
the Lookup Wizard likes to
create its own relationships),

or in order to change the data
type for one of the fields.

Remove a Relationship /

Working with Relationships and Lookups chapter 5

@ In the Relationships window, right-click
the line between the two tables.

@ Click Delete.

A confirmation box appears.
© Click Yes.

The relationship line is removed.

Note: You cannot undo a relationship deletion. You must
re-create the relationship if you want it back.

Readdy o Lo

Microsoft Office Access =]

B fire you sure you want b permansntly delete the selected relationship from your databass?




Arrange the
Relationships Window

As you create more relationships and
larger databases, the connector lines
between tables may be difficult to see
because of overlap. You can move the
tables around in the Relationships
window, and you can also resize

the window for each table.

L5 =

Arrange the Relationships Window /

MOVE A TABLE IN THE - -
RELATIONSHIPS WINDOW die Orders Orderbetals
7o E P ¥ OrderDetailln
. Company OrderDate Order
© Drag a table’s title bar to a new Fi Name e Quantty
|0cati0n. JE;r:aTwlwﬂx;ddress ShippingType
Eiincs e
The relationship lines stay connected.
@ If you need more room, use the scroll P
ProcuctD -
bar to scroll down. 1] et H
P - WhaolesalePrice
Eommionoe | ontand.
Address1 ReorderTarget ¥
Address2
ity
State
4 [l 3 ¥
RESIZE A TABLE'S FIELD LIST
Vendors
@ Position the mouse pointer at the B —
bottom of a table’s field list and drag f:;t;;:j“““”
up or down to enlarge or shrink the list i
box. e
Country
. . . Brodu gkl
You can also drag a field list's side !

border to expand the box horizontally.




Print a 5
Relationship Report chapter

As you work on your database,
you may find it useful to have a
printed copy of the Relationships
window to refer to. You can get
such a printout by creating a
relationship report.

Print a Relationship Report ]

@ On the Design tab, dlick Relationship
Report.

A printable version of the Relationships
window appears in Print Preview.

@ Click Print.

The Print dialog box opens.

@ Set any printing options if needed:

@ Click here to choose a different printer.
@ You can increase the number of copies.
@ Click OK.
The report prints.




View Object
Dependencies

You can view an object’s
dependencies from the Object
Dependencies task pane. This is
easier than trying to decipher the
relationships in the Relationships
window in a very complex database.

The Relationships window does not need
to be open to view object dependencies.

View Object Dependencies /

@ If you are in the Relationships window,
click Close to exit.

@ Click Database Tools. A R o
. . . - T o5 5 rrownty dhert s batasan, ..- | ;j'*. - el
© Click the table to examine. S e, mﬁmm«-& ¢ . e AR sl
Wit T Camut bncrns 23 Vsl Bsie Fheniage tar FaniigeTanie Senver Dntabne | aage O Adine Accot
. . . it Hide Aatye Rheys Daty Gatabiaie Tols
@ Click Object Dependencies. prye—— o
Tables & Tabls: Produts Aefreshy
. . 0 e 5 Cbiectsthat depen on e
The Object Dependencies task pane B smane Rppresreipe
. Oreh. " O CrderCetuls
opens. | e v
I venasen = Gueries.
Reparts ihr.
B redatenitug for Sycim. Bene.
=i Mgty
L
el
W Things that couse.
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@ Click a type of dependency to view: Object Dependencies x
@ Click here to see objects that are e A ks s
. —>» (@ Ohijects that depend on me
dependent on the chosen object e 52
(© changes to ©) —3»") Ohijects that T depend on
’ e =1 Tables
@ Click here to see objects that the chosen ol
object is dependent on (©) changes @ H e
to ) = Queries
: Mone - = ﬂ
. Object Dependencies <
@ If any queries, forms, or reports are based @ = F”L“zne e 7
Table: Products Refres
on the table, they appear here.
Y app = Repﬁrts @ Ohjects that depend on me
- . . e
@ You can dlick a plus sign next to an object ) Ohjects that T depend on
to view its own dependencies. = Tables
. . B Ef OrderDetails
The object’s dependencies appear. B B Table: Orders
. Q@ > m 5 Table: Clent
@ If any of those dependencies have plus = g Table O'Zn i
. - == dnle; Lrder|
signs next to them, you can click them to
dth EF  Table: Products
expand them, too. =R Vendors
@ Click here to close the task pane when = Queries
.. Mone
finished. R
Mane
[=l Reports
Mone

@

Why would I need to view object
dependencies?

In a complex database, almost every object
depends on some other object. Very rarely would a
table stand alone. Therefore, you should not delete
an object until you understand what other objects
will be affected by that
deletion. For example,
if you delete a table,
a form based on it
will be orphaned.

Is there any way to see all the
dependencies for all objects at once?
Yes. Use the Database Documenter feature
to do just that. It is covered in the next
section, “Document the Database.”




Document
the Database

You can use the Database
Documenter feature to generate
a full report about the database,
including all the details about
each object and its relationships
and dependencies.

This report would be very useful to provide to
another database designer to help him or her
understand the structure of the database.

Document the Database ]

@ Click Database Tools.

@ Click Database Documenter.
The Documenter dialog box opens.

@ Click the All Object Types tab.

A list of all objects appears.

@ Mark the check boxes for each object
you want to include.

® You can click Select All to select all
objects.

@ To include the database’s properties,
click here.

@ To include the Relationships diagram,
click here.

@ Click OK.

- —tatasne Docimeiin <
= Zdobiet Depenbenon - S aealrze Peformanes | =
N e Bt Fanatgze Tunie
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The information appears in a report in

!‘E‘n_
- 0 ~ Pt Presiew “
Print Preview. 2 o () o QT | 93 3 20
. . . Pyint, - Ilwﬁtlvxlﬂuku.c‘m m (aw?-lm ;;; P:.;:: -AIII & ;. ol
@ To zoom in on the report, you click it. ot i : e
Al Arceys Obyecs W
You can click again to zoom out. B oem . 19 b Devinan =
I crmsbean
. . & — —
@ Click Print. . r—
T v e T T
e - BEF g
. Faton g fod Sycam . o » " =
= <
= £ :
E E-—-u-o-—m
=
= 5 " .
= =
Feaily Fhum Lo
The Print dialog box opens. [ 'g e ==
Perer
@ Set any printing options if needed: il —
® You can click here and choose a different Comt ipettorie
printer. e o p—
Lneeies é [ ‘l" Colate
@ You can click here to increase the number T L oo
of copies. [ sme | = o | [ |
© dlick OK.

The report prints.

@

How do I get out of Print Preview?

@ Click Close Print Preview on the Print Preview | [FR——=@wae |
a 2 [ 1 S Sl et e || :
tab to go back to working with the database normally. et et : c.;,ermj—nm

Access Database
Export selected object to an Access
database

Can I export the report to another
program instead of printing it?

XML File
Export selected object to an XML file

Snapshot Viewer
Export selected object to a Snapshot
farmat file

HTML Document

Export selected object to an HTML
document

@ Yes. On the Print Preview tab, in the Data group, there
are several buttons for exporting to various formats.

@ For additional formats, click More and select from the menu.

Merge it with Microsoft Office Word
u o Mail Merge wizard to

&1 &1 g g3 &3




Understanding

Lookups

A lookup is a relationship between
a certain field in a table and either

a list of items from another table
or a manually entered list.

2,
Users entering new records can use the Alabam@
lookup to select from a list rather than having Alaska
to manually type an entry in the field. This Aﬂ_‘m"sas
cuts down on data-entry errors and makes A“zoaae,dw
data entry more intuitive. New

Indiand
Mississippl
S

Relationships Based on Numbers Lookups Match Numbers to Names

Relationships between tables often work best when A lookup cross-references the related table and
they are based on numeric values. For example, the displays “friendly” fields from it that help users find
CustomerlD in the Customers table may be a number, the right record. For example, you could set up a

so the related Customer field in the Orders table lookup for the Customer field in the Orders table so
would also need to be a number. But when a user is that users could choose from a list of customer first
entering a new order, she probably does not know the and last names and be shielded from the customer

customer’s ID number without looking it up. ID numbers.
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Lookups Based on Tables

To set up a table lookup, change the data type for the
field to Lookup and then use the Lookup Wizard to
specify the source table. You do not need to set up the
relationship between the tables beforehand.

If There Is an Existing Relationship

If you have an existing relationship established between
the table containing the field and the table containing
the lookup list, you may encounter an error in creating the
lookup if the Lookup Wizard wants to create a different
kind of relationship than exists already. The quickest way
to solve this problem is often to delete the existing
relationship and allow the Lookup Wizard to re-create it.

Lookups Based on Lists That You Type

If the list of entries to appear on the drop-down list is
small or if it will never or seldom change, it may be
overkill to put the entries in a separate table. In cases
such as this, you may prefer to create a lookup based on
entries that you set up yourself. The Lookup Wizard can
create this type of lookup too and can prompt you for the
entries to use.




Create a Table for

Use As a Field Lookup

If the values you want for your
lookup list already exist in another
table, that is fine. But if they do
not, you will need to construct a
new table for the values. Lookup
tables are typically very simple,
consisting of only one or two fields.

Follow the steps in this section only if the data for
the list does not exist already in another table.

Create a Table for Use As a Field Lookup /

@ Click Create.
@ Click Table Design.

A new table opens in Table Design
view.

© Type a name that describes the list.

Note: It does not need fo exactly match the field in the
other table that will be looking up from it.

@ Set the data type as appropriate.
Note: Text is usually appropriate.
@ Click Primary Key.

A key appears next to the field,
indicating that it is the primary key.

— Creste | EstenalData  Databaie ok
T » T Phatchas. =T & 3 Lkl =
mE o amos O E2me 8 RE D
Tibbe  Tible  SharePont Taile m St Multiple Fam - Repart ort | Guury Query Wasre
pt farm b Drgn B ResonWisd pvign | wisard Deign *

i Porms Wmpprets Ot

e =
| Genaand Lookug:
| Field Size s |
| Farmat |
| Ingt baask: |
| Gaptaan
| Eretmm alue
| Valigyben Rte & fiehd mame a0 De up 19 62 chasycten long.
I Walidation Test Induding spaces. Preas £ 1or help on fiekd
| Bequinea e e
| Atow Zera Lengt
| Ingeaed Vs [Ho Dughieate)
| Unicode Compressan Vet
| ML RIS Ne Contred
| IME Sprtande iicde ane |
Lot Ty
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O click [

The Save As dialog box opens.
@ Type a name for the lookup table.
© dlick OK.
© Click View.

The view switches to Datasheet view.
(@ Type the records into the table.

Note: It does not matier what order you enter them in
because you can specify a sort order when you set up the
lookup.

@ Right-dlick the table’s tab.
@ Click Close.

Fieia Properties

Hawigation Fane

|
L |

e (a0 Be P 1681 chasscten long,
| Validatign Tt Ineluting sgates. Press F1 for heip on e

yeryey

Delaware

Districtof Colu
Flonida

@

Why go to the trouble of creating a table?

A table makes editing the lookup list later much
more convenient. With a lookup

that consists of manually
entered values, the only -
way to edit the values is
through the field's
properties in Table
Design view, which
can be inconvenient. A
lookup table can also
be reused for multiple
lookups in different tables.

Does the lookup table have to have
a primary key defined?

No, that is not necessary. However,
assigning a primary key for every

table is considered good
housekeeping practice
in a database. In
addition, setting a field
as a primary key is a
good way to ensure
that it contains no
duplicate values.




Create a Field Lookup

Based on a Table

You can create a lookup for a field
that references the values in another
table. When the user enters data for
that field, instead of the ordinary
text box, a drop-down menu appears
containing the values from the lookup.
If the values in that other table
change, the values in the lookup

will change too.

Create a Field Lookup Based on a Table /

i i i i = Howe  Grewe GO DmeneTan | Dein “w
@ In Table Design view in the field to use &
the lookup, click here and click V2 & P QW
Lookup Wizard. i i —
Note: Make sure you are working in the table and field o — "5{' pm— - &
that should use the lookup, not the table containing the T ooy Yot
a me e
lookup values. e P L
B sn | lobTitle Text
B B Yo
Repests “ 1| mablle Phone Tent
W Eedwenihe: I ::;mumm :’::l
I f::-ﬁruvlm ::ﬁ ._T_(—ﬂ
. DIP/Postal Code Text
Country/Region Meme 1
o coumier ke
i Date/Time
[Gemurniacrag] _eumercy |
| ::::“ £ AutoNumber -‘| |
'":-3'73" ;.:o";m |
Vagaion i priapinisls Tow ok rpesairmmes o W ot i
Vdation Test ENE whert 3 1hede in he fuld, Prev L fae
Faquaes e heip on data broen.
‘ S .
o
| I:::‘:;\uma meaie Peut
Devan view P = Smiilvienes Fi- e thiniod [Oasw
The Lookup Wizard opens. —
e =y = S LS .
. Y| B
@ Click Next. Hg :
i - il _-:::omnmnml-u
2
[ [l
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@ Click the table that contains the lookup fookyp Wizzrd
Values : mi?lﬂe or query should provide the values for your lookup |
Note: This can be a table that you created specifically for the TR e
lookup or an existing table that serves other purposes in the :
database.
@ Click Next.
e Click the field containing the values. _
Which fields contain the values you want induded in your lookup 1
e CIICk the > button i mﬂhe fields you select become columns in your lookup
The field moves to the Selected Fields list. 5
@ If there are other fields in the table that . et
you want to appear on the lookup list, -
repeat steps 5 to 6 to add them.
Note: Access will add the primary key field automatically if =) 0
you do not explicitly choose it. =
@ Click Next.
(‘\ (e | [ <pak [ etz ][ oo
Can | use a query instead of a table? Wit

| Which table or query sheuld provide S vshes for your loskug
okt

Yes. A query is a sorted or filtered version of a table, or a combination of tables. | =8
When two or more tables have relationships between them, you can create ==
queries that join the data from them into a single datasheet. That way, you can '
use data from multiple tables as if the data resided together in a single object.

@ For access to any queries, click Queries. —

Can I set up lookups without using the wizard?

© Yes, you can use the Lookup tab in the field's properties, ‘%’% e o _|
placing a SQL statement in the Row Source box. o i : "
You probably will not want to create lookups that way, but ..;m‘:..m
you might use the boxes on the Lookup tab to make minor el st ‘
changes to a lookup without having to totally re-create it. o o o Vo |

>




Create a Field Lookup

Based on a Table (continued)

You can sort the list as part of
the lookup specification. This
can be useful if you want the
list to appear in the lookup in
a different order in one usage
than in another. The lookup
table’s records need not have
been entered in any particular
order because the values can
be sorted later.

Create a Field Lookup Based on a Table (continued) /

© 1f you want to sort the list, click here
and click the field name.

Note: The default sort order is Ascending.

( If you want to toggle the default sort
order to Descending, click Ascending.

@ 1 there are other fields that you want
to sort by, repeat steps 9 to 10.

@ Click Next.

(® If you want to change the column
width for the lookup list, drag the right
edge.

You can also double-click the right edge
to autofit the column to the current
contents.

@ Click Next.

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

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

o @
. I
: | ] (o)
| — L TH

12)

[ concel | [ <Bak | met» || ‘e |

Lookup Wizard
How wide would you like the columns in your logkup column? |

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

States <—®

=
| Alabama
[ Waska B
| Arizona
|| Arkansas
| California
__|Eolorado
| Connecticut. m -
cancel | [ <Back | mext> | [ mmsh |
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(® You can modify the label assigned to the [Loctup Weard T .|

field. Wik bl viookdPyoa Wk For YouE lockip ke f

By default, the wizard uses the field name
as the label.

@ Click Finish.

Do you want to store multiple values for this lookup?
[7] Allow Multiple Values

Those are all the answers the wizard needs to create your lookup
column.

A prompt appears to save the table. Lookup Wizard
m cllck Yes A The table must be saved before relationships can be created, Save now?
. . 17
The lookup is created. You can examine
the lookup settings on the Lookup tab of
the field's properties.

)

How can | make changes to the lookup?

To make small changes, use the Lookup

tab in the field’s properties. If you need

to re-create the lookup, you will first need Q
to delete the relationship that the Lookup
Wizard created:

@ From the Relationships window,
drag the lookup table into the
layout if it is not already there.

@ Click the line between the lookup
table and the other table.

© Press (D).

= ey




Create a Field Lookup

with Values That You Specify

If the list from which you want
users to choose for a field is
fairly short and will not change
frequently, you may prefer to
create a lookup based on values
that you enter into the Lookup
Wizard. This creates a makeshift
lookup table that exists only in
the Lookup properties for the
field. If you ever need to edit
the list, you can make the
changes from the properties.

\.oo‘k\n; 1ist

@ In Table Design view in the field to T ——
use the lookup, click here and click [ S @) (| SIS 3 T ] Sk
. Wow || Pk e g || O el [l e | S]] | MO | e = i ore | B |
loo"“p Wllard' V\;m €Ill|'ll.ﬂ"'. = f:’m 5, Fach Tt - . ;7;0‘1« =
Al access 0= | 4 [T
Note: Make sure that you are working in the table and L e Dessnption .
field that should use the lookup, not the fable containing 3 oman | e eme
the lookup values. g5 state/orovics Te:
1 predi TIF/Postal Cace Text =
A e <_o |
o & :::mm :w.::'r _
S states ey DatefTime
Fpart; & Currency
H Felamonig: Autohumber
resfNo
OLE Object
S '
[Gane gk
| s 5 -II
el |
Defautt Vanar
| Vesion e || e e e e o
Raquires e | heip on data bron.
. !ih:-:i:‘?’::uma\- xff.":ﬂm- !
Covtpnvien Fi = Smtihpanes P = oo Nhun Lod [Oasw
The Lookup Wizard opens. el SR
. - o L) . ¥ Y
@ Click 1 will type in the values that I ==
want (©) changesto @). RN
@ Click Next. 3]
o] [ e [e)
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Lookup Wizard

@ Type the values to display in the lookup

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

r B i To adjust the width of a column, drag its right edge to the width t, or double-diick th
Nclne. Itis Imq;i co_mnlmn tlo use a single jolumn.l Use multiple TR Ve AR ey R A B O S o T
columns only if a single column cannot adequately represent oo 7]
the values.

T
| United States

@ Click Next.

9

*
[ cancel | [ <Bak | met> |[ Ensn |
@ You can modify the label assigned to the oohpWeard . S & |

field What label would you like for your lookup column? |
ield.

ountry/Region |
By default, the wizard uses the field name _ e
as the Iabel_ Do you want to store multiple values for this lookup?

[] Allow Multiple Values
@ Click Finish.

The lookup is created. You can examine
the lookup settings on the Lookup tab of
the field's properties.

@

Those are all the answers the wizard needs to create your lockup
column.

) e oo | Canae— 9

How can I change the values on the list?

On the Lookup tab of the field’s properties, the Row
Source box contains the values you specified for the list,

each one in quotation marks, separated by semicolons. PY
() If.you nt_eed to modify the list, type your changes —= ’
directly into that text box, making sure you keep the e -
correct syntax with the quotation marks and semicolons. |5 i ~
|Column Count 1
== . |Column Heads No
Are users limited to only the values on my list?  ||cumwan
No, because the default display control is a combo box, i o o
which also enables users to enter their own values. [Allwr Vel 2 Eaits—[No

List Thems Edit Form

@ If you want to restrict users to your values only, open
the Display Control property’s list and choose List Box.




Set Up a

Multivalued Field

Multiple Values

A multivalued field can store more
than one value. For example, if
you have a certain product that
comes in three colors, you could
use a multivalue Color field rather
than have three separate records
for that product in the table.

Creating a multivalued field is the same
as creating any other lookup, except
for the last option in the wizard.

Set Up a Multivalued Field /

@ Follow steps 1 to 15 in “Create a Field
Lookup Based on a Table.”

OR

Follow steps 1 to 6 in “Create a Field
Lookup with Values That You Specify.”

@ Click Allow Multiple Values.
@ Click Finish.

Lookup Wizard ——

What label would you like for your lookup column?

Terms

Do vou want to store multiple values for this lookup?
Allow Multiple Values

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

Cancel ][<§ﬂd€ ] Mext = ‘[Eﬂd’l *J

A warning appears about changing the Microsoft Office Access =
fleld tO Store mU|tIp|e Values You have changed the *Terms’ lookup column to store multiple values. You will not be able to undo
! this change once you save the table.
e cllck Yes © Dovouwant ko change 'Terms' to store multiple values?




Working with Relationships and Lookups chapter 5

@ Click View to switch to Datasheet view.
A prompt appears to save the table.
O Click Yes.

The lookup is created with multiple values

allowed.

--——“""':';o— o—:—'
The lookup is displayed with multiple N ———
values allowed in the chosen field. ¥ O st AR T e A

Note: See Chapter 2 for details about entering values into the

field.

e T T e — —
\/How can I change the values in a multivalued list?
The same way as with any other lookup:
© Make changes from the Lookup tab in the
properties for the field from Table Design view. I

Row Source Type Vawelit B} ) ™Y
Can | edit the list the same as with a normal e e

multivalued list (from Datasheet view)? e
Calumn Widths |l
Yes, but you have to make one small change to the b =
field's Lookup properties in Table Design view: el e
eld’s Lookup properties e Design vie i 10 (1)

List tems Edit Form

@ On the Lookup tab, set Allow Value List Edits to Yes. | Lswovony rowseuc e




CHAPTER

Finding an
Filtering Data

Access 2007 provides many
ways of locating individual
data records within your
database. You learned in
Chapter 2 about sorting

a datasheet, one of the
simplest methods of

looking something up.

In this chapter, you will learn
about two other ways: using
the Find feature to find a text
string and using the Filter
feature to show only records
that match criteria that you

specify.
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Understanding Find

and Replace

Find and Replace is a single feature with two parts. On the Find tab, you can find
text strings within records. On the Replace tab, you can do the same thing, except
you can also optionally replace the found data with some other text that you specify.

Find What

Specify a text string or
numeric value to find.

Look In
You can optionally limit the
search to a certain field.

Morthwind 2007 : Datal

Match
You can look for exact matches of
the whole field or partial matches.

| Hnn:| Create External Data  Database Tools 7
% [ j & |[caibr Th ] ||D ‘u Mew X Totals ;L Y Y;s:lemun- Eﬂ 2 Replace
Hsave W spelting || %l V=) Advanced = = GoTo~
i Past Rfre Filt
i C U |“ i "HA [F H ‘ = g ‘ |es ‘ X Delete - EMorer | = ale Fiitar i l§ selac
| Views Chpuoam =0 Fant = Rich Tert Records Sort & Filter Find
All Access Objets  ~| « || =
Tables a A | OrderID ~| Employee - Customer - OrderDate - | ShippedDate - | Ship Via - | Ship Name - Ship =
T customers = E[ Accessibility Plu 4/5/2006 4/5/2006 Shipping Company A 1234
EA Discontinued Produi.. ] 47 Michael Neipper Colvin Enterprist 4/8/2006 4/8/2006/ Shipping Company B 1234
T Emplayes Privileaes B 48 Mariya Sergienko Noodle Foods 4/5/2006 4/5/2006 Shipping Company B 1237
BB Enployees = [Find and Replace S - [ 58 [pmpany A 1237
T Iwentory Restocking 2 sl G
B mpany B 1234
EH nventory Restockin.., L ) Fk
® Findwhati | Robert [=] [ Fndnext | | bmpanyc 1234
1 nwentory Transactions = e i
B et ‘ —
= Lok In: [Emplayes mpany A 123 4]
Bl e cmhes e Match: |y Part of Fild [~ mpany B 12343
EA orderDetails B S al E@ mpany C 1234
3 order Details Status & MatehiGaser: 9] Seareh Fiskis p Forrmatted mpany C 1234
= orderEntry = mpany B 123 /]
T orders & 63 Mariya Sergienko Beachwarez 4/25/2006 4/25/2006 Shipping Company B 1234
BB ordeisistatos B 64 Laura Giussani  Colvin Enterprist 5/3/2006 5/9/2006/ Shipping Company B 1234
BR priviieges i 65 Anne Hellung-Lar The ACME Corpo 5/11/2006 5/11/2006 Shipping Company C 1234
B senies 3} 66 Jan Kotas Noodle Foods 5/24/2006 5/24/2006 Shipping Company C 1237
= 67 Mariya Sergienko The ACME Corpo 5/24/2006 5/24/2006 Shipping Company B 123
T Purchase Order Deta., |
# 68 Nancy Freehafer Hart Parts 5/24/2006 1234
A purchase Order Status L -
23] 69 Nancy Freehafer The ACME Corpo 5/24/2006 Shipping Company A 123¢
BB s ope: B 70 Nancy Freehafer Innovation Unlin 5/24/2006 Shipping Company C 123¢
B sates Reports & 71 Nancy Freehafer ACME Corporatic 5/24/2006 Shipping Company € 1234
B0 shippers c3} 72 Nancy Freehafer The ACME Corpo 6/7/2006 6/7/2006 Shipping Company C 1237
B states B 73 Bob Zare Accessibility Plu 6/5/2006 6/5/2006 Shipping Company A 1234
BB stings I A na Lhiaj P i &lalnne £/2/9006! Shinnina Camnam & 1921
w || Record: (¢ 4170746 | b M b= | W Ho Fiitsr ‘ Search ‘ [ il ] »
Datasheet View | Mum tock | LN
Find and Replace ———— - - |
FindWihat:  Robert [=] [ Fndmext |
Replace With: \Thomaslg [~
Look In: Employes
e (3]
Hatch: Any Part of Field [ N
seachc 4[5 <
[EImatchCase  [V]search Fislds As Formatted

Replace All

Click Replace All to do a global replace
(but be cautious about doing so; it might
replace more than you intended).

L

Replace button
Click Replace to replace one instance
and move to the next instance.

Search

You can search above
or below the currently
selected record.

Match Case

You can choose
whether or not the
search is case-sensitive.

Found string
The found string is
highlighted in the
datasheet.

Replace With

The Replace tab has a
Replace With box, in
which you can enter
the replacement string.




Find Data Using
Find and Replace

You can use the Find feature
to locate a text string or
numeric value within any
field in a datasheet. You

can search in one particular
field, or you can open up the
search to include all fields.

\ Find Data Using Find and Replace

Finding and Filtering Data

chapter6

@ 1 you plan to limit the search to only one
field, click in that field's column, in any
row.

@ On the Home tab, dlick Find.

The Find and Replace dialog box opens
with the Find tab displayed.

© Type the text to find.

@ Click here and select either the table
name or the current field name.

@ Click here and select what to match.

Note: The choices are Any Part of Field, Start of Field, and
Whole Field.

@ Click here and choose Up or Down if you
want to limit the search to one direction.

@ You can click here to make the search
case-sensitive.

© Click Find Next.

The datasheet view jumps to the first
instance and highlights it.

© Click Find Next to find the next instance.

(@ Continue dlicking Find Next until the
instance that you want is found.

Resotiy

St & fikter

?ﬂ Home | Greme  EmomalDe DwakaseToeh  Datashest Ca
s : amer =
= O i n -EEaEE e siem  Ewmsn )% 4 setection S Repiace
U4l e L ';.-": D) e Broum | 81 {rﬁw- A -
wer | noe 7 | WA TEE T M X ounes B | 1| ™ vnoperne | G 4

Find What: |Nan:y

p %} Frdet

Look In:

[IMatch Case

[V] zearch Fields &s Formatted

Tables % +| Employee - | Customer - OrderDate - Shipped Date - ship Via - snbName - (Ship +
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T twptogem o - —— lfckamicien e any © 12848
= , I — sy € 1
W s | i »
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T Ortermry ] pany A i
o P w T Vaney Trasrater TRRoUatian LRI 21300 pany C 1
0 onten Stabar L 44 Nancy Freehafer ACME Corparatic 3/24/3006 13
0 Finiegn # 45 Nancy Freehafer The ACME Corpo A3 H006 4/7/2006 Shipping Company € 1234
o a ® 45 Bob Zare Accessibilsty My A5 2006 4/%/2006 Shipping Company & s
i —— ® 47 Michael Neipper Colbein Enterprist a/5/008 2/8/2008 Shipping Company B 138
* &5 Mariya Sergienks Noodle Foods a5/ 2008 4/5/2006 Shipping Company B 1294
B poeseomer o S 50 Anne Hellung-Lar Study Time Note  4/5/2008 4/5/2008 Shipping Company A PP
S0 purdse Ordens [ 51 Arna Wellung-Lar T-Auis Lsarning 452006 4/5/2006 Shipping Company C
B ssbe Beporny - 55 Nancy Freshater ACME Corporatic 452006 4/5/2006 Shipping Company &
T shippen i’ 56 Andrew Cencinl  Cabvin Enterprist /32006 4/3/2006 Shipping Company €
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Seardh i Lod
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Replace Data Using

Find and Replace

Data Field

You can take the Find operation
one step further by replacing the
found value with other text that
you specify. For example, if you
find out that Robert prefers to
be known as Bob, a replace
operation can make the change.

\ Replace Data Using Find and Replace

© ! you plan to limit the replacement to e —————————
only one field, click in that field’s column, e N Rl e AL e it
in any row. e
@ On the Home tab, click Replace. el | ORI R : =i
Rasn SN | T s 2
The Find and Replace dialog box opens Efesstnct) S et ..""4___9 R i
with the Replace tab displayed. g:;-:- i : = e e
© Type the text to find. Fem | T =
g::- : 5w ket K S A 75388 e o € i
@ Type the text to substitute for the found e | F TR Sl W i e
et = EEEEE BE= ©
T vt . M Ardiew Connre Cobon Erterse v A/1/7008 Sigperg Compamy © i
@ Click here and select either the table R ol el =

name or the current field name.

@ Click here and select what to match.

. e L e L e

Note: The choices are Any Part of Field, Start of Field, and — —_— — = -
Whole Field. S Ao i oot S0}
. . u::..,.m.. u.,.::a utae: u::mml m:
@ Click here and choose Up or Down if you a— e dt
want to limit the search to one direction. — ind
© You can click here to make the search Q= —— & 5
case-sensitive. T G i
B pcy Proatater Tha ADMECompy AfT/008 /77008 pping Compary © s
© Click Find Next. I e v e
® The datasheet view jumps to the first e R e i
instance and highlights it. i s -0

L
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@ Click Replace. rum-_
- 1 = Mew s S Newlace
VAR -SR] g (= {r | o
- o k-4 -
@ If you do not want to replace that v | v AR BRI e e f s (LG
. . - !
instance, you can click Find Next to Vi i o Gl b ot a e o
. Al Aoceve Olyem  » Drere L :
bypass it. Tables 5 i Employee - Customes | OrderDate »| Shipped Date » ShipVia = Ship Name =
I cumamen * 311 Michael Nelpper ACME Corporation 1/15/2005 1/23/2006 Shipping Company &
. T = T —— + 31 Jan Kotas ACME Corporation A/20/2005 1/22/2006 Shipping Company A
@ The next instance of the text is highlighted. | = cemues || ¢ s semens sopomsrmse sy susnngcompans
s I Fined and Replace = : TS [ & Ipeping Company ¢ 4
0 wesrtony Bastaciang i o | bpoing Compary ©
] —_ fning [
- oA # Frdwha  Rubert [=] [ Frdnnst #wm:
T mvartsny Banasction, - wicoss i ik El o | fpomac f |
I brseses = i = = Elnl c;l:i:c
0 new Custameri = Mot e Part o P[] Hepince ing Company €
B it I e M =5 eplacerd || Bing Compary &
T Order Detaits Sxatus = I Mstch Case Search Melds ks Formathed
O ontetony = bpwing Company A
s " 13 Nancy Fraskater Innovation Urlimited 3124/ 2006 Shipping Compary C
0 Orden Status # 44 Nancy Freehafer ACME Corporation 3/24/2008
—_ . 45 Wancy Frechafer The ACME Corporation af7r2008 4/7/2005 Shipging Compary ¢
@ » ® 26 Robert Zare Accessibiity Plus /512006 4572006 Shipping Company A
- AT Michael Neipper Cobyin Enterprises. afu}2008 4/8/3008 Shipping Comparry B
T Purdhase dvder Deta.. +
| = 48 Mariya Sergienks Noodle Foods 4/5/2006 452006 Shipping Campary B
B pomcsa omer st 5 " 50 Anne Hellung-Lie Study Time Notebooks 4/5/2008 4/5/2006 Shipping Compary A
S0 purdse Ordens W 51 Arnz Wellurg-Lar Z-Axis Laarning 452008 4/5/7005 Shipping Company
0 ssbes Beports . 55 Nancy Freehater ACME Corporation 4f5/2006 453006 Shipping Company 8
T shippen E 56 Andrew Cencinl  Cabin Enterprises. 4/3/2008 432006 Shipping Company ¢
O semes .,—)p-mlmq_]mw /4008 4/22/2006 Shipping Company &
T swng - }nm; .'_;.N«. nlndat b s mlr;::;u..ﬂ — n):'M-I alralns thinning Famnens A ;
Datashet View MM E.-!:"
i i Microsoft Office Access
@ Continue dlicking Replace or Find -
- - 1) Microsoft OFfice Access finished searching the records. The search item was nat Faund,
Next until this message appears. Y )
@ Click OK.
.
How can I replace all instances at once?
Find and Replace . [0 |
© |Instead of clicking Replace, click Replace All. Replace
Find Wwhat: Robert| | l Find Mext I

Be careful, however, that you do not make any
unintentional replacements. For example, even though
Robert prefers to be called Bob, his email address p—
might still call him Robert; a global replace operation e Mmhm BSh e — T
would change the email address and make it incorrect. ——

Replace With:  Bob ° =
-_Rﬁp\ata
Match: Any Part of Field E |

What is Search Fields As Formatted, and why is it unavailable?

@ If afield’s Text Format property is set to RichText (in Table Design view), the field can
hold formatting as well as text. For such fields, you can search for strings formatted
a certain way. By default, most fields are plain text, so this check box is not available.




Filter to Show Only

or Nonblank Entries

Blank

One of the most common filter
operations is to filter for records
that are either blank or nonblank
for a particular field. For example,
you may want to find all customers
for whom the Email Address field
is nonblank so that you can send
out an email announcement.

RUN THE FILTER

@ Click in the column for the field, in a
row where that field is blank.

@ Click Selection.

© Click Equals Blank to show only blank
entries.

©® Alternatively, click Does Not Equal
Blank to show only nonblank entries.

@ Records that do not match the
specification are temporarily hidden.
REMOVE THE FILTER
@ Click Toggle Filter.

The filter is removed.

Note: To reapply the filter, click Toggle Filter again.
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Filter by
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chapter6

. Selection

You can filter not only for blank
versus nonblank entries, but also
for any specific value in any field.
For example, you may want to
find all the customers who work
for a certain company or all the
people with a certain job title.

\ Filter by Selection

@ Click in a field that contains the value
for which you want to filter.

Note: For example, to filter for Owner in the Job Title
field, click any instance of “Owner.”

@ Click Selection.
@ Click the option that you want.

Note: The Equals options look only for entries matching
the entire field. The Contains options look for the specified
entry as any part of the field.

@ Only records that match the filter are
displayed.

@ Click Toggle Filter to remove the filter
when finished.
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Filter for

Multiple Values

Filter by Selection works great,
but it finds only one value. For
example, you cannot set it to
find people with job titles of
either “Owner” or “CEO.”

To filter for multiple values, you can use the
Filter button on the Datasheet tab. It opens a
floating pane that contains check boxes for
each value in that field, and you can select
multiple values for which to filter.

\ Filter for Multiple Values

Ownexs

Names

CEOs

Names

\U' Patty Lizbon
2 Jim Smith
o Levi Girradelli

U Bebo Donaldson
& Pamela Mansfield
¥ Barry Mansfield
¥ Peyton Manfred

U Fred Taylor
¢ TimJackson
¢ Sandy Scott
¢ Sarah Jefferson
¢ Jake Mansfield
¢ Bill Nevada
g Steve Steveson

' Bill Blaylock : fl; LowJr:
¢ Skippy Leftfoot N Ka 9”"
v Shelley Jingle alvin Swansop

-23-

@ Click in the column for the field by
which to filter.

Note: You can dlick in any row; if need not be a row
containing one of the values fo include.

@ Click Filter.

A Filter pane appears below the
selected field.

@ Clear the check box next to any value
that you do not want to include.

O Click OK.

® The list is filtered to show only the
values that you chose.

@ Click Toggle Filter to remove the filter
when finished.
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Using Text

Filters

Access provides a special set
of filters for working with
text values. These filters take
into account that text strings
often contain more than just
the searched-for value.

For example, if different people
entered the records, the same
company may be listed as “ACME,”
“The ACME Corporation,” or “ACME
Corp.” You can use a text filter to
find all forms of the name.

\ Using Text Filters

Finding and Filtering Data chapter6

@ Click in the column for the field by
which to filter.

Note: You can click in any row; if need not be a row
containing one of the values fo include.

@ Click Filter.

A Filter pane appears below the
selected field.

© Click Text Filters.
@ Click the text filter to apply.

For example, to find all records that
contain a certain text string, choose
Contains.

The Custom Filter dialog box opens.

@ Enter the text string for the filter.
O Click OK.
The filter is applied.

Note: You can remove the filter by clicking Toggle
Filter, the same as with any other filfer.
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Filtering by form enables
you to filter by multiple
fields and specify criteria for
as many fields as you like.

When you filter by form, you can
combine the criteria using AND, OR,
or a combination of the two. An AND
combination finds records where both
criteria are met; an OR combination
finds records where at least one
criterion is met.

| Fitter by Form |

USING AND
@ Click Advanced.
@ Click Filter By Form.

A Filter by Form sheet opens.

Note: If you previously filtered, the existing filter
specification may appear. Delete any unwanted criteria.

© Open the list for a field and click the
value that you want.

@ Repeat step 3 for other fields as
needed.

The results will show only records that
meet all conditions.

@ Click Toggle Filter.

The filter results are displayed.

i

Owner
Pérez-Olasts francisca@perez:; Purchasing Manag (1
Xz Chmner (14

Andersen ehrabelh anderseg Purchasing Repre: (1
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Finding and Filtering Data

USING OR
@ Click Advanced.
@ Click Filter By Form.

A Filter by Form sheet opens. & oy o g s »
2| =y i sl e T W ™ e T 2 Michin
@ Open the list for a field and select the S e e A sy T e BT
! il U0 Q| NS ([ 3] P |t e = 5 Znppermar | ™ tuen-
value that you want. r—— = s Sl
i Tablr s =¥ D _ Company First Lastiame | E-mail Adoress Job Tiie Busm
@ Click the Or tab. i e T i
| BT
A blank Filter by Form page opens. B v e
@ Repeat step 3 to select another - il
. - B ks JAM
criterion. =ik JamH Kites
® e || Noode Food
Note: {:'ach page represents a separate criterion. Records 2 oot T cions
will be included that match the criteria on any page. . Seutn Erieces I
. . . T cndens Stabar
@ Click Toggle Filter to apply the filter. = e

T furdhiase Ovder Deta
T Purchase Dvder Stat
T rurcnaie orders

T Sabes Reports

0 shippen

T setes

T stnge

Form Vinw.

\muM
LA

@

Why is there already criteria entered in the form?

If you previously performed a filter operation, the

last filter that you ran appears in the form, for your

convenience. Delete it from there if you do not want it.

Another way to clear all old criteria is to click the Advanced button (from the datasheet, not from the
Filter by Form page) and click Clear All Filters. If the Clear All Filters command is not available, there are

no previously used filters to clear.

Is there an easier way to set up OR conditions for the same field?

Yes, you can manually type in a specification for a
field. For example, if you want records where the
Company field is either “ACME” or “Colvin
Enterprises,” you could click in the Company box
and type “ACME” OR “Colvin Enterprises”. Make
sure that you include the quotation marks and the
word OR. You can string together many OR
statements for a single field. The Or tab is needed
only if the Or condition involves multiple fields.
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Save a Filter
As a Query

You can save a Filter by
Form filter as a query, so it
can be rerun later without
having to set it up again.

When you save a filter, a new
query is created as a new object in
the database. It works just like the
queries you will learn to create
and modify in upcoming chapters.

| Save a riter s 2 Query |

SAVE THE FILTER

@ Create afilter and display it in Filter by
Form.

Note: See the preceding section for help if needed. Do 3 ACIE" OR ot Eneprses] (=]

not apply the filter yet. s T
) 0 tuplayee:

@ Click Advanced. 3 bmameans
0 tvvemary Bestochin.
@ Click Save As Query. aa T
- oy

T cnter Dot trabur

0 ontetety

T omen

T cnters Stat

o QY

M wrosum

0 rurduase order Deta.
0 rurdusse Order stann L8|
T Purehuase Orders

T sates Benarts
= shiwpen
=
I st [\ tesnton B 7
Furm Vorm Hurm Lo
. Save As Query =
The Save As Query dialog box opens. Bt
e—) >~ Acme or Colvin Enterprises |
@ Type a name for the query.
@ Click OK.
5

L
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O Right-click the Filter by Form tab.
@ Click Close.

RUN THE SAVED FILTER rw—

. . i T i R @ (S E e 1 g leseenon- By Heptaie
@ n the Objects list, double-click the % B TR = .f__,h A Jet i el | e

¥ e = e |} o Tap e Filte e

query (filter) that you saved. s ovin pan ot peeh s -
. _'_';_“wmfmm“_? 0. ... Gompeny = Frsilisme - LasiName - E-mail Address -|  JobTile - Busine:
The results open in a new datasheet. o L s Enaied Francisco  Pirezleta  fanciscoperez Purchasig Uanag (1231E
T st
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I wendons
"I shippses L
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How can I modify a saved filter in Query by Form?

@ Display the table in Datasheet view.

@ Click Advanced.

© (Click Filter By Form. T T

— Filter:

. @ Customers Extended
@ Click Advanced. S —

7 Gseledion - | 3
@ Click Load from Query. P‘Fﬂﬁ e

@ Click the query from which to load. ﬁ‘? b ke

W | Clear All Filtars

o E Job
Only queries pertaining mq% e

to this table appear. Delite Tl

@ Click OK. -

Applicable Filter (5 [ |

/e
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CHAPTER

Creating Simp
Queries

Queries enable you to
save specifications for
sort/filter operations as
reusable objects. They are
the backbone of any data
retrieval system and
enable users to quickly
pull the needed
information from large
tables.

In this chapter, you will
learn how to create
simple, effective queries
that sort and filter the
data from one or more
tables.
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Understanding

Queries

Queries are like costumes that tables wear. They display
the data from the table in some modified way, such as
sorted by a certain field or filtered to show certain values
in a field.

In Design view, a query appears as a grid at the bottom
into which you drag fields from the table(s).

When you run a query, the results appear in Datasheet view, just like a table.

Tables Field lists View button

A query can pull fields from more Each table’s complete To run the query,
than one table, provided they have field list appears in a click View.
a relationship between them. separate window.

Query Taals  Morthwind 2007 : Database (Access 2007 (Beta)) - Microsoft Access

e G Create  ExternalData  Database Tools Design 7

== = D Unian Zalnsert Rows 4 Insert Columns Property Sheet
H! et AE A % J E
@ Fass-Through =R Delete Rows B Delete Columns 5 Table Nay
View  Run | [Select] Make Append Update Crosstab Detete G show = Totals 5
Tabie o7, Data Definitig Ta‘,,g SN Bl er Al Return: |All ¥ Tl Parameters
Results Guery Setup Show Hide
All Access Objects w |« ||
1 Inventory Heeding R a

= mventory on Hald Tventory Restacking... i ol =
5 Inventory On Order A

¥ Restocking 10 F Purchase Order
5 Inventory Purchased @ ProductID Supplier ID

Created B
51 Inventory Restockin.., Purchase Order I S”bmm:me
B mventory Sald Creation Date
Status 1D
= nvoice Data
-
5 Items Ordered <[l "
= order Count — «
2 | |

[ ——— Field: |Restocking 1D [] Product ID |Purchase Order 1D Supplier ID | |

Table: |Inventory Restocking Inventory Restocking | Purchase Orders | Purchase Orders |
= order Price Totals Sort: I 1

Shous i [l (@l | (s
5 Qrder Quantities by .. Criteria:
3 Order Revenue by M. g
25 Order Subtotals O'P
= Order summary
2 Product Category Sa..
5 Product Qreers
= Praduc Purchases 4 ) b
= Product Sales by Cat.,
5 Product Sales Gty by...
=5 Product Sales Total .
3 Produds OnBack 0.,
2 Praducts Query
=5 Purchase Details Ext..

sl -

Ready | Mum Lock | B @ 0 s

QBE grid Add a field Select a field

This grid, called the Query By ~ To add a field to the QBE To select a column on
Example (QBE) grid, contains grid, double-click it in the the grid, click the thin
the fields chosen to be in the field list or drag it to the grid. bar above the field.
query, one field per column.
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Field
The Field row shows
the field name.

Table
The Table row shows what
table the field came from.

Sort

The Sort row indicates
the field(s) by which the
results should be sorted.

s
Home  Crest=  EdtemalDats  DatabassTosls | @
| = == X @D Union S=Insert Rows " Insert Columns (5 Property Shest
O Eetet AE X B : g
@ Pass-Througn Z#DssteRows # Delete Columns Table N
View  Run elect | Make Append Update Crosstab Delete Shaw = Totals 2 o
- Table W2, Data Definition || Taple ™ Builder B Return: | All o) Parameters
Results Queny Tipe Query Setup Show/Hide
All Access Objects BART | :
T Inventory Needing ... . =]
= mventory on Hald Twertory Restacking... it e =
3 -
=5 Inventory On Order il i
8 RestockingT ¥ Purchase Umer
=3 Inventory Purchased % ProductiD Supplier ID |
Created B
A1 Inventory Restackin.. Purchase Order ID Smmmﬂy[’m
= Inventory sold Creation Date
d Status ID ¥
3 Invoice Data
-
5 Items Orclered < >
5 Order Count - R
2 Field: |Restocking 1D [ Prgdu |Purchase OrderID | Supplier 1D | | |
51 Order Detalls Extend.. Table: | Inventory Restocking stocking Purchase Orders  Purchase Orders | | [
=3 Order Price Totals Sort: | | | | |
i Show: | | | | |
= Order Quantities b Criteria:
5 Order Revenue by ... 95
5 Order subtotals
=7 Order Summary
= Product Category Sa.
3 Product Orders
23 Product Purchases 4 ] »
B0 Product Sales by Cat..
=51 Product Sales Oty by...
= Product Sales Total ...
=1 Products On Back 0.,
= Products Query
=51 Purchase Details Ext..
£ -
Ready | M Lock | 3 i so

Show
A field can be omitted from the
results by clearing its check box.

Criteria
The Criteria lines hold
any filters to apply.




Create a Query with

the Simple Query Wizard

You can use the Simple
Query Wizard to create a
query that pulls only certain
fields from one or more
tables and shows them sorted
in a certain order. It provides
an easy way for a beginner to
get started with queries.

You cannot use this wizard to set
up any filtering.

\ Create a Query with the Simple Query Wizard

@ On the Create tab, click Query & s s -~
Wizard. O8O0 SESEas S dde i RELL
T = T D[ e ‘:‘.‘:f"gm--»-‘-;..".;" i ll;-;mwm S ﬁﬁ%';'m
The New Query dialog box opens. e—— _ ————
"5 twenton Heeding &
@ Click Simple Query Wizard. & paviory

© Click OK. 3 weemyronon.
0 wvemany sold
The Simple Query Wizard runs. sl
1 oner count
@ Click here and select the table (or other sy
query) from which to select fields. o [
@ Click a field. e v
1 Produd Category 5a
O Click here to move the field to the o
Selected Fields list. & B

® You can also click here to move all the E
fields at once. & e

@ Repeat steps 5 to 6 to pull more fields m
from the same table. I #4se  v i s s

— 2 T 3
”‘-:bi = | You s Siscae frum nort Fan s itk o cuery,
BEE . =sEdl

© 1 needed, repeat steps 4 to 7 to pull
fields from another table.

© Click Next.
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(@ If you selected at least one numeric field, Simple Query Wizard
leave Detail selected.

Would you like a detail or summary query?

. ] Detail (shows every field of every record)
@ Alternatively, you can select Summary to

summarize the data rather than show
every record.

Note: This screen does not appear if you did not select any
numeric fields in step 5. You will learn about summary

queries later.
@ Click Next. (1]

[ cancd J[ <oock J[ mext> ][ g |
@ Type a name for the query, replacing the Simple Query Wizard R

default name. What tite do you want for your query?
%Hmsmmar Addresses |
® Click Finish.

The query results appear in a datasheet.

7 That's all the infarmation the wizard needs to create your
ey
'/J—‘ | Do you want to open the query or modify the query's design?

@ Open the query to view information,
(@) Modify the query design.

_®

Corcd | [ <ok || e [[ sn Ao
@

Can | use fields from any combination of tables?

No, the tables you use in a query must be directly related — that is, related with a connecting line between
them, not related via some other table that they both connect to individually. If they are related only via
another table, you must also include at least one field from the connector table to help Access find the
relationship.

What are those other queries in the New Query dialog box?
They are for several types of special-purpose queries that are difficult to set up manually.

A Crosstab query summarizes and groups data

in a two-dimensional grid. —_—
. . T i”q
A Find Duplicates query locates records that T
have the same value in a specified field or P et 5
fields. g e

ot Iy

A Find Unmatched query locates records in :
one table that have no corresponding entry in | i -
a related table. For example, you could find e
customers who have no orders.




Start a New Query

in Query Design View

To create a query that has
the full range of capabilities,
including filtering, you must
work in Query Design view.
You can start a new query in
Query Design view and then
add the exact tables and
fields to it that you want.

\ Start a New Query in Query Design View
Shaw Table [2] = ]

@ On the Create tab, click Query Design. 2 T b —®

Discontinued Products
Employes Frivleges

A new query design window opens, and
the Show Table dialog box opens. e esictng

Inventory Restacking Detaiks
Inventory Transactions

@ Click a table to include in the query. e St
Order Details Status
. - OrderEntr
® You can also dlick the Queries tab and o
select a query to use as a table. This — Q - [5)
allows you to base one query on another. i
© Click Add. e
Custamers Orders Order Details =
@ Repeat steps 2 to 3 to add more tables if - ég U A IS
needed. G el
Last hame 1 .OrclerDate Quantity
@ Click Close. e |1 oreD P
_ nnruan | sy = Dua Aot 3
The selected tables (or queries) appear as Hemieprane (i
field lists in the top part of the window. A
State/Pravince
@ You can drag the edge of a field list to el I )
enlarge the box. L]
o) e——————————— 5
@ You can scroll through a field list, but it is vt [commey B
sometimes more convenient if you can e Sk
. Show: ] a = ]
see more of the fields at once. e
@ Drag afield into the first empty column in
the query grid.
. . 4 [ b
You can also double-click a field name to O [EaEs
place it in the grid.
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If you need to add another table, drag it

into the top part of the query window Q_..r_' = PRk b et
from the Objects list. R ———
® You can also click Show Table on the E%_:: :_ - *::__ i ,“ - -;_h
Design tab to reopen the Show Table e B BN = ==
dialog box to add another table or query. Romeealll | TRl == | == =
@ Drag more fields into the grid as needed. et Boel | =5 | =1
Note: The fields can come from different tables as long as E i — —s e JO
they are related. T S L L ‘ﬂrg

© Click View to check the query results in ey
Datasheet view.
The results appear in a datasheet. : eI —e .
g :‘— C EEE RE ﬂ;: ;::_ :: r;: ﬂl:::-
Click [=. i by ol = e A A AR i
@ g P!.:-_ ...... : 4 ey - Date » - Gt . -
The Save As dialog box opens. e [P i
T Vot rame == ::
- T dmperen - AL 1w 1
@ Type a name for the query, replacing the 3 | e :
placeholder name. Elomppu| §-mee™l :
. el | =
@ Click OK. ® e [Eaee—n =
2 o o : -
The query is saved. San  |Emescees Vi ey 5
e | A Vs e =
o fomerigalt | 1/ Y e T O =
gl S i ——— z
=y o Al S 3::*;‘:::“ E

H
i
3
3
i
‘
i
7
i

What is the Run button used for?

Some types of queries perform permanent actions on the data in the table. In such queries, there is a
difference between previewing the results in Datasheet view and actually running the query. That is why
there are two buttons: View and Run. For the type of query that you create in this section, though, the two
buttons do the same thing.

What if the query results are not what | wanted?

Rather than saving your work (steps 10 to 12), click the View button on the Home tab to return to Query
Design view. Then make any change as needed and preview your work in the datasheet again.

FEun View




Insert, Arrange, and
Remove Query Fields

When you double-click a field
to add it to a query, it appears
in the first empty column. If
you want to insert it somewhere
else, you must use a different
procedure.

You can also rearrange fields after placing
them in the grid and remove any fields
that you added by mistake.

\ Insert, Arrange, and Remove Query Fields

INSERT A FIELD IN A SPECIFIC B o e
POSITION B! @naamacs STORIIE e
L . | [ Mk o i ek S i [ 25 i i T ™ Syt
@ 'n Query Design view, dlick at the top - —_— -
of a field’s column to select the field e 2
I cumomen Camamen Orden Oailes Dierndy Produm IC]
that the new column should appear to W Soombenibods . o N g —
the et o et BEA R E LN S
- o = e | = e~
@ Click Insert Columns. 2 i petn. i e | = e
T wentory Tanasmons Heme Pone | preyre—— Date Allocstes At Pice b
B e IMME Srap City Purchase Order ID Feorder Level
Far Mumbser e pat, Iiventory ID Tirgst Level
e i I iy
Hate Provings Fepping Foe A brsermam Beore
T Order betaihs Saius TP Paieal Code ot Categary
® diwe ol i Al wandy
I Orden L Homs | Aot =
T Gndens Stabar . — .
@ miEs =
el [ R e e
T Purdase Ovders -~
T Sabes Reports
T shippen
0 states
@ s H| Vil -L.
[ pesay | e oaswa
A new blank column appears. e fomnone 1 ¥ Sl sewene g
Sort:
@ Drag the new field into the blank e : - '
column.
Note: As a shortcut, instead of inserting the column, you o=

can simply drag the new field on fop of an existing one,
and a new column will be created fo the left of it
automatically.




REMOVE A FIELD

@ Click the top of a field’s column to
select it.

@ Click Delete Columns.
Alternatively, you can press [2251].

The field is removed from the grid.

MOVE A FIELD

@ Click the top of a fields column to
select it.

@ Drag the field left or right to move it.

The field moves to a new location.

Creating Simple Queries
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E . .J! ! 4 I} L [ - A Detete Cobmms e -
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. Tt wl oot Oennmion | Type S\ builder  Aj R Al = Ry Farametan
Hewty Gy T Craery et inam Hide
A8 Acess Objec «‘ulﬂ
Tables A &
I cumomen Cumoman Ordan Oudes Drnds Frodum =
B Dusoronand Preou. in m T ordem 7] o = supprem [
T treptapes Privtiage Company Emplapes 10 | e B )
= firit lame Customes I Frodut =i e
Lo Last Hame OrderDate | Quinemy Mradu Code
T antary Bataching ot Adives | Syt fuate | it Price Fraduet lsme
Hate Tile = Stppeer il Discount an
B by e Busins Pene Sovp Hlame la P Seandand Cust
T pvantary Banismons Heme Pane | ool | Dt dtlacated it Pice -
= Mobite Fhone | Ship City Purchase Order I Beceder Level
fhiessad Farthoiosr | Shop St Premd Wrentier 10 Tirgt Ll
B Bew cimanieis address irup T Poitl sy Per
ity Stup Coumtry Bx. Drscontinsed
T st ety St Prvings Sappiva For | [ RM——
T Order betails Sxatus TP paital Cade ot Catapary
Cauntry Regior Fapment Tpe = dtachments
T onsetmry ootz Paid Date Attachments
m g Hanss Armactimants ™ a2
T ontens Stabas 3
T
T iweoss e
Froduct Hame
0 fredums Products Ordie Oatail
0 #urthase deder Deta 7 -
T Furchase Order Stats ' - - -
T rurcnaie orders
T Sabes Reports
T shippen
e
T s - »
ey i-'.'l"‘

vs)

How do | remove a table’s field
list from Query Design view?

To remove a table’s field list:
@ Right-click the title of the field list.
@ Click Remove Table.

Celer Detads
. . Table
Vi aperties...
Order 1D :i.a'
Lkl
i

Lnit Price
Diseourt
Stanus 1o

Dite Allocated
Puschase Crdder &
Inpenkory I

What happens if | remove a table that
has fields in use in the query grid?
Those fields are deleted from the grid. Adding
the table back again does not automatically
restore them in the grid; you

must manually re-add the
fields.

7
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Set Field
Sorting

You can set a query to sort the
results alphabetically by a certain
field, either in ascending or
descending order.

You can specify sorting for more than one field
if you like. Access prioritizes them from left to
right in the grid. The leftmost field that has a
sort order set will take precedence; other
sorts will operate only in the event of a tie.

\ Set Field Sorting

@ 'n Query Design view, dlick here to
open the drop-down list in the Sort
row.

@ Click Ascending for an A to Z sort.

® You can also click Descending for a Z
to A sort.

@ To turn off field sorting, choose (not
sorted).

@ Repeat steps 1 to 2 for other fields if
needed.

@ Click View to check your work.

The results appear sorted by the
chosen field(s).

@ You can return to Query Design view
by clicking View.
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Add an Alias
chapter7

| to a Query Field Creating Simple Queries

Field names do not have to appear
in the query results as their actual
names. For example, perhaps you
want the Product Name field to
appear simply as “Product,” or
you want the Quantity field to

appear as “Qty.”

To change the wording of the column heading in
the query results, create an alias for the field.

\ Add an Alias to a Query Field

@ 'n Query Design view, dlick at the
beginning of the field name in the Field
row and type the alias, followed by a

B Tabskes - & - o -
colon (). e — P e &
[ Discannnies Prasis o =il i ¥ oaad :i _lE o 5 ety (3
1 H s Campany -\& [ Cuider it Syl B
@ Repeat step 1 for other fields if needed. St ool i oo e
B enpioree L Lt e OfseDue sy Prohuct Sode
T mwemtery Retecting. E-val Addrsi hipped Bits it Pids Priduct Hara
- H - 1 Job Tie Ll Ihipper I Diseount Dieimpisan
@ Click View to preview the change in a 8 e i Pt e (] | S aviwacon |
0 mwerbor; Tamadions HaomeMans hip Aasrens Dane nscated List Price
Hlabiie Phome Shup Gy Purchase Order T Rearder Level
dataSheet. O busiens Fas tlunber iy e sy TirgetLevel
T sew Customen Address Shup ZP Postal Quanity Per Ur|
T e Doty i I o et |
0 ooder Detats stau TP Pl Cade Tases | Gaegory
O ot mwm::?:" Paid Bt i mu-q-m_
£ ondi Pl rhi > dtractamets ™ ]
Sl | < | S—— :
Fieid: | Gvaet tute Cempany Proouies Prooun e [ sy
I praduas Table: | raers Cuttemers Froduts s Detats
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@ The datasheet column(s) appear with
the alias(es).

@ You can return to Query Design view

g - Tabley = al[F] Otder Date « Company . boducts 4 Cwantity e -
by clicking View. e | hayams acwe Northurnd Tacers | E
ey | | | 1/15/2005 ACMECorporation  Narthwand Traders Beer 100
1/20/2005 ACME Corporation Northwind Traders Dried Pears 10
:_l riabanadll | 1/20/2005 ACME Corporation  Narthwind Traders Dried Apples 10 4
B Euniype =t 1/20/2005 ACME Corporation  Nerthwing Tragers Dried Pluma 0
) ety Restedting || 1/23/2008 Boughoard.Tumble  Narthind Traders Chai 1
0 wentery Bestestin | /23/200% fpugh-and-Tumble  Northwind Traders Coffee 2
T tresntory Tramacmans | | | 1/30/2006 Noocie Foods Morthwing Tracers Chocolate Biscults Mix 0 1]
s 2/5/2008 ACME Corparation Northwing Traders Chocalate Biscuits Mix 20
| 2/10/2006 ACHE Corparation Morthwind Traders Chocolate 10
B o 2/23/2006 Beschwares Nbrthuing Traders Clan Chowder 200




Understanding

Criteria

To filter the query results, you

can create criteria. Criteria are
specifications that dictate which
records will be included. For
example, you may include only
customers in a certain range of zip
codes or only people who have
placed orders in the last 12 months.

Numeric Criteria

You can specify a fixed numeric value as a criterion
for a number field. Type the number directly into the
Criteria row in the grid. You do not need quotation
marks or any special formatting for it.

Access interprets dates as numbers too. When using
a date, enter hash symbols around it, like this:
#12/15/2007#. If you forget the hash marks, Access
is usually able to add them for you.

Text Criteria

You can specify a text string as a criterion. It can
contain multiple words, including punctuation and
spacing, but you must enclose it in quotation marks.
For example, to set a Customer field's criterion to
John Doe, enter “John Doe” in the Criteria row.

If you forget the quotation marks, Access is usually
able to add them for you.
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Criteria Ranges

It is often useful to specify a range of values
for a criterion instead of one specific value.
You can accomplish this with comparison
operators and special keywords.

Use Description Example

< Less than <30

<= Less than or equal to <=#1/1/06#

> Greater than >100

>= Greater than or equal to >=50

<> Not equal to <>"Denver”

Like Match a pattern of characters Like “Denver”

And Match two or more conditions >5 And <10

Or Match any condition “CO" Or “CA"
Between...And Match values in a range Between #1/1/06# And #1/15/06#
In Select from a list of values In (“NM","NY","NJ")
Is Null Includes record only if the field is empty Is Null

Is Not Null Includes record only if the field is not empty Is Not Null

* Wildcard, substituting for any characters 462*

? Wildcard, substituting for single character 462N




Filter a Query for

a Specific Value

The simplest type of criterion is
one in which you are specifying

a single value. Only records
containing that value in that field
will be included in the results.

\ Filter a Query for a Specific Value

FILTER A QUERY FOR A NUMERIC

Field: | Order Date fCompamr fProduct: Product Mame
VALUE Table: | Orders | Customers | Products
: P e rt | Ascendin
In Query Design view in the Criteria i 4 | -
0thglbh'h il o @ . © |
row, type the value by which to filter. Criteria: |#12/15/2007% : _
Note: If the value is a date, enclose it in hash marks like s |
this: #12/15/2007%.
Note: If you enter criteria for more than one field, only
records that match both criteria will be included in the
results. Multicriteria queries are covered later in this
chapter. m
FILTER A QUERY FOR A TEXT STRING T T
L . Field: | Order Date | Company | Product: Product Name
@ In the Criteria row, type the text string Table: | Orders | Customers Products
by which to filter, enclosed in quotation S:nrf: Ascendin _ |
awe v i v
marks. Criteria: "ACME Co rporati-or1|'<—n'
Note: If you forget the quotation marks, Access will L |

usually add them for you.

Note: If you are not sure of the entire text string, use a
wildeard, as in the table in the preceding section. For
example, “ACME*” finds ACME, ACME Corp., and Acme
Corporation.




Specify a

Range of Values

You can specify ranges of values
in criteria by using comparison
operators. A table of available
operators appears in the section
“Understanding Criteria.”

Comparison operators work with all kinds

of criteria (text, dates, numbers, and so on).

\ Specify a Range of Values

Creating Simple Queries chaptel‘7

USE A GREATER-THAN OR LESS-THAN
RANGE

@ In the Criteria row, type the
comparison operator that you want;

> greater than
< less than
>= greater than or equal to
<= less than or equal to
= equals
@ Type the value to which to compare.

The value can be a number, date, or
text string. Remember to enclose text
strings in quotation marks.

USE A BETWEEN RANGE

@ In the Criteria row, type Between and
a space.

@ Type the lower value in the range and a
space.

© Type And and one more space.

@ Type the higher value in the range.

Field: | Order Date 'Company Product: Product Mame Qty: Quantity
Table: | Orders :Customers | Products | Order Details
Sort: |Ascending |
Show: Q. [2)
Criteria: || =10
or: ||
4 fu]
Field: | Order Date 'Company Product: Product Name Qty: Quanti
Table: | Orders :Customers | Products | Order Detail
Sort: | Ascending |
Showe: ‘l | Y
Criteria: Between1 And 10
or
4 fu]




Values

S;»ecify a List
.

You can create a list of values to
use for a criterion. Records will
be included in the results that
have any of the values on the list.

There are two ways to create a list of values.
You can separate each value with the word
Or, or you can use the In keyword and place
the values in parentheses as a group.

\ Specify a List of Values

CREATE A LIST BY USING OR Field: | Order Date iCom_pany |Product: Product Name | oty: 6Pty
i i ) Table: | Orders iCustomers |Produd:s !Orde Details
@ In the Criteria row, type the first value o Bl ! ! = !
aws 7 | i | v | o

and a Space. Criteria: [ i L 1 Or10 Or 100 Or 500

or

Note: Enclose the valve in quotation marks if it is a fext
string.

@ Type the word Or and a space.

© Type the next value and a space. m|
@ Repeat steps 2 to 3 to include as many : . .
items on the list as needed Field: | Order Date | Company |Product: Product Name | Gty: Quantity
. Table: | Orders iCustomers |Products !Order Details
Sort: |Ascending | | |
CREATE A LIST BY USING IN Wi | | ] "
. . Criteria: | | -In {1, 10, 100, 500]|
@ In the Criteria row, type In (. e
@ Type the list of values, separated by
commas.

Note: If the values are text sirings, enclose each one in
separate quotation marks. Make sure that the commas LT
are outside the quotation marks.

© Type).




Hide a Field in

. the Query Results

You can hide a field without
removing it from the query
grid. This is useful when
you need to include a field
in a query in order to use it
as a criterion, but you do
not want that field to show
up in the results.

For example, suppose that you are creating
a query called Orders in Washington. You
would need the State field to be included
so that you can show only Washington
orders, but it would be redundant to have
“WA" appear in a column for every record.

\ Hide a Field in the Query Results

Creating Simple Queries
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@ In the Show row, clear the check box
for the field that you want to hide.

@ Click View to check your work.

The datasheet opens, showing the
query results.

Only the records that match the criteria
appear.

@ The field providing the criteria does not
appear.
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Combine
Criteria

You can use multiple criteria to define
your filtering conditions. Criteria
combinations can be exclusive (AND)
or nonexclusive (OR).

You can have combinations of And and Or in
your query specification. For example, you
could filter for orders placed on either of two
dates AND placed by a certain customer.

\ Combine Criteria

COMBINE EXCLUSIVE CRITERIA

4
(AND) Field: | State/Province | Order Date | Company
Table: | Customers I Orders | Customers
@ Create a criterion for a field. Sort: 'Ascendmg
Showe:
Note: See the preceding sections in this chapter for help Criteria: | ~Wh- 410 #12{15 r.mw#{ - 9
if needed. e

@ On the same Criteria row, create a
criterion for another field.

4 ]
COMBINE NONEXCLUSIVE CRITERIA T
(OR) Field: |State/Province | Order Date [ Company
o . Table: | Customers I Orders | Customers
@ (Create a criterion for a field. Sort: Ascending i
. Showe & | ] [ 7
@ On the first empty Or row, create a e [ : ] i
criterion for another field. or: #12/15/2007# 4—9
Note: You can also create a criterion for the same field in
step 2, but if working with the same field, it would be
easier to use the word Or in the Criteria line, as you
learned earlier in this chapter.
4 fu]




Limit the

Records Returned

Creating Simple Queries
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In addition to the various
criteria that you can create,
you can also limit the number
of records that a query returns.
You can limit it either by a
number or by a percentage.
For example, you could show
only the top 5 records, or you
could show the top 5%.

\ Limit the Records Returned

@ 'n Query Design view in the field
by which to impose the limit, click
here and choose Ascending or
Descending.

Note: The limit refers to the first field by which the query
is sorted, if any. If there is no sorting specified, if refers fo

the leftmost field.

@ Click here and select the limit that you
want.

© Click View to view the filtered list.

Fiele: {stateProvnce Qe Date Company
Todie: | Cuntomen Orden Curtomen
Sar Atsending ]
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CHAPTER

Creating More
Complex Queries

Queries can do much more
than just sort and filter
data from a table. They can
summarize and calculate
data, append the data
from one table to another,
identify duplicate data,
prompt the user for
parameters at runtime,
and much more.

In this chapter, you will
learn how to take
advantage of the powerful
tools for special-purpose
queries in Access 2007.
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Understanding

Summary Queries

A summary query distills a large quantity of data down into useful
information. You can use summary queries whenever you do not care
about the individual records, but you do want to understand the big picture.

No individual records

Individual records do not appear in
the results of a summary query. Each
row in the query datasheet represents
a summary of a group of records. (It is
possible but not typical for a group to
consist of a single record.)

Group By

A summary query typically contains only
a few fields. It needs only the field(s) by
which you want to group the data and the
field(s) by which you want to calculate.
There is typically one field by which the
data is grouped. In this example, each
row represents a different month.

| Order Date By Month - Sum Of Quantity - | Avgof Unit Price -
8- pril 2006/ 975 $22.47
| February 2006 230 510.53
January 2005 195 524.00
anuery «0
| January 2006 30 $9.20
~ |June 2006 315 $27.79
| March 2006 1092 £21.34
| May 2006 95 $17.98
Sum Average

The Quantity field has been set up

to use the Sum function to sum the
Quantity values for the month as a
whole. Access automatically generated
the column title SumOfQuantity.

The UnitPrice field has been set up to
use the Average function to average the
unit price values for the month as a
whole. Access automatically generated
the column title AvgOfUnitPrice.
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Aggregate Functions

Summary queries summarize data using aggregate functions built into Access. These are math operations that
calculate statistics about the data. Some of the aggregate functions require the data to be numeric, such as Sum;

others such as Count will work on any data type.

The available aggregate functions include the following:

Function Purpose

Sum Total numeric values.

Avg Total numeric values and divide by the number of records in the group.

Min Find the lowest value (smallest number, first text alphabetically, earliest date).

Max Find the highest value (largest number, last text alphabetically, latest date).

Count Find the number of records in the group.

StDev Calculate the standard deviation. This is used to see how close the values are to the average.

Var Calculate the variance. This is another way of measuring how close the values are to the average.

First Find the first record’s entry in the group.

Last Find the last record’s entry in the group.

Expression Allows a custom formula to be entered.

Where Refers the query to the Criteria row. This enables you to include fields in the query purely for criteria
purposes without grouping or calculating by that field.

Simple Query Wizard Summaries

Simple Quesy W izar N ——

Count records in
Order Details

Table:

So
Show:
Criteria:
or

4

Field: | Order Date By Month Sum Of Quantity: Qui Avg Of Unit Price: Uni
Order Details |

‘-’Tnta\: Group By
i

| Order Details
|Sum

Expression
Where

Year{{Orders).[Order C

Summary Options

Would you like a detail or summary query?
(& Dt (v svery ek of every ecor) When you choose a summary query with the
g Simple Query Wizard, a Summary Options
‘Summary Options ... - - -
button becomes available in the wizard.
Summary Options
What summary values would you like calculated? [T]
Field Sum Avg Min Max
Quenty oo c4@
it Price -
— Select the calculations

You can mark check boxes for each calculation
that you want. Each check box that you mark
translates into a column in the query results, so
choose carefully to avoid information overload.

Query Design View Summaries

In Query Design view, you can display
a Total row in the grid. For each field
included, the Total row must be set
either to Group By or to one of the
functions shown in the table.




Create a Summary Query with

the Simple Query Wizard

The easiest way to create a
summary query is to use the
Simple Query Wizard, as you
learned in Chapter 7. As part
of the wizard, you can specify
a summary query and then set
up the calculations that you
want to use.

@ On the Create tab, click Query
Wizard.

The New Query dialog box opens.
@ Click Simple Query Wizard.
© Click OK.

The Simple Query Wizard runs.

@ Click here and select the table (or other
query) from which to select fields.

@ Click a field.

O Click here to move the field to the
Selected Fields list.

® You can also click here to move all the
fields at once.

@ Repeat steps 5 to 6 to pull more fields
from the same table.

© 1 needed, repeat steps 4 to 7 to pull
fields from another table.

© Click Next.

treate | EstemnadPaks  Datalsase Toals L4

= Creat

D00 OREEES @ Qi 8 R

P i e ven | thm e S tomms Gy | et ot G | W G -
Tisée Farmns Frar ot

Ready Hum Lok
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(@ Click Summary. Simple Query Wizard
‘ould you like a detail or summ; ?
@ Click Summary Options. t) QE; R fm::w "
@ Summary
Summary Options ... 11
(Lo J[ <t [ wext> ][ erin |
The Summary Options dialog box opens. s
® Click the check box for each calculation o bl e i E"—m
Field Sum Avg Min  Max
you want to perform. |2
(® If you want a record count, click here. Quantity &
(@ Click OK to return to the Simple Query
Wizard.
®—> Count records in
Order Details
Which fields should I use? Can I choose fields from
A summary query is clearest and different tables?

most concise when it uses
very few fields. Include
one field by which to
group and then only
the fields by which you
want calculations to
appear for those
groups. If you use
more fields than that,
the datasheet becomes so
complex that it defeats the
purpose of a summary query — to summarize
a large collection of data in a concise format.

Yes, the same rules
apply as with a detail
query. Fields can come
from different tables as
long as those tables
are related. Consult the
Relationships window
from the Database
Tools tab if you are not
sure about the
relationships.




Create a Summary Query with
the Simple Query Wizard (continued)

When creating a summary query
in which the field by which you
are grouping has a Date data
type, the wizard enables you to
select a grouping interval for the
dates. You can group by day,
month, year, and so on.

This option alone makes the wizard very valuable.
It is easy to set up such intervals in the wizard, but
it is very complicated and difficult to set them up
manually in Query Design view.

Create a Summary Query with the Simple Query Wizard (continued)

(® Click Next.

Would you like a detail or summary guery?

® Detail (shows every field of every record)

@ Summary

Summary Options ...

) (e ] ()
If the Group By field is a Date data type, [Simple Query Wizard |

you are prompted for an interval.

How would you like to group dates in your query?

(@ Click the grouping interval that you want. © Livcpie ot fine
) Day

() Click Next. L s
© Quarter
© tear

cancel | [ <ok [ wec> | [ enen
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(® Type a name for the query here, replacing
the default name.

@ Click Finish.

The query results appear in a datasheet.

@ Widen the columns if needed to display the
column headings.

Note: To widen a column, double-click between column
headings or drag the right border of a column heading.

@D Click .

The query definition is saved.
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[ |[ <ma |

ome | Gree  EtemaiDa  DakaseTools L4
! e R = =tim Emab 4l L sSetection < 5y Meplaiy
4 = = 8l Hine T | £l r P it = - GaTe-
(mr g A | HE ][] Pt o e = o 7 Topie Pl S
Resordi

Fant i [

] T v R e £

i

‘!.'.."B

@

Can | make changes to a
summary query after
creating it with the
wizard?

Yes, you can edit it in
Query Design view. In
most respects, a
summary query is just
like any other query. It
has a Total row in the
grid that detail queries
do not have. You will
learn more about
summary queries in Design
view in the next section.

I viewed the query
and there is a welrd extra
starts with “Year."

When you specify grouping by a date range, the
Simple Query Wizard adds a formula that
represents the interval. Its syntax can be quite
complex; that is why it is best to create such fields
with the wizard. Widen its column in the grid to
see the entire formula at once.

in Que? Design view,
ield there that

Date)*12-DatePart(m [Orders [Order Date]l1

Group By




Create a Summary Query
in Query Design View

You can also create a summary
query in Query Design view by
specifying the fields manually.

If you know exactly what you
want, and if the syntax you need
is not complicated, it can be
faster to use this method than
the wizard.

. . Show Toble .
@ On the Create tab, click Query Design. il e [ :
A new query design window opens, and S '
the Show Table dialog box opens. i o
@ Double-click a table to include in the S
query. Repeat as needed. L
@ You can also click a table and dlick Add.
D
© Click Close. L oy o e =
_ ‘@R amac | armrOe .y s
The selected tables (or queries) appear bt R st ot S s B e G | ™ e
as field lists in the top part of the prove—— 5
window. e &
. 1 bwventory G i
@ Drag the fields that you want on to the 3 et 00t
. 1 wertony Purcharas
grid. T i
1 wentony Said
@ Click Totals. 8
= onger Count

S Onber Quamtities by ..
S Order hevenus by M.
S Order Subtotaly

S Oner Summary

1 Orden Quantities b
2 Fredud Categany Sa.
& FreduaOrden

2 Produn Purdases
A Predua Sate by Cot.
A Presuasale Oty by
A Fredue Sates To
o Produat Onbak .
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The Total row appears on the grid.

@ For each field, click here and select the
calculation to perform.

@ Leave one field set to Group By; these
groups will form the rows of the results.

@ Click View.

The query results appear in a datasheet.
© dick &
The Save As dialog box opens.

© Type a name for the query, replacing the
default name.

(@ Click OK.
The query is saved.

‘ LA e . EEE R
— e A -

2130

18 @ | e

B 4 -
T — II f‘:‘.u-—-i ﬂ -
X s - 5 e o e

@

How can I rename the column headings?

Use an alias, as you learned to do in Chapter 7.
In Query Design view, type an alias and a colon
in front of the field name in the Field row.

Can I sort and use filter criteria in a
summary query?

Yes. A summary query is just like a detail query
in most respects. You can even include a field
in the query that does not appear in the query
results, just for filtering.

Sum of Quantity: Quantity
Order Details
Sum

Order Date
Orders
Group By

<#1/1/2007#




Understanding
Calculated Fields

You can use queries to generate
new columns on-the-fly that
calculate values based on the
contents of other fields. For
example, you could create a
Cost column in the query that
multiplies Quantity x Unit Price.

Assign a Column Name Write the Expression

Use the same technique for naming the new After the colon, write the expression — that is, the
column that you did with aliasing in Chapter 7, but math formula — using standard math operators,
do it in a blank column. Type the new name at the with field names enclosed in square brackets. For
beginning of the Field box, and follow it with a example, to multiply the Unit Price by the Quantity,
colon. type the following:

[Unit Price]*[Quantity]
Here are the math operators that Access recognizes:

Addition +

Total: Subtraction -
Multiplication *

Division /
Exponentiation "

Total:[Unit Price]*[Quantity]




Create a

| Calculated Field

You can use calculated fields to
generate information about each
record. For example, you can
test the effect of increasing
prices by 20% by creating a new
column that multiplies the
existing unit price by 1.2.

Create a Calculated Field /
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QUANTITY

X UNIT PRICE

CREATE THE CALCULATED FIELD

@ 'n Query Design view in the Field row
for a blank column, type a title for the
new column followed by a colon (;).

@ Type the formula to calculate.

Note: Remember fo enclose field names in square
brackets.

SET A NUMBER FORMAT FOR THE
CALCULATED FIELD

@ Right-click the calculated field and click
Properties.

The Property Sheet opens.

@ Click here and select the number format
for the calculated field.

© Click here to close the Property Sheet.

[@obpe=m

Jreees

:
T




Understanding

Action Queries

Action queries modify records
based on criteria that you
specify. Unlike a select query
(the type of query you have
worked with so far), an action
query makes permanent changes
to the table.

)

Types of Action Queries

In Query Design view, the Query Type group has
buttons for the various types of queries. The action
queries represented there are the following:

Make Table: Creates a new table; it is a means of
moving records from one table to a new one.

Delete: Deletes records from the table based on
criteria that you specify.

Append: Adds records to the end of an existing
table. This is a means of moving records from one
table to an existing one.

Update: Changes values across the entire table
based on criteria that you specify. For example, you
can increase prices by a certain percentage.

ﬁ i]' nﬂw' /g' B Crosstab | QD Unian
B * & Woelete @ Pass-Through

Select | Make Append Update
Table o : K’_Data Definition

Query Type

150

Be Careful!

Because action queries make permanent changes to
tables, you should back up a table before running an
action query on it. One way is to copy the table by
pressing +[2] and then paste it by pressing
[=1]+[7]. In the Paste Table As dialog box, specify a
name for the copy and make sure that Structure and
Data is selected as the Paste option.

To avoid accidentally rerunning an action query later,
either delete it when you are finished with it from
the Objects list or hide it there by right-clicking it and
choosing Hide Table.

Paste Table As [T [
Table Mamne: |T|
Backup of Products Table

Paste Cptions | Cancel |

() Structure Only
(@ Structure and Data
(") Append Data ko Existing Table




Run a Make 8
chapter

| Table Query Creating More Complex Queries

A Make Table query creates a
new table. You can use this
query to archive old records, for
example, or to split a table into
two separate tables based on the
status of a certain field.

| Fun 2 Make Table query | J

@ (Create the query as you would any other query E_F_PI-,
in Query Design vew, @ orgaaama s

Make sure that you include all the fields that

the new table should contain. Also make sure 2|
that your criteria capture the needed records. ~mimen
©® To include all the fields for a table, drag * from Smi
the field list to the grid. e
@ To check your work before running the query, e e — A >
click View. =

Click View again to return.

@ On the Design tab, dick Make Table.
The Make Table dialog box opens.
@ Type a name for the new table.

Note: You can optionally choose o save the new table in another ool ' o \{ =L
database. g:ﬂ g —
@ Click OK. 3
T tmietvny
O Click Run. ol = =

The new table is created. ~foinvay [ S




Run a
Delete Query

A Delete query removes records
that match the criteria you

specify.

Delete queries are useful whenever
you need to purge a table of a certain
type of record. For example, you can
use a Delete query to remove products
from a supplier that has gone out of
business.

[ Fun  Dette query |

@ (Create the query as you would any
other query in Query Design view.

® Include criteria that identifies the
records to be deleted.

Note: This query will act on entire records, regardless of
the fields you include. Therefore, you need include only
fields by which you want to set up criteria.

@ To check your work before running the
query, click View. Click View again to
return.

@ On the Design tab, click Delete.

@ The rows in the grid change. The Sort
and Show rows disappear, and a Delete
row appears.

© Click Run.
A warning appears.
@ Click Yes.

The records are deleted.




. Append Query

You can use an Append query
to copy records from one
table to another table.

The receiving table must have the same fields as the original
table. You can use the Make Table query to create a new
table with the same structure, or you can copy the table and
include only the structure in the copy, as shown in Chapter 3.

L Fun an Append auery |

3

@ (Create the query as you would any other query in
Query Design view.

® Include criteria that identifies the records to be
appended to another table.

Al fields for the records will be appended; you
need specify only the field(s) containing the criteria.
However, including all fields makes it easier to
check your work.

Note: Appending records does not remove them from the original source.

@ To check your work before running the query, click
View. Click View again to return.

@ On the Design tab, dlick Append.
The Append dialog box opens.
@ Click here and type the table to which to append.

@ You can dick here to select from a list of tables in
the current database.

@ Click OK.

The dialog box closes.
@ Click Run.

A warning appears.
O Click Yes.

The records are appended, except where it would
violate data integrity rules such as duplicate records
not being allowed for a certain field.

Vet Gase Gbuts  Gatmeaten | e
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Run an
Update Query

An Update query does not add
or remove records from the
table. Instead, it changes the
value in a particular field for all
records across the board. For
example, you can use an update
query to increase or decrease the
prices of products by a fixed
amount, using addition, or by a
percentage, using multiplication.

Run an Update Query /

@ 'n Query Design view, click Update.
® An Update To row appears in the grid.

@ Double-click the field to update.
@ The field is placed into the grid.

‘g e e e L]
EEETE] M Ty
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Creating More Complex Queries

© In the Update To row, type the formula to
use for the update.

Note: A 10% increase in List price is shown here.

@ Click Run.
A warning dialog box appears.
@ Click Yes.

The query runs and updates the values.

chapter8
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What is the correct syntax for an Update

To formula?

Enclose field names in square
brackets and use standard
math operators:

+ Addition

- Subtraction

*  Multiplication
/ Division

A Exponentiation

Do not use any currency symbols; express

numbers as plain digits.

What are some examples of
formulas?

Here are some examples:
To increase Price by $2:
[Price]+2

To decrease Price by 5%:
[Price]*0.95

To decrease Price by
one-third: [Price]/3 or
[Price]*0.66

To multiply Price by itself:
[Price]*[Price] or [Price]*2

2




Prompt the User
for a Parameter

Instead of creating many similar
queries, you can create one
query that will prompt the user
for a value to use as a variable.
For example, if you use the same
query to look up addresses in
different states, you can create a
parameter that asks for the state
each time that the query is run.

Prompt the User for a Parameter /

CREATE THE PROMPT

@ Create the query as you normally would in
Query Design view.

@ In the Criteria row, type the prompt message in
square brackets.

Note: You can be brief, as shown here, or you can provide much more
direction than that. For example, you could clarify the instruction with
[Please type the two-character state abbreviation:].

TEST THE PARAMETER
@ Click Run.

Note: Because this is a select query, there is no difference between Run
and View. You can use either one.

The prompt for the parameter appears.
@ Type the variable in the text box.
© Click OK.

The datasheet opens with just the records that
match the variable.

Note: If you want to rerun the prompt from Datasheet view without
returning to Design view, press % +

gy e ieamar e i Bunmem  rancen  menien |
tamer s E Sam o

3
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Understanding 8
chapter

Parameter Syntax Creating More Complex Queries

One of the difficulties in creating
a parameter prompt is making

it easy for users to enter the
values that they want without
generating an error or unwanted
results. To help with this, you
can modify the basic prompt and
combine it with other criteria to
permit a variety of responses.

Here are some examples that use
the state prompt from the preceding
section as their basis:

Entry in Criteria Permissible Responses

[Which State?] Entire state abbreviation.

Like [Which State?] Entire state abbreviation
OR

Any portion of field contents with a wildcard.

For example, use C* to see CA, CO, and CT or *A to see CA, IA, PA, and WA.
Like [Which State?] or Is Null Entire state abbreviation

OR

Any portion of field contents with a wildcard

OR

Press m or click OK without entering anything to display all records.
Like [Which State?] & “*" Entire state abbreviation

OR

Any portion of field contents with a wildcard, where the wildcard applies to the value
in any position.

For example, *A displays all values with A anywhere in their name.
OR
Press m or click OK without entering anything to display all records.




Creating

Forms

DesignlView]

Contact Name

Company

First Name

Last Name

Job Title

Home Phone

Cell Phone

Address

Date

Forms provide an easy-to-
use interface for data entry
and editing. Forms are
especially helpful for
databases that will have
less-experienced users
assisting you because
onscreen forms can mimic
familiar paper forms.

In this chapter, you will
learn how to create forms,
group and arrange fields on
them, and define their tab
order.



Understanding Forms

Create and Save a Form

Create a Form with the Form Wizard
Create a Form in Layout View
Create a Form in Design View
Delete a Field from Design View

Arrange Fields on a Form

Group Fields Together
Define the Tab Order on a Form




Understanding

Forms

A form is a view of one or more tables that is designed to be used for data entry
and editing. By creating forms, you can make your database more user-friendly
for inexperienced users who are likely to need to enter and edit records in it.

One record at a time Object display

The default type of form shows the fields as In Datasheet view, imported objects such as
fill-in boxes for one record at a time. This graphics appear as text names, but on a form,
makes it easier for users to enter a new depending on the data type, Access might be
record without getting confused by the able to display them as they actually appear.
multiple rows and columns of a datasheet. For example, pictures of employees can be

displayed with each employee's record.

= Customer Details d ! LR € ::_ 2 : [ & ot |
Elizabeth Andersen
Go to Contact | El E-mail Customer Create Outiook Contact Save and New
ompan * E-mail lelizabeth,and: @northwindtrads
Company |N00d|E Foods ‘ i page .E 1zabe andersen{@nol windatra 5; Form header
Primary Contact A form can have a running
FistHame Tizabath \ header that appears the
feathiee |Andersen | same no matter which
Job Title |Purchasing Representative ‘ s record |S dlsplayed You can
| Phone Numbers Likes to receive samples of new products put anythlng YOU Want |n
BushessPons  [(123)456-7890 \ this header. In this example,
| \ hyperlinks to other forms
Fax Number - -
|Ezspe 70 | appear, making it easy for
o the user to navigate
[l | stest 123 Any Street between forms.
City Any City
State/Province WA ‘
M | zipmostalc 99939 ‘
Eauntm.Reg‘; |usa ‘
I Recardi W < [10f29 | » M b [ G lloFilter [ Search q u

Record navigation Search
To move between records, users can use To search for a particular record, a user can type a
the Record navigation buttons. These are  word or phrase in the Search box and press (7).

the same as in a datasheet, but they are The records are filtered so that only records that
more useful here because you cannot contain that word or phrase appear when the user
see other records without them. scrolls through them with the record navigation

controls. Click No Filter to remove the filter.

=




Creating Forms

Multitabbed forms

A form can consist of multiple
tabbed pages, with different
form controls on each tab.

Datasheet-style forms

There are several design styles for forms
besides the standard one shown on the
preceding page. For example, a form can
resemble a datasheet, and can show
multiple records at once.

Customer Order Lookup

o |

Compuny [Accesubiiny Pius
T
Emapsone |

i e 3 w0

vzen Oriter e - Shipped Dete |

a @ AeE b R | sk | b |

4572006 /372008

w300 w3/2008 “
* 10472008 Ras1TAM
=

Two sets of navigation controls
A subform has its own navigation
controls by default, but your users
might find it less confusing if you
suppress their display. You can do
that from the subform's properties.

Subforms

A subform shows the records from a different
table or query that are related to the main
record shown. For example, here the orders
for a particular customer are being pulled
from the Orders table, depending on which
customer is chosen in the main form.




Create and
Save a Form

Access 2007 makes it very easy
to create several simple types of
forms based on a table or query.
Just one click will do it.

You can create three types of forms
this way: a plain form; a split form,
showing both the datasheet and the
form at once; and a multiple-item
form, showing multiple records.

CREATE A BASIC FORM

@ In the Objects pane, click the table or
query to use.

@ On the Create tab, click Form.
The form appears.

® A subform appears showing a related B et ca il =

ki e sty

table if any usable relationships exist. e s

] ] o fr
Addres ke Vet E

ave
CREATE A SPLIT FORM =
@ In the Objects pane, click the table or e, e : =
query to use. pETem———ECTEI
@ On the Create tab, click Split Form.
The form appears in the lower part of
the screen.
The datasheet for the table or query _
appears in the upper part of the screen. : "0
Sl S —— —
P— 2 ]

e




Creating Forms

CREATE A MULTIPLE-ITEM FORM (2
toms | creste | GtensDes  DitsbmeTedt  Premited  Anwee -
. . — gyl ez [ =y Pecrchany =] i tatienn =
@ In the Objects pane, click the table or J&8 0 &6 .. @ R 7
query tO use Tewgdatei = AWt~ Den Form o TR M P g I, Bopart Whtird i | i Do -
: peses s B s | oo x
. . o - s
@ On the Create tab, click Multiple Items. E— s @ Customers @
Canbomen 1D | Compary Hirst Name: Last Name E-madl Address Job Title Business Phone Hom
- - e ] 1 ra I ner
@ A form appears with multiple records prononalll !?H;m : e s g
visible at once. (ot il Py e Prever S P e
T ;murl:nmrg salsang
3 ::::”""‘“‘““" I | ignw-m | hemas | axen .2::.:3.’.... | n2aase. 70 |
T uhew Cumtomen | | e "
B Ordu D W a?:r.w |crmistira |1ee Pumhaing | (115670 |
o Manmiu {Corpartion Managar
g :::-m [ 5 stinson |artin | o'ponnen | Owner |70 |
Limited
O e deans i P
g ke W u:?m |franesco | perez-oinens suacscoppar | Pucatng | tnzspasers0
1 Pyodue | Enterprises Lod a.com Inagesr
g ::‘:::x:‘ B !Enmm IMmI-\’mI ;III . Owner .‘Mm‘
1 Purchase rders i
g o N ] 5 oodle Foods | Eiabeth ancersen elibethande Purchasing | {123)456.78%0 |
o CIICk E Cresty | EtemalDats  DabsbiaeTool L L 3 -
. =l e : =] Pestchars _] e Il - ™
The Save As dialog box opens. 20 m‘.]..:.._i\ 0 E..'.E. wearn T8 .:Jm;;m;:::_;gu §£ uﬁ
@ Type a name for the form. Frn, S EeeaE s s E
Tabler 5 - j -
. = e—— | m= CgstomersB o
Cllck oK. 21 customen o) e E.msil Adiciress  Sob Title Bussiness Phome. Hom
9 g Sissponimt froouas » 1{Ack :n-r Cwner (123)456-7090
- . - 25 Emplogss Frtlege Coff [ Custenrt and Ordare
@ You can right-click the form tab and click B emioes | 1" — | | J
S — 2iond Ownar (1232567850
Close to close the form. EU——— : |
B ety Rariactioms W [ T—— | axen Purhaing | (1156780 |
T wwanies u { Representativ

@

What other form types can I create?
From the More Forms button, you can create:

© Datasheet
Looks just like a regular datasheet, but it is actually
a form. This is useful when you want to show a
datasheet on a subform, for example.

Modal Dialog
Looks just like a dialog box, but it is actually a form.
This is useful for creating navigational menu systems.

PivotTable BEEmEe
This is a configurable Hoce T
PivotTable view of the data.
You will learn more about
this in Chapter 12.

What if | do not want a subform on a
form created with the Form button?
You can delete it easily.

Select the subform,
so a thick border
appears around
it, and press
on the

keyboard.




Create a Form with
the Form Wizard

The Form Wizard enables you
to create a form based on more
than one table or query, not
necessarily using all the available
fields from them.

With the Form Wizard, you gain some
flexibility without having to do all the
form design work from scratch
yourself.

o m—— Contact Info:
e-mz
— Phone # ()
e-mail address:

0 On the Create tab, click More Forms. m

@ Click Form Wizard.

The Form Wizard starts. Fom Wiard

@ Click here to open a menu of tables and L e
queries. o
@ Click the table or query from which to j:’“"“""""'::“' —
pull fields. e,
[acevas:
Cam | e el




Creating Forms

@ Click a field.
@ Click here to move it to the Selected Fields list.

Note: Add fields in the order in which you want them to appear on
the form.

® If you make a mistake, remove a field by
clicking here.

@ Repeat step 5 to add more fields from the
chosen table or query.

© Repeat steps 3 to 7 for other tables or queries
if needed.

Note: If you choose fields from more than one table or query, they
must be related.

© Click Next.

If you chose fields from two different
tables/queries, you are asked which one
should be the subform.

( Click the option that best represents the layout
that you want.

@ 1f you would rather have a linked form than a
subform, dlick here (©) changes to @)).

@ Click Next.

Form Wizard ﬁ:...

'|  Which fields do you want on your form?

‘fou can choose from mare than one table or query,

Tables/Queries
|Tah|E: Cus

Available Field

Company

Job Title
Business Phone
Home Phone
Mobile Phone
Fax Number
Address

fgna [ <o [[Lneta ] [Lomn ]

How do you want to view your

o ]

Order Details Extended

Y
@ Form with subform(s) () Linked forms

Cancel ]f@_-d.—il»uem J [ e

@

Can I use fields from more
than two tables/
queries?

Yes, but you are not
prompted for subform
information. Instead, all
the fields appear on a
single form. It is possible
to create subforms
within subforms with
Form Design view, but
not with the wizard.

Is it okay to not use all the
fields from the table(s)?
Yes, but keep in mind
that users filling out
that form will have no
way of entering values
into the fields that do
not appear on the form.
With an AutoNumber
field, that is not a
problem because the
user cannot enter that
anyway, but any other field

will be blank if it is not on the form.




Create a Form with the

Form Wizard (continued)

The Form Wizard is useful not
only for selecting the exact fields
to include, but also for choosing
a format and appearance for the
form. You can change those
things later, in Form Design
view, but it is often easier to
specify upfront what you want
via the wizard.

® Click the layout for the form
(© changesto @).

Note: If you are creating a form with a subform, this
screen asks you to choose the layout for the subform,
rather than the main form. For a form/subform layout,
the main form is always Columnar when constructed by
the wizard.

(@ Click Next.

(® Click the AutoFormat style that you
want.

Note: You can dlick the various styles fo see previews of
them before deciding on one.

(@ Click Next.

i

)

What layout would you like for your subform?

(o ][ <toec ][ temt> J[ &nen |
What style would you like?
B | |Foundry I
== Hedon




(@ Type a name for the form, replacing the
default name.

(® If you created a subform, type a name for
the subform, replacing the default name.

@ Click Finish.

The form appears in Form view.

® Some of the labels may appear truncated;
you can fix this in Form Design view later;
see “Arrange Fields on a Form” for more
information.

Creating Forms
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Do I need to save the
form before I close it?
No, when you specify a
name in step 17 and
optionally in step 18,
you are supplying the
filenames to be used.
Access automatically
saves the form and
subform, if applicable,
using those names.

1 made a mistake; how
do I get rid of the form
I just created?

Delete the form as you

@ Locate it in the
Objects list.

@ Right-dlick it.
© Click Delete.

@ In the warning dialog
bo, click Yes.
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Create a Form in
Layout View

Layout view, new in Access
2007, lets you create a form by
dragging and dropping fields on
to a blank page. It is not as
flexible as Form Design view,
but it is much easier because you
do not have to worry about
fields and labels lining up
correctly or using consistent
spacing.

CREATE THE FORM

e =
@ On the Create tab, click Blank Form. 2 i g« § g ﬁ
Regen csher
A blank form appears, along with a o =
Field List pane. Q__ o
@ Click Show all tables.
B wtomen and Cutery
T cuntomens 1
5 tnplopts peails
B tmploee it
A list of all the tables appears. N T e T
T e | cete | GtenaDen DetbnsTesn  Feeiteg  Anngs -
© Click + next to a table. O D @EREL O i 8RSED
) ) . O i<t G | form o Ssseras g, | " Mmoot o250 | e e
A list of the fields in the table appears, e — =
and + changes to -. o ————— e s
. ) i 3 cuntomer ety Company:  ACME Corporation m
@ Drag a field from the Field List onto the % e e s i
[Last Mame: [qacacs 1 B 2adess 3
form. - S o mon
. T cuitemenss " E:':':L_"“'
@ Repeat step 4 to add more fields. = s sy
B fnplopes it gcm
. T employes Orders Subbom
The space allotted for the field labels = e L oo %
increases as fields with longer labels are . B e s
added, so no labels are truncated. st
CH Order Detats Ertended Sub.
2 oumine Fstat avulalile i atter tables
EH Onter Subtom for Order 0. | Cutibommar hrchirs ELTible =
B o ot Bt rom
S Onders Dubiformi »-_l-.m«n Edt Table
EH dvodun Catwgon Sale by ::mnmm; ::2:‘:: |
2 manouy [ Tioden bbb |
T rocuct s by Cotepery . e ] 1§
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Creating Forms

ADJUST THE SPACING BETWEEN 9
LABELS AND FIELDS
@ Position the mouse pointer between a T ——
- ; A -
field and its label. Compan: " G Eerpareton
@) Drag to the left or right to change the mm =
spacing. bt Gundf
Business Phone: {123]456- 7850
The change affects all fields, not just the e
one that you dragged. e

ADJUST LABEL ALIGNMENT TS - o e
- Home | Creme  GamwdOas  OmskaeTiat  Fomamey Ca

Note: By default, labels are left-aligned. You can make them | =1 e - EEW T e g A, oo i S
. . . ) 3 i ot | : E = el aitsme 57 somng |} e T Advances iR L
right-aligned with the fields if you prefer. o R e I s el o D Bl
e | |Chbi % e : Wt a3 $imer Pl
All Acceis Objedts

@ Position the mouse pointer above the top o
label, so a black arrow appears, and click. | 5 csmnvwn

B Cutimr Lt First Name: |Anna
The entire column is selected. - Fsy— Cart wams seders
) Customers ind ovden E'mm”
@ On the Formatting tab, click the Align Tomm i =l =
Right button. B eoppeen o Phone:
= Maibile Phons:
All the labels are right-aligned. s e

®

Can I rearrange fields after placing them on the layout?

Yes. Select a field and drag it up or down to reorder the fields. To position individual
fields away from the default single-column list, you must remove the layout template:

@ Select the layout by dlicking the 0

ID: [1

four-headed arrow in its upper-left corner.

Company: ‘ACME Corporation

o
First Name: 1ina

@ On the Arrange tab click Remove. Last Nome:[ecdece

L

@ Click a field to move.

Each field now has its own a—’@ .

four-headed arrow button. 1 Company: ACME Corporation

First Name: ‘Anna

@ Drag the four-headed arrow il Last Name: Bedecs

for that field to move the field.




Create a Form
in Design View

Design view provides the most
flexibility for creating forms. You

can create a form in Design view Confact Name
that arranges the fields and labels Company

in exactly the way you want them. First Name
Fields and labels are not restricted Last Name

. . . Job Title

in their placements, as they are in rI——
Layout view. Cell Phone

Address
Date

@ On the Create tab, click Form Design. < oy
D0 I BEIME o @iz, @ e

. . ]
A_new form appears in Form Design i T o S Mot S | e e B U e M
view. e A ra ,
,Eﬁ|,.‘.|.; TeT I'rom:x:lemﬂ:\emln e o]
@ On the Field List, click + next to the e s e 3
table from which to select fields. 1= : - - - i il
Note: If the Field List does not appear, click Add ) i R e e T Rt e
Existing Fields on the Design tab. S ! i m i | e
oy o
+ changes to -, and the list of fields oo
Countey Region
appears. e
e
+W:;I!‘ﬂ= B s

Both the field and an associated label m
appear. ;_ Home | Grome | EmomalDeta DwakaieTe  Dolon  Amange i -
20 00 EIES: S 0. 8 REQ
@ This is the field label. - G b o

@ This is the field.

@ Drag and drop more fields on to the
form.

Note: You can drag more than one field at once by
selecting multiple fields on the Field List before dragging.

o




Delete a Field

from Design View Creating Forms

You can either remove an entire
field including its label, or you
can remove only the label.
Doing the latter enables the field
to remain on the form, label-
less. This can be useful, for
example, when you want a single
label such as Name followed by
two different fields such as
FirstName and LastName. It can
also be useful when fields on the
form are obvious and do not
need labels to name them, such
as Notes or Memo.

DELETE A FIELD

@ Click the field — not its label — to select it. First Name
A dark selection box appears around the
field.

@) Press [00).

Both the field and its label are deleted.

DELETE A FIELD LABEL

@ Click the field label — not the field itself —
to select it.

A dark selection box appears around the & Last Mame
label.

O Press [EET.

The label is deleted, but the field remains.

Note: You cannot do the opposite; you cannot delete the
field but leave its label. You can, however, place freestanding
labels on a form; see Chapter 10 for more information.




Arrange Fields
on a Form

One advantage of working

in Form Design view, as
opposed to Layout view, is
the flexibility in arranging
fields. You can drag a field
around on the grid freely or
make it align and/or conform
in size with other fields.

Resize a Field or Label Box

When you hover the mouse pointer over a selection
handle on a selected field or label, the mouse
pointer turns into a two-headed arrow. If you drag at
this point, the field or label box will be resized.

Last Mame

Move a Field

When you move a field, its label travels with it. To
move a field, position the mouse pointer over the
border of the field, but not over a selection handle,
so the pointer turns into a four-headed arrow. Then




Creating Forms

Move Only the Field or Only the Label

Each field and each field label has a larger selection
handle in its upper-left corner. If you drag the box by
that selection handle, it moves separately from its
associated objects. So, for example, you can move a
label independently of its field, or vice versa. This can
be useful to place the label closer to the field or above
the field.

Align Fields and Labels

It is often useful to right-align or left-align a series of
F . e fields or field labels. The Arrange tab’s Control Alignment
- To Grid afr To P group has buttons for this purpose. You can select

- ) several fields and then click one of these buttons to
IEl L &ft u_l]l Bottom make the fields align neatly with one another.

=] Right

Control Alignment

Make Field Sizes Consistent

: g Sometimes a form looks best when all the fields
== EHE are the same size. You can select multiple fields
I:' and then use the controls in the Size group on

= @=> ED % <@ the Layout tab to standardize on a size:
Anchering _ - size to Fit
=0 4,

] t Size to Tallest
Size :

Size to Shortest
Size to Grid
Size to Widest

Size to Narrowest




Group Fields

Together

When moving fields around, it can
be easier to work with a block of
fields than to select and move each
one individually. You can group
several fields together so that any
actions you perform on the group
are applied to all individual fields
within that group.

@ In Form Design view, drag a lasso
around a group of fields to select them.

Note: To lusso, drag an imaginary box from a spot above
and to the left of the fields fo a spot below and to the right.

OR

Hold down the [5111] key and click
each field that you want to select.

@ On the Arrange tab, click the Group
button.

® A box appears around the selected
fields, indicating that they are grouped.

@ To ungroup the fields, click the Ungroup
button.
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Define the Tab

. Order on a Form Creating Forms

The tab order is the order in
which the insertion point moves
from one field to another when
the user presses . The default
tab order is the order in which the
fields were added to the form. You
can change this, however, to any
order that you prefer.

Membership nf,

)

@ n Form Design view on the Arrange tab, m
click Tab Order. =R BN W e o T el e

The Tab Order dialog box opens. 5 :
@ Click to the left of a field name to select it. '

Tab Orddes

First Name

L —
1 List Narne:
o i E-maif Acdress
il - | Business Phone

@ Drag the selected field name up or down
in the list.

® Alternatively, you can click Auto Order
to set the tab order based on the
positions on the form.

Note: Auto Order orders fields from top to bottom. If two
fields have the same vertical position, it orders them from left
to right.

O Click OK.

The dialog box closes, and the new tab
order goes into effect.




CHAPTER

Modifying an
Formatting Forms

The basic forms that you
created in Chapter 9 can

be improved by applying
formatting and using
special sections such as
headers and footers.

In this chapter, you will
learn how to use formatting
and design features to
make forms easier to use
and more attractive.
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Display the

Header and Footer

Each form can optionally have a
header and a footer, where you
can place information that
should be the same regardless of
which record is displayed. This
can include a title, buttons that
open other forms or hyperlinks,
and so on.

Contact Name
Company | r B |
First Name l

Last Name
Job Title
Home Phone
Cell Phone
Address
Date

—

There are two header/footer sets: Form and Page.
The form header/footer appear on every form
onscreen; the page header/footer apply to each
printed page when you print the form.

\ Display the Header and Footer

@ In Form Design view on the Arrange
tab, click the Form Header/Footer
button.

A Dakaye Tal

[ ——

Autsformst || Tabnsr Srad-ed Pemaes

® To display the page header/footer
instead (or in addition), you can dlick

the Page Header/Footer button. FW—

nnnnnnnnn

Note: The buttons are toggles; click one again fo turn the "
header/footer display off.

@ The header(s) appear at the top of the
form, with their own title bars.

@ Scroll down if needed to see the
footer(s).

| mobile Phane
Fax Number
i o

2 s | skl surovncs e -

[
Deestan Wime s Lodk jooasw




Size Sections
of a Form

Header and footer sections start
out small vertically, but you can
enlarge them as much as is
needed to hold the content that
you want to place there. You can
also resize the main section of
the form, the Detail section, to
accommodate the fields there.

It is also sometimes helpful to temporarily
enlarge a section so that you have more
room to work and then tighten it back up
again when its content is finalized.

\ Size Sections of a Form

Modifying and Formatting Forms chapterlO

@ n Form Design view, position the
mouse pointer at the bottom edge
of a section of the form.

For example, to enlarge the Form
Header section, position the mouse
pointer at the top of the section divider
below it.

The mouse pointer changes to a vertical
double-headed arrow.

@ Drag up or down to change the height
of that section of the form.

® The form footer does not have a divider
below it.

@ To enlarge the form footer, drag its
bottom border down.

Note: If you want only the header but not the foofer, or
vice versa, resize the unwanted section so that it takes up
no space at all.

Note: If you do not want the header and footer at all
turn them off as described in the preceding section.
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Select Sections

of a Form

After turning on headers and
footers, you have a multisection
form. Each section can be
separately selected and acted
on. For example, you can apply
AutoFormats, which are
covered later in this chapter,

to individual sections.

Membership Info

To make sure that formatting applies to the
correct section(s), you must learn how to select
a section and how to select an entire form.

| Selec secions of a form |

SELECT AN INDIVIDUAL SECTION

@ Click the title bar of the section that
you want.

The title bar turns black, indicating that
the section beneath it is active.

SELECT AN ENTIRE FORM

@ Click the square in the upper-left corner
of the form.

A small black square appears within the
square, indicating that the form is
selected.

® Any individual section title bars that
were previously selected become
unselected.




Add a

Form Title

Modifying and Formatting Forms

chapterl()

A form title appears in the form
header and provides a name for
the form. If the form header
does not already appear when
you insert it, Access turns on
the form header.

You can create a form title manually
by adding a label text box to the form
header area, but Access makes it easy
by providing a button on the Design
tab specifically for this purpose.

| Add a form ite |

@ n Form Design view on the Design tab,
click the Title button.

® If the form header did not already
appear, it appears, and a box appears
in it with dummy text, such as “Form1.”

Q Type the text for the title.

Because the dummy text was already
selected, typing new text replaces it.
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Apply an
AutoFormat Preset

An AutoFormat is a preset
collection of formatting that
you can apply to your form,
like a style or theme in a word-
processing document. You can
choose an AutoFormat preset to
easily change the colors and
fonts used on the form.

\ Apply an AutoFormat Preset

@ In Form Design view, select the section
of the form to affect or select the entire
form.

Note: See “Select Sections of a Form” earlier in this
chapter for details.

@ On the Arrange tab, click AutoFormat.

A gallery of formats appears. R i e e
- Home  Creste  EstemalBats  OstabaseTooh  Deign | devangr -

@ Click the format that you want. N S 3 & 6 ee—C 0 &G0 W

Note: Most presets contain a contrasting color band at the
top. If you apply the preset fo the entire form with a

header displayed, the band is placed in the header. If the E | [ E %

header is not displayed, the band appears in the Detail 5 a E m

section. If you apply the preset to any other section than a

header, the band does not appear. M H I':—l

& msLomat wizsra

T cnber Dtaits Status
I onseonny
o




ly an
AutoFormat Style Modifying and Formatting Forms chapterlO

When you use the Form Wizard
to create a form, you have the
opportunity to select a formatting
style. These same styles are also
available to apply to a form from
Form Design view.

The styles are the same as the ones in the
presets, but there are more options. You can
choose to exclude certain parts of the format,
for example, such as the fonts or colors.

\ Apply an AutoFormat Style

@ n Form Design view, select the section
of the form to affect or select the entire
form.

e
==
o
—==—5|§

\fnq.-nm

Note: See “Select Sections of a Form” earlier in this
chapter for details.

@ On the Arrange tab, click AutoFormat.

A gallery of formats appears.
© Click AutoFormat Wizard.

The AutoFormat dialog box opens.

T bt retas satn
s TR
3 omen

@ Click the style that you want. = Atoromat

You can click a style name to see a
preview of it.

@ Click Options.

The Attributes to Apply section appears
in the dialog box.

@ Clear the check box for any part of the
style you do not want to apply.

@ Click OK.

Note: Choose None as the style to remove all styles. To
remove only the background graphic, right-click the form’s
tab and choose Properties and then delete the (image)
from the Picture property.




Create an AutoFormat

Style by Example

Design|View]

Contact Name

| company
You can create your own First Name
AutoFormat styles. First format o e
a form the way you want it, Home Phons
including the borders, colors, Sell Phone

Address
and fonts, and then define the Date —_

current form’s settings as a new

style.

— i —|

24

\ Create an AutoFormat Style by Example

@ n Form Design view, apply the color,
border, background image, and font

Morthwind 2007 : D

Home Create External Data Database Tools Design | Arrange

. * T il To Grid T Top =) [ o
formatting that you want to the form. ei—— T Ep

= 5 Ancharing .
£51 1ok Drder =] Right 2 =y A,

- Control Aignment Size

Note: See the later sections of this chapter for details.

Note: You can start with an existing style and then make
a change fo it.

@ On the Arrange tab, click AutoFormat.
A gallery of formats appears.
© Click AutoFormat Wizard.

=

% AuteFormat Wizard..

TETa AEoTEes | E-mail Address

: |
Ljob Title

E OrderEntry

B orders

1 order Details status ‘

usiness Phone

| ==| AutoFormat

The AutoFormat dialog box opens. EAutoformat I
@ Click Customize. e B : —

Median
Metro
Module
None
Northwind
Office
Opulent
Oriel
Origin D
Paper
Solstice
Technic
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The Customize AutoFormat dialog box
opens.

@ Click Create a new AutoFormat based
on the Form {formname} (O changes

to @).
O Click OK.

The New Style Name dialog box opens.
@ Type a name for the form.
© Cdlick OK.

The form appears in the list in the
AutoFormat dialog box.

© dlick OK.

The AutoFormat dialog box closes.

@ Customize AutoFormat

Customize Options
P o ]

P (@) Create a new AutoFormat based on the Form 'Form1',
(7 Update "Trek' with values from the Form 'Form1',

() Delete "Trek.

This will allow you to create your own AutoFormats based on the
document you have open.

E Avtofornat_ L D (=]
e , 310

i - — |
@Custnmize AutoFormat - :

==| New Style Name

Style Name:

|Acme

This will allow you to ceate your own AutoFormats based on the

document you have open.
s)
\/How can I change an existing style? How can I delete a style?
In the AutoFormat dialog box, make sure that In the AutoFormat dialog box, click the style you
the style you want is selected before clicking want to delete and then click Customize. Then
the Customize button. Then in the Customize in the Customize AutoFormat dialog box, click
AutoFormat dialog box, click Update {stylename} Delete {stylename}.

with values from the Form {formname}.

Customize AutoFormat

i =
() Create a new AutoFormat based on the Form 'Form1',

@) Update ‘Acme' with values from the Form Form 1",

() Delete ‘Acne’,

This will add the information in the current document to the selected
AutoFormat,




Adjust Internal
Margins and Padding

The margin setting for a field is
the amount of space inside its
box between the edge and the
text. You can adjust the margins
for individual fields, but forms
look better if all the fields have
the same margins.

The padding setting is the amount of space
outside the box. When you adjust the padding,

you change the amount of space between
fields and between a field and its label.

\ Adjust Internal Margins and Padding

CHANGE THE MARGINS

@ In Form Design view, select the field(s)

to affect.
Selecting the section bar will not select
the fields; you can lasso the fields you
want, however.
@ On the Arrange tab, click Control B oo ish
Margins. o
© Click the margin setting that you want. = i
0 onseiotry
T orgen
T Onders Skatus

CHANGE THE PADDING

@ In Form Design view, select the field(s)
to affect.

@ On the Arrange tab, click Control
Padding.

@ Click the padding setting that you want.

H Creste Extorral Data. Database Toals Daign Aeanpe -




Modifying and Formatting Forms

A Iabel is a text area that is not
connected to a field or function.
It exists on a form purely for
informational purposes.

Earlier in the chapter, you learned how to
create a form title, which is a type of label.
You can also manually create other labels

anywhere you like, in any section of the form.

\ Add a Label

chapterl()
Fruit Enthusiast of America (FEA) »
6Membersh1p Form

(afo | |

Kyle Allbaugh
765.555.341
Male

@ n Form Design view on the Design tab,
click Label.

The mouse pointer changes to A .

@ Drag a box where you want the label to
be and release the mouse button.

A label box appears with the insertion
point flashing in it.

9 Type the label text.
e Click away from the label when finished.

%8 73
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Format

Label Text

You can apply some of the same
types of formatting to a label as
you would to text in a word-
processing program, such as
changing the font and size and
using bold, italics, and
underline.

The main difference is that in Access, text
formatting is available only when the outer

frame of the label is selected; you cannot select
different formatting for certain characters than

for others within a single label box.

\ Format Label Text

Font and Size
Changer

move you

A\
mouse oV s
L0 change fopng anﬁrsng ltcm X

@ In Form Design view, click the frame of
the label to be formatted.

You can select multiple labels at once
by holding down [E11] as you dick
each one.

You can format both labels you have
created yourself and labels that are
associated with fields.

@ On the Design tab, click here to open
the font list and click a font.

@ Click here to open the Size list and click
a size.

@ Click one or more of these buttons to
apply its formatting:

® Bold
@ ltalic
® Underline

p Eras Light ITC

‘i Eras Medium ITC
oo B Estrangelo Edessa
- B Bessrtre
I e T Euphemia
- :j T FangSong
= O.J T FELIX TITLING
|Flxerdsys

B oty Foatlight MT Light

o o Forte

0 od B Frankin Gotic Book
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@ Click an alignment button:

Calgh | M -

— X - =
o Left = v g Wﬁ:'ﬂj;&,:,‘ ‘@ =8 ﬂ"
. . . s Bar mEe 4 -rq:* " e
@ Center e
LI T s e R R G I N R S G I D I R
@ Right - R
. . T piconbined Froduds
@ Click here to open the Font Color listand | = e
« T emptayers
click a color. B st ez
=
T wwvertary Bansamion: : i
@ To place a colored background in the label _
box, click here and click a color i S e (O = | :Jm A Ceas = —g - o
! ' T‘lllll‘ IQM_ 3‘4 it MJ.I_H-_'_)HI._‘; T ﬂf:
. Ewa s Atomatic Rt | LAY L] 5 X e " 3
® You can click Transparent to remove the i Pt | it [ o
w1s Oljeets. - |0 En
colored background. T -

T cumomer krchive
T cusmamen

T miscantined Prasus
0 emplayee Prlegen w
20 enptaoyen u
0 pwemry Pestachng -
T bvertory Bestohavg Detuils

o =

Can | format the text in a field?

Yes, just select a field instead of a label and
apply the formatting as you learned in this
section. It works exactly the same way.

What is the paintbrush button on the Design tab?

This is the Format Painter button. It copies
formatting from one place to another. To use it:

@ Select alabel or field that is m
already formatted correctly. ':';*;;_'- 4 g = = ’

@ Click the Format Painter button.

© Click the label or field to
apply the formatting to.

If you want to click more than one : = :
field or label in step 3, double-click i u-ggj e z—
instead of clicking in step 2.




Change the
Background Color

You can set a background color
for each section individually.
That way, the form header,

for example, could be in a
contrasting color to the detail
section. Alternatively, you can
set all the sections the same
color for a uniform appearance.

\ Change the Background Color

@ In Form Design view, click the title bar & oy e g e ¢
of the section. ] ——— i =R - B EER
A T T et T TR TP R R
The title bar becomes black. _;:“_‘T—I = — ——
a :
@ On the Design tab, click here and click e
the color that you want. S Sanodss
® Alternatively, you can dick More ® i
Colors to open a Colors dialog box. i o
T trwcicer
If you click More Colors, the Colors c )
dialog box opens. - stendord | cusan et &
@ Click the Standard tab to choose from
basic colors.

@ Click the Custom tab to define a color
numerically.

@ Click OK when finished selecting a
color.

Current




Add a

. Hyperlink

Hyperlinks on a form are like
labels, except that they are live
links to the destinations they
represent.

The hyperlinks you learn to create
in this section exist only on the
form; they are not stored in
database fields. If you want to
store hyperlinks in a table, use a
Hyperlink field type.

\ Add a Hyperlink

Modifying and Formatting Forms

chapterl()

@ On the Design tab, click the Insert
Hyperlink button.

The Insert Hyperlink dialog box opens.
@ Type the URL in the Address box.

Note: A uniform resource locator (URL) is an Internet
address, usually beginning with http://.

® You can also click Browsed Pages and
select a recently used URL.

@ Type the text that should appear on the
form.

@ Click ScreenTip.

The Set Hyperlink ScreenTip dialog box
opens.

Note: A ScreenTip is fext that pops up when the user
points at the hyperlink with the mouse.

@ Type the ScreenTip to use.
O Click OK.

You are returned to the Insert Hyperlink
dialog box.

@ Click OK.

The hyperlink is added to the form.
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Add a Tabbed

Section

When there are too many fields or labels to fit
on a form at a usable size, you can use a tab
control to create multiple tabs, or pages, on the
form. Like the tabs on the Ribbon in Access,
the tabs on the form can be clicked to switch
to their associated set of fields and other
controls.

\ Add a Tabbed Section

ADD A TAB - Home  Create  Petensdfuts  DatseTooh | Deaps | Amange L
: , ] TR =30z - ) e
@ On the Design tab, click the Tab Control :J o i - - ”"Jg 'Tb«r - ;,';"D:‘}'T?%S s 3

button. iy

@ Drag on the form to create a rectangle
representing the tab area and release
the mouse button.

A tab control appears on the form with two
tabs.

@ Click a tab. ,
A frame appears representing that tab’s page. ! e ® | » %mx
@ Drag-and-drop fields from the Field List on to = = — —
the frame. '
If the Field List does not already appear, you I “

can click Add Existing Fields to display it.

Note: You can also add nonfield items such as labels and
hyperlinks.

@ Click the other tab to add fields to it.
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ADD ANOTHER TAB m
@ Click the outer frame of the tab control. Sl I e e aomame ﬁ =
T —— 3 : e B gy g @ ¥ 5 1Ll “_r"é'('.-'.
@ On the Design tab, click the Insert Page e SHEE T 7
buuon- ';h:.m 3 | EEEAEENE EEEEEEES BEE A (EX; ¥ b ' " 8 ?::El“l!MMI!W e
Another tab appears in the tab control. R —— 5 |
B o
&8 rrmine ;.mmlmm |
2= EEE
H sevem
M curment Eventy
RENAME A TAB o
= Home  Greste  EtonilDets  DsbaseTosh | Dolgn | Aeenge w
@ Double-click the tab to rename. ] —— . G 3 4= 30080 = R 2B
o T — S PR M M e g - ?“’ifj";" S | 4
The Property Sheet appears if it did not o - — -
already.
@ In the Caption box, type the text that
should appear on the tab.

P

How do I delete How can I hide a tab
a tab? without deleting it?
Right-click the tab To hide a tab, set its
and choose Visible property to No:
Delete Page. P
On the Design tab, T @
click Property Sheet.
@ Click here and select o =
the tab page. = -6
@ (Click here and select No.

lon Click

|on Dbl Click
|0n Mouse Down
|On Mouse Up

E)n Mouse Move

|Controlip Text

|Status Bar Text

|Shorteut Menu Bar |
Help Context Id 0
[Tag




Insert a

Logo or Image

Just as the Title feature inserts a
label in the form header, the

Logo feature inserts a graphic in
the form header.

If you want to insert a graphic anywhere
else, you can use the Image feature.
Images are like logos except that you can
choose where to put them and you can
define the size of the frame.

\ Insert a Logo or Image

INSERT A LOGO
@ On the Design tab, click Logo.

The Insert Picture dialog box opens.

@ Click the picture to be inserted. 3 B | fG’QI'.fu — ooy = = Lﬁ‘i—mi. EQT
. Cutrent Eveiib K|
9 Cllck OK i;-:--m * , T e Catetaban  Toge Size Faating P manepsint sne ;E««‘m
The picture is inserted in the Form - Sy I - awm o —
Header section. e R B e
I curent Events - o
Depending on the resolution of the g e Hb = M’ F E -, T
image file, it may cause the Form el | (1 o e
Header section to expand. & Bl < (2] L
- = =
B Fierome: o Q BT — fn

RESIZE A LOGO
@ Select the logo.

@ Drag a corner selection handle to resize
the frame.

Note: To maintain the frame’s proportions, hold down
as you drag.

Note: If you do not maintain the proportions, extra blank
space may appear on either the sides or the top and
bottom, but the picture will not be distorted.
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INSERT AN IMAGE
@ On the Design tab, click the Image button.

The mouse pointer changes to [].

@ Drag to draw a box where and what size
you want the image to be.

When you release the mouse button, the
Insert Picture dialog box opens.

@ Click the picture to insert. P mertfiawe
jo [« forbiitaryArtcle ~ [ 42 | [ search
o Click OK. Fows o Y N Fotae
. .. . Favorite Links Name Datetsken  Tags Size Rating |
The picture is inserted in the frame. & St
m v aA =
& Books backyardl backyard2 backyard3 exterior  hospitalitys...
™ Computer
[El Documents
B AndrewsPowerPoints T
o =
EW Pictuies orchardsuite
B Music
|l Searches
Folders ~
File niame:  exterior ~ | Graphics Files -
How can | make sure that a I e !
picture is a certain size exactly? TEICE el

Set the picture’s Height and Width properties: ey Lol ol 1 5

Cattind Risgrimmet e

@ Right-click the picture
and click Properties. : |
@ On the Property Sheet, i
click the Format tab. 11 s
© (Click in the Width property -
and enter a value in inches. |
@ Click in the Height property . M";..','l..
and enter a value in inches. e g T
' | |Bm |I'<_ :s:. G

|;




Set Conditional

Formatting

Conditional formatting applies
certain formatting if the data in
a field meets a condition that

you specify and other formatting

if it does not. For example, you
could set up a Balance field to
display its value in red if the
balance is negative.

\ Set Conditional Formatting

RA0TOGRARRY CLb
TORW

sngetrmt TR ¢
Doubllerrint ﬂ 69

@ Click the field to format.
Note: Make sure that you select the field, not its label.

@ On the Design tab, click Conditional.

The Conditional Formatting dialog box
opens.

@ Click here and select a condition.

@ Click here and select a comparison
operator.

@ Click here and type the value or text
string.
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chapterlO

Modifying and Formatting Forms

@ You can select formatting in the Default
Formatting area to define the formatting for
records where the condition is not met:

® Bold
@ ltalic
® Underline
® Fill Color
@ Text Color

@ The Enabled/Disabled button toggles off
the display of the formatting.

@ Use the Condition 1 area’s controls to
define the formatting for records where
the condition is met.

® To add another set of criteria, you can click
Add and repeat steps 3 to 5 and 7.

© dlick OK.
The conditions are applied to the field.

Note: You do not see the results immediately because you are
in Design view.

® You can click View to switch to Form view
and scroll through a few records to check
the condition.
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thwould 1 want to use the
Enable/Disable button?

You can toggle off the conditional formatting with
the Enable/Disable button for either Default

Formatting or for any of your
conditions in order to
preserve your conditional
settings without using
them all the time. For
example, perhaps you
only want to use
conditional formatting
when a form is viewed
onscreen, so you would turn
it off before printing the form.

How do | delete one of the multiple
conditions that I have set up?

To remove a condition, click Delete and then
select the condition(s) to delete.
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CHAPTER

Creating an
Formatting Reports

Reports are views of your
data, as are forms, queries,
and table datasheets,

but they have a special
purpose: They are

designed to be printed.

A report can have more
elaborate formatting and
layouts than other objects
you can print. You can
create basic reports with
default settings, or you can
create custom layouts using
the exact settings that work
best for your situation.
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Understanding
Report Views

You have several choices of
views for working with reports.
Each has a specific function for
which it is best suited. Two of
these views — Report view and
Layout view — are brand new
in Access 2007.

Print Preview Report View

Print Preview shows the report exactly as it will be Report view shows the report approximately as it
printed. It shows page margins by simulating the will be printed, but it does not simulate the edges
edges of the paper onscreen. If the report is too of the paper onscreen, so you cannot see the actual
wide to fit on the paper, it is truncated where the margins that will be used. Even if the report is too
page break would truncate it. You cannot edit the wide to fit on the paper, it still appears onscreen as
report in Print Preview. one whole. You cannot edit the report in Report view.
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Creating and Formatting Reports chapterll

Layout View

Mams  Cete  GewnelDes DesbaeTesh | Femeng  Atinge  Pep S

Layout view enables you to configure i cwen 8
the overall formatting and layout of eyl S
the report, but not to change individual 2 —]
elements such as individual text boxes. !
You can add grouping and sorting levels, Customers
totals, and other information, and apply _m_m_mmn
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Design View

J gy Fege St - - - -
el TR F wa Osaz= B Design view is where you can fine-tune
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the fields and labels to be included on
the report. Only in this view can you
add and remove fields and add nonfield
controls such as labels.

The report in Design view often bears

; little layout resemblance to the finished

e TR TN T I e (T TR product. For example, compare the

L e | | I I ' Design view shown here with the Layout
o | | T T I T | | view shown above; the Layout view
: ' ' shows how the fields will appear,

reasonably close to the actual printout —
as shown in Print Preview. Design view,
on the other hand, shows items
according to section and does not always
place everything where it will actually be.

. . As you are learning to use Design view, it

s T is often best to begin the report using

the Report Wizard or another automated

method to get help setting up the fields.




Create a

Simple Report

Rather than print a form or
datasheet, you may prefer to
generate a report. By using the
default settings, you can create
a report very quickly. You can
then save the report for later
reuse if needed or simply
re-create it again the next

time that you need it.

Create a Simple Report ]

@ Click the table or query in the Objects e g
st el E e R =
R s | ew gy eamien | aerscia
H Vew Faimattag Sraupmg & Tatals rmne Cenguln Aartaf ot
@ On the Create tab, click Report. e —
Tabler o p
The report appears in Layout view. S q Customers T Oiobe o ok
. B tptiyee riages m ; "0 cormpany First Name 5t Name £ mall Address sob Title Busingss Phone HEm)
© To save the report, click [=. meaws : T s
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The Save As dialog box opens. e U )

Report Mams:
> Customer Repart |

@ Type a name for the report.
@ Click OK.

The report is saved. 5




AutoFormat
a Report

AutoFormat works the same for
reports as for forms; see Chapter
10. You can use AutoFormat

to quickly apply a consistent
formatting theme to a form so
that it matches other forms or
matches a company specification.

AutoFormat a Report /
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@ 'n Layout view on the Formatting tab,
click AutoFormat.

Note: You can also do this from Design view, and click
AutoFormat on the Arrange tab.

A gallery of AutoFormat presets
appears.

@ Click the preset that you want.

® You can also click AutoFormat
Wizard and apply an AutoFormat style.

If you click AutoFormat Wizard, the
AutoFormat dialog box opens.

© Click the style that you want.
@ Click OK.
The AutoFormat setting is applied.

Note: You can also create your own AutoFormat style, as
shown in Chapter 10.
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Preview and

Print a Report

After creating a report, you will
probably want to print it. You
can check the report first in
Print Preview to make sure that
it is the way you want it, or you
can print it directly from any
other view.

Preview and Print a Report /

)

OPEN A REPORT IN PRINT PREVIEW

@ I the report is not open already, in the
Objects pane, right-click the report.

@ Click Print Preview.

The report appears in Print Preview.

SWITCH AN OPEN REPORT TO PRINT
PREVIEW

@ Right-click the report's tab.
@ Click Print Preview.

The report appears in Print Preview.
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PRINT A REPORT FROM PRINT P T R
PREVIEW e ey '
uaug.@_z O & CIDE R
@ On the Print Preview tab, dlick Print. | P 2 P (I 2 M P G| R
The Print dialog box opens. ':':_ﬁ:mm
@ Change any print settings, if necessary: P et
W cumomer mone baok
@ Click here and choose a different printer. o e
I fmptayes ditires boot
@ Click here and set a page range I8 tuctree et
I bvmntony Bastochang Bapor s
(© changesto @). o S
I pvssces by Cumteansr I
@ Click here and set a number of copies. E e
Prathuit Categary Sales iy
© Click OK. - S
The report i printed. O __ rrr—
PRINT A REPORT FROM OTHER VIEWS [ e ’J‘;h“'"""""*“"'
@ dlick [=. g I g
bl o S B
@ Click Print. | T [ o A,
The Print dialog box opens. 2 "”"?j" .
| Memage
@ Perform the preceding steps 2 to 3. i s
One copy of the entire report is printed on o e
the default printer. e _ _
| 2] heows Optgan 2 Byt docase ||
How can I see more of the report at once? How can I export the report?
The Preview group on the Print Preview tab The Data group on the Print Preview tab contains
contains buttons for One Page, Two Pages, and buttons for exporting to Microsoft Word (in rich
More Pages. If you click More Pages, you can text format), to a text file, to an Excel file, and to
choose a 4-, 8-, or 12-page display. several other formats.
= o 5 BT, B
Zoom | One | Twe | More e e b

Excel SharePoint 1 Close Print. |
A List @ Maore~] Preview |
L ita P Access Database
= Export selected objact to an Access
database
XML File
Export selected object ta an XML file

| = | Page | Pages [Pages-]|| al
|

_ Zoom Four Pages
Eight Pages

Twelve Pages

Snapshot Viewer
Export selected object to a Snapshot
Farmat file
m HTML Document
[@) Esport selected object to an HTML
dacument
it with Microseft Office Word
el Mail Merge wizard to
merge data




Create a Report with
the Report Wizard

You can use the Report Wizard
to create a report without having
to manually design it, while still
having some options in its

layout and formatting.

After creating a report this way, you can
then optionally edit it in Report Design
view to fine-tune its appearance.

Create a Report with the Report Wizard /

@ On the Create tab, dlick Report
Wizard.

The Report Wizard dialog box opens.

@ Click here and dlick the table or query
on which to base the report.

© Click a field.

@ Click here to move the field to the
Selected Fields list.

@ Repeat steps 3 to 4 for all the fields that
you want to include.

@ Click here to add all the fields at once.

@ Click here to remove a field.

@ Click here to clear the Selected Fields list.
O Click Next.
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@ You can dlick a field by which to group. [ReportWizard N
@ Click here to group by the chosen field if e (et |
you chose one in step 7. s Firstame, Last Name, Business Phone
@ The sample changes to show grouping by e
that field. <o
© Click Next. p%ly
(=]

(® You can dlick here and select a field by [Report Wizard N |

Wthh tO SOI'l What sort order do you want for detail records?
‘You can sort records by up to four fields, in either
@ You can dick here to switch between an F a“““’*”m”’gfﬁ’ﬁ ®
Ascending and a Descending sort. o e o] (e
( You can define additional sort levels, if E 1=
needed. = | E
- — il
(® Click Next. = 12 = =
S : :C:‘;'l ®
(‘\@\ (e ][ <ok [[ mewt> ][ goh |
How can I group by something other than Can I have fields from more than one table
unique values? or query in the same report?
You can click Grouping Options after step 8 Yes, just repeat step 2 in this section to select
in this section to access a Grouping Intervals another table or query. As long as the tables or
dialog box. From there, you can define a grouping queries are related in some way, Access will pull data
interval. For text, you can group by the first letters from them, just as it does when you create a query.
of the entry. For numeric values, you can group by _
numbers (such as 10s or 100s). . T m—

Tou L chree e e B o a7 s

Grouping Intervals |
What grouping intervas do you want for group-evel fields? E

Group-evel fields: Grouping intervals: -
= — [ ann ]

istletter
2Inital Letters
3Inital Letters
4 Initial Letters
5 Initial Letters




Create a Report with the
Report Wizard (continued)

The Report Wizard not only lets
you specify what fields and
grouping you want, but also the
report layout, orientation, and
formatting. You can later fine-
tune this formatting in Design
view if needed.

Create a Report with the Report Wizard (continued) /

) Re[_mrl\\'izani —~—
(@ Click the layout to use (©) changes s
to @ ) = Layout Orientation
. . . = [ @) Portrait 4—@
(® Click the page orientation that you = _®_>? 5 2T
A —— () Block (7) Landscape
want (© changesto @). = - @ ke A
= i A
(® Click Next. =
- Adjust the field width so all fislds fit on
3 page.
i i i
(@ Click a style for the report. [ReportWizard N |
) What style would you like?
(® Click Next.
- Access 2003 -
= - i
e | T Aspect
= Civic
. Concourse
g Equity
Title 0
} Median
Label above Detail Metro
Module
Contral from Detail None
- Er——- O
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(@ Click here and type a name for the report,
replacing the generic name that appears.

@ If you want to edit the report in Design
view, click here (©) changesto @)).

@ Click Finish.

The report appears in Print Preview.
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How can I change the
name of a report after
creating it with the
Report Wizard?

First, close the report. Then
from the Objects list, right-
click it and click Rename.
Then type a new name
and press

How can | make the report extend to
multiple pages horizontally if the fields

do not fit on a single page width?

Before step 16, clear the Adjust the field width
so all fields fit on a page check box. The report

will then
expand o okt vou it 19 iy St your reoert!
horizontally to | - it =y St
fill as many Pyl [TVt

3 =F
pages as 3 7 [4]
needed so that | - A
all the fields are ||~ | S—
at their original S
sizes.
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Create a Report

in Layout View

You can design your own reports
from scratch using either Layout
view or Design view. However,
Layout view is much easier
because it is closer to how the
report will actually appear.

Because you can switch between views
freely, you can do the initial layout in
Layout view and then fine-tune it in
Design view.

Create a Report in Layout View /

@ On the Create tab, click Blank Report.

A blank report window appears in
Layout view.

@ In the Field List, click + next to the table
or query from which to pull fields.

Note: If the Field List does not appear; click Add
Existing Fields on the Formatting tab to display it.

@ Drag a field on to the report.
® The field name appears at the top, and

records from the table appear beneath it.

@ Repeat step 3 to add other fields to the
report as needed.

Note: You can drag fields to the right or left fo rearrange
them.
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Set the Page Size

and Orientation

Creating and Formatting Reports
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The default page size for a
report is the Letter size, which is
8.5" x 11". You can set the page
size to any size you like, as well
as switch between portrait and
landscape orientation.

Set the Page Size and Orientation ]

)

SET THE PAGE SIZE

@ In Design or Layout view on the Page
Setup tab, click Size.

@ Click a paper size.

The page is resized.

SET THE PAGE ORIENTATION

@ In Design or Layout view on the Page
Setup tab, click Portrait or Landscape.

The page orientation changes to the
setting that you chose.

Greste  EeemaiDsa  DenbneTal  Formaten Amnge | PageSeun
Leiter - i
L o = Om B
Letter Smatl = & | Frabdy meariable for this veewr
R = o 1 Tabsin |
bmipany Eilmmm LastName  Business Pha e o
J prid ME Corporation ‘anna Bedec (3234567030 il
barleston Manufacturing  Antonia Gratazos {123}456- 7890 oot
e Solsona [ s
P> Yoo P el
i e ME Comporation iChristing Lee (123567830 e Mane
] nson Limited IMartin o'Donnell {123)456-785¢ :mm |
CEaTts Ivin Erterprises annioo G I 3p456- B9 Adidrest |
Excatrre bt Parts Mingvang  Xie (1234567858 e
] s bodte Eoods ‘Elitabeth andersen  (123)456-78% 2 Paieat Cade
) foessibility Plus Sven Mortensen (123345 D354 Lounin Ragion. 1
J LAY leS g P available ekt tabbes
o ACME Comporation iRoland ‘Wacker Fuin Tabie]
J" ¥ i hovation unlimised Pater Krschne
| pugh-anc-Tumble John Eduards
‘ i “‘, EME Comporation i&ndre Ludick
- - Carlos. Grilo
I srodua tates Quastmy by L | AN Helena Kupkova _—
W ks ke | Paulzon ana Associates Daniel T o 4]
| Jame Kites {sanFhilippe  Bage! (1Z3psETem || % Bmployee Prnilepes Eidn m-.hE[
I suppar sadros bosk + Inployess et Tabie
umpumunm ‘Catherine Autier Miconi  (123456-TB3 | | Iwertary Restocimg B Table |
B e | Coneh House Gifts |Alswancer  Eggarsr {123pa56-7agn || Womeviney Restocking Detanh Edn Table
e { # Inwentory Tansacons Ean Tabin
B oo tiogest ovtes | {Timeless Treagures Geege U 2T | i e |
B veany Sales Beport Ijmlllrfﬂﬂ Imnnrts. (Rarmarn. Tham A17ERE TR f MWWRWMI‘ |.°9'U
T ey @
5
- Crete  toensDma  Dsabaetioh  Pomaltmg  Aange | Paoe Senup -
w ] W shaw maiging [
[—I I Al | rink Data Oy 10
tze Bortrl Landscae M i e
A e




Change the Report
Layout Type

You can choose to make a report

either tabular or stacked. A Lss 2]70 b Robsgy,
tabular report resembles a table (a £ 353;0*6)@/@
datasheet), with records in rows U2

and fields in columns. A stacked

. st z
report shows each record in a e LS 367217, es |
separate self-contained section. ‘
1A Drexel Ave. 353804,
p,obR“hSO“
il Jones

® The default type of

Home Create External Data Database Tools. Formatting Arrange Page Setup (7] .
- e report created in
EE [ snaptoGnd] | |2 1=t T Top [x¥] -_ﬁ _j I_ t . g
Tabular Stack Contral | Smp order Sl Right i Bottom || Sie Bring  Send || Property ayou VIEW IS
Padding~ | = St toFit to Front to Back || Sheet
Control Layout Control Alignment Position Tools Tabular-

-

o8 Agcess et mee.
Tables ¥ a & Z
E::iﬂ—.f— Company |FirstName |LastName |Business Phone
Reports % ACME Corporation |anna !Bedec.s |{123}456-7890 G
Customer Adcress Baok Charleston Manufacturing Antonio Gratacos (123)456-7890
Custamer Phone Book Solsona .
Customer Report Beachwarez Thomas Axen (123)456-7890 4
B customers ACME Corporation Christina Lee (123)456-7830 "
Employes Address Book Stinson Limited Martin O'Donnell (123)456-7890 %
8 Employes Phone Baok Colvin Enterprises Francisco Pérez-Olasta  (123)456-7830 "
Inventary Restacking Report Hart Parts Ming-Yang Xie (123)456-7890 a
TRUEREE Noodle Foods Elizabeth Andersen (123)456-7830 4
Invoices by Customer = Accessibility Plus Sven Mortensen (123)456-7830 %
I Labels Customers The ACME Corporation Roland Wacker (123)456-7890 4
e — Innovation Unlimited Peter Krschne (123)456-7890 5
18 Product Category Sales by .. Rough-and-Tumble John Edwards (123)456-7890 .
oA B G ACME Corporation Andre Ludick (123)456-7830 a
Prouct Sales by Tatal Reve.. Sexton Enterprises Carlos Grilo (123)456-7830 .
Product Sales Quantity by E.., 1AM, Helena Kupkova (123)456-7330 ¥
B Quartery sales Repart Paulson and Associates Daniel Goldschmidt  (123)456-7850 4
Supplier Address Boak Jai-NRstes Jean Philippe  Bagel (123)456-7830 %
Supplier Phane Baok Lamps and More Catherine Autier Miconi  (123)456-7850 4
[ L Coach House Gifts Alexander Eggerer (123)456-7830 d
B TonTen Biggest Orders Timeless Treasures George Li (123)456-7830 4
Veatly Sales Repire & Umberford Imports Bernard Tham (123)456-7830 %
Layout View | Num Lack |

[EinE

@ Tabular layout
places each field
name across the
top row with the
individual records
beneath.
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@ Click here to change to a Stacked layout.

® A Stacked layout places each record in its own area,
one on top of the other, with all its fields in one place.

® The Remove option frees selected fields from the
layout, so you can drag them freely around on the
page. Click a field and then click Remeove to do this.

@ To further free up fields so that they can be precisely
positioned, click here to deselect Snap to Grid.

Northwind 2007 : Datal

Database Toals Formatting | Arange | Page Setup 7]
. xy £y & ||
. srap to Gre ~ ) |XY] 75 | =
| =
21 7ab Order S| right Wl Bottam Size  Brind Send || Property
toFit to Front to Back || Sheet
Cantrol Alignment Fasition Tools
All Access Phject: v | 4| |5l Re
Tables BT a
Queries ! ! ¥
Company ACME Corporation
Forms ¥
et % First Name Anna
Customer Address Book Last Name Bedecs
Custamer Phone Baok Business Phone (123)456-7890
19 customerReport Company Charleston Manufacturing
E customers First Name Antonio
B employee sddress paok Last Name Gratacos Solsona
E employee PhoneBook Business Phone {123)a56-7890
I mventary Restock) rt
W Sy R RE R Company Beachwarez
Invoice
8 4 First Name Thomas
Tnvaices by Custome 3
‘ Last Name Axen
Labels Custamers
& Business Phone (123)456-7890
[l Monthiy sales Repart
Compan ACME Corporation
Pracduct Category Sales by .., Ly pe
i First Name Christina
I8 Product sales by Categary
Praduct Sales by Total Reve.,, L3t Rapie Ve
Product Sales Quantity by E.., Rilhess phoid fse e
Quartery Sales Repart Company Stinson Limited
Supplier Address Back ErsEhiame: PR
Supplier Phane Baok Last Name O’Donnell
B Test L Business Phone (123)456-7890
Top Ten Biggest Orders ‘Compan’ Colvin Enterprises
pany p
I8 vearly Sales Report - First Name Francisco -

Layout View | blum Lack | [aaE«




Set Page
Margins

You can set page margins for
your report; these refer to the
overall white space around the
outside of the report on the
printed page.

Set Page Margins ]

USE A PAGE MARGIN DEFAULT

@ In Design or Layout view on the Page
Setup tab, click Margins.

@ Click a margin setting.
The margin setting is applied.

@ By default, margins appear onscreen in
Print Preview. If you do not want this,
clear the Show Margins check box.

SET CUSTOM PAGE MARGINS

@ On the Page Setup tab, dlick the dialog
box launcher.

The Page Setup dialog box opens.

@ Click a text box and type a margin
setting for that side of the page.

© Click OK.
The margin setting is applied.
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Set Control Margins
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chapterll

You can also set margins for
the individual controls on the
form. The margin controls for
individual items are for the text
within the text boxes or label
frames.

You can also set an amount of
padding for one or more controls.
Padding is like margins, but it refers
to the space between fields — that is,
the extra white space on the outside

of a text box or other control.

Set Control Margins and Paddi ]

SET CONTROL MARGINS

Btabuaze Toals

Estermal Bata Drign | Lswnge | Page Sebn

@ In Design view, select the controls to
affect.

Note: Hold down the (110 key and dick multiple

controls to select them or drag a lasso around them.

@ On the Arrange tab, click Control ~Resdearad
Margins. g A
I #rphiyes rvams Raok

@ Click the setting that you want.

The control margin setting is applied.
SET THE CONTROL PADDING

@ In Design view, select the controls to

affect. fom:
Note: Hold down the [=111] key and dlick multiple s
controls to select them. g
M emplages address 2ol
@ On the Arrange tab, click Control 8 eromecrmncesn
Padding.

@ Click the setting that you want.
The control padding setting is applied.




Format

Report Text

When you apply AutoFormatting
to a report, the font formatting is
applied automatically. You can
modify this formatting, selecting
specific fonts, sizes, colors, and
text attributes as needed.

As with forms, font formatting on reports
applies to entire boxes only, not to individual
characters. Therefore, if you want characters
formatted differently from others, they must
be in separate controls or labels.

Format Report Text /

SET THE FONT

Home Ereste
@ In Design view, click the label or field o [rEaneT

* it Berlin 5am FB

to be formatted. U555 |y Bt Sms FB Daenl
“1 i Bermard MT (ondensed

T S ST

T Bodon: MT

|t Bedond MT Blads i T Fompany )

T Bodod WT Condunsed iR First Name

B Dok T oo G (| rrre—

T Book Antiqua ) e
¥ Bookman Old Style
B Hookshell Symbel T

B Bradiey Hand o

‘i Britannic Rold

T Broadway n
By Oroweskis i rad
B irovalsllPC i
T Bl Soniad WT

B Caliri - L4

|

Fabevraal Doty

i

To select more than one, hold down
(5117 as you click them.

@ On the Design tab, click here and click
the font that you want.

i

The font is applied.

jFETTIgFeecs

Fradua Sales by ol Reve

SET THE FONT SIZE :
@ Click the label or field to be formatted. 5
T ==

@ On the Design tab, dlick here and click
the font size.

Gresbe  EomalData  DstsbaseTosb | Dolon | Meange  TageSeb )

Note: If you choose a larger size, the text may appear
truncated. Enlarge its box if needed, moving other hoxes
to make room.

Note: To automatically resize a box to accommodate its
eniry, double-click a selection handle in the direction to
expand. For example, to expand to the right, double-click
the right selection handle.
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SET THE FONT ATTRIBUTES
@ Click the label or field to be formatted.

To select more than one, hold down
(51 as you click them.

@ On the Design tab, click the button for the
attributes that you want:

Creste Evtornad Dats. Database Toaks Deign | Mrahge Poge Setup.

] & iE@CF = E-F.E] ”
54_-! ABMCOFOER = R LEG ﬂ"

[

® Bold

@ ltalic

® Underline

Lot

ugj bl @O 2 d s = 2
TN emOFOMe = R

The font attributes are applied.
SET THE FONT COLOR
@ Click the label or field to be formatted.

@ On the Design tab, click here to open the
Font Color palette.

@ Click the color that you want.

CCEmE T
Idser Eolans
|| ¥ Page Footer

s Phote

I taventony Bestoding Repor

The color is applied.

@

What is the difference in
the color sections of the

Font Color palette? e T s
Access Theme Colors refers | ..o “="®
to the color themes you can IR
apply throughout Office EEEEE

applications in Office 2007. EEEEEEEEEN
These colors shift when you  |ms*" “usuun

apply a different theme.

Standard Colors are fixed
colors that do not change with
the color theme.

Recent Colors are colors you have already
applied in this database. Using one of these
ensures consistency across objects.

What does the Fill Color
button do?

The Fill Color button applies
background fill to controls. You
may want to use a colored
background for certain labels,
for example. If you use a dark
fill color, remember to set the
text color to white (or a light
color).




Size and Align

Report Fields

As you design your report, you
may need to adjust the sizing
and alignment of the fields and
their labels.

When more than one control is
selected, you can align the fields
to one another so that they
appear neatly arranged.

In Design view, when you change the width of a
field, its label width also changes automatically,
and fields to its right shift automatically to
make room or to tighten up the space.

Size and Align Report Fields /

SIZE A FIELD

@ In Design view, click the label or field
to be sized.

@ Position the mouse pointer over the
right edge of the control and drag to
the right or left.

The field is resized, and any fields to its
right are moved.

ALIGN FIELDS WITH ONE ANOTHER

@ In Design view, select the controls to be
aligned.

Note: Hold down [S1 as you click each one.

@ On the Arrange tab, dlick the button for
the alignment that you want.

For example, to top-align some fields
that are adjacent in the Detail section,
you may click Top.
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Insert a Page

Numbering Code

Because reports are designed to
be printed, they should include
page numbering codes. Reports
generated via the Report Wizard
or other quick methods contain a
page numbering function in the
Page Footer section. In reports
you generate from blanks, you
must insert your own page
numbering codes.

Insert a Page Numbering Code ]

Creating and Formatting Reports
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Note: These steps are for forms that do not already
contain page numbering.

@ In Design view on the Design tab, click
the Text Box button.

@ Draw a text box in the page footer area.

@ Select the label for the new text box and
= Delete §

@ Click in the text box and type =[Page].
@ Move and size the text box as needed.

® For example, if the page number should
be centered at the bottom of each page,
center the field in the Page Footer area.

Note: =[Page] shows the current page number, and
=[Pages] shows the total number of pages.

Note: To concatenate fext strings with fields, put the fext in
quotation marks and use & to combine strings — for
example, ="Page “&[Page]&” of “&[Pages].

- A Oe b = GG
& T wIOEDML =%
o "R aE@e sdd 2T X

Lyl @ A O = 3:.’.
: o 3 Ma0R0Ee = s
| TR am@e ol L o=




CHAPTER

Grouping an
Summarizing Data

The reports you learned
about in Chapter 11 provide
a complete listing of the
records in the data set. In
this chapter, you will learn
how to create reports that
group and summarize data,
distilling down a large
amount of data into a
manageable, meaningful
report.
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R TT1 LT3 F T AT 222
Group Report Results..........ccoeeeecececrmrnrncacac 224
Sort Report Results........ccccrrececececcmsnnnnanacacs 226
Count Records ......ccooereemimscscsesmsesmscsesesmseseas 227
Add an Aggregate Function .........ccccecuuurunae 228

Summarize a Datasheet with a
[AT001 4 F-1 0] [ 230

Add Aggregate Functions to a PivotTable....234
Group and Ungroup PivotTable Content ....235
Clear a PivotTable Grid......cccoseseserrrereresesee. 236
Switch a PivotTable to a PivotChart............ 237




Understanding Grouping

and Summarizing

When you have a lot of data, it can be difficult to discern
the overall meaning of it. Access provides several ways of
grouping and summarizing data to make this easier.

Grouping

You can group a report by a
field, such as by Company
here. Each company has its
own section of the report.

B/30308 15308 M frange
i Aggregate functions

ey o You can summarize each

rsucinoi (R group with one or more
N aggregate functions, such

Powaipar. as Sum (shown here),

prsiivsivi ey Average, or Count.

A0 1L LE A Hat

o oy, . B g o O -G —

@ o=@ R E o S et |
L rmm D L S e ol B
Inem Ir‘l Chme Prowies

!!1'9‘_'.'.'0!?‘_' 2

qj-l":;t-:u-mm

sy Reports based on

- p— summary queries

=1 stencbed L Samof Cuantity  Average af Linkt Frice B

ey o n As you learned in Chapter 8,

D brvemmoey fbentug Rectuchs u sias

5 e cn i & i you can create summary

-Lammaiod = son queries that distill table data

T — s 4@ into aggregate functions. You
Wi Amounts Due i (. s

e i can then create reports based

s on one of those queries.

F v i Totats
D Orden st by hory
vt Davenuie by Lot

. L
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Mime  Ceme  fnsesOns  Omsweeles | O | -

oy ST 2 o PivotTables
% @ u"""‘?‘[!j g i 5] :L g o When you want to summarize
[T T T e «  datawithout creating a report
?2::_ T — mnass OF query, a PivotTable works
# S e < s s | ; EEE.".:‘... well. A PivotTable is a view of
E Em.: | ] EE A a table or query.
sinsig i — by Drop in fields
= liobind L~ gl A PivotTable starts out as a
S s ‘B blank grid. You drag fields
e i 1 in to it to create it.
5 o ki Baachaner e | 985 O
oo st sad Collapse for summary
e i suao0 You can click the + or - buttons
e }EE to expand or collapse a group
-Pdses QO [\ e —— ~ toshow a summary.
- = PivotChart
| et L e o " sareras L A PivotChart is like a PivotTable
' except it displays the data
graphically.
Drag fields
Just like with a PivotTable,
you drag fields onto the
grid to create the chart.
Filter
You can filter any of the fields to
show only certain values. (You can
do this with a PivotTable as well.)




Group Report
Results

to create a report as shown
in Chapter 11, you have
the opportunity to specify
grouping in the wizard.

You can also set up grouping from
Report Design view afterwards or
change the grouping.

\ Group Report Results

If you use the Report Wizard

@ In Report Design view, click Group &

Sort.

The Group, Sort, and Total pane
appears.

@ Click Add a group.

A pop-up list appears of the fields
available to be grouped by.

© Click the field by which to group.

. (o @ HENOFdE = E ju ~ e
o || RS sl (B, Boegis ey Lvailll_] AXCIEDER ! .[-ulm ﬁ:cwlﬂ!ﬂ
T . | Erasnan || B AW Gl LT E T e B

Touh

Q—»k:add a group !ilAdd a sart|

lGaie
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® A Group On line appears.

@ You can click here and click a different
sort order.

@ Click the field on which you have grouped.
@ Press [21]+[ to cut it to the Clipboard.

@ Click the header for the field on which you
have grouped.

@ Press [0 +[7] to paste the field into that
header section.

@ You can drag the remaining fields in the
Detail section to the right.

Note: Moving them to the right makes the group header stand
out more.

esiril - “awmoFose
LT v i s i T HRam@e 31 L0
St

-.‘ K lm gE = wad]-nl."l- E ju 3:
| =

*g O T -
on s B - CRE =T L -l
Brgwe A "_# X nan i H 4 4BOF MR =% e _‘5 4

T ewe s W - u——] g - o

IR |

|
{

o o o

| G o ot 10 vt o g -

B nat s e 4] st sm

@

1 followed the steps in this section, but I
could not get the fields to drag after step 7.
If the fields will not drag, try resizing them to
move them. Position the mouse pointer at the
right edge of the right field and drag to the right,
moving its right edge. Then position the mouse
pointer at the left edge of that field and drag to
the right, moving its left edge.

How can I set grouping options?

Click More on the group's bar in the Group, Sort,
and Total area. Additional drop-down lists appear
for setting options. For example, you can choose
grouping intervals, choose to have a group header
only or footer only, or choose to keep a group
together on one page or not.

e




Sort Report

Results

You can sort the results in a
report, with or without
grouping. If you group, you
define the sorting in the context
of that group by setting group
options. If you do not group,
you define the sorting separately.

| Sort Report Results |

SORT THE GROUPS

Note: Begin these steps in Design view with a group
already defined.

@ Click here and select a sort order.

You can choose smallest to largest or
largest to smallest.

SORT ENTRIES WITHIN A GROUP OR
WITH NO GROUPING

@ Click Add a sort.

A list of available fields on which to sort
appears.

@ Click the field on which to sort.

A sort bar appears.

® To reverse the sort order, click here and
click a sort setting.

=]

Group, Sort, and Total ¥

D 7 From smallest to largest 70, Mare »

| From smallest tolargest
From largest ko smallest
| Hum Lodk IEEE
RN
Group, Sort, and Total x|
ElGr’oun on Customer ID ™ from smallest ta largey 1] Mare v & 5%
| Num Lock IEREE
Customer 1D %
‘_ Trvoice Date y
Amount Dug
Group, Sort, and Total x
EIGmuu on Customer ID
[Sorcby select f
| bum Lock || expression IERETE

4 i

Group, Sort, and Total

EIGmuu on Customer ID y

[l ndd s aroup |4 | a from oldsst to nswest
From newest ka oldest

| Mum Lock |

IERE




Count 2
Reco I'ds Grouping and Summarizing Data chapter].

You can use a Count function
in a report to list the number
of records, within each group
individually or within the entire
report.

Count can be set either from a
sorting or a grouping specification.

| count Records |

Note: Begin these steps in Design view with a group or [ — _
sort 5p efiﬁfafion already deﬁ"ed' Spnrt by Invoice Dake ¥ from oldest to newest ¥ » (are -'(J & 9 %
© Cick More
The available options expand. vuintode] G
@ Click here to open a menu of total B
options. ‘B -
4 m »
© Click the Total On [=] and choose the e o =
field on which to total. @G"’”.'”” i — —
. . | without a hesder secton ~ , without & Footer section ™ » do not keep group together o %"; 5“;“ o E(—a
= 0w Grand Tokal
(4] Click here and choose Count Values if (= ads o oroup |41 Ao st @ i
it does not already appear. * s
| Mum Lock Show in aroup Footer
@ Click check boxes to indicate where and b

how the count should appear
([=1] changes to [¥]).

O Click away from the menu to close it.




Add an Aggregate
Function

Counting is only one of many math
operations that you can perform

on records in a report. You can

also add other functions, including
sum, average, minimum, maximum,
and standard deviation. These are
all referred to as aggregate functions
because they summarize (aggregate)
the data.

\ Add an Aggregate Function

Note: Begin these steps in Design view with a group or
sort specification already defined.

@ Click More if the extended options do
not already appear.

@ Click here to open a menu of total
options.

@ Click here and choose the field on
which to total.

Group, Sort, and Total

"o |2 add @ group |[$ ] add asort

| Hum Lack |

Group, Sort, and Total

| Num Lack |

[ Shews Amount Due

[7] Shiws group totals as % of Grand Tokal
[7] Show in group header

Shows in group Footer
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@ Click here and choose the function that
you Want. —'. bl it bl | - —

@ Click check boxes to indicate where and L Q—HE T
how the function should appear. S

O Click away from the menu to close it. o) o Gume  twmmioaa Qs | oin w_ s %

& [Eoas) @ HENOraS = - - -
| SR o hn N ABOEDE. bi@“;ﬂ ﬂﬁ
'8

5 i X ok’ r
"B amE@e @ LT F e e

@ The function appears in the report design. . EA T

@ If you chose in step 5 to show the
function in a group header or footer, a
new section appears in the report design
for it.

- ']

= =R T &%
1 Onter Reveniie by ant 5 it ook secion ™ 1 wth o ke section 4 auwmmumm' iran o
S Onter futotaty [ wd s e (31 A m s
F Onter i aey
S Ontens Quartitie by 1ot &
e : — ICETE)

\
=/

How can | move a function between Can I use other functions besides the ones on the list?

sectlm_ls? o Yes, add an unbound text box to the report and then manually type
A function is in an unbound text box. You the function into it. Use the Help system to get the proper syntax.

can move these between sections with
Cut and Paste, but not with drag and @ On the Design tab, click the Text Box button.
drop. Select the text box containing the
function and press [Z]+[. Then click @ Drag to create the text box.

®

the bar for the section into which -
want to insert it and press [ET] +h_ @ Select the text box label and press to remove it.
@ Click inside the text box and type the
_ :’ function (starting with an equals sign [=]).

Q= ,T,E .

A0S = &

Hd ABCOFDMA = ja j

'n-lﬂaw add ‘ Haw e B
Lo

.....




Summarize a Datasheet

with a PivotTable

You can use a PivotTable to
experiment dynamically with
various summary views of your
data. Rather than define a fixed
report, you can create many

different views of your data with / oL
the PivotTable before deciding . 7
which one is most useful. .

WA

\ Summarize a Datasheet with a PivotTable
CREATE A PIVOTTABLE e

. Th A con -n -IEER =R
@ From a table or query in Datasheet % e e
view, right-click the tab for the g ey e B
datasheet and click PivotTable View. T | < ot o -
Curitamers | S| | Northwind Tris
T Dissonbnicd Produdts :3 "‘“‘"'uw :mw;:::
g ::-:nmw o Iﬁi ::':‘wm Nm:"_m:r.
o View } Morthuing Tra
e | S = (oo
T weemnry Tampacnans | £l 33 Northwing Tras
= ) 34 Northwind Tre

A blank PivotTable grid appears with .
placeholders. W

] i a1 ) R | w8 F G
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@ If the Field List does not appear, click e i —_—

Field List to display it.

@ Drag afield in to the Drop Row Fields
Here placeholder.
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@ Data from that field appears in a column e —— -
at the left. e ¢ T

@ Drag a field in to the Drop Column
Fields Here placeholder.

@ Drag a field in to the Drop Totals or
Detail Fields Here placeholder.

=y : =) PGrrey

@ The data appears in the center of the grid [ R e i

in the appropriate row and column. WS (T e [T i [ T S5

T sttt e e e e [ediad
R ] o) ookt 10 = Oty Gusstity Gttty Cussntity  Cxsantity [ e
P - Sy S et ey

s
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i
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[¥]
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¥
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Can | have more than

What are the + and - signs for?
one field in ,each S They collapse (-) and expand (+) the
placeholder? _ - e summary. You can collapse any item to
Yes. Just drag multiple pan o summarize it or expand it to see all the
fields into the same maw o : CE details for it. This flexibility is one of the
placeholder area. If there |son = ® » main benefits of a PivotTable.
is already a field there,  [o» o “ » =
drag the other one on - ig'.: 0w =
top of it. Bsad - 2 n
Shown here, for s . .

example, there are two
fields as columns, and
the second one is
grouped by the first one.
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Summarize a Datasheet
with a PivotTable (continued)

After you have the basic
PivotTable in place, you can
enhance it by filtering by certain
fields. You can add fields to it
specifically for the purpose of
filtering, or you can exclude
certain values from individual
rows or columns.

FILTER FOR CERTAIN VALUES IN
INDIVIDUAL FIELDS

@ Click [=] next to a field name.

@ Clear the check box for each value that
you do not want to include.

© Click OK.

The results change to exclude the

values that you cleared.
FILTER THE PIVOTTABLE

@ Drag the field by which to filter to the

Drop Filter Fields Here area.

@ The Field List contains not only the
individual fields but also some special
entries that enable you to group
certain fields, such as Date Allocated by
Week and Date Allocated by Month.
The table on which this is based has a
single Date Allocated field.
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@ Click [=] to the ight of th fier ield,

i i . / —rum n b il samaFere & B Erpana Fictd [] Move Figsa = W
openlng its menu E ‘TE" H g ?I Esmnp Battom = *%I. Efi :calllnullddima-:mﬂ hg- a.E‘h '._dn"m‘.n-
o If needed, click a + to expand a category_ Vet A o] S B o et i 3 oot _

@ Clear the check boxes for any values you
do not want.

E¥Sevuuifanseanld

@ When a category is partly selected, its
check box appears gray.

@ Click OK.

The filter is applied, and a note appears
under the filter field saying what has been
excluded. e

%

eaxvesanseuyBYF

Why does nothing appear in the Grand
Total category? It just says No Totals.

@ Click + under Grand Total to see the totals.

@ The plus and minus signs are called
Drill Buttons, and you can turn them Q -
on or off with the Drill Buttons
button on the Design tab.

N ) [d) G& | “romina uine

Ml Show Top Button» || Refresh Exgort || =3 00 Fisld By Rem
Pwor  to Exeel

Data

o)

Filles & Sent Astrre Fredd

- - 3 eamic I -
How can I show or hide all details? = oon s i [ Wi
. . . = e Uit rice = produc o - uanlty ity santy sty s
@ Click Show Details to show all details. e Fsm u_rom o= n
= Customen -
1 H H A a mers aivid Srdens & 53,50 i = Eol 15
@ Click Hide Details to hide all details. et = Ey a2 M
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Add Aggregate Functions

to a PivotTable

You can use AutoCalc to easily
add aggregate functions to a
PivotTable view. For example,
you can add sums, averages, and
so on.

\ Add Aggregate Functions to a PivotTable

@ In PivotTable view, dlick the field in the e e - T B
PivotTable on which you want to ‘f :.EIE!J:;_E-]:. | | =l

aggregate. ——s
@ Click AutoCalc. .

@ Click the aggregate function that you 3 oo
want. i

FrscranysnapennSneingiil

The function appears as a new row (or
column) for each grouping.

® To delete the aggregate function, find it i = C
under Totals in the Field List. Right-click R G — e o e
it and choose Remove. e | PSR

i
i
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Group and Ungrou 12
PivotTable Content | Grouping and Summarizing Data \Chapter

After creating a PivotTable view,
you may decide that there are
too many individual entries in it
to be meaningful. You can group
these individual entries into
summary items to make the data
more meaningful and usable.

\ Group and Ungroup PivotTable Content

GROUP ENTRIES _
@ In PivotTable view, select the individual = M D

entries that you want to group. i
@ Click Group.

The entries are grouped into a
generically named Group1.

LR &3

Fin

You can change the group’s name by
right-clicking it and choosing Properties
and entering a group name on the
Captions tab.

Ef¥fsuveeaissensalid A

2 T |
b
uH
5%

You can click + to expand the group or S E— oo
- to collapse it.

UNGROUP A GROUPED ENTRY

@ Select the group that you want to i
ungroup.

@ Click Ungroup.

The single entry separates back into
individual entries.

O O T T T
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Clear a

PivotTable Grid

A PivotTable stays populated < \\\

with the fields you put in it until
you clear them. The fields you
put in a PivotTable also carry
over to a PivotChart.

You do not have to clear the
PivotTable grid before switching
back to Datasheet view.

4//{//6'/7&%'//6'

Ty

4
e ”%9/!&
2%

Zey
C Wo/@,

\ Clear a PivotTable Grid

In PivotTable view, right-click the fiel e S g PO =
@ In PivotTable view, right-click the field z O R T )
to remove. o b ST It 5 tttettd 2055
@ Click Remove. =
ey -
Boespi  BER Ilm ’ l! l-(*- " :';:
il Tl peeesseguid R
LEC ] | . -
= D 1
Hiﬂn« CET) :" ; q _ - ;
- ::I (R i ::
R T e B »
Birn & Wty £
Sl L. o B
= ol m-_ il -
The field is removed from the grid. T e L T———
. L. } K ‘ﬂ@ﬁﬂ . TR - bttt et ﬂ ¥ "-,._I....
® |f there are no fields remaining in that R e I == el
p|aceh0lder’ the placeho'der box _W
appears empty. Ry —9
Bings Biw 0 -
@ Repeat steps 1 to 2 for each field to o o
remove from the grid. e .
) Toed " v
Note: Another way to clear the grid for a PivotTable or i_IFr"""“ e B
PivotChart is to close the table or query without saving =g
your changes to it. Sk
__ Tetd Abe. = o3

jE=]




Switch a PivotTable

 toa PivotChart

Grouping and Summarizing Data chapter]. 2

PivotTables and PivotCharts are
two different views of the same
data, so you can switch freely
between them.

If you switch to PivotChart view
while there are fields in PivotTable
view, the fields carry over unless
they are cleared first.

\ Switch a PivotTable to a PivotChart

@ Right-click the tab for the PivotTable.
@ Click PivotChart View.

A PivotChart grid appears. If there were
fields in the PivotTable view, those same
fields carry over into the PivotChart.

Note: You will learn more about PivotCharis in Chapter 13.

Extenal et DatsbaseTool | el |




CHAPTER
-

\

Creating Maili
Labels and Charts

In addition to standard
reports, Access can also
create mailing labels. This
enables you to print labels
without exporting the data
first into a word-processing
program and to set up
reusable label definitions
for recurring mailings.
Access can also produce
charts in the form of
PivotCharts. PivotCharts are
similar to PivotTables,
which you learned about in
Chapter 12, but they
analyze data graphically.
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Create
Labels

Labels are a special type of report.
They print multiple records per page,
in a layout designed to correspond to
self-stick labels that feed into your
printer.

[ creste Labels |

Mark Crumb Deanna Daniels
167 N.Noble St. 13 Ferrar Ave.
Oakland, IN 46144 Caldwell, IN 46141

12a Market St.
Greenfield, IN 46

@ In the Objects list, click the table or
query containing the fields that you
want.

@ On the Create tab, click Labels.
The Label Wizard dialog box opens.

@ Click here and select the label
manufacturer.
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@ Click the unit of measure to use.
@ Click the label type.

Note: Continuous feed labels are usually used only in dot
matrix printers.

@ Click the label product number.

Note: If you do not know the product number, choose one

Lol Wermrd

This wizard creates standard lsbels or custom labels

that matches the dimensions and number across of the
labels you have.

@ Click Next.
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© Click here and select a font for the labels. Label Wizard

© Click here and select a font size. S

. . Font name: Font size:
() Click here and select a font weight. w ey W<—Q
. " Sampie an} weight: Text color:
@ f needed, dlick Italic. Lot )

. - [F) ttalic [ Underline
(® If needed, click Underline. I ?

What font and color would you like your text to be?

cfiancel ][ < Back ruext> ]| S

® Click here to open the Color box.
@ Click a text color.

Note: You can optionally click Define Custom Colors for
more choices.

® Cdlick OK.
(D Click Next.

Basic Colors:
N
IR Rl B ) |
---.--.. ke your text to be?
NN i
EEEEEEEN | T
Eenmmrm 52O

- Text color:
Custom Colors: __B _ M

NN i
EEEEEEEN

[ Define Custom Colors >> ]

@ T ) [ ]

How can I create a custom label definition?

14

Sample

15

@ From the first screen of the
Label Wizard, click Customize.

| Ths wieed Teetes seecerd lpbes o matem lebels
Wt inbel site veouid you e?

Murrier supssi

The New Label Size dialog box opens. [4) - [5)
@ Click New. ] (el
The New Label dialog box opens. ol loie liosess (IE22

@ Define the new label according
to its size, type, and orientation.

@ Type a name for the new label definition.
@ Cdlick oK.
@ Click Close in the New Label Size dialog box.




Create Labels

_ (continued)

Andrew Abbey Delia Brooks
322 W.Salem 12a Market St.
Fielding, IN 46142 Greenfield, IN 46140

After choosing the size and
formatting for the label, you set
up the fields that should appear
on it. These come from the table
or query that you selected before —
you started the wizard. lomikera

Greenfield, IN 46140

Henry Grover
11Adams St.
Fielding, IN 46142

\ Create Labels (continued)

(@ Click a field and then dlick here to s
move it to the prototype label.

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 ike to see on every label right onto the prototype,

@ Type any spaces, paragraph breaks, or |
other punctuation that should separate gt Tady pal i ®

the fle|dS Company {Flm _I‘.J.a_m_?_} Qfst_Namg‘_}
First Name

(® Repeat steps 17 to 18 as needed to E-mal Addréss

create the complete label. e
@D Click Next.

ancel | [ sBae | west> | [ Emsh |

@) You can dick a field by which to sort Label Wizard

and then Click here tO move |t tO the . ‘fou can sort your labels by one or more fields in your database, You might

. want to sort by more than one field (such as last name, then first name}, or by
SOI’l By |IS'( just one field (such as postal code).

Which fields would you like to sort by?

%) Repeat step 21 to specify additional
sorting if needed.

¢ Click Next.

Availzble figlds: Sort by:

IGesssscsnsssscsass|

Company
First Name
Last Name
E-mail Address
Job Title
Business Phone
Home Phone
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¢ Type a name for the label report.
¢B Click Finish.

— D

o) ] -
¢D If a warning appears about spacing, S i e -
click OK. @ T
o |
26 e

The report appears in Print Preview, ready T T e T AT —
to print on label paper. & O @eeme= g Q LY0E) - gl 8y 18

R O e T B ol Rt et e

P aemt

@

How can I change the font after
the report has been generated?

@ Right-dlick the tab and choose Layout View.
@ Click the Formatting tab.
@ Select the text to format.

@ Use the controls in the Font group to format the text.
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When I look at the labels in Design view, the
fields are enclosed in a =TRIM function.
Why?

The =TRIM function removes extraneous spaces
around entries. For example, if the First Name
field's entry is Bob with several spaces after it and
you did not use =TRIM, those spaces would appear
between the first and last names on the label.




Add a Field to
an Existing Line

Labels generated with the Label
Wizard concatenate multiple
fields in a single text box within
a =TRIM function.

If you want to add or remove a
field within a line of the label, you
must understand the syntax used
to construct the function.

The Syntax of the =TRIM() function

Syntax Explanation

=Trim([City] & “, “ & Full example.
[State/Province])

=Trim( ) The =TRIM function trims off

any excess blank spaces in
the fields.

[First Name] Field names appear in

square brackets.

& Fields are concatenated with
an ampersand.

Additions to a =TRIM() function

To add another field within an existing =TRIM
function, you must make sure that the new field is
enclosed in square brackets, separated from other
fields by an & sign, and separated from other fields
with any literal text or punctuation marks in quotation
marks.

So, for example, to add the ZIP/Postal Code field to
the second line of the example shown here, you
would change the function’s code to =Trim([City]&",
“&[State/Province]&” “&[ZIP/Postal Code]).

u nu

, Literal text or space is
enclosed in quotation marks.

: =Trimi[First Name] & " * & [Last Name])
A=Trim{[City] & ", " & [State/Province] & "

" & [ZIP/Postal Code])




Add a Field to a Label

. As a Separate Line

chapter13

Mailing Labels and Charts

In addition to adding a field to an
existing =TRIM() function on a
label, you can also add fields as
separate text boxes, on their own
lines. For example, the label used in
the preceding sections lacked an
Address line. You could add an
Address line in Report Design view.

If the field will be by itself in its
own text box, you do not have to
use the =TRIM() function; you can
simply add the field as you would
on a form or ordinary report.

\ Add a Field to a Label As a Separate Line

@ In Design view, if needed, drag the

existing fields to make room for the

new line.

Note: Remember, to move a field, position the mouse

pointer over its border and drag.
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Color the Label
Background

There are two ways to color a
label background. You can color
the overall background of the
label, or you can color the
individual text boxes in which
the text appears.

Color the Label Background

@ In Design view, click the Detail section
to select the entire section.

OR
® Click an individual text box to select it.

@ Click here and dlick a background
color.

Note: You can dlick Transparent to remove any existing
color.

Note: You can click More Colors to apen a Colors dialog
box from which you can choose from a wider variety.

The chosen color background is applied
to either the entire label or to the
individual text box.

@ Fields on the label remain white by
default; you can set their colors to
Transparent if you prefer.
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Color the

Label Text

You can change the color of
the label’s text. This is useful
especially after changing the
label background color — see
the preceding section — so that
the text continues to strongly
contrast with the background
for good visibility.

\ Color the Label Text

Creating Mailing Labels and Charts

chapter13

@ In Design view, click the text box
containing the text to color.

Note: You cannot select only part of the fext in a fext box
for a different color; you must select the entire fext box.

Note: You can select multiple text boxes by holding down
[E7 as you click each one or drag a lasso around
them.

@ Click here and dlick a text color.

The chosen color is applied to the text
in that text box.

® You can dick Automatic to make the
text either black or white, whichever
would better contrast with the
background.

@ You can click More Colors to open a
Colors dialog box from which you can
choose from a wider variety.
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Apply Font Formatting

to Label Text

You can change the font
formatting for the label text in the
same ways in Design view that
were offered in the Label Wizard:
font, size, bold, italic, and
underline. You can also set the
horizontal alignment and copy
formatting between text boxes
with the Format Painter button.

\ Apply Font Formatting to Label Text

)

CHANGE THE FONT

@ n Design view, click the text box.

@ Click here and dlick a different font.
The font is applied.

CHANGE THE FONT SIZE AND
ATTRIBUTES

@ Click the text box.
@ Click here and dlick a different size.
The font is resized.

® You can dlick one or more of these
buttons to apply attributes:

® Bold
@ ltalic
® Underline

The font attributes are applied.
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CHANGE THE TEXT ALIGNMENT
@ Click the text box.
@ Click one of the alignment buttons:
© Left
@ Center
@ Right

COPY FORMATTING TO ANOTHER
TEXT BOX

@ Select a text box that is already formatted
the way you want.

@ Click the Format Painter button.
@ Click the text box to be formatted.

The formatting is copied to the other
text box.
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You cannot. Font formatting is
applied to the entire text
box, not to individual
characters. If you want

a certain field to be
formatted differently,
place it in its own

text box.

How can | format one field in a text
box differently from the others?

After enlarging the font, the text
alrpears truncated. How can I fix
this?

You may need to resize the
text box to adjust for the
larger font size. You can do
this in any of these ways:
dragging a selection
handle, double-clicking a
selection handle, or right-
clicking the text box and
choosing Size and then
selecting To Fit.




Export Labels
to Word

You may prefer to print labels
in Microsoft Word rather than
Access because of the increased
options available there for
formatting. You can use the
Export Wizard to export the
labels — or any other report —
to a new Word document.

\ Export Labels to Word

. FC EEEy i
@ On the External Data tab, in the Export 24 = = == 9 -
. 1 b A CT _'n-n
group, dlick Word. s @,:’_:i_-::“ a U o e P
o= i S hae e e Worr
The Export - RTF File Wizard runs. i a— T Tes
P (e "] ek the destinaton o the da you work o export w\wg ,
@ Change the path and filename if T I =
needed. -pornsongull (R8T o (2] e
B Cumemie 1 ey
. s} Fowshs wapet vy P
@ You can click Browse to choose a r g R
. B e ane L
Iocatlon. : iy al HATT T T W Tt E T T BISE 4 BN T Y o 0 T E}E
- - - [ part wwy e priesied iy
® You can dlick here to open the file in 8 e .
Word after the export. N S ity
. I ot daies iy Etngney
e Click OK. Il e i e
I et aini Gunstny by

If you marked the check box in step 3, [ — —o
the labels appear in Word. s 7 A
The final screen of the Export Wizard o | Tanemina S

appears with a confirmation.

@ You can click here to save the export
steps and then recall them later from
Saved Exports on the External Data tab.

@ Click Close.




Open a
PivotChart View Creating Mailing Labels and Charts chapterls

A PivotChart is like a
PivotTable, except it expresses
the data graphically rather than
as text and numbers.

You can open a PivotChart view
for any table or query and then
experiment with different charting
scenarios by dragging fields in to
its placeholders.

\ Open a PivotChart View

. . . At = N I Tatde taal  Honhwind 07 Detekase he
@ In Datasheet view, right-click the O o s
datasheet's tab. AT Y& o AT B G
View | amta PR A - = =)= m:ljln_,r FE
@ Click PivotChart View. Q = 0 —

b s Cusstomes +| Ordes Date = | Shipped Date. «
#ipper ACME Corporation 1/15/2005 L22/2008
ACMIE Corporation 1/20/2005 1/23/2006

Igienko Rough-and-Tumble 1/22/2008 1/22/2006

1%/ 2008 1f5/2000

/6/2006 7/2006

2/10/2008 212/2006

2/23/2006 325/ 2006

| Cobvin Enterprises 3/6/2006 35/ 2006

38 anne Hellung-Lar The ACVE Corporation 3/10/2008 3/11/2008

An empty PivotChart grid appears,
unless you have previously set up a
PivotTable or PivotChart for this table
or query.

Note: If there are already fields in use, delete them. See
Chapter 12.

® You can drag the Chart Field List
around onscreen by its title bar; by
default it covers up the Drop Series
Fields Here placeholder.

oo Title

Mavigatian Pane




Create a
PivotChart

After opening a PivotChart view,
you can create a variety of different
PivotCharts by dragging fields on to
the various placeholders in the grid.

This is just like creating a PivotTable — see
Chapter 12 — except the result is graphical
rather than text-based.

\ Create a PivotChart

@ Display the PivotChart view for a table or
query as shown in the preceding section.

@) Drag a field on to the Drop Category
Fields Here placeholder.

That field appears as the categories (bars)
along the horizontal axis.

@ Drag afield on to the Drop Data Fields ; :
Here placeholder. ' i

That field appears as the values (the ]

heights of the bars). e
Q == porerd
® If the field does not contain numeric data, a [Ch P A — e e
count of its values is used. X s o, T o JETTIs e a5z
@ You can also drag a field on to the Drop &_"5;

Series Fields Here placeholder. o Tmemon




Group Data in
- | PivotChart Creating Mailing Labels and Charts chapterls

The chart shown in the preceding
section has a lot of small bars
because each individual date has
its own bar. You may find it more
useful to group charts such as this
by date.

You can group by numeric intervals,
dates, or other values, depending on the
type of data that the field contains.

\ Group Data in a PivotChart

@ In the PivotChart view, right-click the
field placeholder.

@ Click Properties.

Count of ship Chare Fald Lt =

The Properties dialog box opens.
@ Click the Filter and Group tab.

@ Click here and click a grouping interval. e
@ Click here to close the dialog box. 6{:{“ oz 94—9
. e
The data is grouped as you have wou [ _

specified.




Change the

PivotChart Type

You can set a PivotChart to use
a different chart type on the
Design tab. Most of the chart
types available in full-featured
charting programs are available,
including bars, pies, and lines.

In addition, for some chart types, you can
switch between rows and columns. This
switches the fields between the category axis
(horizontal) and value axis (vertical).

\ Change the PivotChart Type

@ In the PivotChart view on the Design P
tab, click Change Chart Type. N B iy T R e [ o
" peme ot ewen  OwssieToch Drign w
M Htegrmd :- " > By storote E} _.g(.mlhlhm Colume " _ﬂ b
. . - 0 siiow Ton/Bottcs B B Change | | Propen:

The Properties dialog box opens with MJ

the Type tab displayed. O Tl e
@ Click a chart category. Q_ k- B e
g% tine
@ Click a chart type. % ki
e
@ Click here to close the dialog box. arl’
. iy Radar
The chart is changed to the new type. oo

3D Bar Clustered




Change Chart
| Colors Creating Mailing Labels and Charts chapterls

You can change the colors of the
bars — or lines, slices, or
whatever shape the data appears
in for the chosen chart type.

You can change one individual data
point or an entire data series.
When you click a bar the first time,
only that bar is selected; click it
again to select its entire series.

\ Change Chart Colors

@ In PivotChart view, click the data point
(the bar, slice, or other shape) that you
want to change the color of.

That single data point’s shape becomes

selected. :
You can select all data in a series by : w :M%E“;‘”"m-
clicking the data point again. pr s |

@ Right-click the selected data point. f i , B : %ﬁé.{

© Click Properties. i i i -I"? Rt :%:é:*
The Properties dialog box opens. e

@ Click the Border/Fill tab. ! el

@ Click here and select a fill type. Am—
The default, Solid Color, usually works. e o ey
Use a pattern if you plan to print in black : ,,‘_é

and white.
@ Click here and dick afill color.

® You can click Default to restore the
default color.

@ You can click None to remove the color.

@ You can click Custom to display a Color
dialog box.

@ Click here to close the dialog box.
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Working wi
External Data

One of Access’s strongest
features is its ability to
work with outside data.
You can import data from
other Access databases,
from Excel, and even from
plain text files.
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Import an Excel
Worksheet

You can import data from an
Excel worksheet into Access,
creating a new table. This new
table becomes a full part of the
Access database; it does not
retain any ties to Excel.

Excel data that is database-oriented with
field names as the top row imports well
into Access. Data that includes formulas
and functions does not import well.

Import an Excel Worksheet /

@ On the External Data tab in the Import
group, click Excel.

The Get External Data - Excel
Spreadsheet dialog box opens.

@ Type the path and filename in the File
Name box.

® You can click Browse to browse for
the file if desired.

© Click Import the source data into a
new table in the current database.

@ Click OK.

The Import Spreadsheet Wizard runs.
@ Click the sheet to import.

@ A preview of the data on that sheet
appears.

@ You can alternatively choose from
named ranges.

O Click Next.
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Working with External Data

chapter14

@ I the first row contains column headings,

click here to mark the check box.
Q

© Click Next.

® You can change the field name for the first
field in the Field Options area.

© Click here and choose the data type that
you want.

Himpon Spreadimee Yizard -

Microserh dezess zan ae veur
e 30wcesd contan solumn headngs?

heiz rames for vour e, L

Flobal Delivesy

. P |
= ¥

impon Spreadrhers Wizeed -

Fou 2an 1900ty nformaton sbout tach of e feids you are mporing. Seiect fieith m B et Betiow. You San Sen moedfy feid
rhrmpton n e Fakd Coterd wreh
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How should I prepare the Excel worksheet
before importing it?

For Excel data to import correctly into Access, it
must be set up to mimic a datasheet in Access.
Adhere to these rules in Excel:

Place the field names in row 1.

Remove any blank rows or any titles above the
field names.

Place each record in a separate row, starting
immediately below the row containing the field
names.

Do not include any formulas or functions. Omit
cells containing them from the range to import or
convert them to values.

Can | import only part of a worksheet?

Yes. In step 5 of this section, you can choose to
import from a named range if you prefer. You must
set up the range in Excel first, however.

® To create a named range in Excel, select the range
and then click here and type the range name.
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Import an Excel
Worksheet (continued)

The Import Spreadsheet Wizard
asks you about several setup
options that you would
ordinarily configure when
creating a new table, such as
whether fields should be indexed
and whether duplicates are okay.

It also gives you the opportunity to set
a primary key and to name the table.

Import an Excel Worksheet (continued) /

(O Click here and choose whether the
field should be indexed and whether
duplicates are okay.

Dimpon toresdinees Wisard

Yiou can then modfy fiekd

® You can exclude a field from being
imported by clicking here.

@ Click the next column, and repeat steps
9 to 10.

® When you have set up all fields, click
Next.

(® If the imported data already contains a Gl oot Sl W ¥
field you want to use as the primary I L e e e e axig T oy oed o
key, click here and then choose that
field from the drop-down list.

£ Lee Seoees wd orimery ey,

@ You can also allow the wizard to create
a new field to be used as a primary key
by clicking here.

@ You can also decline to use a primary
key in the table by clicking here.

(D Click Next.
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(® Type the name for the table. R .

Note: The default name is the name of the tab from the
worksheet.

@ Click Finish.

® You can save the import steps by clicking - .
here. A

Note: You will learn more about saving import steps later in P A e

’his chapter Do wiw vkt 10 i St =ort e ? Tre ol alow viu 85 Guitly rESa! he OORTANON EROL Ly the witars
’ Qs

@ Click Close.

The Excel data is imported as a new table
on the Objects list.

= 3 17
Should I allow the wizard to create a Should I save the import specifications?
primary key field, or not? If you plan on doing this same import again later,
It depends on whether you already have a field then yes. For example, perhaps you have a table
in the data that contains unique entries for each that a colleague maintains in Excel, and every
record and that will always contain unique entries. month you have to use it in Access. You could save
If you do, make that one the primary key. the import settings to make that easier each time.
If, on the other hand, you do not have any fields An even better approach, though, would be to link
that fit that description, you should allow the to the worksheet, as covered in the next section.
wizard to create one for you.
. 7 » Saye import steps I
T —




Link to an
Excel Worksheet

If you frequently need to
reimport the same data from
Excel, consider linking to that
worksheet instead of repeatedly
reimporting it.

With a link, the data is always up-to-date.
Each time that you open the linked
worksheet in Access, Access refreshes

the link to the data. That means, however,
that the Excel file must always be in the
expected location or an error will occur.

Link to an Excel Worksheet /

@ On the External Data tab in the Import
group, click Excel.

The Get External Data - Excel
Spreadsheet dialog box opens.

@ Type the path and filename in the File
Name box.

You can click Browse to browse for
the file if you prefer.

@ Click Link to the data source by
creating a linked table.

@ Click OK.

The Link Spreadsheet Wizard runs.
@ Click the sheet to import.

® A preview of the data on that sheet
appears.

@ You can alternatively choose from
named ranges.

O Click Next.

e e
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@ If the first row contains column headings,
click here to mark the check box.

© Click Next.

© Type a name for the linked table.

This will be the name that appears in the
list of tables.

(@ Click Finish.
A confirmation box appears.
@ dlick oK.

The linked table appears in the All Access
Objects list.
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What happens if | need to move
the Excersheet later?

Use the Linked Table Manager, as
described in the next section. If the
table has moved and

Access can no
longer find it,
prompts will
help you
locate it
again.

How can I tell what tables are actually linked Excel sheets?
® Excel sheets have an Excel icon next to them in the All Access

Objects list.

@® However, when you open the object as a datasheet, it looks

like any other regular table.
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Manage Linked
Tables

Linked tables are not updated
automatically just by opening
the database; they are updated
only when you actually open
the table. If you need to update
all the linked tables at once,
without having to open each
one, you can use the Linked
Table Manager to do so.

Manage Linked Tables /

@ Right-click one of the linked tables. Bl s
B vendars
@ Click Linked Table Manager. Q... - g—
QF‘::::H & | Design View
Reports Import »
Customer Addrg Export »

Custamer Phon @ | Collect and Update Data via E-mail

Customer Repa Rename

Customers Hide in this Group

Customersl Beirts
Cut
Employee Addre %
| Copy
Employee Phon
Paste

Inventory Resto
Linked Table Manager
Invoice

B G e

| Table Properties
Invoices

il i EEEEEE

Invaoices by Customer

Ready
The Linked Table Manager opens. DTkl ” o
@ Click the check box for each linked table T o Shepers (ClUsersatne Documents Shppers ssSheatis)
that you want to update.
©® You can also dlick Select All. [Cossan 3<—®
O Click OK. DesdeciAl
Always prompt for new location
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If a linked table cannot be located, a
Select New Location dialog box opens.

@ Browse to the new location and select the
file.

O Click Open.

You may have to repeat steps 5 to 6 for
additional tables.

A message appears, stating that the tables
were refreshed.

@ Click OK.

You are returned to the Linked Table
Manager.

© Click Close.

- | +3 | | Search
B ke Name Date modif... Type Size 6’ ags
] ;
B Deskiop @Sh\pparsxlsx
|

8 Computer

E| Documents

E} Pictures

n‘ Music

% Recently Changed

& Searches

Folders ~

File name:  Shippersxdsx | Microsoft Excel {Tods s 7% =
= Linked Table Manager -
Select the linked tables to be updated:
Shippers (C\Users\Faithe\Documents\Access\Shippers xisx\Sheet15)
(= O
Deselect Al
@ All selected linked tables were successfully refreshed.
Always prompt for new location

)

How can I change the location to which a What if | get a #Num! error?
link refers even though the original location | This error appears when a column contains mostly

is still working?

one type of value (text, date, or number) but a few

® Mark the Always prompt for new location entries of another type. Those
check box in the Linked Table Manager. It will other entries may not get
then prompt you for each table’s location even | imported correctly, and the
if the existing location is still working. #Num! error might appear.

To minimize the instances

o iknd Tobde Miroger
Sarect e breed vy 1o e Lodates:

.—)>z¢:u-nm~ [

of this error, try to clean up
= your data before importing,
making sure that each
column contains values of
only one data type. Formatting
the columns in the Excel file with a

particular numeric type also helps.




Import a Table from
Another Access Database

You can combine the data from
multiple Access database files
into a single database file by
importing the tables from one
file into another.

You can also import other objects, including
queries, forms, reports, macros, and
modules, but the destination database must
have the needed tables/queries on which
they are based.

Import a Table from Another Access Database /

@ On the External Data tab in the Import
group, click Access.

The Get External Data - Access
Database dialog box opens.

@ Type the path and filename in the File
Name box.

® You can click Browse to browse for
the file if you prefer.

© Click Import tables, queries, forms,
reports, macros, and modules into
the current database.

@ Click OK.

The Import Objects dialog box opens.
@ Click Options.

The import options appear at the
bottom of the dialog box.

@ Click the tables that you want to import.

@ You can click Select All to include all
the tables.

(1 1

Oy e P

':353 Wome  Creste | betemsitees | Dstsase Toh W
R T ol ]t e ™k L Epwen ™

M h‘} J.? =0k .;J W WD S P

samis | Suet bl Snwesont faeel o Coeate

Impats e =

&k

b accen Objacts Seloct the scurce and destmation of the data

T Discontinuagved 0et aseisci sl raicins,
IO tmpleyee Piiapy B e Feretoanem it s J
O teoisgen
O Hel  foeety tow ressyn

o it

o wmumnun*. 3 -_—h__:;_.m"_
I ewokces e
I tiew Customes 1 iak
W ket ourtn ded v vein. WOTEL I e R 5
T cder Dotni S1at

I cidubay

0 cnans

T orom stuma
OO0 wietegs

O meauem

T wurenase Cooe 0y
T purenees Ceni
T Purchace Ceanie
T saws fepets
It
IO stngs
I wepsen

[Fmperiogtemm [EE]

et Treri Tes Treer Quere
[# bewreanes Ll D= BT
[T ad Toskes Sufriton Oriy aaTesn
[ tmport it Soecy

[Tt b v




Working with External Data

chapter14

@ Click the Queries tab.
@ Click any queries you want to import.

© If you selected any queries, click how you
want them to be imported.

Note: See the Tips area below for more information about
this.

You can click any other tabs and any other
objects that you want.

@ Click OK.

The Save Import Steps screen appears.
@ Click Close.
The objects are imported into the database.

Save Import Steps

- emes | Form | Recerts | Maaos [ Modues|
Q : e 4(-@
[emes |
[ steam
Deseectal
L‘_;\‘.o':
Troert Lw:?ﬁu : Inwtq.wm
[ Retasonshics @ Defriton ndDats  # As Quenies
[ElveraandTeokors | () Definnon Oniy ) a3 Tobies
[FhmoartiExnort Soees
[ New Pere Growos

Al ghjects were ot ted suscesshaly,
Do you vt 1o save Sete imodet steoe? This vl slow you to cuidkly repealt the coeration nithout uting the wikd,

] Saye mperrseeos
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What is the difference between
importing a query as a table versus
as a query?

Importing a query as a query imports just
the query definition. The database must
have a table of the same name as the one
the query uses, with compatible fields.

Importing a query as a
table creates a new
table with a datasheet
that looks like the
query's results. Any
records or fields the
query definition excludes
are included.

Can I link to content from another Access database,

like 1 did for Excel content earlier in the chapter?

® Yes. In the Get External Data — Access Database dialog
box, choose Link to the data source by creating a
linked table.

[ — =
Select the source and destraton of the data
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Import Data from a
Delimited Text File

You can use a delimited text file
to transfer database data from a
database program that does not
support Access as an export option.

From the other database program,
export in a comma-delimited or tab-
delimited format. Then import that file
into Access.

Import Data from a Delimited Text File /

_
Tomorr0@ § Progran

ACCESS

Ve -
Your Ticket:
S ap/liweat/}r; B oth Pfa/ram

@ On the External Data tab in the Import
group, click Text File.

@ Type the path and filename in the File
Name box.

® You can click Browse to browse for
the file if you prefer.

© Click Import the source data into a
new table in the current database.

Note: Alternatively, you can choose to link o the data
source or append fo an existing table.

O Click OK.

The Import Text Wizard runs.

@ Click Delimited.

Note: Fixed-width data files are rare; a fixed-width data
file includes extra spaces after some entries so that the
width of a field is defined by spaces rather than by a
delimited character.

O Click Next.
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@ Click the delimiter character used in
the file.

@ You will know that you have chosen the
correct delimiter when the data appears in
orderly rows and columns in the sample
area.

@ Click here if the first row contains the field
names.

© Click Next.

(@ Click a field to select it.
@ Change the field name if needed.

Note: If the first row does not contain field names, field names
are generic and should be changed in step 11.

(® Click here and change the data type if
needed.

Working with External Data
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What is a delimiter?

How do I get data into a delimited text file
from another database program?

A delimiter is the character that separates the field
entries for each record. The most common
delimiters are tabs and commas. Each record is
separated by an [Z101] (CE00).

An alternative that is
sometimes (but rarely) )

used in database text
files is fixed-width. For .
example, suppose a N}’
certain field is 20 =
characters wide. For each .
entry that is fewer that 20 :'
characters, extra spaces are ~
inserted between that field and
the next one for that record.

That depends on the program. Nearly all database
programs have some type of
export feature, though, that
exports in a variety of
formats. These almost always
include tab-delimited and
comma-delimited. Neither
one is better than the other
necessarily; they both

work well.

To find out the exact steps for
exporting data from another database
program, look up “Exporting” in

that program’s Help system.




Import Data from a
Delimited Text File (continued)

Except for the beginning part
of the process, the process of
importing from a text file is
nearly identical to that of
importing from an Excel file.

You can specify a primary key, choose
which fields should be indexed, and
even choose to skip certain fields, just
like with an Excel file import.

Import Data from a Delimited Text File (continued) /

® Click here and change the indexing
setting if needed.

Note: If you choose Yes (No Duplicates), make sure
that each record has a unique entry for this field, or an
error will occur at import.

® Click here to skip a field.
(D Repeat steps 10 to 13 for each field.
(® Click Next.

(D If the imported data already contains
a field that you want to use as the
primary key, click here and then choose
that field from the drop-down list.

@ You can also allow the wizard to create
a new field to be used as a primary key
by clicking here.

@ You can also decline to use a primary
key in the table by clicking here.

(@ Click Next.
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Working with External Data chapter14

(® Type the name to use for the imported
table.

@ Click Finish.

The Save Import Steps screen appears.

® You can mark the Save import steps
check box and save the import, as
described later in the chapter in the section
“Save Import or Export Specifications.”

@) Click Close.

The data is imported into a new table with
the name that you specified.
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How can I append records to an existing table from | Do I have to specify field names in

a plain text file?

order to import if the data file does

® On the initial Get External Data — Text File screen, not alrea,dy have field names in the
choose Append a copy of the records to the table first row?

and then select the table.

For this to work, the table must have the same fields,
with the same field types, as the data coming in.

T
e e P

No, but generic field names will be used
(Field1, Field2) in the imported table. You
can then use Table Design view to modify
the field names.

Make sure that you change
the field names to ones
that are more meaningful
before you start using the
imported table as the basis
for other objects such as
queries, forms, and reports.




Export Data
to Excel

In addition to importing data
from Excel, you can also export
it from an Access table into
Excel format.

As you are performing the export,

you can choose to export in any of a
variety of Excel formats, including both
Excel 2007 and earlier versions.

Export Data to Excel /

@ In Datasheet view on the External Data
tab, in the Export group, click Excel.

The Export - Excel Spreadsheet dialog
box opens.

@ Type the path and filename to which to
export.

® You can click Browse to locate a folder
if needed.

@ Click here and select a file format.

@ You can dick here to export formatting
and layout as well as data.

@ Click OK.

@ You can optionally click here to save
these export steps for later use.

O Click Close.
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Export Data

as HTML

chapter14

Working with External Data

One way to share data with
others is to export it to a Web
page — that is, to HTML
format.

There are more complex ways of
making Access data available
online, such as through data access
pages, but for simple sharing where
the data is fixed, an HTML page is
the easiest way to go.

Export Data as HTML |

@ In Datasheet view on the External Data
tab, in the Export group, click More.

@ Click HTML Document.

The Export - HTML Document dialog
box opens.

© Type the path and filename to which to
export.

® You can click Browse to locate a folder
if needed.

@ Click OK.
The Save Export Steps dialog box opens.
@ Click Close.
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Export Data to a
Plain Text File

When you need to import data
from Access into some other
database program that does not
accept Excel or any of the other
formats available to you, a plain
text export may be your only
option.

Plain text exports can be delimited by
characters such as commas or tabs or, less
frequently, can be set to be fixed width.

Export Data to a Plain Text File /

@ In Datasheet view on the External Data s :°- == e o T .
tab, in the Export group, click Text File. 3 & &P 1P S MEH IZ oo
mparty ‘W — =
The Export - Text File dialog box opens. e R e TS N
0 customn
@ Type the path and filename to which to B e ) o
export. o]
. D o] it
® You can click Browse to locate a folder 3 s 4 e e o
if needed. §{ Wi
© Click OK. s |
[
The Export Text Wizard runs. CaBTa

o
at. S expert Forma e o !

@ Click Delimited. Q_..

Note: It is rare to need to do a Fixed Width export; most
database programs take delimited data.

@ Click Next.
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Working with External Data

@ Click the delimiter character that you want
to use.

@ Click here if you want to include the field
names on the first row.

@ Click Next.

© Confirm the path and filename to which
you want to export.

(@ Click Finish.

@ In the Save Export Steps dialog box, dlick
Close.
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When should I use the Export Data with

Formatting and Layout feature?

® Use this when you want to include helper
characters in certain types of data, such as
parentheses and dashes in phone numbers
or dashes in a nine-digit zip code.
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How can I change field names as I export?

After step 4 in this section, click Advanced,
opening the Export Specification dialog box. From
here you can change field names, change the
delimiter character, and more.

® To change
one of the
field names,
double-click
it in the
Field
Information
area and
type a new
name.
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Save Import or

Export Specifications

The last step of every import or

export process is a dialog box in
which you can optionally mark a
check box to save the import or

export steps.

Here we will look at what happens
when you mark that check box and
where the settings are stored.

Save Import or Export Specifications /

@ On the Save Export (or Import) Steps screen of
an import or export operation, click here to
mark the check box.

If you are doing an import, the check box will
be Save import steps instead.

Additional text boxes appear in the dialog box.

@ Click here and type a name for the saved
settings.

® You can dlick here and type a description.

@ You can click here to create an Outlook task to
remind you of this activity.

@ Click Save Export (or Save Import).
The operation is saved.

If you chose to create an Outlook task, the task
opens in Outlook.
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Using Saved Import or

Export Specifications

Working with External Data chapter14

After you have saved an import
or export specification, you can
easily recall it.

Saved settings perform an import or export
using the same source and the same
destination, with all the same settings, file
formats, and other specifications.

Using Saved Import or Export Specifications /

@ On the External Data tab, dlick Saved &
Imports. “—b-::

OR
® Click Saved Exports.

The Manage Data Tasks dialog box
opens.

@ Click the export or import that you want
to use.

© Click Run.

The export or import is run.

If the file still exists from a previous

export or import, a warning appears.

@ Click Yes to replace the previously
exported or imported file.

A message appears, saying that the file
has been exported or imported.

@ Cdlick OK.
O Click Close.

Note: The saved settings are saved in the Documents
folder for the current user.
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Maintaining
a Database
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Access provides several tools
for performing maintenance
and administrative functions
on a database. You can
switch between file formats
and back up, repair, and
compact a database.



Set a Trusted Location

Save in a Previous Version Format
Convert to the Access 2007 Format
Back Up a Database

Document a Database

Compact and Repair a Database

Password-Protect a Database




Set a Trusted
Location

As you learned in Chapter 1,
when you open a file from an
untrusted location, security
warnings appear.

One way to avoid this problem is to save
your Access database files in a trusted
location. By default, your Documents (or
My Documents) folder is trusted; you can
also set up other trusted locations.

@ Click [
@ Click Access Options.

The Access Options dialog box appears.
© Click Trust Center.
@ Click Trust Center Settings.
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The Trust Center dialog box opens.
@ Click Trusted Locations.
O Click Add new location.

The Microsoft Office Trusted Location
dialog box opens.

@ Type the path you want to set to be
trusted.

® You can also dlick Browse to locate the
path.

® You can click here to also trust subfolders
of this location.

© Click OK.
The location is added to the list.
© Click OK.

The Trust Center dialog box closes, and
you are returned to the Access Options
dialog box.

@ Click OK.

The Access Options dialog box closes.

Maintaining a Database
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What is the Allow Trusted Locations on My

Network option for?

@ This option enables you to set up trusted locations
that point to shared folders on your LAN. The
reason it is marked “not recommended” is that
you probably do not have control over what
others put in those folders.

What is the Disable All Trusted Locations

option for?

@ This option temporarily turns off all location-
based trusting. It is quicker and easier than
removing each trusted location from the list
and then re-adding them to the list again later.
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Save in a Previous
Version Format

Access 2007’s file format is not
backward-compatible with earlier
versions of Access. Therefore,

if you need to share a data file
with someone who uses an earlier
version, you must save it in that
earlier format.

If you will be sharing the file on an
ongoing basis, you must continue using
it in that format.

@ Click [
@ Click the arrow to the right of Save As.
© Click the older format that you want.

The Save As dialog box opens.

@ I needed, choose a different save
location.

@ Type a filename here.
@ Click Save.

The file is saved to the location that
you specified.

i
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Convert to the
Access 2007 Format

If you have databases created in
previous versions of Access, you
can choose to update them to
Access 2007 format. Doing so
has several advantages, including
the ability to use multivalued
fields and other 2007-only
features.

@ With the database open, dlick [2.
@ Convert.

The Save As dialog box opens.
© Type a different filename if needed.
@ Click Save.

A confirmation box appears.
@ Click OK.

The database file remains open but
is now in Access 2007 format.

Maintaining a Database
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Back Up a
Database

You will probably want to back
up your database files periodically
to ensure that your data is safe

in the event of a system crash or
file-corruption problem.

Backing up a database is similar to saving
a copy of it; the main difference is that
by default the current date is appended
to the filename.

@ With the database open, dlick [ ﬂ_.@-a CECESL Norhwind Ofce-Daase
@ Click Manage. [ i pr———

L3 ‘Compact and Repair Database...
U it routine miiekinariceianibe

. 7= open.. istabase to ensure data integrity,
© Click Back Up Database. - see———

u I e | Lg Back up important databases regularly ta
il - prevent data loss,

= gl Database Properties...

ﬁ Save &3 * | E=] Reviewand set the basic properties of the

database, including the name and owner.

o
Q E‘._-T Manage 3
ﬂE 4 Email

? Publish »

—
Close Database

123 Access Options | | X Exit Access

The Save As dialog box opens.
@ Change the filename if needed.
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Document

a Database

Often a database designer is
called on to create notes that
explain to other designers the
structure of his or her database.
Access can automatically generate
this documentation and place it
in a report.

@ On the Database Tools tab, click
Database Documenter.

The Documenter dialog box appears.

@ Click check boxes next to each object
that you want to include in the
documentation.

Note: You can include relationships and properties from
the Current Database tab.

© Click OK.

The report appears in Print Preview.
From here you can save it and print it.

Maintaining a Database




Compact and Repair
a Database

Compacting a database reduces the file
size by eliminating wasted blank space.
Repairing a database checks it for storage
errors and corrects any that it finds.

You can optionally set up the database to
compact itself automatically each time that
you close it.

Compacting and repairing are actually two separate things, but
they are done using the same command.

COMPACT AND REPAIR

@ With the database open, click [
@ Click Manage. ol
© Click Compact and Repair Database. 3
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The file is compacted and repaired. No
additional prompts appear.
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AUTOMATICALLY COMPACT ON CLOSE

@ Click [
@ Click Access Options.

The Access Options dialog box opens.
© Click Current Database.
@ Click Compact on Close.
@ Click OK.

The database will now be automatically
compacted whenever you close it.
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What does compacting do?

Compacting a database removes any blank
space in it so that it takes up less space

on disk. When

you delete
records, for
example,
the space
that they
occupied in
the database
remains as
blank space
until you
compact.

What does repairing do?

Repairing fixes any logical or linkage problems
in the database — anything that may cause the
database to not open

properly or any of its
objects not to
perform as
expected.
Periodic repairing
of a database file
can ensure that
small problems
do not escalate
into large ones.




Password-Protect
a Database

You can assign a password to a
database so that only authorized
users can open it.

Before you can set or change a password
for the database, however, you must
open it for exclusive use. This prevents
others from using the database at the
same time you are trying to put the
password on it.

EXCLUSIVE USE
@ With the database closed, click [
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& CHY&RFegunes
K ChlSaRfigune

& TV Segens Onginal Figures g
FIE] Horthused 2007 accdb

CFEEWMEEN ;

Folders ~

]




Maintaining a Database

PASSWORD-PROTECT THE DATABASE

@ On the Database Tools tab, click Encrypt
with Password.

The Set Database Password dialog box
opens.

@ Type the password to use.

@ Click here and type the same password
again.

@ Click OK.

The file is now password-protected.

® The next time that you open the file, you
will be prompted for a password.
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Enter database password:
. ”f“ s ‘

®

How does password protection actually
work?

The password actually encrypts the entire
database, so it cannot be browsed from
outside of Access.

That is good
because then
nobody can
bypass
Access's
password
protection
to hack
into the

file with

an editing
utility.

How do | remove a password?

@ On the Database Tools tab, click Decrypt Database.
The Unset Database Password dialog box opens.

@ Type the password.

© Cdlick oK.

You cannot unset the password if you do not know it.
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+ (addition operator), 148, 155
* (asterisk)
as multiplication operator, 148, 155
as wildcard character, 131
2 (colon), 129, 147
, (comma). See comma-delimited fields
& (concatenation operator), 219, 244
/ (division operator), 148, 155
$ (dollar sign). See Currency data type; price
= (equal-to operator), 133
A (exponentiation operator), 148, 155
> (greater-than operator), 131, 133
>= (greater-than-or-equal-to operator), 131, 133
< (less-than operator), 131, 133
<= (less-than-or-equal-to operator), 131, 133
<> (not-equal-to operator), 131
() (parentheses)
exporting, 275
with In keyword, 134
in telephone numbers, 72, 275
% (percentage), 137, 150
? (question mark, as wildcard character), 131
“ (quotation marks)
and criteria, 130, 132, 133, 134
for field values, 68, 101, 115
in function syntax, 244
in page numbering codes, 219
; (semicolon) in lookup lists, 101
[1 (square brackets)
in math formulas, 148, 155
in TRIM function syntax, 244
for user prompt messages, 156
in validation rules, 77
- (subtraction operator), 148, 155

A

Access 2007. See also databases
backing up databases, 284
converting earlier databases to Access 2007 format, 283
exiting, 6-7
exporting data in Excel format, 272
exporting data in HTML file format, 273
exporting data as plain text, 274-275
overview, 4-5
password-protecting databases, 288-289
pinning shortcut to Start menu, 7
saving in earlier file format, 282
screen elements, 14-15
starting, 6-7
user interface, 14-15
version issues, 282, 283

action queries
Append, 150, 153
caution, 150
Delete, 150, 152
Make Table, 150, 151
overview, 150
vs. select queries, 150
Update, 150, 154-155
addition operator (+), 148, 155
aggregate functions
adding to PivotTables, 234
adding to reports, 228-229
defined, 228
moving between report sections, 229
role in summarizing data, 222
aligning
fields and labels in Form Design view, 173
report fields, 218
All Access Objects list, 263
ampersand (&), 244
AND criteria combination, 114, 136
angle brackets (<>), 131, 133
Append action queries, 150, 153
asterisk (*)
as multiplication operator, 148, 155
as wildcard character, 131
Attachment data type, 26, 61
attachments
attaching to datasheet records, 26-27
attaching to form records, 27
file size considerations, 29
hyperlink alternative, 29
vs. OLE objects, 30
opening, 28
removing, 29
saving outside of Access, 28-29
Attachments dialog box, 26, 27, 29
AutoFormat styles
applying to forms, 180, 182, 183
applying to reports, 203
changing existing styles, 185
creating by example, 184-185
defined, 182
deleting, 185
gallery of formats, 182
selecting form sections to apply to, 180, 182
AutoFormat Wizard, 183, 184, 203
AutoNumber data type
defined, 61
and forms, 165
size limitations, 64




Average function. See Avg function
Avg function, 140, 141

B
background color

changing for forms, section by section, 190

for mailing labels, 246
backing up databases, 284
bar charts, as PivotCharts, 254
blank databases, 8
blank records, filtering for, 110
boldface, 188, 197, 217, 248
Browse dialog box, 31

C

calculated fields
creating, 149
formatting, 149
overview, 148
calendar selector, 25
captions, field, 67
caret (*), 148, 155
Cascade Delete feature, 81
Cascade Update feature, 81
categories, in Navigation pane, 17
charts. See PivotCharts
Choose File dialog box, 27
Close button, 7
closing
Access 2007, 6-7
databases, 9
Navigation pane, 16, 17
colon (%), 129, 147
colors
background, 190, 217, 246
changing in PivotCharts, 255
font, 216, 217
columns, datasheet. See also fields
changing width, 35
resizing, 35
comma-delimited fields, 268, 269
common fields, defined, 80
compacting databases
automatically, 287
overview, 286-287
what it does, 287
composite keys
defined, 52
vs. primary keys, 52
setting, 53

concatenation operator (&), 219, 244
conditional formatting
defined, 196
deleting specific conditions, 197
enabling/disabling, 197
overview, 196-197
Count function, 141, 227
Create New option, 31
criteria
combining, 114, 115, 134, 136
comparison operators for, 131, 133
date, 130, 132
defined, 130
exclusive combinations, 136
multiple, 136
nonexclusive combinations, 136
numeric, 130, 132, 133
overview, 130-131
for parameter prompts, 157
in Query Design view, 121
ranges of values, 131
specifying list of values, 134
in summary queries, 147
text, 113, 130, 132, 133
Crosstab queries, 123
Currency data type, 61
Customize AutoFormat dialog box, 185

dashes, exporting, 275
data types, field
Attachment, 26, 61
AutoNumber, 61, 64, 165
Currency, 61
Date/Time, 61, 66, 144, 145
defined, 61
grouping PivotChart data by, 253
Hyperlink, 61
list, 61
lookup, 93
Memo, 61
Number, 61, 64, 65
OLE Object, 30-31, 61
Text, 61, 64, 65
Yes/No, 61, 63, 66
Database Documenter feature
creating notes for databases, 285
viewing all object dependencies using, 89
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databases. See also objects, database; tables, database

adding tables to, 44, 46, 50-51

backing up, 284

blank, 8

closing, 9

compacting, 286-287

creating by using templates, 10-11

creating reports from, 206-207

deleting tables from, 55

documenting, 90-91, 285

exporting data in HTML file format, 273

exporting mailing labels to Word, 250

exporting reports, 205

exporting tables in Excel format, 272

linking between, 267

maintaining, 280-288

naming, 8

opening, 12-13

password-protecting, 288

preventing automatic form startup, 11

recently used list, 13

repairing, 286-287

saving in earlier file format, 282

trusted locations for, 280-281

updating to Access 2007 format, 283
Datasheet view, defined, 19. See also datasheets
datasheets. See also tables, database

creating tables in, 46

defined, 5

displaying summary statistics on, 38

entering new records, 23

exporting data in HTML file format, 273

navigating, 24

printing, 39

as report format, 212

resizing columns, 35

resizing rows, 35

sorting records in, 36-37

summarizing with PivotTables, 230-231

viewing query results, 123, 125, 145, 147
Date/Time data type

changing format, 66

and data entry for queries, 145

defined, 61

grouping intervals in summary queries, 144
dates

calendar selector, 25

entry aid, 25

filtering queries for, 130, 132, 133

grouping PivotChart data by, 253
Delete action queries, 150, 152
deleting

AutoFormat styles, 185

database tables, 55

forms, 167
records, 34
relationships, 99
tabbed sections from forms, 193
tables, database, 55
delimited text files
appending records to existing tables, 271
exporting from database programs, 269
importing data into Access, 268-271
delimiter, defined, 269
Design view, defined, 19. See also Query Design view; Report Design
view; Table Design view
dialog box launcher, 14
Display as Icon option, 31
division operator (/), 148, 155
documenting databases, 90-91, 285
dollars. See price, in calculated fields
downloading templates, 10-11

Edit List ltems dialog box, 33
Edit Relationships dialog box, 84
editing database records, 25
embedded objects
creating, 31
editing, 32
inserting OLE objects in fields, 31
opening, 32
removing, 32
equal sign (=)
in comparison operators, 131, 133
in function syntax, 229, 244
errors. See #Num! error
Excel 2007
exporting Access tables to, 272
importing partial worksheets into Access, 259
importing whole worksheets into Access, 258-261
linking to worksheets, 262-263
exiting Access 2007, 6-7
exponentiation operator (), 148, 155
Export - Excel Spreadsheet dialog box, 272
Export - HTML Document dialog box, 273
Export - RTF File dialog box, 250
Export - Text File dialog box, 274
Export Data with Formatting and Layout feature, 275
Export Specifications dialog box, 275
Export Text Wizard, 274-275
exporting
Access data as plain text, 274-275
database tables in Excel format, 272
mailing labels to Word, 250
reports, 205




Save Export Steps dialog box, 275, 276
using saved export specifications, 277
Expression Builder, 74-75
Expression function, 141
expressions, 74-75, 76, 77, 148
external data. See also exporting
importing data from delimited text files, 268-271
importing Excel worksheets into Access, 258-261
linking to Excel worksheets, 262-263
using saved import specifications, 277

F

field labels, deleting from forms in Form Design view, 171
field lists
deleting rows, 60
inserting rows, 60
for queries, 120, 124, 146
removing from Query Design view, 127
resizing, 86
field lookups
based on multiple values, 102-103
based on specific values, 100-101
based on tables, 93, 96-99
creating tables for, 94-95
defined, 92
making changes to, 99
overview, 92-93
field types. See data types, field
fields
adding aliases for query results, 129
adding to forms in Form Design view, 170
adding to forms in Form Wizard, 165
adding to forms in Layout view, 168-169
adding to mailing labels, 244-245
adding to PivotCharts, 252
adding to queries, 120, 126
adding to tables in Datasheet view, 46
adding to tables in Table Design view, 50-51
adjusting margins in Form Design view, 186
adjusting padding in Form Design view, 186
adjusting width in datasheets, 35
adjusting width in reports, 209
aligning in Form Design view, 173
aligning in Report Design view, 218
arranging on forms in Form Design view, 172-173
for attaching external files to records, 26-27
calculated, 148-149
changing data type, 61
changing names upon export, 275
changing size setting, 65
changing values by using Update action queries, 154-155
choosing for summary queries, 143

combining criteria in queries, 136

common, 80

composite key, 52, 53

copying mailing label formatting between text boxes, 249
creating input masks, 72-73

for creating summary queries in Query Design view, 146-147
creating validation rules, 74-75

defined, 4

defining tab order in Form Design view, 175
deleting entries in, 25

deleting from field lists in Table Design view, 60
deleting from forms in Form Design view, 171
deleting labels from forms in Form Design view, 171
dragging into PivotTables and PivotCharts, 223
editing, 25

entering data in, 22-23

filtering by selection, 111

filtering for multiple values, 112

filtering for text values, 113

formatting, 66, 189

generating on-the-fly, 148

grouping in Form Design view, 174

grouping in summary queries, 140

hiding in query results, 135

ID, 50, 51

indexing, 70

inserting into field lists in Table Design view, 60
inserting OLE objects in, 30-31

leaving empty, 23

limiting query results, 137

list of data types, 61

modifying in Table Design view, 58-77

moving in Form Design view, 172

moving in queries, 127

moving independent of labels in Form Design view, 173
multivalued, 33, 102-103

naming, 50, 51

new, assigning column names, 148

in PivotTables, 230-231

primary key, 52, 53

properties overview, 63

query overview, 120

rearranging order in queries, 127

rearranging order in tables, 59

and referential integrity, 81

removing from PivotTables, 236

removing from queries, 126-127

renaming for query results, 129, 147

required, 69

resizing in Form Design view, 172

resizing in Report Design view, 218

role in creating table relationships, 80-81
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setting conditional formatting, 196-197
size limitations, 64
skipping, 23
smart tags for, 71
sorting datasheets by, 36-37
sorting forms by, 37
specifying captions, 67
specifying default value, 68
specifying primary or composite key, 53
standardizing size in Form Design view, 173
tab-delimited, 269
table planning tips, 43
unique, 50, 51
viewing in QBE grid, 121
files. See also attachments; databases
attaching to records, 26-27
backward format compatibility, 282
Fill Color button, 217
Filter by Form sheet, 114-117
filtering
combining criteria, 114, 115, 136
criteria overview, 121, 130-131
filters, defined, 5
by form, 114-115
modifying saved filters, 117
for multiple values, 112
for only blank or nonblank entries, 110
in PivotCharts, 223
in PivotTables, 223, 232-233
queries for range of values, 130, 131, 133
queries for specific values, 130, 132
saving filters as queries, 116-117
by selection, 111
specifying list of values, 134
for text values, 113
using criteria in summary queries, 147
Find and Replace feature
Find tab, 106, 107
finding data, 107
illustrated, 106
overview, 106
Replace tab, 106, 108-109
replacing all instances, 109
replacing data, 108-109
Find Duplicates queries, 123
Find Unmatched queries, 123
finding
records in Form view, 160
text or numeric data in datasheets, 107
First function, 141
Fixed Width export option, 274

Font Color palette, 217
fonts
changing for mailing labels, 243, 248
changing for reports, 216, 217, 243
formatting mailing label text, 248-249
resizing text boxes to fit, 249
footers, for forms
displaying, 178
selecting, 180
sizing, 179
foreign keys, 80, 81
Form view, 5, 160, 167, 197. See also forms
Form Wizard
creating forms with, 164-167
vs. Form Design view, 183
Format Painter
copying mailing label formatting between text boxes, 249
overview, 189
formatting
applying AutoFormat preset to forms, 180, 182, 183
conditional, 196-197
creating AutoFormat styles for forms, 184-185
fields, 66, 189
form label text, 188-189
mailing label fonts, 248-249
report text, 216-217
forms
adding hyperlinks to, 191
adding labels to, 187
adding tabbed sections to, 192-193
adding titles to, 181
adjusting field margins and padding, 186
aligning field labels, 173
aligning fields, 173
applying AutoFormatting, 180, 182, 183
arranging fields, 172-173
attaching files to records in Form Design view, 27
changing background color, 190
creating AutoFormat styles for, 184-185
creating from Objects pane, 162
creating from templates, 11
creating in Form Design view, 170
creating in Layout view, 168-169
creating with Form Wizard, 164-167
datasheet-style, 161, 163
defined, 5, 160
defining tab order, 175
deleting from objects list, 167
deleting subforms, 163
displaying objects, 160
entering new records, 23




filtering by, 114-115
footers for, 178, 179, 180
formatting label text, 188-189
grouping fields together, 174
headers for, 160, 178, 179, 180, 194-195
Modal Dialog type, 163
moving fields and labels independent of each other, 173
moving fields and labels together on forms, 172
multiple-item, creating, 163
multitabbed, 161
navigating, 160
overview, 160-161
PivotTable type, 163
preventing automatic startup, 11
printing, 39
resizing fields and labels on forms, 172
saving, 163, 167
searching, 160
sections of, 179-180
sizing form sections, 178
sorting records in, 37
split, creating, 162
standardizing field size, 173
subforms, defined, 161
forward slash (/), 148, 155
functions
aggregate, 141, 228-229
Average, 140, 141
Count, 141, 227
Expression, 141
First, 141
Last, 141
Max, 141
Min, 141
StDev, 141
Sum, 140, 141
Trim function, 243, 244
Var, 141
Where, 141

G

General tab, Properties pane, 63
Get External Data - Access Database dialog box, 266
Get External Data - Excel Spreadsheet dialog box, 258, 262
Get External Data - HTML document dialog box, 273
Get External Data - Text file dialog box, 268
graphics. See also PivotCharts
inserting in form headers, 194-195
specifying picture size, 195
greater-than operator (>), 131, 133
greater-than-or-equal-to-operator (>=), 131, 133

grouping
controls, 14
fields in Form Design view, 174
fields in summary queries, 140
PivotTable entries, 235
report results, 207, 222, 224-225

headers, for forms
defined, 160
displaying, 178
inserting logos or images, 194-195
selecting, 180
sizing, 179
height, row, changing, 35
helper characters, exporting, 275
hiding
fields in query results, 135
Navigation pane, 16
horizontal scroll bars, 15
HTML file format, exporting data in, 273
Hyperlink data type, 61
hyperlinks
adding to forms, 191
as alternative to attachments, 29
hyphen (-), 148, 155

ID field, need for, 50, 51

images
inserting into form headers, 194-195
specifying picture size, 195

Import Objects dialog box, 266-267

Import Spreadsheet Wizard, 258-261

Import Text Wizard, 268-271

importing
Access tables from other Access databases, 266-267
data from delimited text files, 268-271
Excel worksheets into Access, 258-261
queries as queries vs. queries as tables, 267
role of Save Import Steps dialog box, 271, 276
saving import settings, 261
using saved import specifications, 277

In criterion, 134

indexing fields, 70

Input Mask Wizard, 72-73

input masks
creating, 72-73
vs. validation rules, 74

Insert Picture dialog box, 194-195

insertion point, 24

italics, 188, 197, 217, 248
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J-K

join types, 83

keys
composite, 52
multifield, 52
primary, 52
setting, 53

L

Label Wizard dialog box, 240-243
labels, field. See also mailing labels
adding to forms in Form Design view, 170
aligning in Form Design view, 173
deleting from forms in Form Design view, 171
moving in Form Design view, 172
moving independent of fields in Form Design view, 173
resizing in Form Design view, 172
labels, unconnected to fields
adding to forms, 187
defined, 187
formatting text, 188-189
Landscape page orientation, in reports, 211
LANSs (local area networks), and trusted locations, 281
Last function, 141
launching Access 2007, 6-7
Layout view
creating forms, 168-169
creating reports, 200, 201, 210-214
defined, 200, 201
vs. Form Design view, 168
less-than operator (<), 131, 133
less-than-or-equal-to operator (<=), 131, 133
line charts, as PivotCharts, 254
Link Spreadsheet Wizard, 262-263
Linked Table Manager, 263, 264-265
linking
to Excel worksheets, 262-263
to files, 29
to other Access database content, 267
local area networks (LANs), and trusted locations, 281
location-based trusting, 280-281
Logo feature, 194-195
logos, inserting into form headers, 194-195
Lookup tab, Properties pane, 63
Lookup Wizard
creating field lookups based on specified values, 100-101
creating field lookups based on tables, 96-99
defined, 61
multivalued fields overview, 33
overview, 93

lookups
based on multiple values, 102-103
based on specific values, 100-101
based on tables, 93, 96-99
creating tables for, 94-95
defined, 92
making changes to, 99
overview, 92-93

mailing labels
adding fields to, 244-245
aligning field text, 249
changing font, 243
coloring background, 246
coloring text, 247
copying formatting between text boxes, 249
creating, 240-243
customizing within Label Wizard, 241
exporting to Word, 250
formatting font, 248-249
resizing text boxes, 249
role of Trim function, 243, 244
Make Table action queries, 150, 151
Manage Data Tasks dialog box, 277
margins
adjusting field settings in Form Design view, 186
adjusting field settings in Report Design view, 215
customizing in reports, 214
report defaults, 214
Max function, 141
Memo data type, 61
Microsoft Access 2007. See Access 2007
Microsoft Excel 2007. See Excel 2007
Microsoft Office 2007, starting, 6
Microsoft Office Access dialog box, 30-31
Microsoft Word 2007, exporting mailing labels to, 250
Min function, 141
minus sign (-), 148, 155
multifield keys
defined, 52
vs. primary keys, 52
setting, 53
multiplication operator (*), 148, 155
multivalued fields, 33, 102-103

naming. See also renaming
database tables, 54
databases, 8
fields, 50, 51
tables, 45




navigating records

in datasheets, 24

in Form view, 160
Navigation pane

category headings, 17

changing view, 16-17

closing, 16, 17

closing database objects, 18

copying tables, 47

defined, 15

illustrated, 15

opening, 16, 17

opening database objects, 18

opening tables in Table Design view, 58

renaming tables, 54

resizing, 17

showing/hiding, 16, 17
networks, and trusted locations, 281
New Label Size dialog box, 241
New Query dialog box, 123
New Style Name dialog box, 185
nonblank entries, filtering for, 110
not-equal-to operator (<>), 131
#Num! error, 265
Number data type

defined, 61

resizing fields, 65

size limitations, 64

)

Object Dependencies task pane, 88-89
object linking and embedding. See OLE Object data type
object tabs, 15
objects, database. See also OLE Object data type
changing Navigation pane display, 16-17
closing, 18
opening, 18
viewing, 19
viewing dependencies, 88-89
viewing on forms, 160
Office 2007, starting, 6
Office button
closing databases, 9
defined, 14
exiting Access, 7
illustrated, 14
OLE Object data type, 30-31, 61
OLE objects
vs. attachments, 30
editing, 32
embedding, 30-31
inserting in fields, 30-31

opening files, 32
overview, 30
removing from fields, 32
Open dialog box, 12, 288
opening
databases, 12-13
Navigation pane, 16, 17
password-protected databases, 288
PivotChart view, 251
OR criteria combination, 114, 115, 134, 136
orientation, in reports, 211

P
padding
adjusting in Form Design view, 186
adjusting in Report Design view, 215
defined, 186, 215
page numbering, 219
page orientation, in reports, 211
page size, in reports, 211
paper size, in reports, 211
parameter prompts, creating, 156-157
parentheses ()
exporting, 275
with In keyword, 134
in telephone numbers, 72, 275
password-protecting databases, 288-289
Paste Table As dialog box, 47
percentage (%), 137, 150
phone numbers, exporting, 275
pictures
inserting into form headers, 194-195
specifying image size, 195
pie charts, as PivotCharts, 254
PivotCharts
changing colors, 255
changing type, 254
creating, 252
grouping data, 253
opening view, 251
overview, 223
switching PivotTables to, 237
PivotTables
adding aggregate functions, 234
clearing grids, 236
collapsing, 231
creating, 230-231
expanding, 231
filtering, 232-233
grouping entries, 235
overview, 223
removing fields, 236
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summarizing datasheets, 230-233

switching to PivotCharts, 237

ungrouping entries, 235

viewing totals, 233
plain text, exporting Access data as, 274-275
plus sign (+), 148, 155
Portrait page orientation, in reports, 211
price

in calculated fields, 148, 149

in summary queries, 140

updating tables, 150, 154-155
primary keys

assigning to imported data, 260, 261

vs. composite keys, 52

defined, 52

for lookup tables, 95

and referential integrity, 81

role in relationships between tables, 80

setting, 53
Print Preview

closing, 91

defined, 200

display options, 205

export options, 205

opening reports in, 204

printing from, 205

switching open reports to, 204
printing

database documentation, 90-91

datasheets, 39

forms, 39

open reports, 205

Relationships window, 87
prompts, user, 156-157
properties, field. See also Properties pane

changing field size, 65

creating input masks, 72-73

creating validation rules, 74-75

indexed, 70

making field required, 69

overview, 63

resizing, 65

size overview, 64

smart tags, 71

specifying captions, 67

specifying default value, 68

specifying formatting, 66
Properties pane

defined, 63

drop-down lists, 63

General tab, 63

illustrated, 63

Lookup tab, 63, 99
property information, 63
Yes/No properties, 63

queries. See also summary queries

action type, 150-155

adding aliases to fields, 129

adding fields, 126

adding fields to QBE grid, 120
adding tables to, 124

caution regarding action queries, 150
combining criteria in, 136

creating by using Simple Query Wizard, 122-123
creating reports from, 206-207
defined, 5, 97

filtering for range of values, 133
filtering for specific values, 132
filtering results, 130-131

hiding fields in results, 135

how to prompt user for search parameter, 156-157
importing as queries, 267

importing as tables, 267

limiting records returned, 137
moving fields, 127

overview, 120-121

rearranging field order, 127

related tables in, 123, 143

removing fields, 126-127

renaming, 145

renaming fields, 129, 147

Run button vs. View button, 125
running, defined, 120

saving filters as, 116-117

selecting fields on QBE grid, 120

for sorting multiple record fields, 37
sorting results, 121, 128

specifying list of values criteria, 134
summary type, 140-141

using table relationships, 97

viewing, 120

viewing results in Datasheet view, 120, 123, 125

Query by Form sheet, 117
Query Design view

adding aliases to fields, 129
creating calculated fields, 149
creating queries in, 124-125
creating summary queries, 146-147
editing summary queries in, 145
limiting records returned, 137
overview, 120-121

removing fields, 126-127




removing records using Delete action queries, 152
renaming fields, 129, 147

sorting query results, 128

types of action queries, 150-155

question mark (?), as wildcard, 131
Quick Access toolbar

defined, 15
illustrated, 15

Print button, 39
Save button, 45, 62

quitting Access 2007, 6-7
quotation marks (*)

and criteria, 130, 132, 133, 134
for field values, 68, 101, 115

in function syntax, 244

in page numbering codes, 219

record-level validation rules, 76-77
record numbers, 14, 24, 37

record selector, 14

records

appending to tables, 271

attaching files from other programs to, 26-27
blank, filtering for, 110

changing row height in datasheets, 35
copying between tables by using Append Queries, 153
counting in reports, 227

defined, 4

deleting, 34

deleting from tables by using Delete action queries, 152
editing, 25

jumping to, 24

modifying based on action queries, 150
multiple contiguous, deleting, 34

multiple noncontiguous, deleting, 34
navigating in datasheets, 24

navigating in Form view, 160, 161

new, entering into datasheets, 22

new, entering into forms, 22

searching for in Form view, 160

selecting to delete, 34

sorting, 36-37

table planning tips, 43

tabular vs. stacked report types, 212-213

referential integrity, 81
relational databases, defined, 4. See also databases
relationships

adding tables to, 82

creating between two tables, 82-83
database planning tips, 43

deleting, 99

editing, 84
and lookups, 92-93
making changes to, 84
overview, 80-81
printing reports, 87
in queries, 123, 143
rearranging in Relationships window, 86
removing, 85
role of numeric values, 92
role of primary keys, 80
viewing object dependencies, 88-89
removing password protection, 289
renaming. See also naming
fields for query results, 129, 147
queries, 145
reports, 209
tabbed form sections, 193
tables, 54
repairing databases, 286-287
replacing data, 108-109
Report Design view, 201, 206, 224-225. See also reports
Report view, defined, 200
Report Wizard, 206-209
reports. See also mailing labels
adjusting field margins and padding, 215
adjusting field width, 209
aggregate functions in, 222
aligning fields, 218
applying AutoFormatting, 203
changing font, 243
counting records, 227
creating in Layout view, 210-214
creating with Report Wizard, 206-207
defined, 5
display options in Print Preview, 205
for documenting databases, 285
exporting, 205
formatting text, 216-217
grouping data in, 222
grouping options, 207
grouping results, 224-225
inserting page numbering codes, 219
Layout view, 200, 201, 210-214
page margins, 214
previewing, 204
Print Preview view, 200
printing from other views, 205
printing from Print Preview, 205
related tables in, 207
relationship, 87
renaming, 209
simple, creating, 202




Index

sizing fields, 218
sorting results, 226
specifying font size, attributes, and color, 216-217
stacked, 212-213
summary queries in, 222
switching to Print Preview, 204
tabular, 212
views overview, 200-201

required fields, 69

resizing
datasheet columns and rows, 35
field lists, 86
fields in Table Design view, 35, 65
mailing label text boxes, 249
Navigation pane, 17

Ribbon, defined, 14

rows, datasheet. See also records
changing height, 35
resizing, 35

S

Save As dialog box, 45, 282, 283
Save As Query dialog box, 116-117
Save Attachment dialog box, 29
Save Export Steps dialog box, 275, 276
Save Import Steps dialog box, 271, 276
saving
Access files in earlier format, 282
databases in previous version format, 282
databases to trusted locations, 280-281
file attachments, 28-29
forms, 163, 167
tables, 45
scroll bars, 15, 24
searching
for records in Form view, 160
for text or numeric values using Find feature, 107
sections, form
adding tabs for, 192-193
applying AutoFormatting to, 180, 182, 183
changing background color, 190
selecting, 180
sizing, 179
security alerts, 13
select queries, vs. action queries, 150
semicolon (;), in lookup lists, 101
SharePoint sites, 48-49
Show Table dialog box, 82, 124-125
Simple Query Wizard
creating simple queries, 122-123
creating summary queries, 142-145
summary query overview, 141

slash (/), 148, 155
smart tags, 71
sorting
query results, 121, 128
records, 36-37
report results, 226
undoing, 37
square brackets ([])
in math formulas, 148, 155
in TRIM function syntax, 244
for user prompt messages, 156
in validation rules, 77
stacked reports, 212-213
standard deviation. See StDev function
Start menu
pinning Access shortcut to, 7
starting Access, 6-7
starting Access 2007, 6-7
status bar, 15
StDev function, 141
styles. See AutoFormat styles
subforms
defined, 161
deleting, 163
subtraction operator (-), 148, 155
Sum function, 140, 141
Summary Options dialog box, 143
summary queries
aggregate functions, 141
basing reports on, 222
changing, 145
creating in Query Design view, 146-147
creating with Simple Query Wizard, 142-145
editing in Query Design view, 145
illustrated, 140-141
overview, 140-141
using filter criteria in, 147
viewing results, 145, 147
summary statistics, displaying on datasheets, 38

T

tab-delimited fields, 269
tab order, 175
tabbed sections, form
creating, 192-193
deleting, 193
hiding, 193
renaming, 193
Table Design view, defined, 50, 58. See also tables, database
tables, database. See also datasheets; fields; records
adding fields in Datasheet view, 46
adding fields in Table Design view, 50-51




adding to queries, 124

adding to summary queries, 146
changing field data type, 62
changing field size, 65

changing field values by using Update action queries, 154-155

copying records by using Append action queries, 153
creating by copying another table’s structure, 47
creating field input masks, 72-73

creating field lookups based on, 96-99
creating field validation rules, 74-75

creating from templates, 44

creating in Datasheet view, 46

creating in Table Design view, 50-51

creating relationships between, 82-83

creating reports from, 206-207

creating with Make Table action queries, 151
defined, 4

deleting, 55

determining purpose, 42

exporting data in Excel format, 272

exporting data in HTML file format, 273

in Form view, 160-161

importing from other Access databases, 266-267
importing queries as, 267

indexing fields, 70

indicating on QBE grid, 121

linked, updating, 263, 264-265

linking between, 267

making fields required, 69

modifying fields, 58-77

modifying records based on action queries, 150
naming, 45

opening in Table Design view, 58

planning tips, 42-43

rearranging fields, 59

and referential integrity, 81

related, in queries, 123, 143

removing, impact on query grid, 127

renaming, 54

saving, 45

switching views, 58

text. See also plain text
adding labels to forms, 187
coloring mailing labels, 247
for form titles, 181
formatting labels, 189
formatting mailing label fonts, 248-249
formatting reports, 216-217
text boxes, resizing, 249
Text data type
defined, 61
resizing fields, 65
size limitations, 64
text filters, 113, 130, 132, 133
time. See Date/Time data type
titles, for forms, 181. See also labels
Trim function, 243, 244
Trust Center dialog box, 281
Trusted Locations list, 13, 280-281

u

underlining, 188, 197, 217, 248
undoing sorts, 37
ungrouping fields in Form Design view, 174
unique field
need for, 50, 51
and primary key, 52, 53
untrusted locations, 280
Update action queries
changing field values by using, 154-155
defined, 150
formula examples, 155
formula syntax, 155

|

validation rules
creating, 74-75
and existing field data, 77
field names in, 77
vs. input masks, 74
record-level, 76-77

Var function, 141

tabs, defined, 14 view buttons, defined, 15
tabular reports, 212 views. See also Form view; Query Design view; Table Design view
templates. See also input masks selecting, 19

creating databases from, 10-11
creating SharePoint lists, 48-49
creating tables from, 44
defined, 10

downloading, 10-11

viewing, 10

switching, 58
W-X

Where function, 141

width, field
adjusting in datasheets, 35
adjusting in reports, 209




Index

wizards worksheets, Excel
AutoFormat Wizard, 183, 184, 203 importing into Access, 258-261
Export Text Wizard, 274-275 linking to, 262-263
Form Wizard, 164-167, 183 partial, importing into Access, 259
Import Spreadsheet Wizard, 258-261
Import Text Wizard, 268-271 Y-1
Input Mask Wizard, 72-73 Yes/No data type
Label Wizard dialog box, 240-243 changing format, 66
Link Spreadsheet Wizard, 262-263 defined, 61
Lookup Wizard, 33, 61, 93, 96-99, 100-101 in Properties pane, 63
Report Wizard, 206-209 zip codes, exporting, 275

Simple Query Wizard, 122-123, 141, 142-143
Word, exporting mailing labels to, 250
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