Advanced Microsoft
ACCesS

@

with examples and
hands-on exercises

WEBUCATOR



Copyright © 2023 by Webucator. All rights reserved.

No part of this manual may be reproduced or used in any manner without written permission of the
copyright owner.

Version: 1.2.0
The Author
Tracy Berry

Tracy has been a senior graphic designer/programmer, instructor, and consultant since 1993 and has
developed hundreds of logos, marketing materials, websites, and multimedia solutions for customers

worldwide, including involvement in large corporate software rollouts. She has helped many organizations
optimize and streamline data solutions. She teaches both onsite and online courses and has her CTT

(Certified Technical Trainer) certification. Tracy specializes in teaching graphics, desktop publishing,
web design, reporting/productivity applications, as well as the creation of online courses with software
from leading vendors.

Class Files

Download the class files used in this manual at
hteps://static.webucator.com/media/public/materials/classfiles/ ACC201-1.2.0.zip.

Errata

Corrections to errors in the manual can be found at https://www.webucator.com/books/errata/.


https://static.webucator.com/media/public/materials/classfiles/ACC201-1.2.0.zip
https://www.webucator.com/books/errata/

Table of Contents

LESSON 1. Relationships.....c.cccvecverieriininininieiiietetctetestesesieeie ettt ettt 1
REVIEW ...ttt r e s e e e e e e e e e et et e e e e e e et bbb areeeeeeeeeeee e et e e e et et aeaeeaas 1
Referential INtEEIILY ... e e e e e e e e e e e e e e e e e e s nnnneeaees 3
T T oY Y a1 13 UUUPUUURRRS 5
A Few Words about Naming CoNVENTIONS..........cooeieiiiiiiiiiriiiieeee e eeececerrereee e e e e e 10
= Exercise 1: Creating Relationships......ccccciiiieiiiiiiiiiiiccciicc s reeae e nees 12

LESSON 2. QUETIES. ceuvtteiitieiitie ettt ettt ettt ettt e st e e s bt e e st e e s abeeesabee e abeesabaesbaeessseesssseesnsseennns 23
O LU 1] YA B LT F=q o IV A= P 23
ReVIeW Of SEIECE QUETIES........uvieeeeeciiieee ettt e e e e e s e e e e e e e e e e s aaa e e e e e e enaaaaeeeeennnenes 28
Review of Select Queries With Criteria..........ueeieeiiiiieiiiecceee e e 33
(oY eqTor- I O] 011 1= | {o ] £ TUUO TP UUPPTURRRRN 37
ParamMEter QUEIIES. oottt ittt ettt s s e e e e e e e e e e e et eeee et eeae b b e e s eeeeeeaeans 38
ACTION QUEBTIES.cettttttiieieiee ettt e e s s e s e e e e e e et e e teeee e e et eb b sassseseeeeeeeeeeeeennesesrssnsnsnnnnes 42
= Exercise 2: Creating Select and Action QUENIES.......cccceereeenerrenniereenneereenneereenneerennseeseenes 67
= Exercise 3: Creating a Parameter QUEIY.....ccccceeeeereenerennereeerencrreneernserenserenserassesnssssnsenes 73

LESSON 3. Table FUNCUOMNS. ....ccooutiiiiiiiiee ettt eeeeate e e eeaae e e e esaaaeeseeareeeseessaeeesannes 79
IMPOIEING Data. .. oee e e e e e e e e e et et et e e e e s s se s e e e e e aeaeeeas 79
Linking Tables from EXternal SOUICES.......c.uuviiii ittt e e e e 86
Import Tables from other Databases.........cuuveiiiiiiiiiiiie e e 88
Tables from Templates and Application Parts.........ccccvviiiiiei i 90
= Exercise 4: Importing Data from EXCel.........cireeeiiiieeiiiiiniiireeccrreenerreneeeeennsesrensseesennns 92
EXPOITING Data. . et e e e e e e e e e et et et e e e e e e e eeeas 97
= Exercise 5: EXporting Data to EXCEl.....ccuuciieeeiiieeeciireeccreeenerrennerrenneeseenseesnenneesennnnnes 101

LESSON 4. FOIMIS..uiiiiiiiiiiieeeiieeetee ettt e ettt e eeteeeeteeeseteeeeetaeeesaeesaseeeessaeesssaeenssaeensseeeasseeensseessneeas 105
(DT F=d YA =L YU TP 105
o] o 0 0 1= ) 01 =SOSR 124
Tab Order and PropertiEs. ...ttt e e e e e e e e e e e e e e e e a e e reaaeeeeeeas 126
Create Forms with Application Parts..........cccccciiiiiiiiiieeee e e 140
Creating @ SUDTOIM.... e e e e e e e e e e e e e eean 141
= Exercise 6: Creating FOIMS....cccciiiiiiiiiiiiiiciiiiieeiiieieieeiesnesiensstessersssesssssssnsssnssssnsssensens 147
F AN = T o o o VU 168

Table of Contents | i



LESSON 5. REPOITS.c.veviuiiuieiieiieiieiententesteete sttt ettt et st sat ettt et sa e s b b sbe b eat e esnesnennen 175

(DT F=d YA =L YU TP 175
[0=T o o] o Y =Tt o] o -3 TP 177
Arranging Fields 0N @ REPOIt.........e e e e 185
Resizing the Detail SECHION. ... e e e e e e e e e e e e e eeanees 186
G0 o1 a0 o Yo IESY o] o ] o -0 UPEPPRT 190
Setting Properties 0N @ REPOI ... i e e e e e e e e ae s 196
Y oT=Tol =T I 2 (=T o Yo Al o =Y [ U 210
(60T 01 1 o] J SR PP PPPPRPP 213
YU o1 /= o o P SUSPRRT 217
FAN o] o] [Tt 14 Lo o T ==Y 0 U 221
DeEleting @ REPOIt. ... e e e e e e e e e e e e s et e e e e e e aaaaaaeeeeeeannnnnnes 222
FOrmMatting @ REPOIT....ci i e e e e e e e e e e e e e e e e e et e bbb e e e e eeeeeas 223
= Exercise 7: (O F=F 1] 4 = (=T o Lo ] o P 226
LESSON 6. IMaCIOS...cuviivieeiiieiieeieeeteeeteesteesaeeeteestaeesteesaaeesseessseesaessseeseessssessessseeseessseeseesssens 243
Vol ol = - 1Y (ot OO PP UPPPPPUPURNt 243
LT 01T oY== T 1Y/ - ol o TSN 252
= Exercise 8: Creating SIMPIe IMACrOS.....cccceeiieenieeteeniereenneertennereenscerensseesenssesssnssesssnnnes 261
LESSON 7. Completing the Desktop Application...........ccceueeveireniciniineniiinieineneeceeeenen 265
The NaVIAtiON FOMM.uiiii it e e e e s e e e s s sare e e e e e snanbaeeeeeenasenes 265
Running Macros from a Navigation FOrM........cccouuiiiiiiiiiiiieie e 268
Setting the Navigation Form as the Default FOrm........ccccceiiiviiiiiiiiiniiee e 270
= Exercise 9: Creating a Navigation FOrm........ccceveireeiieeiiieeicreeicrieecrcesereeeernsesenserensenenns 273
SPILEING the Database.......uciiiieiiiiiiiiiicieee e e e e e st e e e e e s nrareaaeeas 277
Distributing the Front-End Database.........ccuuueieiiiiiiiiiieiciiieee e e 282
Database MainteNaNCE.....ccccueiiiie ettt e e et e e e e s e e e e sssbaeeeesssnnnreeaeeeannnes 282

ii | Table of Contents



LESSON 1

Relationships

Topics Covered

[V] Referential integrity.
| Relationships between tables.

Introduction

In this lesson, you will learn about referential integrity and about how to establish relationships between
tables.

[]

. - oS

1.1. Review 2
N> <\

%W&s a collection of data sets organized in

In the introductory course, we deﬂ@aﬂ
multiple tables. We went on to say that €ch table in aTelational database has well-defined relationships

with one or more other tables in the database.

We showed how to normalize data in preparation for establishing these relationships. Open Relation
ships/Demos/Demo - My Music Collection.accdb to begin.

For example, suppose we start with the following unnormalized data:

Title Artist Format Format Description
Right On Count Basie and His Orchestra | 78 78 RPM vinyl record
| Got a Name Jim Croce g-tr 8-track tape
Smetana: Moldau, Overtures Cleveland Orchestra 33 33 1/3 RPM vinyl record
A Hard Day's Night Beatles 33 33 1/3 RPM vinyl record
The White Album Beatles CD Compact disc
| Remember Yesterday Donna Summer Cass Cassette tape
Rachmaninov Piano Concerto 1 & 3 | Cleveland Orchestra cD Compact disc
Just a Dream Carrie Underwood MP32 MP32 file
Music of the Night Alfie Boe MP3 MP3 file
King of Swing! Count Basie and His Orchestra | CD Compact disc
Pirates of Penzance D'oyly Carte Opera Company 33 33 1/3 RPM vinyl record
Skyfall Adele MP3 MP3 file
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To achieve First Normal Form, we eliminate repeating groups of data by creating separate tables for
each related group of data and assigning a primary key field to each table. In our example, we have no
repeating groups, so we simply need to assign a primary key, Recording ID, to the Recordings table.

Recording_ID Title Artist Format Format Description

1 | Right On Count Basie and His Orchestra | 78 78 RPM vinyl record
2 | 1 Got a Name Jim Croce g-tr 8-track tape
3 | Smetana: Moldau, Overtures Cleveland Orchestra 33 33 1/3 RPM vinyl record
4 | A Hard Day's Night Beatles 33 33 1/3 RPM vinyl record
5 | The White Album Beatles CD Compact disc
6 | | Remember Yesterday Donna Summer Cass Cassette tape
7 | Rachmaninov Piano Concerto 1 & 3 | Cleveland Orchestra CD Compact disc
8 | Justa Dream Carrie Underwood MP3 MP3 file
9 | Music of the Night Alfie Boe MP3 MP3 file

10 | King of Swing! Count Basie and His Orchestra | CD Compact disc

11 | Pirates of Penzance D'oyly Carte Opera Company 33 33 1/3 RPM vinyl record

12 | Skyfall Adele MP3 MP3 file

To achieve Second Normal Form, we eliminate redundant data by separating it into new tables. Notice
that in our example, the artist and format data repeats. We need to separate these tables from the
original Recordings table and assign a primary key to each table.

Q\Q‘Q
Artist_ID Artist |
1 | Count Basie and His Orchestra
2 | Jim Croce
3 | Cleveland Orchestra
4 | Beatles
5 | Donna Summer
6 | Carrie Underwood
7 | Alfie Boe
8 | D'Oyly Carte Opera Company
9 | Adele
Format_ID | Format Description
1 | ACE Acetate disc
2|78 78 RPM vinyl record
3|45 45 RPM vinyl record
4 | 33 33 1/3 RPM vinyl record
5 | Cass Cassette tape
6 | 8tr 8-track tape
7| cD Compact disc
g | MP3 MP3 file

Now that the redundant data is separated out,we replace the data in the Recordings table with foreign
keys (the primary keys from the Artists and Formats).
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Recording_ID Title Artist ID | Format_ID
1| Right On 1 2
2 | | Gota Name 2 5]
3 | Smetana: Moldau, Overtures 3 4
4 | AHard Day's Night 4 4
5 | The White Album 4 7
6 | | Remember Yesterday 5 5
7 | Rachmaninov Piano Concerto 1 &3 | 2 7
8 | Just a Dream 1§] g
9 | Music of the Night 7 8

10 | King of Swing! 1 7
11 | Pirates of Penzance 3 4
12 | Skyfall 9 8

To achieve Third Normal Form, we remove columns in tables that don’t depend directly on the table’s
primary key. In our relatively simple data set, we don’t have any such columns, so we can consider our
data normalized to Third Normal Form.

In brief, each table in a database should have a single focus. When you notice that secondary items in
the table are repeating, it’s a signal to break the repeating topic into a table of its own and assign it its
own primary key. This primary key becomes the source for a foreign key field in the original table. For
the sake of good organization, though optional, the primary @nd foreign key should share the same

name and must be of similar data type. s'\@
\Q_ﬁ
After normalization, we discussed the @bmhi@ between tables.

<O

e One-to-many. Table A has a one-to-many relationship with Table B if a record in Table A can
match one or more records in Table B but each record in Table B must match only one record

in Table A.

e Many-to-many. Table A has a many-to-many relationship with Table B if Table A can have
one or more matches in Table B and Table B can have one or more matches in Table A.

e One-to-one. Table A has a one-to-one relationship with Table B if Table A can have no more
than one matching record in Table B and Table B can have no more than one matching record

in Table A.

To ensure data integrity it is not enough to simply acknowledge the types of relationships that exist
between tables, it is essential that we define the relationships so that they can be enforced.

[]

1.2. Referential Integrity

Let’s consider the recording tables again. Suppose I delete a record from the Artists table.
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Artist_ID Artist | Artist_ID Artist |

1 | Count Basie and His Orchestra 1 | Count Basie and His Orchestra
2 | Jim Croce 2 | lim Croce
e e 4 | Beatles
4 | Beatles 5 | Donna Summer
5 | Donna Summer 6 | Carrie Underwood
6 | Carrie Underwood 7 | Alfie Boe
7 | Alfie Boe 8 | D'Oyly Carte Opera Company
8 | D'Oyly Carte Opera Company 9 | Adele
9 | Adele

The result is that there are records in the Recordings table that refer to an artist record that no longer
exists. We call this sort of record an orphaned record.

Recording_ID Title Artist_ID | Format_ID
1 | Right On 1 2
2 | 1 Got a Name 2 B
3 | Smetana: Moldau, Overtures 3 4
4 | A Hard Day's Night 4 4
5 | The White Album 4 7
6 | | Remember Yesterday 5 5
7 | Rachmaninov Piano Concerto 1 & 3 | 3 7
& | Just a Dream ¥] g
9 | Music of the Night 7 g

10 | King of Swing! 1 7
11 | Pirates of Penzance 2 4
12 | skyfall 5 g

Suppose instead of deleting a record from the Artists table, I change a record:

Artist_ID Artist | Artist_ID Artist
1 | Count Basie and His Orchestra 1 | Count Basie and His Orchestra
2 | Jim Croce 2 | Jim Croce
3 | Cleveland Orchestra 3 | Cleveland Orchestra
4 (Beatles) P 2 {Monkees)
5 | Donna Summer 5 | Donna Summer
6 | Carrie Underwood 6 | Carrie Underwood
7 | Alfie Boe 7 | Alfie Boe
8 | D'Oyly Carte Opera Company 8 | D'Oyly Carte Opera Company
9 | Adele 9 | Adele

The result this time is not orphaned records, but incorrect records.

4 | LESSON 1: Relationships
EVALUATION COPY: Not to be used in class.



Recording_ID Title Artist_ID | Format_ID

1 | Right On 1 2
2 | 1 Got a Name 2 B
3 | Smetana: Moldau, Overtures 3 4
4 | A Hard Day's Night 4 4
5 | The White Album 4 7
6 | | Remember Yesterday 5 5
7 | Rachmaninov Piano Concerto 1 & 3 | 3 7
& | Just a Dream ¥] g
9 | Music of the Night 7 g
10 | King of Swing! 1 7
11 | Pirates of Penzance 2 4
12 | skyfall 5 g

Referential integrity ensures that orphaned records are not created and that references are not changed
arbitrarily. We can turn on referential integrity when we create relationships between tables. When
referential integrity is turned on, Access refuses to allow actions that would compromise the integrity
of the relationship.

There may be valid reasons for allowing changes to or deletions of primary keys. For these cases, Access
provides Cascade Update Related Fields and Cascade Delete Related Records options when you
enable referential integrity. Cascade Update Related Fields updates all records that reference the
affected primary key. Cascade Delete Related Record@@% all records that reference the affected

primary key. Q@.
\ A
Lo )
<P

1.3. Relationships

Access provides a tool for formalizing the relationships among tables. The relationships themselves are
intrinsic to the structure of the database tables. The fact that we have added a foreign key column to
one table with data that matches (or is compatible with) the data type of the primary key field of another
table is sufficient to establish the relationship. Access, however, provides a tool to formalize this
relationship and help us keep that relationship in mind as we work with the database.

+ 1.3.1. Data Types and Relationships

When you formalize the relationship by connecting a pair of fields in two tables, you must ensure that
the fields have the same data type or compatible data types. For example, if one field stores its data as
numbers and the other stores its data as text, you cannot use the fields in a relationship.

Significantly, autonumber fields and number fields may be compatible provided that the field size of
the number field is “long integer”. For instance, consider the My Music Collection database. Assuming
that the primary key of the Artists table, Artist_ID, is an autonumber field, we could associate it to the
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Artist_ID field in the Recordings table as a foreign key provided that the Artist_ID in the Recordings
table is a long integer number field. The same would be true for the Format_ID fields.

% 1.3.2. Formalize the Relationship Between Tables

To formalize the relationship between two tables: Open Relationships/Demos/Demo - My Music

Collection - 3NF.accdb to begin.

1. Open the database. (For this demonstration, we’ll use the Demo - My Music Collection -
3NF database.)

2. On the Database Tools tab, click Relationsl;i&i,Q -
- S 2

L2

T Demo - My Music Collection - 3NF : Database- C:\Users\T

Harme Create External Data Database Tools

¥ j rl E’-,:Database D
IT - :H
- } i <= Analyze Perl
Compactand  Visual Run Ohbyject =
Repair Database  Basic Macro Dependencies & Analyze Tab

Taools MMacro Relationships Analyz

All Access Obje... @  Relationships

Define how the data in tables is

search. ? related, such as ID fields or name
Tables A fields in different tables that should
B Artists match.
=== - . I

3. The Show Table dialog box opens.
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File Home Create External Data Database Tools Tables | Queries | Both
= =i
I = [ —
Eé' - 5™ Direct Relationshig Forma;]cs
i [52Y Relationship Report A : . Recordings
Relationships pRepo Table EEEMI Relationships
Tools Relationships
: = Relationshi
All Access Obje... @ «|[ e
SEarC el
Tables Fs
B artists
@ Formats
@ Recordings
4 I
Ready

4. On the Tables tab, highlight the tables you want to establish relationships between, then click
Add.
Tables | Queries | Both
5.

Click Close. Representations of the tables are added to the Relationships tab in the workspace.
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=% Relationships %,

Artists Recordings Formats
Artist_ID Recording_ID Faormat_|D
Artist Title Farmat

Artist_|ID Description
Format_ID

6. To establish a one-to-many relationship, highlight the key field from the “one” side of the
relationship and drag and drop it onto the corresponding field in the table on the “many”

side of the relationship.

=% Relationships ",

Artists Recordings Formats
Artist_|D Recording_ID Format_ID
Artist \“\H Title Format

‘“‘ﬁ Artist_ID Description
Farmat_|D

The Edit Relationships dialog box opens.

Table /Query:

Artists Recordings

Related Table /Query:

Artist_ID [v| Artist_ID

[ ]Enforce Referential Integrity
Cascade Update Related Fields
Cascade Delete Related Records

Relationship Type: One-To-Many

Create

Cancel

Join Type..

Create Mew..

7. Mark the Enforce Referential Integrity check box. We’ll leave the Cascade Update Related
Fields and Cascade Delete Related Records check boxes cleared.
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8.

9.

Table /Query:
Artists

Related Table /Query:

Recordings

Artist_ID

Artist_ID

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

Relationship Type: One-To-Many

Create

Cancel

Join Type..

Create Mew..

Click Create. A connector is added between the tables.

= A
=5 Relationships

Artists
- 1 .
Artist_ID Recordings
Artist Recording_ID
Title
Artist_ID
Format_ID

Formats

Format_ID
Format
Description

Repeat steps 5-7 to relate the Format_ID field in the Formats to the Format_ID field in the

Recordings table.

=% Relationships

Artists
. 1 .
Artist_ID Recordings
Artist Recarding_ID
Title
Artist_ID
Farmat_ID

10. Click Save.

Formats

Farmat_|D
Farmat
Description
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1.4. A Few Words about Naming Conventions

In this course we will not impose a structure on the names of our database objects. This will make it
more natural to refer to database objects in context. However, for larger or more complex databases
you will want to consider using a naming convention to help you distinguish among objects. Using a
naming convention is particularly helpful if other people may maintain your application.

A commonly used convention for Access databases is the Leszynski/Reddick naming convention. Briefly,
this convention adds a tag in lower case letters before the object name and omits all spaces.

Object Type Tag Example
Table tbl tblRecordings
Table Lookup tkp tlkpFormats
Query qry qryCDRecordings
Action Query e qapp (append) gappRecordings
e  qgxtb (crosstab) \Bé.\
e qdel (delf\sdb. <N
. HES

qry or qsel (select)

qupd (update)

Form frm frmRecordingEntry
Subform sfrm sfrmCompilations

Report rpt rptMusicList

Subreport srpt srptCompilations

Macro mcr mcrAddRecordings
Command cmd cmdOpenRecordingsForm

A variant of the Leszynski/Reddick convention includes an underscore between the tag name and the
object name: tbl_Recordings.

A similar naming convention has the advantage of making it easy to distinguish among object types
like the Leszynski/Reddick convention does, but has the added benefit of being easier to search. By

10 | LESSON 1: Relationships
EVALUATION COPY: Not to be used in class.



this convention we append a tag in upper case letters to the end of the object name while omitting all

spaces.

Object Type Tag Example
Table TBL RecordingsTBL
Table Lookup | LKUP FormatsLKUP
Query QRY CDRecordingsQRY

Action Query o APPEND ObgNadQRY |APPEND_RecordingsQRY
e XTAB ObjectNameQRY
e DHEIE OlcNanQRY

S

e MAKE Ok;ananrQRY \@

o  SHECIL( SN %

o  UPDAIEC C)
Form FRM RecordingEntryFRM
Subform SFRM CompilationsSFRM
Report RPT MusicListRPT
Subreport SRPT CompilationsSRPT
Macro MCR AddRecordingsMCR
Command |CMD OpenRecordingsCMD

Whichever convention you choose, it is important to use it consistently across your application.
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=] Exercise 1: Creating Relationships
) 15 to 45 minutes

In this exercise, you will add an Accounts table to the Bank Register database, add a field for the foreign
key to the Transactions table, and formalize the relationsbi&between the Accounts table and the

Transactions table. Open Relationships/Exe rcis&f\fi@k Register.accdb to begin.

SO
The Accounts table will store the follo&&'%\-nactio;b'@

Account_ID |RoutingNumber |AccountNumber|AccountName
1 112500749 006400315678 |Checking
2 112500749 006400267891  |Savings

All the transactions entered thus far in the database are for the checking account.

12 | LESSON 1: Relationships
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Solution

To add the table to the database:

1.

® N o kW

10.

11.

Open the database.
On the Create tab in the Tables group, click Table Design. A new table opens in Design

view.

In the Field Name column in the first row, type “Account_ID”.

In the Data Type column, select “AutoNumber”.

In the Description field, type “Record number automatically assigned by Access.”

In the Field Properties area on the General tab, in the Caption field, type “Account_ID”.
From the Indexed drop-down list, select “Yes (No Duplicates)”.

In the next row of the field definition area, enter the following information for the Routing

Number field:

e  Field Name: RoutingNumber
e  Data Type: Short Text <

e  Description: Enter the routing nw@@or the bank.

In the Field Properties are@&‘?} t@c%?values for the following properties:
e  Field Size: 9
e  Caption: Routing Number
e  Required: Yes
e Indexed: Yes (Duplicates OK)

In the next row of the field definition area, enter the following information for the Account

Number field:

e Field Name: AccountNumber
e  Data Type: Short Text

e  Description: Enter the bank account number.

In the Field Properties area on the General tab, enter values for the following properties:
o  Field Size: 12
e  Caption: Account Number
e  Required: Yes
e Indexed: Yes (Duplicates OK)

14 | LESSON 1: Relationships
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12. In the next row of the field definition area, enter the following information for the Account
Name field:
e  Field Name: AccountName
e  Data Type: Short Text
e  Description: Enter a name for the bank account.
13. In the Field Properties area on the General tab, enter values for the following properties:
e  Field Size: 40
e  Caption: Account Name
14. In the field definition area, highlight the Account_ID row.
15. On the Table Tools: Design tab in the Tools group, click Primary Key.
E Tablet '\
Field Mame Data Type Description {Optional)
7r Account_l[]l AutoNumber Record number automatically assigned by Access.
RoutingMumber Short Text Enter the routing number for the bank.
AccountNumber Short Text Enter the bank account number.
AccountName Short Text Enter a name for the bank account.

16.
17.

18.
19.

Field Properties

General |Logkup

Field Size Long Integer

Mew Values Increment

Format

Caption

Indexed Yes (Mo Duplicates)

Text Align General A field name can be up to &4 characters long,
including spaces, Press F1 for help on field

Click Save. The Save As dialog box opens.

In the Table Name field, type “Accounts”.

Table Mame:

.ﬁ.ccounts|

Click OK.

Switch to Datasheet view and add the records specified above.
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20. When you finish, close the table.
To add a foreign key field to the Transactions table:

1. Open the Transactions table in Design view.

2. In the field definition area, highlight the Code row and on the Table Tools: Design tab in
the Tools group, click Insert Rows.

| j Transactions x
Field Name Data Type Description (Optional) -
% | TransiD AutoNumber Record number automatically assigned by Access.
Code Short Text Enter a transaction code or check number.
Credit Yes/No Mark this checkbox if this is a credit transaction.
TransDate Date/Time Enter the transaction date.
Description Short Text Enter the payee or a description of the transaction.
Amount Currency Enter the amount of the transaction.
Memo Short Text Enter a memo about the transaction (optional).
Cleared Yes/No Mark this checkbox if the transaction has cleared the

Field Properties

General |Logkup

In the row you just inserted in the Field Name field, type “Account_ID”.
In the Data Type field, select “Number”.

In the Description field, type “Foreign key to Accounts table.”

SN W

In the Field Properties area on the General tab, enter a value for the following property:

e  Caption: Account ID

7.  Click Save.

16 | LESSON 1: Relationships
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= Transactions \,

Field Name

Data Type

Description (Optional) -

AUTUTNUTTTRET

RECUTU TTOTTTOET au o Ta Oea Ty a551ET |:IV Access.

r.

General |Loakup

Field Praperties

Field Size Long Integer
Format

Decimal Places Auta
TTUL TV SR

Caption Account D

)

CETauit Vvardac
Validation Rule
Validation Text

Switch to Datasheet view.

In the Account_ID column, fill in each row with “1”.

| = Transaction;"'-._

o

r—

oS S
X SR
/)

<<

rarisig

[ Account_ID Number Foreign key to Account table.
“nde Short Tyt Enter atransactinn code archeck num
Credit Yes/No Mark this checkbox if this is a credit transaction.
TransDate Date/Time Enter the transaction date.
Description Short Text Enter the payee or a description of the transaction.
Amount Currency Enter the amount of the transaction.
Memo Short Text Enter a memo about the transaction (optional).
Cleared Yes/{No Mark this checkbox if the transaction has cleared the

A field name can be up to &4 characters long,
including spaces. Press F1 for help on field
names.

TransID

* (New

AccountID -

10. Switch to Design view.

11.

Code -

214

LTM
WD

[ I R
_|

Credit

OO«

-

Date - Description -
4/1/2013 Payroll deposit
4/2/2013 Main Street Market
4/7/2013 Charlottesville MUD

4/10/2013 Transfer to savings
4f10/2013 Cash withdrawal
4/14/2013 US Dept of Treasury

With the Account_ID row selected in the field definition area, go to the Field Properties
area on the General tab and change the Required value to “Yes”.
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[ =z | Transactions \

Field Name Data Type Description (Optional)
# AutoNumber Record number automatically assigned by Acces
Account_ID Number Foreign key to Account table.
~ |Code Short Text Enter a transaction code or check number.
| Credit Yes/No Mark this checkbox if this is a credit transaction.
_|TransDate Date/Time Enter the transaction date.
| Description Short Text Enter the payee or a description of the transactit
~ |Amount Currency Enter the amount of the transaction.
~ Memo Short Text Enter a memo about the transaction (optional).
Cleared Yes{No Mark this checkbox if the transaction has clearec

Field Praperties

General |Lookup

Field Size Long Integer

Format

Decimal Places Auta

Input Mask

Caption Account D

Default Value o

Validation Rule Require data entry in this field?
ValaatiarT TeExL

Required = ] [l

(3] Tes Duplicates 0K}
Text Align General

A Data integrity rules have been changed; existing data may not be valid for the new rules.

This process may take a long time. Do you want the existing data to be tested with the new rules?

| | Cancel

13. Click Yes.

14. Close the Transactions table.

To formalize the relationship between the Accounts table and the Transactions table:

1. On the Database Tools tab, click Relationships. The Show Table dialog box opens.
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™ Bank Register : Dat

Ch\Users\Tracy\Des...  Relationship Tools

Home Create External Data Database Tools Design Tell me...

A” ACCESS Ob_je... EJ «|l=3 Relationships ',
SEarCH. el

Tables &

E Accounts

Tables | Queries | Both

ZH Transactions

Forms &
Transaction Entry
Reports E

Transaction Listing

On the Tables tab, highlight the Accounts and Transactions tables, then click Add.

Tables | Queries | Both

Accounts

Click Close. Representations of the tables are added to the Relationships tab in the workspace.

[=F Relationships

Accounts Transzactions
7 Account_|D ? TranslD -
RoutingNumber Account_|D
AccountMumber Code
AccountMame Credit
TransDate
Description -

Highlight the Account_ID field in the Accounts table and drag and drop it onto the
Account_ID field in the Transactions table.
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Accounts Tranzactions
7 Account_|D ? TranslD -
RoutingNumber Accopnt_ID
AccountMumber Code
AccountMame Credit
TransDate
Description -

The Edit Relationships dialog box opens.

Table /Query: Related Table /Query:

Accounts Transactions

Create

Cancel

Account_ID Account_ID

Join Type..

Create Mew..
["IEnforce Referential Integrity reate few

Cascade Update Related Fields
Cascade Delete Related Records

Relationship Type: One-To-Many

5. Mark the Enforce Referential Integrity check box. Also mark the Cascade Update Related
fields and the Cascade Delete Related Records check boxes.

Table /Query: Related Table /Query:

Accounts Transactions

Create

Cancel

Account_ID Account_ID
Join Type..

Create Mew..

Enforce Referential Integrity
Cascade Update Related Fields
Cascade Delete Related Records

Relationship Type: One-To-Many

6. Click Create. A connector is added between the tables.
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Accounts

Tranzactions

7.  Click Save.

Conclusion

In this lesson, you learned:

e  About referential integrity.

7 Account_ID 8 ? TransID
RoutingMumber _\n—n Account_ID
AccountMumber Code
AccountMame Credit

TransDate
Description
- o Sy
xS

. How to establish relationships between tables.
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LESSON 2

Queries

Topics Covered

V] More on Query Design view.

[ Select and parameter queries.

M Logical operators.

M Action queries. - ‘KBQQ
Introduction Q;\'Z}QOQ\\

Recall that queries are the means to describe the data that you want Access to return or to act on.
Queries help us manage data through viewing, adding, updating, and deleting. Queries can also be
used to perform calculations on data, to summarize data, and to automate common tasks.

[

2.1. Query Design View

Before we examine the types of queries, let’s take a closer look at the query design interface. Open

Queries/Demos/Demo - My Music Collection - sample.accdb to begin. We are using Titles
Artists Formats Query.
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| = Titles Artists Formats X

Artists Formats Recordings
® ® ®
A 1 1 )
Artist_ID — | Format_ID Recording_|D
Artist Format Title
Rescription —= Artist_ID
Tables and Queries
-
4 »
Field: |Title Artist Format Description
Table: |Recordings Artists Farmats Formats
Sart:
Show: ]
Criteria:

Query Design Grid

The Query Design view contains two main sections. The top of the view contains the tables and queries

that you add as data sources for the query. Notice that if we previously formalized the relationships

among the tables, the relationships are indicated here too. The bottom section is the query design grid

where you add fields to the query and specify how to select and sort the query results.
2O

Tables in Queries

N . S
When we refer to “tables” in the%@(t of qu% we are referring to the items added to the
top of the Query Design view. While depicted two different ways, both the familiar row and
column layout and this more compact list of fields represent the same objects.

To add fields to the query design grid, do one of the following:

e  Locate the field you want to add and double-click it.
e  Dragand drop the field onto the query design grid.
e  Highlight the field and press Enter.

The query design grid has five main rows:
Field - This row shows the names of the fields you have added to the query.
Table - This row shows the names of the tables that contain the fields you have added to the query.

Sort - This row indicates which field(s) you are sorting on and whether the sort is “Ascending” or
“Descending”.
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Show - This row contains a check box. If the check box is marked, the field appears in your results. If
the check box is cleared, the field will not appear in your results. You might want to clear the check
box if you are using a field to specify selection criteria for the query but don’t need to see the field in
the result set.

Criteria - This row is for specifying selection criteria so that you can filter the result set. All records
that satisfy all your criteria will appear in the results. Criteria can be simple values or expressions. The
operators and expressions that are valid depend on the data type of the field. Use the or row and the

rows below it if you need to specify additional criteria.

Depending on the type of query you are creating, other rows may appear in the grid.

You can move fields in the query grid to rearrange them.

To move a field: <
xS
1. Hover your mouse over the field youw'aﬁove til the cursor changes to +.
o Sl X
©
Field: |Title Artist Format Description| W -
Table: | Recordings Artists Formats Farmats
Sort:
Show 0
Criteria:
or:
-
4 4
2.  Click to select the field.
Field: |Title Artist Format Description =
Table: | Recordings Artists Formats Formats
Sort:
Show: ]
Criteria:
or:
-
4 4

3. Click and drag the field to its new location. A bold separator indicates the positions where
you can place the field.
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Title Artist 1}3 Description -
Recardings Artists Formats
[
-
4 »

4. When you reach the desired position, release the mouse button.

Field: |Title Farmat w | Artist Description -
Table: | Recordings Formats Artists Formats
Sort:
Show O
Criteria:
or:
-
A 4

If you add a field by mistake or find that you don’t need a field that you’ve added to the query design
grid, you can delete the field.

To delete a field from the grid: @Q

1. Select the field you want to delet Lo &%
é// - C »

Field: |Title Artist Description -
Table: |Recordings Artists Farmats
Sort:
Show: |
Criteria:
or
-
4 >
2. Press Delete or click Delete Columns.
Field: | Title Artist Description v -
Table: |Recordings Artists Formats
Sort:
Show: O O
Criteria:
or
-
4 >

To format a field from the properties:
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1. Select the field you want to format. General > Format is based on type of data. You may not
have any choices available in the format area
|§J Titles Artists Formats X
~ Property Sheet x
Artists Forn Selection type: Field Properties
" " General Lookup
Artist_ID —_ Format | Description
Artist Farmat Format
D inti Caption General Mumber| 3456.78%
gscriptly Currency $3,456.79
1 ¥ Euro €3,456.79
PELELTEL: Fixed 3456.79
Standard 3,456.79
Field: Title Arti Percent 123.00%:
Table: Recordings Arti Scientific 3.46E+03
Sart: € >
Show:
Criteria:
on
2. When the results appear, your new format is@
| ﬂ:‘ Titles Artists Formats
Recording_ID - Title - Artist - Format
Right On Count Basie and His Orchestra 78
2.00 1 Got a Name Jim Croce B-tr
3.00 Smetana: Moldau, Qvertures Cleveland Orchestra 33

Calculated fields may be typed into the Field area. Make sure to use the proper syntax NAME OF

NEW FIELD: formula. See example below:

Description

Mame: [Artists]![Artist] & = ° & [Recordings]![Title]
Farmats :

Enter an Expression to define the calculated query fisld:

(Examples of expressions indude [field1] + [field2] and [field1] = 5)
Mame: [Artists]![Artist] & ™ " & [Recordings]! [Title]} oK

Cancel

Formatting in the Properties Sheet will be helpful when the data is stored one way, and yet, you need

to show it with a different number format.
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| =5 Titles Artists Formats x
= Property Sheet x
Articts Farn Selection type: Field Properties
. . General Lookup
Artist_ID —1-...____ Format_| Descrintinn
Artist Format Format . I
D inti Caption General Number 3456, 785
Ll e Currencgy §3,456.79
P v Euro £€3,456.79
Fixed 3456.79
Standard 3,456.79
Field: Title Arti Percent 123.00%
Table: Recordings Arti scientific 3.46E+03
Sort: < >
Show:
Criteria:

[]

2.2. Review of Select Queries

At the heart of every kind of query is a select query. . &
S

Select queries can return a subset of fields froq:m fﬁ)@n aggregate data from multiple tables.
@ = (e Q > i

To create a simple select query showing data from 7 single table: Open Queries/Demos/My New

Database - Start.accdb to begin.

1. Open the database.
2. On the Create tab in the Queries group, click Query Design. The Show Table dialog box

opens.

3. Highlight the table to perform the query on and click Add.

Tables | Queries | Both

4.  Click Close.
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= Queryt’

Contacts
® -
¥ ContactiD
LastMame
FirstMame
Ml
Address -
4
Field: v
Table:
Sort:
Show: ] ] ]
Criteria:

arn

In the table, double-click the field names yox@’dd to the query grid.

| = queryt
Contacts
FirstMame -
I
Address
City
State
Zip -
4
Field: |FirsthName LastMame City v
Table: | Contacts Contacts Contacts Contacts
Sart:
Show:
Criteria:

an

On the Query Tools: Design tab in the Results group, click Run. The results display in a
datasheet.
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= query1

FirstName - lastName -  City -  State -
| : Ruth Baltimore MD

Giuseppe DiMaggio Martinez ca

Christina Ensherg San Diego CA

Henry Aaron Little Rock AR

Lauren Holland Newark OH

7. Click Save.
8.  In the Save As dialog box, type a name for the query and click OK.

Query Name:

Mames and Locations|

To run a query after you’ve saved it: R 2"

1. Locate the name of the qu  the Navigatign-paric.

All Access Obje... @ «
Search. 2
Tables

EH Contads

Quernes

",_E-‘ MNames and Locations

Forms

»

»

»

Contacts - Basic One-Click
Contacts - Datasheet
Contacts - Form Wizard

Contacts - Multi-Record

Contacts - Split Form
Reports
Contact List

»

Contacts

2. Double-click the query name.
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I Query1 Y, »

FirstName - lastName -  City -  State -

_ g Ruth Baltimore MD
Giuseppe DiMaggio Martinez ca
Christina Ensherg San Diego CA
Henry Aaron Little Rock AR
Lauren Holland Newark OH

To write a select query to pull together data from multiple tables: Open Queries/Demos/Demo - My
Music Collection - Start.accdb to begin.

1. Open the database.
2. On the Create tab in the Queries group, click Query Design. The Show Table dialog box

opens.

Tables | Queries | Both

4. Click Close.
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e Queryl \, =
E
Artists Formats Recordings
x x x
Artist_ID —_— Format_ID Recording_ID
Artist Format Title
Description Artist_ID
Format_ID
-
Field: || E
Table:
Sart:
Show: O | O |
Criteria:
orn
-
1 [+]
5.  In the tables, double-click the field names yd@é add to the query grid.
=
§ ~aNETH
= queryl ®
:
Artists Formats Recordings
x® x® x®
Artist_ID —_— Format_ID Recording_ID
Artist Farmat Title
Description Artist_ID
Farmat_|D
-
Field: |Title Artist Description| E
Table: | Recordings Artists Formats
Sort:
Show: O
Criteria:
on
-
| ]

6.  On the Query Tools: Design tab in the Results group, click Run. The results display in a

datasheet.
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Title - Artist - Description -

Skyfall Adele MP3 file

Right On Count Basie and His Orchestra 78 RPM vinyl record

| Gota Name Jim Croce 8-track tape

Smetana: Moldau, Overtures Cleveland Orchestra 33 1/3 RPM vinyl record
A Hard Day's Night Beatles 33 1/3 RPM vinyl record
The White Album Beatles Compact disc

| Remember Yesterday Donna Summer Cassette tape
Rachmaninov Piano Concerto 1 & 3 Count Basie and His Orchestra Compact disc

Just a Dream Carrie Underwood MP3 file

Music of the Night Alfie Boe MP3 file

King of Swing! Count Basie and His Orchestra Compact disc

Pirates of Penzance D'Oyly Carte Opera Company 33 1/3 RPM vinyl record

7. Click Save.
8. In the Save As dialog box, type a name for the query and click OK.

Query Name:

Titles Artists Formats|

2.3. Review of Select Queries with Criteria

You can select very precise result sets by applying selection criteria to a select query. Selection criteria
let you include or exclude data based on the requirements you specify.

To create a select query with selection criteria: Open Queries/Demos/Demo - My Music Collection
- Simple Select from Multiple Tables.accdb to begin.

1. Open the database.

2. On the Create tab in the Queries group, click Query Design. The Show Table dialog box

opens.
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Tables | Queries | Both

3. Highlight the tables to add to the query and click Add.

Tables | Queries | Both

| Add

0 N
\QE}/ ﬁ
. > Q\J
4.  Click Close. e - O
<~ .
Queryl Y, x
Artists Formats Recordings E
Artist_ID —_ Format_ID 2 Recording,_ID
Artist Format Title
Description Artist_ID
Format_ID
[«] ] [+]
Field: | E
Table:
Sort:
Show: ] ] ] ] ]
Criteria:
ar
1l [»]

5.  In the tables, double-click the field names you want to add to the query design grid.
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 queryt’,

L
a
Artists Formats Recordings
® ® ®
Artist_ID —1--,__, Farmat_|D Recording_ID
Artist Farmat Title
Description Artist_ID
Farmat_|D
-
4 4
Field: |Title Artist 5 w -
Table: | Recordings Artists Formats
Sort:
Show: O |
Criteria:

on

row. To enter more criteria for a sjs
examples of acceptable crit ¢
section on logical operators that follows this section.

| = Titles Artists Formats."'-._l

nt

er a value or expression in the Criteria
&or rows below the Criteria row. For
/“ - . «

examples of query criteria” and see the

Artists Formats Recordings
x x x
Artist_ID —_— Format_ID 8 Recording_ID
Artist Format Title
Description —= Artist_ID
Format_ID
[l
Field: |Title Artist Description
Table: | Recordings Artists Formats
Sort:
Show: ] ]
Criteria: Like "C*
ar “Beatles”
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The result set will include records that satisfy at least one of the criteria specified for a
p

field. In our example, the result set will include records where the artist name starts

with “C” OR where the artist name is “Beatles”.

7.  Enter criteria for other fields as desired.

= Titles Artists Formats

Artists Formats Recordings
* * *
Artist_ID —l-...__ Format_ID Recording_ID
Artist Format Title
Description = Artist D
Format_ID
4
Field: |Title Artist Description
Table: | Recordings Artists Farmats
Sart:
Show: O O
Criteria: Like "C* “Compact Disc’
ar: ‘Beatles” “Compact Disc’

The result set will include only the records that satisfy all the columns. In our example,
the result set will include records where the artist name starts with “C” AND the format
is “Compact disc” OR records where the artist name is “Beatles” AND the format is
“Compact disc”.

8.  On the Query Tools: Design tab in the Results group, click Run. The results display in a

datasheet.
Title - Artist - Description -
The White Album Beatles Compact disc
Rachmaninov Piano Concerto 1 & 3  Cleveland Orchestra Compact disc

King of Swing! Count Basie and His Orchestra Compact disc

*
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9. Click Save.
10. In the Save As dialog box, type a name for the query and click OK.

[]

2.4. Logical Operators

When specifying selection criteria, it’s not always convenient (or possible) to list all the acceptable
criteria values. Usually it’s better to write logical expressions to describe the criteria. This is where logical
operators come in. Logical operators describe how we want our criteria evaluated. In conjunction with
operators, we can use wildcard characters, symbols such as asterisk (*) that substitute for other characters
or strings of characters.

The following table lists common logical operators with examples and explains their use.

Operator Example Returns

Like Like C* Items that start with “C”.
Like *C I@End with “C”.
Like *C* R o}\\—’fgﬂﬁ &b&ontain “«C”.

Not Like Not Like C* @Q — (zljh%m\s except those that start with “C”.
Not Like *C All items except those that end with “C”.
Not Like *C* All items except those that contain “C”.

Is Null Is Null Items that are blank.

Is Not Null Is Not Null All items that are not blank.

In In (Arizona, New Mexico, Texas, |Items that match one of the values in the list.
Oklahoma)

Not In Not In (Arizona, New Mexico, |Items that don’t match one of the values in the
Texas, Oklahoma) list.

Between and Between 200 and 400 Items that fall between 200 and 400.

Not Between and |Not Between 200 and 400 All items that don’t fall between 200 and 400.

< <200 I[tems that are less than 200.

<= <=200 Items that are less than or equal to 200.

> > 400 Items that are greater than 400.

>= >= 400 Items that are greater than or equal to 400.

LESSON 2: Queries | 37



You can create very specific selection criteria by combining logical expressions.

[

2.5. Parameter Queries

Suppose we want to query the recordings database by format. So, for instance, we might want to know
which recordings are MP3s or which recordings are 33s. We can accomplish this using a parameter
query. A parameter query returns the same type of information each time, but prompts us for a particular
value each time so that it knows exactly which records to return.

To create a parameter query: Open Queries/Demos/Demo - My Music Collection - Select
Query with Criteria.accdb to begin.

1. Open the database. S
< b,] >
2. On the Create tab in the Querie&@;c ic@esign. The Show Table dialog box
opens. @// - Q e

3. Highlight the tables to add to the query and click Add.

Tables | Queries | Both

Artists
Formats

4. Click Close.
5.  In the tables, double-click the field names you want to add to the query grid.
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| = qQueryi

Artists Formats Recordings
* * *
1
Artist_ID —_ Format_ID Recording_ID
Artist Format Title
Description = Artist D
Format_ID
[
Field: |Title Artist "
Table: | Recordings Artists Formats
Sort:
Show: ]
Criteria:
or

6. In the Criteria row of the field you want to p@ type prompt text enclosed in brackets
() 2 N
2> )

Artists Farmats Recordings
*® ® ®
1
Artist_ID _1._._______ Format_ID Recording_ID
Artist Farmat Title
Description — Artist_ID
Farmat_|D
4
Field: |Title Artist Farmat
Table: | Recordings Artists Formats
Sort:
Show: ] L1
Criteria: [Which Format?]
ar

Periods (.) and exclamation marks (!) cannot be used in prompting text.

LESSON 2: Queries | 39



7. On the Query Tools: Design tab in the Show/Hide group, click Parameters. The Query
Parameters dialog box opens.

2
Query Parameters b

Parameter Data Type A

W

pr

”' / . . .
8. In the Parameter column, type t%ﬂ@% you used in the query design grid
7 o b =4 p—_ >
without the brackets. %/A c >

9.  From the Data Type drop-down list, select the type of data to accept in the prompting field.

Query Parameters ?
Parameter Data Type A
Which format? Short Text
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10. Click OK.

11. If you want to hide the prompting field from the result set, clear the corresponding Show
check box.
Field: |Title Artist Format
Table: |Recordings Artists Farmats
Sort:

Showe
Criteria: [Which“=ermdt?]

on

12. On the Query Tools: Design tab in the Results group, click Run. You are prompted to
supply a parameter.

2
Enter Parameter Value -

Which format?

carce

S
13. Enter a valid parameter value. >
A _ N
Enter Parameter Value ?
Which format?

MP3

carce

14. Click OK. The results display in a datasheet.

| =t Query1
Title - Artist -
Skyfall Adele
Just a Dream Carrie Underwood
Music of the Night Alfie Boe
*

15. Click Save.

16. In the Save As dialog box, type a name for the query and click OK.

[]
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2.6. Action Queries

Select queries are useful for pulling out subsets of data from one or more tables. Action queries go a
step further. Action queries let us do something with our data: make a new table from it, append data
from one table or query to another, update the data in a table, or delete data from a table.

[t is important to remember that an action query cannot be directly undone. For this reason, it’s critical
that you’re aware of the effects of an action query before you run it. In fact, it’s a good practice to
preview the results of your query in Datasheet view before actually running your query to ensure that
the results are what you intend. Datasheet view shows the results without committing the action. In
the demonstrations that follow, we will not include the preview step, but anytime you’re instructed to
run a query, it’s a good idea to preview it first.

I¢’s also important to know that action queries do not warn you if you’ve already run them. This is
especially good to know when you’re running append and update queries. This is another excellent
reason for previewing in Datasheet view until you're ready to perform the query action.

* 2.6.1. Make Table Queries

A make table query is useful when you need to mak@y of part of your data or when you need to

>

archive data. A make table query starts with Wer}f

" 3 = - DR
- ¥

To create a make table query: Open Que es/Demos;lfemo - My Music Collection - Parameter

Query.accdb to begin.

1. Open the database.

2. On the Create tab in the Queries group, click Query Design. The Show Table dialog box
opens.

3. Highlight the tables to add to the query and click Add.

Tables | Queries | Both

Artists

4. Click Close.
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5. In the tables, double-click the field names you want to add to the query grid.

| = Queryf"'-._
Artists Formats Recordings
* * *
: 1 1 )
Artist_ID —-— | Format_ID Recording_ID
Artist Format Title
Description Artist_ID
Format_ID
4
Field: |Title Artist Format e
Table: | Recordings Artists Formats
Sort:
Show: Ll U
Criteria:

arn

6.  On the Query Tools: Design tab in the Query Type group, click Make Table. The Make
Table dialog box opens. - 6@
"
Make Table B

Make MNew Table

Table Mame: >

(®) Current Database
(_) Another Database:

File: Mare:

Browse...

7. In the Table Name field, type a name for the table you are creating.

Make Table ?

Make New Table

Table Name:  Titles-Artists-Formats w

Cancel

(®) Current Database
() Another Database:

File: Marme:

Browse...

8. Click OK.

LESSON 2: Queries | 43



9. In the Results group, click Run. Access prompts you to confirm that you want to create the
table.

Microsoft Access

You are about to paste 12 row(s) into a new table.

/ l'}. Onee you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to create a new table with the selected records?

Yes Mo

10. Click Yes. The table is added to the list of tables in the Navigation pane.

All Access Objects @ «

Search. Fa
Tables 2
B3 Adtists
'j Faormats

'j Recordings

B Titles-Artists-Formats

Queries %
j? Make Table Titles-Artists-Formats
'@ CDs by Beatles or Starts with C
'@ Prompt for Format

'@ Titles Artists Formats

Title - Artist - Format -
Skyfall Adele MP3
Right On Count Basie and His Orchestra 78
| Gota Name Jim Croce 8-tr
Smetana: Moldau, Overtures Cleveland Orchestra 33
A Hard Day's Night Beatles 33
The White Album Beatles CD
| Remember Yesterday Donna Summer Cass
Rachmaninov Piano Concerto 1 & 3 Count Basie and His Orchestra CD
Just a Dream Carrie Underwood MP3
Music of the Night Alfie Boe MP3
King of Swing! Count Basie and His Orchestra CD
Pirates of Penzance D'Oyly Carte Opera Company 33

11. Click Save.
12. In the Save As dialog box, type a name for the query and click OK.
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% 2.6.2. Append Queries

An append query is useful when you need to add records from one table to another table.

Remember that append queries, like other action queries, don’t warn you when you try to run them a
second time. Running an append query twice would append the same data to a table twice. To avoid
the database cleanup this would necessitate, remember that you can always preview the data in Datasheet
view until you are ready to actually perform the action.

To create an append query: Open Queries/Demos/My New Database - Append Query -
Start.accdb to begin.

1. Open the database.

2. On the Create tab in the Queries group, click Query Design. The Show Table dialog box

opens.
Show Table ?

Tables | Queries | Both

Business Cards
Contacts

Add Close

Highlight the table with the records you want to append to another table and click Add.
4. Click Close.
5.  Double-click the fields you want to add to the query.
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| =t Query1

Business Cards
*
%D
FirstMame
LastMame
PhoneMumber
4
Field: | FirstMame LastMame PhoneMumbe W
Table: |Business Cards Business Cards Business Cards
Sort:
Shows: O
Criteria:

on

~— O
6. On the Query Tools: Design tab in the Results group, click Run.

FirstName ~ LastName ~ PhoneMNumber -
Addams 806-555-9494
Joseph Blakeney 806-555-1314
Leah Langston 806-555-4466

*

7.  Inspect the results to ensure that the records returned are the records you intend to append.

8. Click Save.
9. In the Save As dialog box, type a name for the query and click OK.

10. Switch to Design view.

11. On the Query Tools: Design tab in the Query Type group, click Append. The Append

dialog box opens.
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Append ?

Table Mame: | >

Cancel
(®) Current Database

(_) Another Database:

m
a
7}
]

12. From the Table Name drop-down list, select the table to append the records to.
- N

Append 4 ?

Append To

Table Mame:  |contacts >

Cancel

(®) Current Database
() Another Database:

m
a
7}
]

13. Click OK. You are returned to the query window in Design view. Notice that the Show row
has been replaced with the Append To row.

14. In the Append To row for each field, select the field in the destination table that corresponds
to the field in the query. Access tries to match up similarly named fields for you if it can.
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= Business Card Names & Numbers

Business Cards

®

%D
FirstName
LastName
PhoneMumber

TETTTTYY

Field: |FirstName LastMame PhoneMumber =

Table: | Business Cards Business Cards Business Cards
Sort:

Append To: |Firsthame LastMame Cell
Criteria: ||
ar:

"\,\'

15. When you finish, click Run, A@o éts)@nﬁrm that you want to append the

rows to the table.

Microsoft Access

You are about to append 3 row(s).

! dh Once you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to append the selected rows?

Yes Ma

Reminder

This is a good place to preview in Datasheet view until you are confident that the query
will yield the results that you expect.

16. Click Yes. Be careful to run an append query only once. Running the query multiple times
will result in the same records being appended multiple times.

17. Open the table that you appended the records to and view your results.
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Contact ID - LastMame - First Name - Lt = Address - City - State - Zip - Cell = Birthdate

1 Ruth George H 1895 26th Ave Baltimore MD 21212 [410) 555-5981 2fef19
2 DiMaggio Giuseppe P 1914 Clippar 5t Martinez ca 24553 (935) 555-4197 11/25/19
3 Ensberg Christina A 14 Houston Pl San Diego cA S2067 (619) 555-2114 8/26/19
4 Aaron Henry L 44 Hammer Ln  Little Rock AR 72207 (500 555-4444 5/2/19
5 Holland Lauren R 4545 Kaline Blv Newark OH 43058 {740) 555-2013 10/5/19
6 Addams Adam BO6-355-94
7 Blakeney Joseph B06-555-13
8 Langston Leah 806-355-44

L] [New)

18. Switch back to the query and click Save.

Notice that the records we added do not have all the fields that the Contacts table has. As long as there
are no required fields, this does not usually pose a problem.

Notice also the contents of the Cell column did not come through as we would have hoped. The
Contacts table has a mask on the Cell field and a 10-character limit. In general, before we append
records we should ensure the compatibility of the fields we match up.

Find Duplicates Queries

Suppose another user entered data in our database am&ntly entered several duplicate records
u

in the TitlesWithArtistsAndFormats table. We can licates query to locate the extra records

and clean them up. Q(é' .@

/ >

| =5 ﬂtles-Artists-Formats \

Title - Artist ~ Format -
Right On Count Basie and His Orchestra 78
| Gota Name Jim Croce 8-tr
Smetana: Moldau, Overtures Cleveland Orchestra 33
A Hard Day's Night Beatles 33
The White Album Beatles CD
| Remember Yesterday Donna Summer Cass
Rachmaninov Piano Concerto 1 & 3  Cleveland Orchestra CD
Just a Dream Carrie Underwood MP3
Music of the Night Alfie Boe MP3
King of Swing! Count Basie and His Orchestra CD
Pirates of Penzance D'Oyly Carte Opera Company 33
Skyfall Adele MP3
The White Album Beatles CD
Just a Dream Carrie Underwood MP3
Skyfall Adele MP3

&l

To create a find duplicates query: Open Queries/Demos/Demo - My Music Collection - Find
Duplicates Query - Start.accdb to begin.
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1. Open the database.
2. On the Create tab in the Queries group, click Query Wizard. The Query Wizard starts.
3. In the list box, select “Find Duplicates Query Wizard”.

New Query ?

Simple Query Wizard

Crosstab Query Wizard

iFind Duplicates Query Wizard
2 Find Unmatched Query Wizard

This wizard creates a query that
finds records with duplicate field
values in a single table or query.

4.  Click OK. The Find Duplicates Wd sta.@g
- TabhEAEA 2
5. In the list box, select Tab‘@ rtlst@s

Find Duplicates Query Wizard

Which table or query do you want to search for duplicate field values?

For example, to find dties with more than one customer you would
choose a Customer table below.

Table: Artists

Table: Formats

Table: Recordings

ETable: Titles-Artists-Formats

1
1
— = —=hel

View

(@) Tables () Queries () Both

6. Click Next >.
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Find Duplicates Query Wizard

Which fields might contain duplicate information?

For example, if you are looking for cities with more than one customer, you
would choose City and Region fields here,

Available fields: Duplicate-value fields:

=

Cancel < Back Einish

Click >> to move all fields from the Available fieldslist box to the Duplicate-value fields
list box. ,,ébQ.\
ST N

Find Duplicates Query Wizard

Which fields might contain duplicate information?

For example, if you are looking for cities with more than one customer, you
would choose City and Region fields here,

Available fields: Duplicate-value fields:

Cancel < Back Einish

Click Next >.
Name the query.
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Find Duplicates Query Wizard

What do you want to name your query?

licates for Titles-ArtistsFormats|

Do you want to view the query results, or modify the query design?

(@) View the results.

() Modify the design.

10. Click Finish. The duplicated records load in Datasheet view.

| iﬂ,_:‘ Find duplicates for Titles-Artists-Formats
Title Field +  Format Field - Artist Field - | NumberOfDups -

Just a Dream MP3 Carrie Underwood 2
Skyfall MP3 Adele 2
The White Album CD Beatles 2

11. Use the information from the table to determine which records need to be deleted from the
original table.

% 2.6.3. Update Queries

An update query provides a quick way to change the data in existing records. It’s similar to the Find
and Replace feature except it doesn’t require (or allow) your intervention.

Remember that update queries, like other action queries, don’t warn you when you try to run them a
second time. Running an update query twice could have unintended consequences. For example, if
you’re updating a numeric field to increase all values by 20%, running the update twice would result
in an increase of more than 40%. To avoid the database cleanup this would necessitate, remember that
you can always preview the data in Datasheet view until you are ready to actually perform the action.

To create an update query: Open Queries/Demos/My New Database - Update Query -
Start.accdb to begin.
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1. Open the database.
2. On the Create tab in the Queries group, click Query Design. The Show Table dialog box

opens.
Show Table ?
Tables | Queries | Both
Business Cards
3. Highlight the table to add to the query. <.
4. Click Add. >
AT SN\
Contacts
¥ ContactiD
LastMame
FirstMame
81l
Address -
4 3
Field: (| = -
Table:
Sort:
Show: ] ] ] ] ]
Criteria:
on
4 4

5. Click Close.
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6. Double-click the field(s) you want to update to add them to the query design grid.

-
Contacts
Address -
City
State
Zip
Cell
Birthdate -
-
4 >
Field: | 51 - -
Table: | Contacts
Sort:
Show: O | O |
Criteria:

on

7. On the Query Tools: Design tab in the Query Type group, click Update. Notice that the
Show row is removed and replaced by an Update To row.
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Y
Contacts

Address E

City

State

Zip

Cell

Birthdate -

. -
Field: | ] ™| E

Table: | Contacts
Update To:
Criteria:
or:

[ ]

o
8. In the Update To row, for each field you r@c_ & Qange, type the new value.
A>T

‘ Y
Contacts

Address E

City
State

Zip
Cell

Birthdate -

] |

Field: | Cell E
Table: | Contacts
Update To: | "not known”

Criteria:
or

L] [

9.  Specify criteria for which records to change if you do not want to change all records.
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Contacts

®

¥ ContactiD
LastMame
FirstMame
I
Address -
-
P 3
. Y
Field: | Cell LastName
Table: | Contacts Contacts
Update To: | "not known”
Criteria: “Addams’
on “Blakeney”
“Langston”
-
4 3

10. Click Save.

11. In the Save As dialog box,@%e f@

(b%@Q
>
2 ‘%éld click OK.

If you are creating the update query for one-time use only, it is not necessary to save it.

12. On the Query Tools: Design tab in the Results group, click Run. You are prompted to
confirm that you want to update the records.

13. Click Yes.

Microsoft Access

You are about to update 3 row(s).

Onee you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to update these records?

Yes Mo

14. Open the table you updated records for and confirm the updates.
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Ti Contacts
ContactlD - LastMame - FirstName - Mi »| Address - City ~ State - Zip - Cell - B

! Ruth George H 1895 26th Ave Baltimore MD 21212 {410) 555-5981
2 DiMaggio Giuseppe P 1914 Clipper 5t Martinez CA S553- {925) 555-4157
3 Ensberg Christina A 14 Houston Pl San Diego Ca, 2067 (619) 555-2114
4 Aaron Henry L 44 Hammer Ln Little Rock AR 72207 (501) 555-4444
5 Holland Lauren R 4545 Kaline Blv Mewark OH 43058- (740) 555-2013
6 Addams Adam nat known
7 Blakeneay loseph not known
8 Langston Leah not known

* {New)

s 2.6.4. Delete Queries

A delete query lets you remove records from a table. If you have any doubt about the effects of running
a delete query, it’s a good idea to back up your database before proceeding.

Let’s use a delete query to remove the records we appended to the Contacts table.

To create a delete query: Open Queries/Demos/My New Database - Delete Query -
Start.accdb to begin. ’.\@?
Lo >u

1. Open the database. ’__\/ - ~®/
2. On the Create tab in the Queri€s group

opens.

Show Table ?

Tables | Queries | Both

Business Cards

3. Highlight the table(s) to add to the query.
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Show Table ?
Tables | Queries | Both

Business Cards

add | | Close
4. Click Add.
5. Click Close. =~
ST
Contacts L
¥ ContadiD '_
LastName
FirstName
pI
Address -
. O]
e g | &
Sort: |
show 0 O O | O O O
Critena:
or -
o [+]

In the table, double-click the field(s) you want to use as criteria for choosing the records to
delete.
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IC

Contacts

¥ ContadiD
LastName
FirstMame
M
Address -

T -
Field: |FirstName | % | LastMame

Table: | Contacts Contacts h
Sort:

Show: v = 0 m O

Criteria:
ar:

am '

7. On the Query Tools: Design tab in the Query Twroup, click Delete.
In the Criteria row in the query design @{ ¢ values you want to delete.

Contacts
. ; ““““““'""""".';"
¥ ContadiD
LastName
FirstName
8]
Address -

] [»
Field: |FirstName LastName Il
Table: | Contacts Contacts
Delete: |Where Where

Criteria: |“Adam” “Addams”
or: |“Joseph’ “Blakeney
“Leah” “Langston”
L
4]

9. Click Save.
10. In the Save As dialog box, type a name for the query and click OK.
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If you are creating the delete query for one-time use only, it is not necessary to save it.

11. On the Query Tools: Design tab in the Results group, click Run. Access prompts you to
confirm your action and warns you that it cannot be undone.

Microsoft Access

You are about to delete 3 row(s) from the specified table.

! Once you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to delete the selected records?

Show Help ==

12. Click Yes. \/<‘/Q C.)

13. Open the table you deleted records from and confirm the deletion.

Contact ID -~ LastMName - | First Name - Mi = Address - City 7 State - Zip
ﬂ Ruth George H 1895 26th Ave Baltimore MD 21212-
2 DiMaggio Giuseppe P 1914 Clipper 5t Martinez CA 94553-
3 Ensherg Christina A 14 Houston Pk 5an Diego CA 92067-
4 Aaron Henry L 44 Hammer Ln Little Rock AR 72207-
5 Holland Lauren R 4545 Kaline Blv Newark OH 43058
* [New)

% 2.6.5. Creating Crosstab Queries

To analyze data, summarizing by column and row in order to make sense of large amounts of

information. Open Queries/Demos/Demo - My Music Collection - Start.accdb to begin.
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EXTERNAL DATA  DATABASE TOOLS

T FRE BEE O

[nanasas)

P

Point Query Query Form Form Blank

ts~  Wizard Design Design Form =
Queries Forms
Query Wizard

Show the Query Wizard, which
helps you create a Simple query, a
Crosstab query, a Find Duplicates
query, or a Find Unmatched query.

Create Tab > Query Wizard. *g\\'@.@

Simple Query Wizard

Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a crosstab
query that displays data in a
compact, spreadsheet-ike format.

Choose Crosstab Query Wizard to start the process. Click OK.
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Which table or query contains the
fields you want for the crosstab query
results?

To indude fields from more than one
table, create a query containing all the
fields you need and then use this
query to make the crosstab query.

View

() Tables (@) Queries () Both

Headerl | Header2 | Header3
TOTAL

3.
= e~
' R o
Choose the Query or Table to use as t@§ﬁmk Next.
Which fields' values do you want as Available Fields: Selected Fields:
row headings?
Format
You can select up to three fields,
Select fields in the order you want
information sorted. For example, you
could sort and aroup values by Country
and then Region,
Headerl | Header2 | Header3
TOTAL
| Cancel ‘ | < Back H Mext = Finish
4,

Choose the row headings field source. Click Next.
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Which field's values do you want as
column headings?

Faor example, you would select
Employee Name to see each
employee’s name as a column heading.

Formatl | Format2 Format3

Count{Title)

Einish

What number do you want calculated for Fields: Functions:

ach column and raw ntersecton?
ae

For example, you could calculate the sum
of the field Order Amount for each
employee (column) by country and region
(row).

Do you want to summarize each row?

Yes, indude row sums.

Formatl | Format2 Format3

Count{Title)

| Cancel ‘ | < Back H Mext = Finish

Choose the calculated field and the function to use. Click Next.
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What do you want to name your query?

|QRY_data_Crosstab |

That's all the information the wizard needs to ceate the guery.

Do you want to view the query, or modify the query design?

@;\jew the query.
{)Modify the design.

e

7.
Lot
"“/ . . . .
Name the crosstab query. Choose to-yiew-6r modificthe query. Click Finish.
~\N< N
P e N A @) e
[ﬁ QRY_data_Crosstab %,
Artist - Total OfTitle ~ 33 ~ 78 » B8-tr ~ Cass ~ CD -~ MP3 -~
Adele 1
Alfie Boe 1
Beatles 2 1 1
Carrie Underwood 1 1
Cleveland Orchestra 2 1 1
Count Basie and His Orchestra 2 1 1
Donna Summer 1 1
D'Oyly Carte Opera Company 1 1
8. Jim Croce 1 1

Your query results will look similar to the above example.

* 2.6.6. Delete a Query

Once a query has served its purpose, you may want to delete the query. Do make sure that you confirm
that the query is no longer being used, or you may damage the database.
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H 9 QRY
All Access Obje... ® « || &%
Search.. e
Adele
Tables 2 (1.
= | |Alfie
o | |Beath
EH Formats || Carrie
ER Recordings Cleve
Queries # || |Count
B QRrv_data_Crosstab | |Donn
=51 QRY_data D'oyl
o Open i
g Design View
Export 2
=[ Rename

Hide in this Group

Delete
X Cut
B3y Copy
iD Paste
Object Properties
L. W — -~ a
Right-click the query that you ﬁh to delete. Choose Delete.
Do you want to delete the query "QRY_data? Deleting this object will remove it from all groups.
Faor more information on how to prevent this message from displaying every time you delete an object, click Help.
| Yes | | Mo | | Help |
2.

The warning above will need to be confirmed in order to complete the process. Once you do
confirm the message, there will be no way to recover the lost data.

% 2.6.7. Rename a Query

Queries may be renamed by right mouse clicking upon an existing query. Be cautious when renaming
the query because objects that had required it may then not respond and this will cause an error.
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All Access Obje... @ «||=F
Search.
Tables
B artists
E Formats

= Recordings
Queries

m CRY_data racstah

e
= QRY_daf Open

-

»b

b

F,;{ Design View
Export 4
=[ Rename

Hide in this Group

Delete
a6 Cut
Bm Copy
)
1 2| Object Properties
Right-click upon the query you want to rename. <&
SN
All Access Obje... ®@ «
Q&wm.. 2
N Tables #
R Aartists
E Farmats
E Recordings
Queries S
™ |QRY_data_Crosstab
2. B OQRY_data
Type the new name. Hit the Enter key.
All Access Obje... ®@ «
Search. 2
Tables S
A Aartists
E Formats
E Recordings
Queries S
i QRY_data_Crosstab_newName
3 B OQRY_data

The new name is now available.
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=] Exercise 2: Creating Select and Action

PN Querles

>

S5 ©15t0 25 minutes
S\~ O

In this exercise, you will create a tab&mleared sactions (using an Action Query) for the Bank

Register database from the ClassFiles\Queries\Exercises folder. Name the new table “Uncleared
Transactions”.
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Solution

First, we will create a select query to select the uncleared transactions and then we’ll change it to a make
table query.

1. Open the database.

2. On the Create tab in the Queries group, click Query Design.

3. In the Show Table dialog box, highlight “Transactions”.

e ?

Tables | Queries | Both

Accounts
Transactions

4. Click Add.
5. Click Close.
6. In the table, double-click * to add all fields in the table to the query.
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Transactions

# TransiD
Account_ID
Code
Credit

TransDate -

LELLLLLLS

Field: | (] ions." v -
Table: |Transactions

Sort:

Show: | | ] ] |l N 1
Criteria:

on

Hint: Double-clicking * is a quick way to add all the fields in a table to your query.
You can still add a field from the table to use as selection criteria, just make sure to clear
the field’s Show check box so that the field doesn’t appear twice in your results.

In the table, locate and double-click the Cleared field to add it to the query design grid.
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Transactions

Cade -
Credit

TransDate
Description
Amaunt

Memo

Cleared -

Field: |Transactions.* m W =

Table: |Transactions Transactions
Sart:
Show: ¥ O 0 O 0
Criteria:
ar

8.  Clear the check box in the Show row for the Cleared field. (We don’t want the Cleared field

to appear twice in our table.)

9. In the Criteria row for the Cleared field, type “False”. (We want the table to show only
transactions that are not cleared.)
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Transactions
Code -
Credit
TransDate
Description
Amount
Memo
Cleared b
b
" [
Field: |Transactions.® Cleared -
Table: | Transactions Transactions
Sort:
Show: v O a a a O
Criteria: False
on
rl b

.
10. On the Query Tools: Design tab in the ngup, click Run.

Lo
11. View your results. .f\/ - .\J
g eXZ SR

TransID - AccountID - Code - Credit . Date - Deseription -~ Amount - Memo »| Cleared -
g 17214 [ ] 4/7/2013 Charlottesville MUD $74.19 Water bill L]
6 1AD [+ 4f14/2013 US Dept of Treasury $372.96 Taxrefund |
* (New) O 50.00 |

12. Switch back to Design view.
13. On the Query Tools: Design tab in the Query Type group, click Make Table.
14. In the Make Table dialog box in the Table Name field, type “Uncleared Transactions”.

Make Table ?
Make Mew Table

Table Name: || Jndleared Transactions| w

(®) Current Database
() Another Database:

File: Marme:

Browse...

15. Click OK.
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16. On the Query Tools: Design tab in the Results group, click Run. Access prompts you to

confirm your action.

Microsoft Access

You are about to paste 2 row(s) into a new table.

,_l'_s Onee you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to create a new table with the selected records?

Yes Mo

17. Click Yes. The table is added to the list in the Navigation pane.

All Access Obje... @ «

Search. Fa
Tables 2
'j Accounts
'j Transactions

'j Uncleared Transactions

w

4| Forms

% Transaction Entry

w

Reports
Eﬂ Transaction Listing

18. Open the table and view your results.

TransiD - | Account_ID - Code - Credit = | TransDate - Description = Amount - Memo = Cleared -
E 17214 0 4/7/2013 Charlottesville 574.19 Water bill
6 1AD -1 4/14/2013 US Dept of Tre: 5372.96 Tax refund 0
* (Mew)

19. Return to the query and click Save.
20. In the Save As dialog box, type a name for the query and click OK.
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=] Exercise 3: Creating a Parameter Query

‘0;\30{\ ™) 20 to 45 minutes

>
In this exercise, you will create a pa@% Q@Ctiom table that prompts for a range

of transaction dates. Return all transacei®n details."5se’ the Between and logical operator. Continue
using the Bank Register database from the ClassFiles\Queries\Exercises folder.
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Solution

To create the parameter query:

1. Open the database.
2. On the Create tab in the Queries group, click Query Design.
3. In the Show Table dialog box, highlight “T'ransactions”.

e ?

Tables | Queries | Both

Accounts
{Transactions

Undleared Transactions

4. Click Add.
5. Click Close.
6. In the Transactions table, double-click * to add all fields in the table to the query.
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Transactions

¥ TransiD
Account_ID
Code
Credit
TransDate -

Field:

s
W
Table: |Transactions
Sort:
Shaw: I O 1 O O [
Criteria:

or

In the Transactions table, locate and double-click the TransDate field to add it to the query
design grid.

Clear the Show check box for the TransDate field.
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Transactions

¥ Transio
Account_ID
Code
Credit
TransDate
Descrintion

10.
11.
12.
13.
14.

Field: |Transactions TransDate
Table: |Transactions Transactions
Sort:
Show: [ [ ] ] | 1
Criteria:

or.

Nl

AN

5S
N SR
In the Criteria row of the '@até fields q%etwe:en [What begin date?] and [What end

date?]” (don’t include the quotes).

Field: |Transactions.® TransDate -
Table: |Transactions Transactions
Sort:
Show: [ L] I |
Criteria: Between [What begin date?] and [What end date?|
or
v
] 3

On the Query Tools: Design tab in the Show/Hide group, click Parameters.
In the first row in the Parameter field, type “What begin date?”.

From the Data Type drop-down list, select “Date With Time”.

In the second row in the Parameter field, type “What end date?”.

From the Data Type drop-down list, select “Date With Time”.
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2
Query Parameters b

Parameter Data Type A
What begin date? Date With Time
What end date? Date With Time

A
15. Click OK. S
e i O e e
16. On the Query Tools: Desngntab& sult@ ck Run. You are prompted to supply
o b — D)
a parameter. & c,)

2
Enter Parameter Value -

What begin date?

|
carce

17. Enter a date.

2
Enter Parameter Value -

What begin date?

04/01/2013

carce

18. Click OK. You are prompted to supply a second parameter.

19. Enter a date.
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Enter Parameter Value ?
What end date?

04/15/2013

carce

20. Click OK. The results display in a datasheet.

TransID - AccountID - Code - Credit - Date - Description - Amount - Memo

1] 1 AD v 4/1/2013 Payroll deposit $1,095.62
2 1 DC 4/2/2013 Main Street Market $117.34 Groceries
3 1 7214 4/7/2013 Charlottesville MUD 574.19 Water bill
4 1 FT L] 4/10/2013 Transfer to savings $500.00
5 1 ATM [ 4/10/2013 Cash withdrawal 5120.00
6 1 AD o 4/14/2013 US Dept of Treasury $372.96 Tax refund

#* (New) [ $0.00

< oY

22. In the Save As dialog box, type a name for the query and click OK.

21. Click Save.

Conclusion

In this lesson, you learned:

e  About select and action queries.
e  About logical operators.

e  How to create and run select, parameter, make table, append, update, and delete queries.

78 | LESSON 2: Queries
EVALUATION COPY: Not to be used in class.



LESSON 3

Table Functions

Topics Covered
| Importing from Excel.
| Exporting to Excel.

Introduction

In this lesson, you will learn how to import data from an Exeel spreadsheet into an Access database,

and how to export data from an Access database to a‘ng;&bspreadsheet.
>
Sk

—eﬁ' %}Q

3.1. Importing Data

Suppose you have data in a spreadsheet that you want to add to a table in your database. How can you
add it to your database without re-keying it? Well, as long as you can put the data into a form that
Access can understand, you can import the data into your database. In particular, you can import data
from another Access database, from Excel, from SQL Server, from a text file, or from XML.

In this lesson, we’ll look at how to import data from an Excel spreadsheet. Files are found in Tables_Ad
vanced/Demos/ folder.

For this example, we’ll import data from an Excel file called Music Listing.xlsx. The content of this

file looks like this:
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= E £ iR Music Listing - Excel

=S Draw Page Layout Formulas Data Review View Develo|
alln — —
. X Calibri -1 = = = b 9
Paste 5y - B 1 u- A A = = = T Mumber
. ¥ € = B
Clipboard P Fant F} Alignment F}
Bl = b Artist
A B c | D
1 |Title [Artist [Format
2 |Blown Away Carrie Underwood MP3
3 |Bad Hair Day Weird Al Yankovic CD
4 |Face the Music Electric Light Orchestra Cassette
5 |Crazy Love Michael Bublé MP3
& |Sleeplessin Seattle Harry Connick, Ir. CD
7 |The Mikado D'Oyly Carte Opera Company 33
g |It Might As Well Be Swing Count Basie 33
g_
- S
SRS
We'll append the records to the Titles Artlsts a Lﬁ\
} ,‘A ’/ ’,'P/ ,
| T Titles-Artists-Formats
Title - Artist ~ Format -
Right On Count Basie and His Orchestra 78
| Got a Name Jim Croce 8-tr
Smetana: Moldau, Overtures Cleveland Orchestra 33
A Hard Day's Night Beatles 33
The White Album Beatles cD
| Remember Yesterday Donna Summer Cass
Rachmaninov Piano Concerto 1 & 3 Cleveland Orchestra cD
Just a Dream Carrie Underwood MP3
Music of the Night Alfie Boe MP3
King of Swing! Count Basie and His Orchestra CD
Pirates of Penzance D'Oyly Carte Opera Company 33
Skyfall Adele MP3

Before we import the data, we need to ensure that the table we’re importing from is set up appropriately.
Here are a few things to keep in mind:

1. Access cannot skip rows and columns during import, so we need to eliminate any rows and
columns that we don’t want to import or that don’t exist in the destination table.
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2. Make sure there are no blank cells in the table, or if there are, that the destination table accepts
null values (missing or unknown values) in the corresponding field(s). A field can accept null
values if it is not a required field and its validation rules do not prohibit null values.

Make sure there are no error values (#NUM and #DIV) in the import table.

4.  Ensure that the fields in the import table are compatible with the fields in the destination
table. For example, importing text into a number field is not advised if there are any
non-numeric entries in the import field.

5. The table should be closed before importing it.
Once your source data is ready, you can import the records to the Access table. To do so: Files are
found in Tables_Advanced/Demos/Demo - My Music Collection - Start.accdb folder.

1. Open the database.

2. On the External Data tab in the Import & Link group, click New Data Source > From
File > Excel. The Get External Data - Excel Spreadsheet wizard starts.

Get External Data - Excel Spreadsheet

Select the source and destination of the data

Specify the source of the definition of the objects,

Eile name: | s ers\Tracy Work\Documents!| Browse. ..

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

We will not import table relationships, calculated columns, validation rules, default values, and columns of certain legacy data types
such as OLE Object.

Search for “Import” in Access 2016 Help for more information.

@ Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the spedfied table already exists, Access might overwrite its
contents with the imported data. Changes made to the source data will not be reflected in the database.

O Append a copy of the records to the table: | Recording Formats

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it.
Changes made to the source data will not be reflected in the database.

O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will
be reflected in the linked table. However, the source data cannot be changed from within Access,

OK Cancel

3. Click Browse and navigate to the location of the file that contains the items you want to
import.
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* 4 | <« 2016-Tables_Ad.. » Demos v O Search Demos

Organize = MNew folder

2 Name Date modified

#& OneDrive I e i
Music Listing.xlsx 10/8/2015 837 AM  Microsof]

#%) Homegroup

1% This PC

ﬁ Desktop
|| Documents

& Mruenlaade i S

File name: v| |Microsoﬂ Excel (*xls;™xlsh; ™ xls V|

- | Open | | Cancel |

4. Highlight the file name and click Open.

5. At the Specify how and where you want to store the data in the current database prompt,
select Append a copy of the records to the table.

6.  From the drop-down list, select the table to append the records to.
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Get External Data - Excel Sprea

Select the source and destination of the data

Specify the source of the definition of the objects,
File name: | ciyUsers\Tracy Work\Desktop'\ACC2019.2_noprint\ClassFiles\2019-Tables_advanced\Demosih

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

We will not import table relationships, calculated columns, validation rules, default values, and columns of certain legacy data types
such as OLE Object.

Search for “Import” in Access 2016 Help for more information.

O Import the source data into a new table in the current database.

if the specified table does not exist, Access will create it. If the spedfied table already exists, Access might overwrite its
contents with the imported data. Changes made to the source data will not be reflected in the database.

® Append a copy of the records to the table: | Titles-Artists-Formats

W
If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it.
Changes made to the source data will not be reflected in the database.

O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will
be reflected in the linked table. However, the source data cannot be changed from within Access,

aK Cancel

7. Click OK. You may get a warning. Click Open.

ecurity Motice

@ A potential security concern has been identified.

Warning: It is not possible to determine that this content
came from a trustworthy source. ¥You should leave this
content disabled unless the content provides critical
functionality and you trust its source.

File Path: | C\PROGRAM FILES\MICROSOFT OFFICE
\ROOTWOFFICE1B\ACCWIZVACWZLIB. ACCDE

This file might contain unsafe content that could harm
your computer, Do you want to open this file or cancel
the operation?

Mare information

8. The Import Spreadsheet Wizard starts.
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headings s held names for your table. Does the frst

e Aocess can use your column

Tizle |hrzist |Farmat
|aflewn Away Farrie Underweod HE3 ~
[zPac Haix pay peiza AL Yankovic ce
|3Face the Music Eiectric Light Orchestra [Cassette
sfCrazy Love Hichael Buble HP3
;smepltsv ir Seaccle Harry Commtck, Jr. | a3
EIhe Mikado proyly Carte Opera Company p3
7= Mighe ks Well Be Swing feun: Basie B3
w

9. Click Next >. >

‘Tha's all the informabon the wirzard needs i import your data,

[ 1 weonsd e & wezard 0 gradyze my able after smportng the data. |
L

10. Click Finish. You are prompted whether to save the import steps for reuse.
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Finished importing file *C\Users\Tragy\Desktop\Office2016 Update\Access\2016-Tables_Advanced\Demos\Music Listing.xlsx’ to table
‘Titles-Artists-Formats’,

Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.

D Save import steps

11. Click Close.

12. Open the table you imported the records into to see your results.
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| 1 Titles-Artists-Formats

Title ~ | Format - Artist -
Right On 78 Count Basie and His Orchestra
| Got a Name 8-tr Jim Croce
Smetana: Moldau, Overtures 33 Cleveland Orchestra
A Hard Day's Night 33 Beatles
The White Album CcD Beatles
| Remember Yesterday Cass Donna Summer
Rachmaninov Piano Concerto1 &3 CD Cleveland Orchestra
Just a Dream MP3 Carrie Underwood
Music of the Night MP3 Alfie Boe
King of Swing! CcD Count Basie and His Orchestra
Pirates of Penzance 33 D'Oyly Carte Opera Company
Skyfall MP3 Adele
Blown Away MP3 Carrie Underwood
Bad Hair Day CcD Weird Al Yankovic
Face the Music Cassette  Electric Light Orchestra
Crazy Love MP3 Michael Bublé
Sleepless in Seattle CcD Harry Connick, Jr.
The Mikado 33 D'Oyly Carte Opera Company
It Might As Well Be Swing 33 Count Basie

[]

3.2. Linking Tables from External Sources

Using External Data > Import & Link > New Data Source > From Database > Access you may link
tables from an external location making it easy to tie databases together, saving you the time and possible
errors in double entry. The goal should always be enter the data once, and link/reuse whenever possible.

Continue using the existing database, new files are found in Tables_Advanced/Demos/My New
Database - Simple Select.accdb.
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Home Crea

Al

New Data ") Linked Table

Source ~

I:?@ From Online Services

I:E,_ From Other Sources

[ERS]

’E Contacts

Queries

LTI B TR e Ll T T )

Link table wizard

Select the source and destination of the data

Specify the source of the definition of the obj

FFI} Saved Imports

te External Data Database Tools Help Q Tell me wh
==5| 1l |U|—.
$¥ (i 5O 5s 5o &
Manager Saved Excel Text KL PDF Emai
Exports File File or XP5S
Export
3

= «
‘ 0 s
D From SQL Serv Import Access database
Import data from or link to data in

another Access database.
[:E From Azure Da )

@;?\ dBASE File

o7

ects,

Eile name: | coyUsers\Tragy\Desktop'Office2016 Update\Access\2016-Tables_Advanced\Demas\My Mew Dzl

Browse...

Specify how and where you want to store the

data in the current database.

D Import tables, queries, forms, reports, macros, and modules into the current database.

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

@ Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected

in the source and vice versa. NOTE: If the source database requires a password, the unencrypted password will be stored
with the linked table.

Cancel
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Choose the items you wish to link, and click OK.

Link Tables ?

Tables
{Contacts oK
Cancel
Select Al
Deselect Al

You will be prompted as to the status, if there were errors, go back and double check you choices.

All Access Objects @ «
Search. yel
Tables

B Artists

4 Formats

j Recordings

BH Titles-Artists-Farmats

w

*T Contacts

Queries

w

_|? Make Table Titles-Artists-Formats
-'E CDs by Beatles or Starts with C
Find duplicates for Titles-Artists-F...

Titles Artists Farmats

=
-'E Prompt for Format
_.E

When the original table data is updated, your linked copies will also update.

[]

3.3. Import Tables from other Databases

When you need to move an entire copy of the table, and not have it look back and update from the
original, you should choose to Import.
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Home Crea

Al

New Data ") Linked Table

Source ~

I:?@ From Online Services

I:E,_ From Other Sources

[ERS]

’E Contacts

Queries

LTI B TR e Ll T T )

Import table wizard

Select the source and destination of the data

Specify the source of the definition of the obj

FFI} Saved Imports

te External Data Database Tools Help Q Tell me wh
==5| 1l |U|—.
$¥ (i 5O 5s 5o &
Manager Saved Excel Text KL PDF Emai
Exports File File or XP5S
Export
3

= «
‘ 0 s
D From SQL Serv Import Access database
Import data from or link to data in

another Access database.
[:E From Azure Da )

@;?\ dBASE File

o7

ects,

Eile name: | coyUsers\Tragy\Desktop'Office2016 Update\Access\2016-Tables_Advanced\Demas\My Mew Dzl

Browse...

Specify how and where you want to store the

data in the current database.

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

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

D Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected

in the source and vice versa. NOTE: If the source database requires a password, the unencrypted password will be stored
with the linked table.

Cancel
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Choose the items you wish to import, and click OK.

Contacts oK

Cancel

Select Al

Deselect Al

110

You will be prompted as to the status, if there were errors, go back and double check you choices.

[

3.4. Tables from Templates and Application Parts

Creation of new tables does not always have to start from scratch, or an import from an existing Access
database. We can use Templates or whole databases, and Application Parts for form and table objects.
Your choices will differ as to what has been made avai ou by your installation. Below are some

EE MM RE

Application Table Table SharePoint Query Quer

Parts - Design  Lists~ Wizard Desic
Blank Forms
1Right 1Top ZRight 2 Top

Dialeg List Media

LEd
I

Msghox Tabs
Quick Start
d 8= b i
Comments  Contacts |ssues Tasks

&

=
W
m
=
B
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These items may be customized and formatted as per usual. They just give you a head start.

1. Open the database that needs a new table.

2.  Create > Application Parts > Contacts.

Home Create External Data

sl HE

m &

Application  Table Table SharePoint Query
Lists - Wizard Desi

Parts ~ Design

Blank Forms

|
gl
II _| rh

L]

&

1 Right 1Top 2 Right 2Top
Details Dialog List Media
B f—
Msghbox Tabs
Quick Start

E3IE]

Comments  Contacts

Use

2
w1

lszues Taszks

"

[
[==

LS
=
Que

3. The appropriate Tables, Queries, Forms and Reports have now been added. Saving you the
time of creating each one. They may be opened in Design View and edited individually.

All Access Objects

Searchi.

Tables

:3 Contacts
Queries

@ ContactsExtended
Forms

-8] ContactDetails
-8] ContactD5

B8] contactlist
Reports
ContactAddressBook
ContactList

ContactPhoneBook

Label

= «

L

3

w

w

w
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=] Exercise 4: Importing Data from Excel
) 15 to 25 minutes

In this exercise, you will import transactions from a spreadsheet called Checking Transactions.xlsx into
the Transactions table of the Bank Register database found in the ClassFiles/Tables_Advanced/Ex
ercises folder. Files are found in Tables_Advanced/Exercises/Bank Register.accdb.

The spreadsheet contains the following records: Files ar@nd in Tables_Advanced/Exercis

es/Checking Transactions.accdb. Qo:b. *

A B i€ F G
1 |Account ID Code Credit TransDate DESCTIptIDI‘I Amount Cleared
2 1 AD TRUE 4/16/2013 Payroll deposit $1,095.62 FALSE
3 1DC FALSE 4/16/2013 Main Street Market 5134.51 FALSE
4 1 7215 FALSE 4/18/2013 SPARC Electric 5169.47 FALSE
5 1 7216 FALSE 4/20/2013 Lolly's Place $24.18 FALSE
7] 1 ATM FALSE 4/23/2013 Cash withdrawal 5120.00 FALSE
7 1FT FALSE 4/23/2013 Transfer to savings $300.00 FALSE
3 1 7217 FALSE 4/26/2013 Basket World $42.69 FALSE
g 1 AD TRUE 4/29/2013 Interest 50.89 FALSE

10
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Solution

1. Ensure that Checking Transactions.xlsx is closed.

Open the database.

On the Import & Link group, click New Data Source > From File > Excel.
Click Browse and navigate to the location of Checking Transactions.xlsx.

Highlight the file name and click Open.

AN

Select Append a copy of the records to the table and then select “Transactions” from the
drop-down list.

Get External Data - Excel Spreadsheet

Select the source and destination of the data

Specify the source of the definition of the objects,

Eile name: | ciyUsers\Tracy Work\Desktop'ACC2019.2_noprint\ClassFiles\2019-Tables_Advanced\Exercises Browse...

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

We will not import table relationships, calculated columns, validation rules, default values, and columns of certain legacy data types
such as OLE Object.

Search for “Import” in Access 2016 Help for more information.

O Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the spedfied table already exists, Access might overwrite its
cantents with the imported data. Changes made to the source data will not be reflected in the database.

@ Append a copy of the records to the table: i nsactions

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it.
Changes made to the source data will not be reflected in the database.

O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will
be reflected in the linked table. However, the source data cannot be changed from within Access,

Conce

7. Click OK.
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8.

=

Import Spreadsheet Wizard

Microsoft Access can use your column headings as field names for your table. Does the first
row specified contain column headings?

£

Account ID |[Code |[Credit |[TransDate [Description Amount Cleared
lip RD ] 4/16/2013 Payroll deposit £1,095.62 FALSE A
|12 p DC Ho 4/16/2013 Main Street Market [134.51 FALSE
13 7215 Mo 4/18/2013 EPARC Electric F169.47 FALSE
il 7216 No 4/20/2013 Lolly's Place F24.18 FALSE
5 RTM Mo 4/23/2013 Cash withdrawal £120.00 FALSE
|6 A FT Mo 4/23/2013 [ransfer to savings F300.00 FALSE
|7 p 7217 Mo 4/26/2013 Pasket World F42.69 FALSE
Bl 8] Hes 4/29/2013 [[nteraat 50.89 FARLSE
|9 |
0]
121
W
< >
Cancel B Next > Finish
Click Next >.
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3 Import Spreadsheet Wizard B

That's all the information the wizard needs to impart your data.

[] would like a wizard to analyze my table after importing the data.

T | ces | e

2 CJ
9.  Click Finish. You are promp whether tosave the i import steps for reuse.

10. Click Close.

11. Open the Transactions table to see your results.

I Transactions ®
Trans 1D -"mnu-| Code - Credit - Date - Desoription - Amount - Memo - Cleared - | Clio

|| 1 1AD ! 4/1/2013 Payroll deposit $1,095.62 i
_ ] 10C 0 4/2/2013 Main Street Market S117.34 Groceries )
| 3 17214 0 4/7/2013 Charlottesville MUD $74.15 Water bill ]
[l 4 1FT a 4/10/2013 Transfer to savings $500.00 C4
o 5 1ATM O 4/10/2013 Cash withdrawal §120.00 it
| & 1 AD = 4/14/2013 US Dept of Treasury §372.56 Taxrefund O
Bl 5 1AD 4/16/2013 Payroll deposit $1,095.62 a

36 1DC O 4/16/2013 Main Street Market 513451 a
ol 37 17215 ] 4/18/2013 SPARC Electric 5169.47 a
| 38 17216 O 4/20/2013 Lolly's Place $24.18 O

19 1 AT™M m] 4/23/2013 Cash withdrawal $120.00 O
_ a0 1FT O 4/23{2013 Transfer to savings 5300.00 O
ol a1 17217 O 4/26/2013 Basket World $42.69 a

42 1AD 4/29/2013 Interest 50.89 a
* (New) ] 50.00 ]
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3.5. Exporting Data

In the introductory course, we mentioned that an advantage of Excel over Access is Excel’s rich reporting

and charting capabilities. Access’s export feature lets us take advantage of this feature by making it easy

to put our data in Excel format.

To export data from an Access table or query to an Excel worksheet: Files are found in Tables_Ad

vanced/Demos/Demo - My Music Collection - Exporting Data.accdb folder.

1.
2.

3.

Open the database.

Open the table or query with the data you want to export.

| j Titles-Artists-Formats

Title -

Right On

| Got a Name

Smetana: Moldau, Overtures
A Hard Day's Night

The White Album

| Remember Yesterday
Rachmaninov Piano Concerto 1 & 3
Just a Dream

Music of the Night

King of Swing!

Pirates of Penzance

Skyfall

Blown Away

Bad Hair Day

Face the Music

Crazy Love

Sleepless in Seattle

The Mikado

It Might As Well Be Swing

Artist -
Count Basie and His Orchestra
Jim Croce
Cleveland Orchestra
Beatles
Beatles

Donna Summer

Cleveland Orchestra

Carrie Underwood

Alfie Boe

Count Basie and His Orchestra
D'Oyly Carte Opera Company
Adele

Carrie Underwood

Weird Al Yankovic

Electric Light Orchestra
Michael Bublé

Harry Connick, Jr.

D'Oyly Carte Opera Company
Count Basie

Format -

78
B-tr
33
33
CcD
Cass
CcD
MP3
MP3
CD
33
MP3
MP3
CD

Cassette

MP3
cD
33
33

On the External Data tab in the Export group, click Excel. The Export - Excel Spreadsheet

wizard starts.
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Export - Excel Spreadsheet

Select the destination for the data you want to export ‘W '

Specify the destination file name and format.

Eile name: | C\Users\Tracy Work\Desktop\ACC2019.2_noprint\ClassFiles\2019-Ta bles_hdvan:ed\Demos\! Browse...

File format: | Excel Workbook (*xlsx) E||

Specfy export options.

We will not import table relationships, calculated columns, validation rules, default values, and columns of certain legacy data types
such as OLE Object.

Search for Import” in Access 2076 Help for more information.

[[] Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

Open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to expart only the selected records. This option is only available when you export formatted data and
have records selected,

L

N oS
4. Ifyou need to change the savi ocatlonqéég Browse. The File Save dialog opens.

* 4.« 2016-Tables_Ad.. » Demos v & Search Demos 2
Organize Mew folder == - 7]

s Desktop ~  Mame Date modified
7| Documents n N .03 A
Music Listing.xdsx 11/11/2015 %03 AM
4. Downloads

o Music

=| Pictures

2 Videos
i, Local Disk (C:)
—w Local Disk (Dx)

—a TOSHIBA EXT (F

File name: | itles- Artists-Formats.

Save as type: | Excel Workbook (% xlsx)

' Hide Folders
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5. Navigate to the location where you want to save the file, enter a name in the File name field,
and click Save.

6. If you want to save in a different format than the default, select the format from the File
format drop-down list.

7. Mark the Export data with formatting and layout check box.

8. Mark the Open the destination file after the export operation is complete check box.

Export - Excel Spreadsheet

Select the destination for the data you want to export

Specify the destination file name and format.

Eilename: | causers\Tracy Work\Desktop\ACC2019.2_noprint\ClassFiles\2019-Tables_Advanced\Demos) Browse...

File format: | Exeel Workbook [*xlsx) o

Specify export oplions.

We will not import table relationships, calculated columns, validation rules, default values, and columns of certain legacy data types
such as OLE Object.

Search for Import” in Access 2016 Help for more information.

El Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

[”] ‘Open the destination file after the export operation is complete.]
Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and
have records selected.

conce

9. If you choose a name already used, you may receive an additional step. If so , click Yes to
overwrite file, or No to get a chance to rename.

Microsoft Access

The file "C:\Users\Tracy Work\Desktop\ACC20159.2_noprint\ClassFiles\2019-Tables_Advanced\Demos\Titles-Artists-Formats.xdsx” already exists.

Do you want to replace the existing file?

w | ]

10. Click OK. The new workbook opens.
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H 0O

Home

- W &

Insert

i

Formulas

Data

11.

Page Layout

12. Click Close.

E21 & Fe
A B C

1 Title Artist Format
2 |Right On Count Basie and His Orchestra 78

3 |1 GotaMName Jim Croce 8-tr

4 |Smetana: Moldau, Overtures Cleveland Orchestra fa3

5 |A Hard Day's Night Beatles h3

& |The White Album Beatles CcD

7 |l Remember Yesterday Donna Summer Cass

B |Rachmaninov Piano Concerto 1 &3 Cleveland Orchestra CcD

9 |Justa Dream Carrie Underwood MP3
10 |Music of the Night Alfie Boe MP3
11 |King of Swing! Count Basie and His Orchestra CD

12 |Pirates of Penzance D'Oyly Carte Opera Company h3

13 |Skyfall Adele MP3
14 |Blown Away Carrie Underwood MP3
15 |Bad Hair Day Weird Al Yankovic CcD

16 |Face the Music Electric Light Orchestra Cassette
17 |Crazy Love Michael Bublé MP3
18 |Sleepless in Seattle Harry Connick, Jr. CcD

19 |The Mikado D'Oyly Carte Opera Company h3

20 | It Might As Well Be Swing Count Basie h3

Back in Access, you are prompted whether to save the export steps.
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= Exercise 5: Exporting Data to Excel

- .
9O ) 10 to 20 minutes
N>
In this exercise, you will export the %@a cl@'sgaﬁ of the Bank Register database found
vanced

in the ClassFiles/Tables_Ad /Exercis&s folder to an FExcel file named Current
Transactions.xlsx.
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Solution

1. Open the database.

2. Open the Transactions table in Datasheet view. On the External Data tab in the Export
group, click Excel.

File Home Create External Data Database Tools Help Fields
E==ll= =l e,
Saved Imports =2
T b, b,
N 9 SCl Sk ol L
Mew Data Saved Ex Text XML PDF E
Source~ Exports File File or XPS
Import & Link Export
H = Transactions
A“ ACCESS Ob_Je & « = . = Export to Excel spreadsheet |
rans Export selected object to an Excel
search. P worksheet in a Microsoft Excel file,
Tables -3 5 T5C
EH Accounts 3 17914
£H Transactions 4 1FT
3. Click Browse. - Q;Q’

>
4. Navigate to your ClassFiles/Tab.Lgtbféﬁc ercises folder.

G & S
5.  In the File name field, typ ﬁrren@sa’&ion&xlsx”.

AE File Save

«— - 4 « ClassFiles » 2019-Tables_Advanced » Exercises v O Search Exercises i
Organize « MNew folder == ¥
B This PC & MName ) Type Size
B 3D Objects @] Checking Transactions Microsoft Excel W... 10KB
[ Desktop 7] Current Transactions Microsoft Excel W... 10 KB
| Documents
¥ Downloads
B Music
= Pictures
B videos
2 0S(C)
- Seagate (G:)
W
File name: | Wy Current Transactions w
Save as type: | Excel Workbook ~
~ Hide Folders Taols = Cancel
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Click Save.
In the File format field, ensure that “Excel Workbook (*.xIsx)” is selected.

Mark the Export data with formatting and layout check box.

Y o N

Mark the Open the destination file after the export operation is complete check box.

Export - Excel Spreadsheet

Select the destination for the data you want to export

Specify the destination file name and format.

Eilename: | causers\Tracy Work\Desktop\ACC2019.2_noprint\ClassFiles\2019-Tables_Advanced\Exercise Browse,..

File format: | Exeel Workbook (*.xlsx) o

Specify export oplions.

We will not import table relationships, calculated columns, validation rules, default values, and columns of certain legacy data types
such as OLE Object.

Search for Import” in Access 2016 Help for more information.

El Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

[”] ‘Open the destination file after the export operation is complete.]
Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and
have records selected.

conce

10. Click OK. The new workbook opens.
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H | ] il IE"?« FE My Current Transactions - Excel

Home Insert Draw Page Layout Formulas Data Review View Developer

AB & Fe

A B C D E F
1 TransID AccountID |  Code Credit | Date |  Description | Am
2 | 1 1AD TRUE 4/1/2013 Payroll deposit g
3 | 2 1DC FALSE 4/2/2013 Main Street Market
4 | 3 1'?214 FALSE 4/7/2013 Charlottesville MUD
5 | 4 1FT FALSE 4/10/2013 Transfer to savings
6 | 5 1 ATM FALSE 4/10/2013 Cash withdrawal
7 | 6 1AD TRUE 4/14/2013 US Dept of Treasury
8 e I}
9 -
10

> S S &
N~ S

11. Back in Access, you are promptﬁ whether to save the export steps.

12. Click Close.

Conclusion

In this lesson, you learned:

e  How to import data from Excel.

e  How to export data to Excel.
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LESSON 4

Forms

Topics Covered

V] Parts of a form.
| Adding a logo and title to a form.
V] Form fields.

V] Form controls.

{b_‘\Bc)Q
Introduction x>
X C)CSQ*
In this lesson, you will learn about the%rts of a forny; how to add a logo and title to a form, to work

with form fields, and about the different controls that are available for forms.

[

4.1. Design View

Creating a form in Design view gives you maximum control over your form’s presentation and behavior.
In this lesson, we will start with a blank slate. Start by opening Forms_Advanced/Demos/Demo - My
Music Collection - Start.accdb.

To start a form in Design view, go to the Create tab in the Forms group and click Form Design. A
blank form design tab opens on the work surface.
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| T T T L T T SN T T S B U S S S SRR SR

 Detail

Name and save the form. For our demo database, we’ll name the form “Music Collection”.
Next, we need to give our form a record source. To do this, we'll create a query.

1. On the Create tab in the Queries group, click Query Design.

2. In the Show Table dialog box, add the Recording Formats, Artists, and Recordings and then
click Close.

In the Recordings table, double-click “Title”.
4. In the Artists table, double-click “Artist”.

5. In the Recording Formats, double-click “Format” and “Description”.
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6.

7.
8.
9.

*

Formats Recordings Artists
Format_ID Recording_ID L Artist_ID
Format Title Artist
.
Description Artist_ID
Format_ID
4
Field: |Title Artist Format w
Table: | Recordings Artists Formats Farmats
Sort:
Show:
Criteria:
on
Run the query.
i
Title Artist - Format Description -
Ekyfall Adele MP3 MP3 file
Right On Count Basie and His Orchestra 78 78 RPM vinyl record
| Got a Name Jim Croce B-tr 8-track tape
Smetana: Moldau, Overtures Cleveland Orchestra 33 33 1/3 RPM vinyl record
A Hard Day's Night Beatles 33 33 1/3 RPM vinyl record
The White Album Beatles cD Compact disc
| Remember Yesterday Donna Summer Cass Cassette tape
Rachmaninov Piano Concerto 1 &3 Count Basie and His Orchestra CD Compact disc
Just a Dream Carrie Underwood MP3 MP3 file
Music of the Night Alfie Boe MP3 MP3 file
King of Swing! Count Basie and His Orchestra CD Compact disc
Pirates of Penzance D'Oyly Carte Opera Company 33 33 1/3 RPM vinyl record

Save the query as “Recording Details”.

Return to the form in Design view.

To associate the query with the form, right-click in the design surface and select Form
Properties from the shortcut menu.

10. On the All tab from the Record Source drop-down list, select “Recording Details” or you
may use a query we created named “Titles-Artist-Formats”.
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Property Sheet x
Selection type: Form

Form W

Format| Data | Event | Other | Al

[Record Saurce Titles-Artists-Formats| s |- 3
Captian
Pop Up Mo
Modal MNa
Default View Single Form
Allow Form View Yes
Allow Datasheet View Yes
Allow Layout View Yes
Picture Type Embedded
Picture [nonej
Picture Tiling Mo
Picture Alignment Center
Picture Size Mode Clip
Width 6.1694°
Auto Center Mo
Auto Resize Yes
Fit to Screen Yes
Border Style Sizable
Record Selectors Yes v

11. Close the property sheet.

%

b\

Y

< 4.1.1. Form Sections __. _\&> _ <§2A
Forms have three main sections: header, detail, and footer. Only the detail section is required to create
a form.

\

Header
If you include the optional header section, it is visible for every record. The header section is often used

to add a logo or title to the form. The header and footer are paired, so when you add one to the form,
you add them both.

Detall

The detail section contains the data entry controls of the form. The values in the detail section change
as you move from record to record.

Footer

If you include the optional footer section, it is visible for every record.
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% 4.1.2. Adding a Header and Footer

To add header and footer sections to a form:

1.
2.

Display the form in Design view.

Right-click the design surface and select Form Header/Footer from the shortcut menu.

|J Form1

EH M & 5

s s g

Build Event...

Tab Order...
Paste
Fill/Back Color
Alternate Fill/Back C
Ruler

Grid

Page Header/Footer

|+

olor| »

Form Header/Footer

Eorm Properties

Properties

The header and footer sections are added to the design surface.
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# Form Header

|| % petait

# Form Footer

“ 4.1.3. Adding a Logo to the Header

To add a logo to the header of the form:

1. Resize the header section as needed to accommodate the logo. To do so, hover your mouse

over the lower edge of the header section until the cursor changes to +. Click and drag until
the header is an appropriate size and then release the mouse button.
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4.

& Form Header

# Detail

On the Form Design Tools: Design tab in the Header/Footer group, click Logo. The Insert
Picture dialog box opens.
S S

Navigate to and select the logo file. (b""‘:\}

A A\

[ §]
4
2

Organize - New folder

¢ Documents -

J Music g N
=/ Pictures r'lf-\_ .

il Shared Webucate

=l Subversion

B videos saxophone.gif

i«; Homegroup
| Christopher Reec
L_| Gay Reed

& Computer
s 05(C)
ca Local Disk (k)

L
File name: | saxophene.gif w | | Graphics Files (*.jpg;",jpeg™ jpe v

Tools = QK Cancel

Click OK. The logo is added to the header area.
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# Form Header

5. If necessary, click and drag the lower-right corner of the image container to resize the logo.

T T T T e N A T - T T TR T

# Form Header

6. Ifyou want to move the logo to a different position in the header, hover over the image until
P
the cursor changes to ¥ and then click and drag the logo to its new position.

7. To preview the logo, switch to Form view.

l

“* 4.1.4. Adding a Title to the Header

To add a title to the header:
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1. In Design view, on the Form Design Tools: Design tab in the Header/Footer group, click
Title. A text box is added to the header section.

R N O e e

# Form Header

2. Type the title for the form.

R T T T e N S T - T TR T

# Form Header

:(My Music Collection

3. Ifyou want to change the font, font size, font color, etc., of the title, select the Form Design
Tools: Format tab and make your selections.

I T T T T T T T - S R

& Form Header

L lEE

_H—dh"‘-.tﬂ

4. Return to the Form Design Tools: Design tab and then switch to Form view to preview your
results.
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“ 4.1.5. Adding Fields to a Form

Next, we’ll add fields to the design surface. We will add only the fields that our users need to interact

. . . . Q,
with or need to view as they input data. Q: ,\\’QD
To add fields to the form: N\

N SR

<

2. On the Form Design Tools: Design tab in the Tools group, click Add Existing Fields. The
Field List pane opens.

1. Switch to Design view.

Field List

[E show all tables

Fields available for this view:
Title

Farmat
Artist

3. Double-click a field name to add the field to the design surface. Notice that both a field label
and a data entry field are added to the design surface.
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# Form Header

1|
||| # Detail

4. Repeat step 3 for all the fields you need to add to the form.
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# Form Header

** 4.1.6. Arranging Fields on a Form

As you can tell, Access adds the fields in the order you selected them and stacks them. Presumably you
want your form to have a little more visual appeal, so you’ll want to move the fields about and resize
them.

To move a field and its label together:

1. Click the label and then press Ctrl and click the field. Both the label and field will be outlined

in orange.
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# Form Header

 Detail

P
Hover your mouse pointer over either of the objects until the cursor changes to % and then
click and drag the objects to their new location and release the mouse button.
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# Form Header

To move objects separately:

1.  Click the object you want to move.

P
2. Hover over the handle in the object’s upper left corner until the cursor changes to % and
then click and drag the object to its new position.

To resize objects independently:

1. Click the object you want to resize to select it.
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2. Hover over the object at one of the sizing handles until the icon changes to +*. There are
sizing handles (the squares on the orange outline of the object) on all four sides and on three
of the corners.

3. Click and drag to the desired size.

You can also resize multiple objects simultaneously, either fields and their labels, multiple fields, multiple

labels, or multiple fields and labels.

To resize multiple objects: :
*EQ_SDQ
ir%le while clicking each object.

1. Select the objects to resize by pressi

2. Hover over a sizing handle on any one of the objects until the icon changes to +.

3. Click and drag to the desired size.

s 4.1.7. Spacing Objects on a Form

You can control the alignment and spacing between objects on a form to give the form balance and a
professional polish.

To align objects on a form:

1. Select the objects you want to align. You can Ctrl+click to select objects or, if the objects are
contiguous, you can click and drag a rectangle around the objects.
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# Detail

 Detail

Form Design Tools Demo - My Music Collection - Start : Database- C:\Users\Tracy!\Desktop!Office2016 Update\Acce]
Arrange Farmat @ Tell me what you want to do...
select Layout e = [ |
¥ A in D-DD
select Column i ) ) oy 9(- '_-I .
| Merge  Split Split Move Maove Control  Control Anchoring  Size/ Bring  Send
select Row Vertically Horizontally ~ Up  Down  Margins - Padding - Space to Front to Back
Merge / Split Move Position 4 _'ﬂt To Grid
(B L )
e T e A SN R BRI =R Co

The fields align according to the orientation you selected.
To space the controls evenly on the form:

1. Select the controls you want to evenly space.
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2. In the Sizing & Ordering group, click Size/Space.

3. From the drop-down menu, select an appropriate option in the Spacing section of the menu.

o ||:| [ O
> € ] U
Size/f  Align Bring Send

Space~r -

Size

to Front to Back

To Fit

Teo Tallest o

To Shortest
To Grid
To Widest

To Marrowest

Spacing

&

Grid

i
Fil

o

Egual Horizontal
Increase Horizontal
Decrease Horizontal
Equal Vertical

Increase Ver

Make Vertical Spacing Equal

v/, . .
Decrease Ve| Equally distribute the selected

controls vertically across the form.

Grid
Ruler

Snap to Grid

Grouping

The space between the selected objects adjusts according to your selection.

Group

You can also resize the form itself if it is too large or too small for its objects.

To make the form shorter or longer:
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1. Hover over the lower edge of the detail section until the cursor changes to +.

# Form Header

# Form Footer

2. Click and drag the edge up or down to resize the form vertically.
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# Form Header

¥ Detail

To make the form narrower or wider: R GSQ

1. Hover over the right edge of the foWecﬁ@do) until the cursor changes to +
/,,*Ai = e S

& Form Header

# Form Footer

2. Click and drag the edge to the left or right to resize the form horizontally.
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# Form Header

# Detail

# Form Footer

You cannot resize the f%;;@@f %@%ﬁ end of its rightmost object. If an

object is preventing you ffonfTesizing ¢ desired width, resize that object first.

4.2. Formatting

You can apply formatting such as font styles, background colors, and text justification to objects on
the form. Formatting options are found on the Form Design Tools: Format tab. To apply formatting,
select the objects that you want to apply a particular type of formatting to and select the formatting
from the ribbon.

For example, to make the labels on a form bold:

1.  Select the labels.
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& Form Header

# Detail

# Form Footer

2. Click & . \QSS\

# Form Header

 Detail

# Form Footer

Instead of formatting each item individually, you may apply a Theme. A Theme includes the overall
design, colors, and fonts. They may be created, saved and therefore reused.
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Form Design Tools

Home Create External Data Database Tools i Arrange Format

A -
D nCnIors % - Aa m I—i_l ) ! . XYZ- '_l

View  Themes EaniSE

Views | In this Database Ce
» || ==
Aa 1 4 1 & !
[ ] | ] ]
Office

1 | e[|
(Aol 2R |2 2o

?Acﬂ

ﬂﬁ Browse for Themes...
. |!_'E Save Current Theme...

4.3. Tab Order and Properties

As a courtesy to your users (and yourself), it's important to set the tab order on your form so that users
progress through the screen in a logical way. Access does its best to guess the tab order and also provides
an Auto Order feature that sets the order for you.

To set the tab order on a form:
1. On the Form Design Tools: Design tab in the Tools group, click Tab Order. The Tab
Order dialog box opens.
2. In the Section list box, select the section of the form that you need to set the tab order on.

3. In the Custom Order list box, highlight a field in a position that you need to change.
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4.

5.

Section:

Custom Order:

Form Header
Detail
Form Footer

Click to select a row, or
dick and drag to select
multiple rows. Drag
selected row(s) to move
them to desired tab
order.

Title

Format

Click the selector to the left of the selecte ﬁ@%g the field to its new position in the

tab order.

Section:

Custom Order:

Farm Header

Form Footer

Click to select a row, or
dick and drag to select
multiple rows. Drag
selected row(s) to move
them to desired tab
order.

| | Auto Order
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6.  Repeat steps 3-5 until you achieve the desired order.

7. When you finish, click OK.

% 4.3.1. Setting Properties on a Form

We’ve barely scratched the surface of the items that can be managed on a form. To see all the properties
that we can work with, we need to refer to the property sheets for the form, for the sections of the form,

and for every object on a form.

The property sheets present all the available properties on one tab and also divide the properties up by

category.

Q\O'Q

Property Sheet
Selection type: Text Box
Title

W

‘Format Data | Event @ Other | Al ,

Mame

Control Source
Format
Decimal Places
Visible

Form Property Sheet

Title
Title

Auto
Yes

| Test EQrmat o PR e~

x

~

To view the property sheet for the form, right-click anywhere in the form and select Form Properties

from the shortcut menu.
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Property Sheet *

Selection type: Form

Form W

Format| Data | Event | Other | All

Record Source SELECT [ap [oe | &
Caption

Pop Up Mo

Modal MNa

Default View Single Form
Allow Form View Yes

Allow Datasheet View Yes

Allow Layout View Yes

Picture Type Embedded
Picture [none}
Picture Tiling MNa

Picture Alignment Center
Picture Size Made Clip

Width 5.3333"
Auto Center MNa

Auto Resize Yes

Fit to Screen Yes

Border Style Sizable
Record Selectars Yes
Mavigation Buttons Yes
Mavigation Caption

Dividing Lines Mo

Scroll Bars Eoth
Control Box Yes

Close Buttan Yes 7

To set a special order upon the form loading, use the Order By property. Type the field name then
use ASC or DESC to set the order.

Property Sheet *
Selection type: Form

Form W

Format, Data | Event | Other | Al

Record Source Recording Details
Recardset Type Dynaset
Fetch Defaults Yes

Filter

Filter On Load Mo

Order By armat DESC]
Order By On Load Yes

Wait for Post Processing Mo

Data Entry Mo

Allow Additions Yes

Allow Deletions Yes

Allow Edits Yes

Allow Filters Yes

Record Locks Mo Locks
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Section Property Sheet

To view the property sheet for a particular section of a form, right-click in that section and select
Properties from the shortcut menu.

Property Sheet x

Selection type: Section

Detail ¥

Format| Data | Event | Other | Al

Mame Detail

Visible Yes

Height 1.7083"

Back Color Background 1
Alternate Back Color Background 1, Dz
Special Effect Flat

Auto Height MNa

Can Grow Mo

Can Shrink MNa

Display When Always

Keep Together MNa

Force New Page MNone

Mew Row Cr Col MNane

On Click

On Dbl Click

On Mouse Down
On Mouse Up
On Mouse Maove
On Paint

Tag

Object Property Sheet

To view the property sheet for any object on the form, right-click the object and select Properties from
the shortcut menu.
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Property Sheet *

Selection type: Text Box
Title W

Format| Data | Event | Other | All

Mame Title ~
Caontral Source Title

Format

Decimal Places Auta

Visible Yes

Text Format Plain Text
Datasheet Caption

Show Date Picker For dates
Width 3.375

Height 0.2083"

Top 0.375°

Left 1.625°

Back Style Marmal

Back Color Background 1
Border Style Salid

Border Width Hairline
Barder Color Background 1
Special Effect Flat

Scroll Bars MNane

Font Name Arial [Detail)
Font Size 11

Text Align General

Font Weight Marmal

Font Underline Mo

Font ltalic Mo v

% 4.3.2. Controls

Access provides a variety of controls that you can use to customize your form. To view the list of
available controls, on the Form Design Tools: Design tab in the Controls group, click the drop-down
arrow to reveal the full list.
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= El N B B
INORE=IF R

Ig Set Control Defaults
SN Use Control Wizards
:}t ActiveX Controls
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Control Description
Text box
Aa Label
Button

[

Tab control

Ty
B
¥

ik

e

Hyperlink

dl

Web browser control

b

Navigation control

#¥Z) |Option group
’H Insert page break
EE Combo box
Chart
1 I
\ Line
Togele b
,=| oggle button
ES List box
] Rectangle
Check box

<
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Control Description

. Unbound object frame
N

m_J Attachment

Option button

Eg Subform/subreport
7 | Bound object frame @?
- S
S
Image < /.\\ QQQ )
o
il Chart

Let’s change a text box on our form to a combo box. This will allow users to select an item from a list
of items or to enter a new item.

1. Open the form in Design view.

2. Select the text box you want to change to a combo box.

3. Right-click and select Change To > Combo Box from the shortcut menu.
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4.

5.

P B - B

[BEH BRE
Format

Build Event...

Change To
Tab Order...
Cut

Copy

Paste

Layout

Align
Size

Paosition

Delete

Anchoring

Fill/Back Color |
Font/Fore Color |
Special Effect |
Conditional Formatting...
Form Properties

Properties

A Label

EE List Box

Efl ComboBox
[+

If the property sheet for the Format field is not showing, right-click in the Format field and
select Properties from the shortcut menu.

Select the Data tab on the property sheet.

LESSON 4: Forms | 135



Property Sheet *

Selection type: Combo Box

| Format |

|Format| Data | Event | Other | AN |

Control Source Format

Row Source [ne [ 1]
Row Source Type Table/Query
Bound Calumn 1

Limit To List Mo

Allow Value List Edits Yes

List [tems Edit Farm

Inherit Value List Yes

Show Only Row Source Valug No

Input Mask

Default Value
Validation Rule
Validation Text

Enabled Yes
Locked Mo
Auto Expand Yes

< @Q .

6. In the Row Source field, clic “The Q uilder starts.

+ Music Collection : Query Builder %,

= Property Sheet

Selection type: Query Properies

General
Show Table ? “ Deseription
Default View Datashest
Tables | queries | Bath Output Al Fields Mo
Top Values All
(Arists i Uriigue Walues Ne
:"-""‘5‘“3 Unigue Records No
ecordings Source Database (current)
bl Source Connect Str
Record Locks Ho Locks
Recordset Typs Dynaset
QDB Timeout &0
Filter
Order By
- Miax Records
4 | » Orientation Left-to-Right
—— Subdatasheet Name
Fisld: Link Child Fields
Table: Link Master Field?
Sort: — Subdatasheet Height [
Shawe Subdatasheet Expanded Ho
Criteria: Filtsr On Load Ho
on Order By On Load Yes
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7. In the Show Table dialog box, select the table that will serve as the source of the data in the

field and click Add.
Music C P Music Collection : Query Busiides

D

Formats

Format_ID
Format
Description

Field: || _,J

Table: (]
Sort:
Show: O O | O O

Criteria:
orn

-
4

8. Click Close.

9. Add the field that you want to usf@%@ata for the field you are editing by
double-clicking it. P O N

T i o
? Music Collection : Query Builder *

ID

Formats

Format_ID
Format
Description

Fielc: | ZEEER - []
Table: | Formats
Sort:

Show: | O O

Criteria:
on

-
1]

10. Save the query.

11. Click Close. Notice that a SQL SELECT statement is added to the Row Source field.
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Property Sheet *

Selection type: Combo Box

Format W

Format Data | Event | Other | Al

Control Source Format

Row Source SELECT Formats.Forme s | ===
Row Source Type Table/Query

Bound Calumn 1

Limit To List Mo

Allow Value List Edits Yes

List [tems Edit Farm

Inherit Yalue List Yes

Show Only Row Source Valug No

Input Mask

Default Value
Validation Rule
Validation Text

Enabled Yes
Locked MNa
Auto Expand Yes

12. In the Limit to List field, select “No”. This will allow users to select from the list but still be
able to enter their own value if they do not find an appropriate value in the list.

13. In the Allow Value List Edits field, select “No”. This will prevent users from changing the
values already in the list.
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Property Sheet *

Selection type: Combo Box

Format W

Format, Data | Event | Other | Al

Control Source Format

Row Source SELECT [Recarding Farmats].Form
Row Source Type Table/Cuery

Bound Column 1

Limit To List Mo

Allow Value List Edits Mo

List Items Edit Form | =
Inherit Walue List Yes

Show Only Row Source Valug Mo

Input Mask

Default Value
Validation Rule
Validation Text

Enabled Yes
Locked Mo
Auto Expand Yes

~T

S
14. Preview your form in Form yi \5@ ée}@'@ the drop-down list you just created,
2

that the values appear in the

L My Music Collection

Title Skyfall
Artist Adele

Format

ACE
78
45
33
Cass
8-r
CcD

Record: 4 1of12 L

-

Search
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Creation of new forms does not always have to start from scratch, or an import from an existing Access
database. We can use Application Parts for form objects. Your choices will differ as to what has been
made available to you by your installation. Below are some of the basic choices that are normally
available. These items may be customized and formatted as per usual. They just give you a head start.

[

4.4. Create Forms with Application Parts

Application Parts provide quick starts to basic forms. Customization is still available with no limits.

Dema - My Music Collection - Formatting

Harme Create External Data Database T

I | —
EE T RE &
fanasas] S e
Application  Table Table SharePoint CQuery Query  Forn
Parts - Design  Lists~ Wizard Design
Blank Forms
‘IRigLL .1'|'_... T [ .'|'.|'
— 1 Right

Single record 1 column form with ;l
Deta |2bels on the right of the fields.

==

Msghbox Tabs
Quick Start
d 82 [ &
Comments  Contacts |ssues Tasks
Users

Create > Application Parts > Choose a part.
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All Access Objects @ «

SEarc . yel
Tables 2
B Artists
E Faormats

E Recardings

B Titles-Artists-Formats

Queries &
[E] ? Make Table Titles-Artists-Formats
@ CDs by Beatles or Starts with C

@ Find duplicates for Titles-Artists-F...
@ Prompt for Format

@ Recording Details

EE Titles Artists Formats
Forms

B8] Music Collection

w

2 @ SingleQneColumnRightLabels

Double-click the new form object to open it.

== 2 p %
== I | =, e
| Descending - e - B 1 U
Wieh Pxic | Fiker Redresh i Find @ X
ks « Temriese Lot AN= X Delete Dim A e By
— St & Fibiee Reesedt Fimd Teat Formatting o
b Lets @ « | =5 SingletnedcaumnRight aseh '
re -
Form Title Sive | save&Close
2 |
i3

=
ST Make Eable Tl Grmati "
S O by Bentier oe SteAs with £

o
=P Taes At Fa
Foimm 2
B mum Coeetion
T3 sngheOneColumaRighbLabes
3. Becoid W 1gd1 H W ha Fater | |Semich

You may now use the form or edit any aspects.

[

4.5. Creating a Subform

When you want to show a One-to-Many type of data, you may use a Subform to represent the Many
side of the Main forms topic. Start by working in Design View, and choose Controls >
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Subform/Subreport from the Controls group on the Design tab. Open Forms_Advanced/Demos/Demo
- My Music Collection - SubForm.accdb.

Demao - My Music Collection - SubFarm : Dat... Form Design Tools
Home Create External Data Database Tools i Arrange Format
D 2] Themes - lT D el Logo DD = |:|:||2
View n Colors~ Co:trols Insert O ite Add Existing Property i‘: ”
- [A] Fonts - *  Image~ 5 Date and Time Fields Sheet  Order &

Views Themes % - A I_i-l Tools
a [=]
All Access Oby
XYZ’H Sz A

Search.
Tables
EH  Artists
'j Faormats

'j Recardings

'j Titles-Artists-Formal I:l KY

Queries
Y Make Table Titles-Al Subform/Subreport

EE CDs by Beatles or 5 |2 #N| Use Control Wizards
~
EH Find duplicates for| < ActiveX Centrols

@ Prampt for Format ‘

<< T
- »/
Draw in the subform and wait for the wizard to appear.

@ Recarding Details

S5 Arti sts x

# Form Header

# Form Footer

If you do not get a wizard, you may need to make sure it is active.
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N Iogo £=s

Add Existing
Fields

™ Title

Controls Insert E:%
g Date and Time

- Image

s @b Ag [ [T

=
N

g
Ll
1

= [ | =[]

— . I I [ ] [~]

(V] aa | @

rXYZ— _‘

a a0
FFE Set Control Defaults | s
;-;_:‘_\ Use Control Wizards
_:;( ActiveX Contrals

If you get a warning, Click Open.

@ A potential security concern has been identified.

Warning: It is not possible to determine that this content
came from a trustworthy source. You should leave this
content disabled unless the content provides critical
functionality and you trust its source.

File Path: | C\PROGRAM FILES\MICROSOFT OFFICE 2016
\OFFICE16\ACOWIZACWETOOL ACCDE

This file might contain unsafe content that could harm
your computer, Do you want to open this file or cancel
the operation?

More information

Open | | Cancel

Choose to use an existing object. Click Next.

LESSON 4: Forms | 143



You can use an existing form to create your subform or subreport, or
create your own using tables and/or queries.

What data would you like to use for your subform or subreport?

{@)Lise existing Tabies and fiueries

(_)Use an existing form

Music Collection
SingleOneColumnRightLabels

Finish

Choose the object and the individual fields from that o@@ck Next.

Which fields would you like to indude on the subform or subrepart?

You can choose fields from mare than one table and/for query.
Tables/Queries

|Tab|e: Recordings EI

Available Fields: Selected Fields:

Recording_ID Artist_ID

[ ||

Choose the connection to use as the link between records. If you do not have a connection, note that
Access may either have an error, or show all the the subform source for each record. It is best to have
a link on order to maintain the One-to-Many relationship. Click Next.
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Would you like to define which fields link your main form to this
subform yourself, or choose from the list below?

(®)Choose from a list. (") Define my own.

Show Recordings for each record in Artists using Artist_ID

Name the subform. Click Finish. - (_')Q,

What name would you like for your subform or subreport?

Lecordings subform

Those are all the answers the wizard needs to create your subform
or subreport,

Your subform is now ready to format, edit, adjust upon the main form. They are easy to customize
and adjust as any other form. The main difference is that it pulls related data into the main form for

display.
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=g Artists %

e T T T R T BT SRS BT SEPTRR T IR - SR SO

# Form Header

# Detail

Artist_ID

ToallaToL as

# Form Header
# Detail

|\ Artist_ID

# Form Footer

This is how your form may look. Notice that we see WS related to artist number 1.
| S2] Artists
Artists

»
Arfist_ID i
Artist Count Basie and His Orchestra
Recordinas subform
Artist_ID - Title =
1 Right On
1 King of Swing!
* ]
Record: W 1of2 P M Search
Record: M 1of9 LI (I Search
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=] Exercise 6: Creating Forms
™ 25 to 60 minutes

In this exercise, you will create a form called “Enter Transactions” from the Transactions table of the

Bank Register database. You can find the database in the ClassFiles\Forms_Advanced\Exercises

folder.

1.

AN A T

.\1

10.

Create a query with the following fields: Credit, Account_ID, Code, TransDate, Description,
Amount, Memo, Cleared, and AccountNumber. Name the query “Bank Transactions”.

Change the background color of the form.

Inasmuch as possible, lay out the form 1@@?1( Resize the fields as needed.
Change the font on all obje @.&@T C) Q

Change the labels to bold.

Change the label on the Description field to “Payee or Description”. Change the label on the
Code field to “ID”.

Replace the Account ID field with the AccountNumber field from the Accounts table.

Change the Account field to a combo box with the account numbers in the drop-down list.
Limit the list to the account numbers already in the list and default to the checking account
number.

Change the Code field to a combo box with a lookup.

Set the tab order.

LESSON 4: Forms | 147



Solution

To create the query:

1. Open the database.
2. On the Create tab in the Queries group, click Query Design.

3. In the Show Table dialog box, double-click “Transactions” and “Accounts” and then click
Add.

4. Click Close.

Accounts Tranzactions

7 A ? TransiD
ccount_|D —\\2
RoutingMumber Account_ID

AccountMumber Code
AccountName Credit
TransDate -
-
1 »
Field: ¥
Table:
Sort:
Showe |:| |:| D |:| D
Criteria:
ar:
1 4

5. In the Transactions table, double-click to add the Credit, Account_ID, Code, TransDate,
Description, Amount, Memo, and Cleared fields to the query design grid.

6. Inthe Accounts table, double-click to add the AccountNumber field to the query design grid.
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7.

8.
9.

Save the query as "Bank Transactions".

Close the query.

To create the form:

1.

On the Create tab in the Forms group, click Form Design.

Credit Agcound D TrarsDate Code Description Amount Mame Cleared AccourtMumber =
Transactions Agcounts Transactions Transactions Transactions Transactons Transadtions Transactions Accounts
M = i &l # T/ T} T i
[4] 3
Run the query.
Credit = | Account 1D - Date - Code Description = Amount - Memo - Cleared - Account Nur -

=] 1 4{1/2013 AD Payroll deposit 51,095.62 006400315678
[m] 1 4/2f2013 DC Main Street Market 5117.34 Groceries ¥ 006400315678
| 1 472013 7214 Charlottesville MUD 574,19  Water bill O 0064003 L5678
O 1 4/10/2013 FT Transfer to savings 500.00 v 006400315678
| 1 4/10/2013 ATM Cash withdrawal 5120.00 | 006400315673
=] 1 4/14/2013 AD US Dept of Treasury 4372.96 Taxrefund O 006400315678
Tl 1 4/16/2013 AD Payroll deposit $1,095.62 O 006400315678
[} 1 4/16/2013 DC Main Street Market $134.51 O 006400315678
O 1 4/18/2013 7215 SPARC Electric $169.47 O 006400315678
(] 1 4/20/2013 7216 Lolly's Place $24.18 O 006400315678
O 1 4/23/3013 ATM Cash withdrawal $120.00 O 006400315678
O 1 4/23/2013 FT Transfer to savings 5300.00 O 006400315678
| 1 4/26{2013 7217 Basket World S42.69 O 006400315678
5| 1 4/29/2013 AD Interest 50.89 O 006400315678

) [u] [Mew) [w]
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| = Form1 x

I e L L e N - T
# Detail

2. Save the form as "Enter Transactions". ,*\\’GS/Q

-

3. Right-click the design surface and Wm/P@éges.

N\~ O
4. From the Record Source A@Bwn list,@l@%ﬁe Bank Transactions query.

Property Sheet *
Selection type: Form
Form Y]
Format Data | Event | Other | Al
Record Source Bank Transactions L
FECOTO e T L= i
Fetch Defaults Yes
Filter
Filter On Load Mo
Order By
Order By On Load Yes
‘Wait for Post Processing MNa
Data Entry Mo
Allow Additions Yes
Allow Deletions Yes
Allow Edits Yes
Allow Filters Yes
Record Locks Mo Locks
ot S ] L e T, S P

5.  Close the property sheet.
6. On the Form Design Tools: Design tab in the Tools group, click Add Existing Fields.
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7.

8.
9.

Field List
[ showall tables

Fields available for this view:
Credit
Account_ ID
TransDate
Caode
Description
Amount
Memao
Cleared
AccountMumber

Double-click "Account_ID“, "Code”, ”Credit®, ” 1
"Memo*“, and "Cleared" to add the fields t%“&)@n design surface.
. S N

My

sDate®, "Description, ’Amount”,

ﬂ Transaction Enftry

TransDate

Description

Amount £oee

Memo

Close the field list.

b

—= Field List

= Show all tables

Fields available for this view:

Credit
Account_ID
TransDate

Code
Description
Amount

Memo

Cleared
AccountNumber

To change the background color of the detail section, right-click in the Detail section and

select Properties from the drop-down menu.
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Property Sheet x

Selection type: Section

Detail ¥l

Format | Data | Event | Other | Al

Visible Yes

Height 5.25°

Back Caolor Background 1 |
Alternate Back Color Background 1, Darker 5%
Special Effect Flat

Auto Height Yes

Can Grow Mo

Can Shrink Mo

Display When Always

Keep Together Mo

Farce Mew Page Mone

Mew Row Or Col Maone

10. In the Back Color field, click . The color palette opens.
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Property Sheet 2

Selection type: Sedtion

Detail W

Format | Data | Event | Other | Al

Visible Yes
Height 5.25"
Back Colar i
Alternate Back Caolar
Special Effect

Auto Height Theme Colors

Can Grou H EEEENEN
Can Shrink

Display When

Keep Together

Force Mew Page IIIIIIIIII
Mew Row Or Col
Standard Colors
H EEEEER

Automatic

Recent Colors

f‘f Muore Colors...

11. Select a color for the background.

12. Close the property sheet.
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13. Drag the fields to the desired positions on the form.

14. Consider moving the labels closer to the data entry fields.
15. Lengthen and shorten fields as needed.

16. Use the alignment tools as needed.

17. Preview the form in Form view occasionally to admire your results. (Your results may vary
from the example.)
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| :__=-| Transaction Entrj; X

b e
Credit
Account ID !
Code [AD Date 4/1/2013

Description |Payroll deposit Amount $1,095.62

Memo [#] Cleared
Record: M 1of 14 LI Search

o >

a@es of the form to resize it.

18. In Design view, click and dré%@m 7
< 5 )l
I T T L S e T T T
# Detail

:{Account_ID

Description
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19. To set the font and font size, select all the objects in the form. (You can use Ctrl+A to do
this.)

L T e - I T I L e A

# Detail

HAccount_ID

20. On the Form Design Tools: Format tab in the Font group, select “Arial” and “10”.
21. Select each of the labels. You will probably need to use Ctrl+click to select them all.
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22.

# Detail

Account 1D

T T T

# Detail
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23. To change the label on the Description field, right-click the label and select Properties from
the shortcut menu.

24. On the Format tab in the Caption field, type “Payee or Description”.

Property Sheet x

Selection type: Label
Labeld ¥l

Format | Data | Event | Other | Al

Visible

Width 0.7917

Height 0.2188°

Top 1.2646°

Left 0.1667"

Back Style Transparent

Back Calor Background 1
Border Style Transparent
Border Width Hairline

Border Color Text 1, Lighter 50%
Special Effect Flat

Font Mame Arial

Font Size 10

Text Align General

Font Weight Bold

Fant Underline Mao

Font Italic Mo

Fare Color Text 1, Lighter 50%
Line Spacing o

Gridline Style Top Transparent
Gridline Style Bottom Transparent
Gridline Style Left Transparent
Gridling Stule Rinht Tranznarent e

25. Select the Code label on the design surface. Notice that the property sheet changes to the
sheet for the Code label.

26. In the Caption field, type “ID”.
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Property Sheet x

Selection type: Label
Labell ¥l

Format | Data | Event | Other | Al

Caption A

Visible v}
Width 0.3854°

Height 0.2188°

Top 0.9542

Left 2,7083

Back Style Transparent

Back Calor Background 1
Border Style Transparent
Border Width Hairline

Border Color Text 1, Lighter 50%
Special Effect Flat

Font Mame Arial

Font Size 10

Text Align General

Font Weight Bold

Fant Underline Mao

Font Italic Mo

Fare Color Text 1, Lighter 50%
Line Spacing o

Gridline Style Top Transparent
Gridline Style Bottom Transparent
Gridline Style Left Transparent
Gridling Stule Rinht Tranznarent e

27. Close the property sheet.

28. Preview your form in Form view. Notice that the entire “Payee or Description” label does not
show and there’s a bigger gap now between the ID label and its field object.
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»
Credit
Account ID |:ﬂ|
(0 Yo ] o
‘Payee or De pf,m” deposit | Amount
Memo | | [+ Cleared
Record: M 1of 14 L Search

29. Tweak the layout to show the complete labels and to improve spacing.
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| :__=-| Transaction Entrj; X

30.
31.

32.
33.

4
Credit
Account ID [
1D AD Date 41142013
Payee or Description (Payroll deposit Amount $1,095.62
Memo [#/]Cleared
Record: M Tof14 |k H } Search
S
To remove the Account_IDAficl f@cbt él)@%ﬁkld objects and press Delete.

To add the AccountNumber fgd, on the Form Design Tools: Design tab in the Tools
group, click Add Existing Fields.

In the Field List, double-click AccountNumber. The field is added on the design surface.
Close the field list.

I L T T T T S R T R - S

 Detail

s
Account

“[TransDate

BaErraiaasir:

ription: Description
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34. Move the AccountNumber field to the desired location and tweak as needed. (Don’t forget
to make the label bold.)

35. To change the AccountNumber field to a combo box, in Design view select the
AccountNumber field object, right-click, and select Change To > Combo Box from the

shortcut menu.
36. With the AccountNumber field object still selected, click Property Sheet.
37. Select the Data tab.
38. In the Row Source field, click [=-l. The Query Builder opens.

Transaction Entry : Query Builder b 4
= Property Sheet e
Selection type: Query Properties
General
Description
Default View Datasheet "
Cutput Al Fields Na
Show Table ? h B
es Na
= ards Na
ables | Quenies | Bath base [cwrrent)
§ nect Str
fﬁ%ﬂ!ﬁons ] L No Loda
Undeared Transactions pe Dynaset
hut &0
4 Left-to-Right
- et Name
- elds
Tavle v Fieids
Sort et Height
Showe | i r;Erpandfd :0
Criteria: » _
or 1 Load Ves
) Add Close

39. Highlight "Accounts” in the Show Table dialog box and click Add.
40. Click Close.

41. In the table, double-click AccountNumber to add the field to the query.
42. Click Close > Close.

43. In the property sheet, in the Limit to List field, select “Yes”.

44. In the Allow Value List Edits field, select “No”.
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Property Sheet x

Selection type: Combo Box

AccountMumber ¥l

Format, Data | Event | Other | Al

Control Source AccountMumber

Row Source SELECT Accounts.AccountM | -
Row Source Type Table/Cuery

Bound Column 1

Limit To List Yes

Allow Value List Edits Mo

List Items Edit Form

Inherit Walue List Yes

Show Only Row Source Valug No

Input Mask

Default Value
Validation Rule
Validation Text

Enabled Yes
Locked Mo
Auto Expand Yes

45. In the Default Value field, type “006400315678”. (This is not a very robust way to handle
the default value. Account numbers can change, so it would be better to make the default
value depend on the Account ID which should never change.)
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Property Sheet x
Selection type: Combo Box

AccountMumber ¥l

Format, Data | Event | Other | Al

Control Source AccountMumber
Row Source SELECT Accounts.AccountMumber
Row Source Type Table/Cuery
Bound Column 1

Limit To List Yes

Allow Value List Edits Mo

List Items Edit Form

Inherit Walue List Yes

Show Only Row Source Valug No

Input Mask

Default Value "006400315678"

Validation Rule
Validation Text

Enabled Yes
Locked Mo
Auto Expand Yes

46. Close the property sheet.
47. Right-click the Code field object and select Change To > Combo Box.
48. In the ribbon, click Property Sheet.

49. This time, we’ll create a value list for users to select from. We’ll make the list available to users,

but give them the ability to enter other values. From the Row Source Type drop-down list,
select “Value List”.

50. In the Row Source field, click [-l. The Edit List Items dialog box opens.
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Edit List Items

Type each item on a separate line:

» Il

Default Value: |

51. Type values in the dialog box, putting eag‘@o”n)a separate line.

Q‘
>
/©’

AD

Edit List Items

Type each item on a separate line:

?

DC
ATM
FT

Default Value: |

52. When you finish, click OK.
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Property Sheet x
Selection type: Combo Box

Code ¥l

Format, Data | Event | Other | Al

Control Source Cade

Row Source IAD';'DC';'ATM';'FF'
Row Source Type Value List

Bound Column 1

Limit To List Mo

Allow Value List Edits Yes

List Items Edit Form

Inherit Walue List Yes

Show Only Row Source Valug No

Input Mask

Default Value
Validation Rule
Validation Text

Enabled Yes
Locked Mo
Auto Expand Yes

53. Close the property sheet.
54. On the Form Design Tools: Design tab in the Tools group, click Tab Order.

55. Drag the items in the tab order to the desired positions.
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Tab Order ?

Section: Custom Order:

Detail Credit
AccountMumber
Code
TransDate
Description

Amount
Memo
Cleared

Click to select a row, or
dick and drag to select
multiple rows. Drag
selected row(s) to move
them to desired tab
order.

Cancel Auto Order

56. When you finish, click OK.

57. Preview your form in Form view.
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| :__=-| Transaction Entrj; X

[
Account Number (005400315673 w 1D AD v Date 4172013
Payee or Description (Payroll deposit Amount $1,095.62
Memo [#/Cleared

Record: M 1of 14 L3 Search

4.6. Alter a Form

Forms may be altered in a variety of ways that can help you to customize any process.

% 4.6.1. Delete Forms

Once a form has served its purpose, you will want to delete it in order to keep your database efficient.
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Forms ® «
Search. 2

. SingleCneColumnRinkt!l akhale
m3 Open

E5 Layout View
‘L‘é Design View

Export 2
=[ Rename

Hide in this Group

Delete

X Cut
EE

Copy

1.
Do you want to permanently delete the form 'SingleOneColumnRightLabels?
If you click Yes, you won't be able to undo the deletion.
| | Mo
2.

Confirm the action.

** 4.6.2. Remove Form Controls

Controls may need to be removed from the various sections of the form. When doing this, the data

will not be affected, and the control may be added back at any time.
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=8| Music Collection %,

T - B T e B S T R R

# Form Header

Format

|| # Form Footer

1.
Select the control to remove. Tap the Dele;%? -
wAaNETT T«
|?_§| Music Collection
| T T T T T T T S T T S R S SR SRR S SR SRR SRR
# Form Header
I Arfist
1 m
# Form Footer
2.

The control is removed.
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% 4.6.3. Format a Form

Q Tell me...

Dema - My Music Collection - SubForm : Dat... Form Design Tools
Home Create External Data Database Tools i Arrange Format
D 4] Themes ~ lr Il Logo DD — DEEDQ =
View n Colors Co:trols Insert [ ite Add Existing Pr;;rty ilb Ef‘
- [A] Fonts - - Ima-ge &%, Date and Time Fields Sheet  Order a3
Views Themes Controls Header / Footer Tools

There are many options available on the three tabs.

Format Print Layouts

Forms may be printed at anytime. To view and adjust the layout, choose File > Print.

New
Open
Save

Save As

Print

Close

File > Print.
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Print

© Quick Print

[
H;F Send the object directly to the default printer without
making changes.

Print

-]
H;# Select a printer, number of copies, and other printing
options before printing.

Print Preview
IZE}\ Preview and make changes to pages before printing.

Print Preview.

Print Preview
% IE @ T (i DLandscape Q [£] One Page % & a

- = - g == Columns EIE Two Pages PR o .

rint izZe argins Print Data Onl ortra|t \efresh ce et ase Print
- - Y [ Page Setup ™ [ More Pages~ 4 File '™ 7  Preview

Print Page Size Page L_ayout Zoom Data Close Preview

The Print Preview Ribbor%ﬁles mans;kglces in how the form will be printed.

Change Margins

Print Preview @ Tell me what you want to do...
q;#u Hj @ Show Margins D £ Lands«

== Columr

Print Size Margins Print Data Only Partrait

- - [.:,,PEQES
Print Normal ut
| Top: 073" Bottom: 0.73"
All Acces: Left 035"  Right 035" —
Search.
Wide
Tables Top: 1" Bottorm: 1"
B Artists Left: 0.75" Right:  0.73"
E Formats
Marrow
B Recording Top: 025"  Bottom:0.25"
BH Tittes-artis Left: 025"  Right 025"
Queries o

Margins can affect how much of the form will fit on a single page.
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Insert Backgrounds and Images

Images may help convey a message. By branding a set of forms with a logo or image will help to
categorize and maintain a uniform look.

H oS-

Dema - My Music Collection - SubForm : Dat... Form Design Toals
File Home Create External Data Database Tools Design Arrange Format Tell me...
“ Recordings suk = ¥ Formatting D '.&0‘
EﬁSeIect..ﬂ.Il B I U A T === % % *+ S5 Background Alternate e
o ' S Image= Row Color- Formatting ~
Selection Font Mumber Image Gallery
i ® « || 2 Artist, el el
AH ACCESS ObJECtS 1 1.3z OutlookSearchMagnifyin.. 1_OutlockSearchMagnify...
searcfi. Browse
# Form Header 2 3
Tables % [« r .
| e T
=
= /
Format > Background Image >Br9&; =\
, i\’ / ii\ i) vl
(e = t L @ ClassFiles » Forms_Advanced + Demos v ' s
Coganize = Plew dnider - i 8
s TOSHIBAEXT (E) * [ ]
s RECOVERY (F) 7 g
& Carbonite Backup [ {}K
B Netwerk :
& READVSHARE m’;"mﬂ'
% TE-TABLET
% TB-WEBUCATOR
B Control Panel
< trash
- AlOess
kp
File namas | janopbean.gf v | Web-Ready image Fles Cjpg” v
Tooks = | o || Conce
2.

Choose the proper image.
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=8| Music Collection %,

2 My Music Collection

Title Right On
| .

Artist Count Basie and His Orchestra

T

fus L3
Format 7a v @

3. .
SO\
The image is now placed in @@)’flﬁ 3 f@Q N
@/ =3
Conclusion

In this lesson, you learned:

e  About the parts of a form.

e  How to add objects to a form.

e How to add, move, format, and order fields on a form.
e  About the controls available for forms.

e  To work with form properties, section properties, and object properties.
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LESSON 5

Reports

Topics Covered

| Creating reports in Design view.

%| Report sections.

V] Report fields.

| Moving, resizing, and formatting report objects.
| Manipulating headers and footers.

] Grouping and sorting report records.

] Property sheets. fb%@'g
- &
Introduction S SO

In this lesson, you will learn to create reports in Design view. In doing so, you will learn about the
sections of a report, to add fields to a report, to move, resize, and format the objects on a report, to

manipulate the page header/footer, the report header/footer, and group headers/footers, to group and
sort records, and to work with report, section, and object property sheets.

[]

5.1. Design View

Many of the techniques we learned in the forms lesson will apply as we learn to design reports. In
particular, the methods for moving, resizing, and formatting objects are identical.

As with forms, Design view gives you the maximum control over the aesthetics and performance of
your reports. Files are located Reports_Advanced/Demos/Demo - My Music Collection -
Start.accdb.

To start a report in Design view, go to the Create tab in the Reports group and click Report Design.
A blank design tab opens on the work surface.
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# Detail

Name and save the form. (We'll name the report “Music List”.)

Next, we need to give our report a record source. To do this we’ll use the “Record Details” query that
we created in the forms lesson.

1. To associate the query with the report, right-click in the design surface and select Report
Properties from the shortcut menu.

2. From the Record Source drop-down list, select “Recording Details”.
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Property Sheet x
Selection type: Report

Report W

Format Data | Event | Other | Al
(Record Saurce Recording Details v] )
Fifter

Filter On Load Mo

Order By

Order By On Load Yes

Allow Filters Yes

3.  Close the property sheet.
property pe

You may make a copy of a report that you have made, assuming you like the layout and formatting
and then change the source as a shortcut way to reuse existing reports. If you have different field
names, those will need to be added, modified, or deleted in the report to match the new source.

5.2. Report Sections

Reports have three standard sections: page header, detail, and page footer. In addition, you can add
group header/footer and report header/footer sections.

+ 5.2.1. Report Header

If you include the optional report header section, it is visible on the first page of the report only. You
can use it for report information that only needs to appear once on the report such as a logo, title, and
date. The report header and footer are paired, so when you add one to the form, you add them both.
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% 5.2.2. Page Header

The page header section appears at the top of each page of the report. For a tabular report, the page
header is a good place for column headings.

% 5.2.3. Group Header

If you group the data in your report, Access adds a group header section that is visible before each new
grouping on the report. You can use it to print the group name for each grouping on the report. There
can be multiple group headers on the report depending on how many grouping levels you include.

% 5.2.4. Detall

The detail section contains one record for each row in the record set. This is the main section of the
report.

*+ 5.2.5. Group Footer

If you include group totals on a report, the group foare fon appears at the end of each grouping
on the report. The group footer typically sho mary jnfdrmation for each group. There can be

multiple group footers on a report CL@Q @%muping levels you include.

*+ 5.2.6. Page Footer

The page footer appears at the bottom of each page of a report. The page footer usually contains page
numbers.

¢ 5.2.7. Report Footer

If you include the optional report footer section, it appears once at the end of the report. The report
footer contains summary information for the entire report. For example, the report footer might be
used to show report grand totals.

% 5.2.8. Adding a Report Header/Footer

To add report header/footer sections to a report:

1. Display the report in Design view.

2. Right-click the design surface and select Report Header/Footer from the shortcut menu.
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|ERepDrt1
L T T R S R

The report header and foo@

Eﬂ Report1

# Page Header

Build Event.

Sorting and Grouping
= Tab Order...

Paste

Fill/Back Color

Alternate Fill/Back Color | 3

Ruler

Grid

Page Header/Footer

Report Header/Footer

WD ranarbicr

=
ded t@gé?gn surface.

N N

& Report Header

# Page Header

" # Detail

+ 5.2.9. Adding a Logo to the Report Header

To add a logo to the report header:

1.

Resize the header section as needed to accommodate the logo.
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& Report Header

# Page Header

2. On the Report Design Tools: Design tab in the Header/Footer group, click Logo.

3. Navigate to and select the logo file.

(Ag] Insert Picture Ex
€ * 1 » Computer » OS(C:) » Webucator » Access2013.2 v G Search Access 2013.2 P
Organize » Mew folder - 17}

Registry Key Ba #

&

Ringtones _||I.. o
Robin \ \y '.
Scanned Image %}"-
Scanned Photo o/

Silly Songs globe.gif saxophone.gif

Suze Orman Be
System Recove
System Voluma
Temp

Time Lapse Fat
Users
Webucator

Webucator Con ,

File name:  saxophone.gif v | | Graphics Files (" jpo;".jpeq” jpe *

Tools = QK Cancel

4. Click OK. The logo is added to the report header area.

5.  Move and resize the logo as needed.
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# Report Header
- |.£d::,

6.  Switch to Print Preview to preview the logo.

= )
>

R
L e

Ly |

N & . N
7. When you finish, click Cl(&n Previg)./

% 5.2.10. Adding a Title to the Report Header

To add a title to the report header:

1. In Design view, on the Report Design Tools: Design tab in the Header/Footer group, click
Title.

# Report Header

# Detail

2. Type the title for the report.
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# Report Header

# Detail

3.
# Report Header
- # Page Header
" #pemi
/‘,
4. Return to the Report Dee81gn Tool t@ n switch to Print Preview to preview

the report. @

e,

é‘*f My Personal Discography

Lo

5. When you finish previewing the report, click Close Print Preview.

% 5.2.11. Adding Fields to a Report

Next, we'll add some content to the report by adding fields to the design surface.
To add fields to the report:

1. On the Report Design Tools: Design tab in the Tools group, click Add Existing Fields.
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2. In the Field List pane, double-click the field names you need to add them to the design
surface.

Field List x
[E show all tables
Fields available for this view:

Title

Artist

Format

Description

MMM%HU

T T T T T R R IR R

& Report Header

: E [ Title
'  Artist

Format

Description

++ 5.2.12. Add Calculated Fields

When the data you need is not directly available in the field list, then you must create a calculated field
(formula) to display the data wanted. Continue using the file Reports_Advanced/Demos/Demo -
My Music Collection - Start.accdb.

1.  Open RPT_Contacts in Design View. Insert a Text Box for the Calculated Field. Design >
Controls > Text Box.
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External Data Database Tools Design

1p & Sort T il=l Lage
Is ! D [ Title

Contrals Insert Page
+ Details = Image~  MNurmbers r‘ Date

5 (o) Aa =1 [

T --2eg§JIXTE:¢BDx EEII

g & Totals

2.  Enter the formula into the Data Tab > Control Source area.

. .
RPT_Contacts %,

[ *

Fo e e

Property Sheet

Selection type: Text Box

fReport Header

|Text55

|

Caontral Source

Format Data Event Other Al

=[FirstMame] & " * & [LastMName]

Text Format Plain Text
Running Sum MNa
# Detail Input Mask
- | Enabled Yes
ContactlD n=[FirstName] & " " & [LastName] IE
3. The finished report may look similar to this.
' RPT Contacts\,
Contacts
Contact ID Address

1| |Gec|rge Ruth

|| 1895 26th Ave

2| |Giuseppe DiMaggio

|| 1914 Clipper St

|| 14 Houston Pkwe

4| |Henr\rAaron

||44Hammer Ln

|
|
| 3| |Christina Ensberg
|
|

5| |Lauren Holland

||4545 Kaline Blvd
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5.3. Arranging Fields on a Report

As with forms, Access adds the fields in the order you selected them and stacks them. For this reporrt,
we want a tabular layout, so we’ll adjust the layout accordingly.

The same techniques for moving and resizing fields on a form apply to reports. This time, however,
we're going to stack the labels on top of their corresponding fields.

b | Tt O
d|Format  |:::|Descnption

i m SEeEere

5 69 :

o
If needed, remember to use the Re %e’ﬁgn To range tab to apply alignment and spacing to
the report objects.

Use the Report Design Tools: Format tab to apply formatting to the report objects.

Preview your work as necessary to ensure you are achieving the results you want.

-

é;:-_': My Personal Discography

Title A tist Format Description

Skyfall idele MP3 MP3 file
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5.4. Resizing the Detail Section

When you previewed the report, you may have noticed that the report is displaying one record per
page. The Detail section needs to be only as tall as the height of one record plus any spacing you want
to allow between records. For this reason, we need to resize the height of the Detail section.

R B T S SR S ST ST ST SN T SRR T B ST T

# Report Header

# Page Header

F Detail
e

Format

: Description

B

. et 5

When we preview the report now, we see tE there are é@records per page.
@ o o ™

é\, My Personal Discography

Title Artist Format Description

Skyfall Adele MP3 M P3 fila

Title Artist Format Description

Right On Count Basie and His Orchestra 78 T8 RPM vinyl record
Title Artist Format Desaription

1 Got a Mame Jim Croce a-tr 8-track tape

Title Artist Format Description

Smetana: Moldau, Overtures Cleveland Orchestra 33 33 1/3 RPM vinyl record
Title Artist Formalt Descriplion

R e S S — S e i M — i S—" e s S

To create multiple columns in a report, you may choose Page Setup > Page Layout > Columns.
Choose the proper settings, and click OK.
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Print Options | Page | Columns

Grid Settings

Mumber of Columns: | 1

Row Spacing: o

Column Spacing: 0.25"

Column Size

width: |5, 1594" | Height: | 5,257
Same as Detail

Column Layout

[ = =] e = = -
Down, then Across BHEBE|EBBE
® Across, then Down EEEEl EEEE

| | Cancel |

* 5.4.1. Eliminating Repeating Headings

You may have noticed that the labels in our example rg@ery record. That’s because the labels
are included in the Detail section of the repor\Q{‘b}z‘/ §
2o —h

>

We can move the labels to the Page e we wiant to print just once at the top of every page
of detail.

To do so:

1. In Design view, select all the labels.

.|,..|.r....,z~..|.-.3---|---|-..|...§...|..-s---:--.?..r|~..g.~.;:
# Report Header

# Fage Header

| S

i Title it ormat | :|[Description

# Page Footer

eport Footer

2. Press CTRL + X (Cut).
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3. Paste CTRL + V the fields in the Page Header and resize the Detail section to account for the
extra space caused by deleting the labels. Double-Click Title lable and type “Song Title”.

R A I ST RN ST S TR SR SRR SR SRR ST SRR BT B

# Report Header

# Page Header

B i er Pl q I I: Iy i ARG e .
R b e B T SR il LR (R HEE S E  h R R :l g ""“.""."'!I'!"’":": -
F Detail

TItlE 2z Artist ;2| Format 1| Description

‘ Fac.e FUD &f

'F Repurt Feuter

4.  Toadd a new item - On the Report Design Tools: Design tab in the Controls group, click
Ad_ The cursor changes to ‘A .

5. In the Page Header, click and drag a rectangle above the first field to create a label.

6. In the label, type the text you want to appe’_‘

7. Keep in mind the Cut and Past &w muc@!.

# Report Header

’ # Detail

i Title '_:L".r,ls', Tl'mrma-_ _:[‘.F_-fcrlptlcn Do

# Page Footer

# Report Footer

8.  After you add the labels you need, tweak the sizing and placement as needed.

1. You can move selected objects by small increments by pressing Ctrl and the
arrow on your keyboard that corresponds to the direction you want to move.
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2. You can resize selected objects by small increments by pressing Shift and the
arrow on your keyboard that corresponds to the direction in which you want
to resize.

3. You can use the Size/Space options on the REPORT DESIGN TOOLS:
ARRANGE tab to quickly equalize the size of several objects. For instance, if
you want to make all the labels the same height as the shortest label, you would
select Size/Space > To Shortest from the menu.

9.  Perform any formatting changes you want to make to the labels.

10. When you finish, preview your results.
S

é\_ My Personal Discography

Song Tide Artist Format Format Description
Skyfall Adele MP3 MP3 file
Right On Count Basie and His Orchestra | 78 78 RPM vinyl record
| Got a Name Jirn Croce 8-tr B-track tape
smetana: Moldau, Overtures Ceveland Orchestra 33 33 1/3 RPM vinyl record
A Hard Day's Night Beatles a3 33 1/3 RPM vinyl record
L —— A N e e e e P,

 5.4.2. Set Margins

Margins will affect the amount of information that will be displayed in the printed page. Page Setup
> Page Size > Margins.
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File Home Create External Data Database Tools Design Arrange Format Page Setup

IE @ V| Show Margins D = [é!

Size Margins Print Data Only Partrait Landscape Columns Page

= = Setup
Mormal e Layout
B E Top: 075" Bottom: 0.75"
Left:  0.35" Right: 0.33"
[ 3 I Ca I 5 I &
Wide
Top: 1" Bottom: 1"

Lef:  0.75" Right: 0.75" E

MNarrow
Top: 025" Bottorn: 0.23"
Left: 023" Right: 0.25" |:

5.5. Grouping and Sorting

You can control how the information on the report is grou and how data within those groups is

sorted. \\'GD
Fi h €b~\
irst, you can sort without grouping. O.A

1. On the Report Design Tools: Design tab in the Grouping & Totals group, click Group &
Sort. The Group, Sort, and Total pane appears at the bottom of the window.

MR e O D e

# Report Header

||| # Detail
Title i|Artist
- 4 Fage Footer

4 Report Footer

i ]
Group, Sort, and Total *

= Add a group £l Add a sort
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2. Click Add a sort. A list of fields you can sort by displays.

Group, Sort, and Total ®

;| Sortby select field ~ - o ¥
|Tikhe
Artist
Format
Description

expression

3. Select a field to sort by.

Group, Sort, and Total »®
| sort with & antop ™ . More > e }(!

[ add a group ) Add asort

4.  Preview th . Notice that th ti betically by the col lected.
review the report. Notice that the report is sgg&te\.éﬁ}a etically by the column you selecte

V>
** .

o My Personal Discography
Song Tide Artist Format Format Description
A Hard Day's Night Beatles 33 33 1/3 RPM vinyl record
1 Got a Name Jim Croce a-tr B-track tape
I Remember Yesterday Donna Summer Cass [Cassattetape
Just a Dream Carrie Underwood MP3 MP3 file
King of Swing! Count Basie and His Orchestra | CD Compact disc
Music of the Night Alfie Boe MP3 MP3 file
Pirates of Penzance D'Oyly Carte Opera Company 33 33 1/3 RPM vinyl record
Rachmaninov Piano Concerto 1 & 3 Count Basie and His Orchestra CD Compact disc
Right On Count Basie and His Orchestra | 78 78 RPM vinyl record

L Skyf, M - .

To group and sort the report:

1. In Design view, clear the sorting you just applied by clicking * at the end of the Sort by line
in the Group, Sort, and Total pane.
2. Click Add a group.

3. From the drop-down list, select the field to group by.
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Group, Sort, and Total

! Group on select field ™ |
[Titie
Artist
Format
Description

expression

4. Preview the report. Notice how the report is grouped.

My Personal Discography
Song Tide Artist Format Format Description
Pirates of Penzance D'Cyly Carte Opera Company 33 33 1/3 RPM vinyl record
A Hard Day's Night Beatles 33 33 13 RPM vinyl record
Smetana: Moldau, Overtures COeveland Orchestra 33 33 1/3 RPM vinyl record
Right On Count Basie and His Orchestra | |78 78 RPM vinyl record
1 Got a Name Jim Croce g1 B-track tape
| Remember Yesterday Donna Summer Cass Cassette tape
i T T T i e B B I

5. Back in Design view, notice that Access has added a group header section (called “Format
Header” in our example). This is causing gaps between the groupings in the report. If we
don’t want to include a group heading, we can resize the group header so that it doesn’t take
up any space. However, let’s add a label that shows the group name instead.

N T T T e e T T T T

# Report Header

P
]

# Format Header

) F Detail
Title Artist Format Description

& Page Fooler

# Report Footer
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6. On the Report Design Tools: Design tab in the Controls group, click [abl], The cursor
+
changes to fabl,

7. Click and drag a rectangle in the group header section. This is the text box we will use to add
the group names.

|| # Format Header
- [T{Unbound
& Detail

Title i rmat EDestriptlon

 Page Foaler

i  Report Footer

1| ¥

8. The text box has a label with it that we will not ng& Click the left side of the text box to
select it. (It may be a bit difficult to find.) s_"\'\gb) il

' # Format Header
: TUnbdund

& Deta
- |[Erm
)  Page

i # Report Footer

1| 3
9.  Press Delete.

10. Notice that the text box is labeled “Unbound”. This means there is no data tied to the text
box at this time. For our example, we want to bind the text box to the Format Description

field.

11. Right-click the text box and select Properties from the shortcut menu. The property sheet
for the text box opens.

12. On the Data tab, from the Control Source drop-down list, select the field to bind to the text
box.
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Property Sheet *

Selection type: Text Box
Text22 W

Format, Data | Event | Other | Al

Control Source |

v
Text Format Title

Running Sum Artist

Input Mask Farmat

Enabled

13. Close the property sheet.
14. Preview the report. Notice that each group now @Vith a group name.

My Personal Discography

Song Tide Artist Format Format Description
33 173 RPM vinyl record

Pirates of Penzance D'Oyly Carte Opera Comparny 33 33 1/3 RPM vinyl record

A Hard Day's Night Beatles 33 33 1/3 RPM vinyl record

Smetana: Moldau, Overtures Ceveland Orchestra 33 33 1/3 RPM vinyl record

78 RPM winyl record

Right On Count Basie and His Orchestra 78 78 RPM vinyl record
8-track tape

1Got a Name Jimn Croce 8-tr 8-track tape
Cassetfte tape

U . 3 C 1etape

15. Format the text box and resize the group header section to achieve the look you desire.
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Song Titde

33 1/3 RPM vinyl record
Pirates of Penzance
A Hard Day’s Might

Smetana: Moldau, Overtures
78 RPM vinyl record

Right On
8-track tape

| Got a Name

Artist

Format

O' Oy Carte Opera Company 33

Beatles

Cleveland Orchestra

33
33

Count Basie and His Orchestra 78

Jim Croce

B-tr

2 My Personal Discography

Format Description

33 1/3 RPM vinyl record
33 1/3 RPM vinyl record
33 1/3 RPM vinyl record

78 RPM vinyl record

8-track tape

i e WP e S G, SRR E - T . W

16. Now, to sort the data within each group, go to the Group, Sort, and Total pane and click

Add a sort.

17. From the drop-down list, select the field to sort by.

it

Group, Sort, and Total

Group on Format

L—E|Surll:|g|'1'|tl~=: ¥ withAontop ™ . More &

Title

Artist
Farmat
Description

Add a sort

L WELVLN TR L IR T S

expression

18. If you want to sort by a second field, click Add a sort again and select another field.

Group, Sort, and Total

Group on Format iﬁ

L5 sort by Title 44—
L% sortby Artist ‘-iqun top ¥ . More »

...... (= add a group 2l Add a sort

B e

19. Preview your report. Notice the grouping and sorting.
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Song Tile

Right On
8-track tape
1 Got a Name

Cassette tape

Compact disc

King of Swing!

33 1/32 RPM vinyl record
A Hard Day's Night
Pirates of Penzance

Smetana: Maoldau, Overtures

78 RPM vinyl record

| Remember Yesterday

LN, ov P

Artist

Beatles
D'Oyly Carte Opera Comparny
Cleveland Orchestra

Count Basie and His Orchestra

dim Croce

Donna Summer

Count Basie and His Orchestra

Format

33
33
33

78

Cass

My Personal Discography

Format Description

33 1/3 RPM vinyl record
33 1/3 RPM vinyl record
33 1/3 RPM vinyl record

78 RPM vinyl record

E-track tape

Cassette tape

Compact disc
Compact dis

5.6. Setting Properties on a Report

As with forms, we’ve hardly made a dent in the number of items that can be managed on a report. To
see all the available properties, we can refer to the property sheets for the report, the report sections,

and the individual objects on the report.

The property sheets for reports are laid out the same as those for forms.

*+ 5.6.1. Report Property Sheet

To view the property sheet for the report, right-click anywhere in the report design surface and select

Report Properties from the shortcut menu.
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Property Sheet *

Selection type: Report
Report W

Format | Data | Event | Other | Al

Record Source SELECT Recordings. Title| se == | &
Caption

Pap Up Mo

Madal Mo

Default View Report Wiew
Allow Report View Yes

Allow Layout View Yes

Picture Type Embedded
Picture (none)
Picture Tiling Mo

Picture Alignment Center
Picture Size Mode Clip

Width 7.9583"

Auto Center Mo

Auto Resize Yes

Fit to Page Yes

Border Style Sizable
Scroll Bars Both
Control Box Yes

Close Button Yes

Kin Max Buttons Both Enabled
Moveable Mo

Show Page Margins Yes

Grid X 24

Grid ¥ 24

Layout for Print Yes

Grp Keep Together Per Column
Picture Pages All Pages
Page Header All Pages
Page Footer All Pages
Orientation Left-to-Right
Filter W

+ 5.6.2. Section Property Sheet

To view the property sheet for a particular section of a report, right-click in that section and select
Properties from the shortcut menu.
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Property Sheet

Selection type: Sedtion

Detail | v
Format | Data | Event | Other | Al
MName Detail

Visible Yes

Height 0.25°

Back Caolor Background 1

Alternate Back Colar
Special Effect

Background 1, Darker 5%
Flat

Auto Height Mo
Can Grow Mo
Can Shrink Mo
Display When Always
Keep Together Yes
Farce Mew Page Mone
Mew Row Or Col Maone
On Click

On Format

On Dbl Click

On Mouse Down
On Mouse Up
On Mouse Move
On Paint

On Print

On Retreat

Tag

¢ 5.6.3. Object Property Sheet

To view the property sheet for any object on the report, right-click the object and select Properties
from the shortcut menu.
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Property Sheet *

Selection type: Text Box
Title W

Format | Data | Event | Other | Al

MName Title ~
Control Source Title | e
Format

Decimal Places Auto

Visible Yes

Text Format Plain Text

Datasheet Caption

Width 24167

Height 0.2083"

Top o

Left 0.25°

Back Style Maormal

Back Caolor Background 1

Border Style Solid

Border Width Hairline

Border Color Background 1, Darker 35%
Special Effect Flat

Scroll Bars Maone

Font Mame Calibri

Font Size 11

Text Align General

Font Weight Mormal

Fant Underline Mo

Font Italic Mo

Fare Color Text 1, Lighter 25%

Line Spacing o

Is Hyperlink Mo

Display As Hyperlink If Hyperlink

Hyperlink Target

Gridline Style Top Transparent

Gridline Style Bottom Transparent

Gridline Style Left Transparent W

One property that you may find useful on reports is the Can Grow property. When applied to a text
object that represents a field with values of variable length, Can Grow expands the vertical space that
a value displays in if it would otherwise be cut off.

To demonstrate the Can Grow property, we'll temporarily shorten the Title field object.
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T B O S S T A

& Report Header

’ # Format Header
- i|Description

- niTitle i i ::|Format

MWWWMWM
To apply the Can Grow property:

1. In Design view, select the field object you want to apply the Can Grow property to.
If it’s not currently showing, open the property sheet for the field object.

Select the Format tab.

Ll

If necessary, scroll down to find the Can Grow field and select “Yes” from the drop-down
list.

5.  Preview the report.
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To demonstrate how to use the multip

Song Tide
33 1/3 RPM vinyl record

A Hard Day's Night

nyl record
Right On

8-track tape
1 Gat a Mame

Cassetie tape
Yesterday

Compact disc

King of Swing!
Rachmaninov Piano

data on the report.

To do so:

Artist

Beatles
D'Oyly Carte Opera Company
Cleveland Orchestra

Count Basie and His Orchestra
Jim Croce

DOnNa SUmmern

Count Basie and His Orchestra
Count Basie and His Orchestra

-
. 2

ection p

Format
B3

33
B33

TE

B-tr

iCass

D
co

=
=

S

é: My Personal Discography

Format Description

33 1/3 RPM vinyl record
33 1/3 RPM vinyl record
33 1/3 RPM vinyl record

78 RPM vinyl record

8-track tape

Cassettetape

Compact disc
Compact disg

1. In Design view, select the objects you want to remove the borders from.

R B TR B

# Report Header

select multiple objects and then to view and

A helpful characteristic of property sheets is the abilu%;ﬁﬁ?e)

change the properties that the objects have ip.conimon.
N =

rty sheets, let’s remove the borders around the

#F Page Header

[ (nend Tﬁ'ﬁ I FHEFE ]

F Format Header

- 3 -
- |:iDescription
' T
& Detall

- [|3:: ATitle

& Fage Footer .

# Report Footer
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2. On the Report Design Tools: Design tab in the Tools group, click Property Sheet.

3.  Select the Format tab.

4.  From the Border Style drop-down list, select “Transparent”.

Selection type:

Format | Data

Farmat
Decimal Places
Visible

Width

Height

Top

Left

Back Style
Eacl |

Property Sheet

Multiple selection

W

Event | Other All

Auto
Yes

0.2083"

Mormal

‘Borderstyle

=]
Transparent ,-

DUTOET WWTCTT
Border Color
Special Effect
Scroll Bars
Font Mame

Font 5ize
Lz ™

5.  Preview your report.

TTOTTTITT

Background 1, Darker 35%
Flat
Mone

Song Tite
33 1/32 RPM vinyl record
& Hard Day's Night
Pirates of Penzance
Smetana: Moldau, Overtures
78 RPM vinyl record
Right On
8-track tape
1 Got a Name
Cassette tape
I Remember Yesterday
Compact disc

King of Swing!

Artist

Beatles
D'Oyly Carte Opera Company
Cleveland Orchestra

Count Basie and HiE Orchestra

Jim Croce

Donna Summer

Count Basie and His Orchestra

While we're at it, let’s remove the shading too.

My Personal Discography

Format

33

33

8-1r

Cass

o

b A S WSl plim e N i —— . e Craccad s e e A

Format Description

33 1/3 RPM vinyl record
33 1/3 RPM vinyl record
33 1/3 RPM vinyl record

78 RPM vinyl record

B-track tape

Cassette tape

Compact disc
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The shading in our example occurs in two places, the group header section and the detail section.

To remove the shading:

1. Select the group header and open its property sheet.

2. Select the Format tab.

3.  From the Alternate Back Color drop-down list, select “No Color”.

GroupHeaderd

Visible
Height
Back Calar

Property Sheet

Selection type: Sedtion

Format | Data | Event

x

W

Other All

Ves
0.3333"
Eackoroipd -

Alternate Back Colar

Mo Caolar __) o |

._,-...,—"\H—.._“rr’\-._“‘_‘

Special erTect Flat
Auto Height Mao
Can Grow Yes
Can Shrink Yes
Display When Always
Keep Together Yes
Repeat Section Mo
Farce Mew Page Mone
Mew Row Or Col Maone

B e T

4. Repeat this procedure for the Detail section.

5. When you finish, preview the report.
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My Personal Discography

Song Tide Artist Format Format Description

33 1/3 RPM vinyl record

A Hard Day's Night Beatles 33 33 1/3 RPM vinyl record
Pirates of Penzance D'Only Carte Opera Company 33 33 1/3 RPM vinyl record
Smetana: Moldau, Overtures Cleveland Orchestra EE] 33 1/3 RPM vinyl record

78 RPM viny! record

Right On Count Basie and His Orchestra 78 78 RPM vinyl record
8-track tape
I Got a Name Jim Croce 8-tr 8-track tape

Cassette tape
| Remember Yesterday Donna Summer Cass Cassette tape

Compact disc

S 1 i v - o

Access can show us the number of records in a group and the total number of records on our report.
To accomplish this, we use the Totals feature.

To show record counts on the report:
1. In Design view, on the Report Design Tools: Design tab in the Grouping & Totals group,
click Group & Sort to open the Group, Sort, and Total pane.

2. In the Group on line, click More.

Group, Sort, and Total E

Group on Formal ™ with & ontep ™ . by entice value ™ . with no totals ™ . with ttle dick Lo add, with a header section ™ . - x

without a foater section ™ . do not keep group together on one page ™ . Léss -
i Sort by Title

L : Sort by Artist

3.  Click the with no totals drop-down list.
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Group, Sori, and Total

.| Graup on Format ™ with & on tlop ~ . by entire value ~ . wilh na total ™ . with title dick to add, with & headér sedion ™ . = g XK -
: without a foater section ™ . da not keep group togethe Totals
{ Sort by Title Total On | SRR +
L Sort by Artist TPe | Count Values v
[ show Grand Total
-

[ show group subtotal as % of Grand Tatal

[ shew subtatal in group header

[] shew subtatal in group footer

4. From the Type drop-down list, select “Count Records”.
5. Mark the Show Grand Total check box.
6. Mark the Show subtotal in group footer check box.

Totals
Total On  ||Title v
TyPe | Count Records w

Show Grand Total

|:| Show group subtotal as % of Grand Total
|:| Show subtotal in group header

. Show subtotal in group footer

i

Notice that a group footer is a d@e re
é } o

in the group footer and rep

o
=

%ﬂd that Count fields have been added

# Format Header

- |i|Deseription
# Detail

" ff ¥ Format Footer

Artist Format Description

: _|.C0un'.| * |

Page Foater

=Count(*} ] i

7. Preview the report.
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Wt My Personal Discography

Song Tide Artist Format Format Description
32 1/3 RPM vinyl record
A Hard Day's Might Beatles 33 33 1/3 RPM vinyl record
Pirates of Penzance D'Oyly Carte Opera Company a3 33 1/3 RPM wvinyl record
Smetana: Moldau, Overtures Cleveland Orchestra 33 33 1/3 RPM vinyl record
3
78 RPM vinyl record
Right On Count Basie and His Orchestra 78 78 RPM vinyl record
1
B-track tape
| Gat a Mame Jim Croce 8-tr B-track tape
1
Cassette tape
| Remember Yesterday Domna Summer Cass Cassette tape

Compact disc
King of Swing! Count Baske and His Orchestra  CD Compact disc
Rachmaninov Piano Concerto 1 & 3 Count Basie and His Orchestra  CD Compact disc
The White Album Beatles cD Compact disc
3
MP3 file
Just a Dream Carrie Undenwood MP3 MP3 file
Music of the Night Alfie Boe MP3 MP3 file
Skyfall Adele MP3 MP3 file
a
12

We have totals now, but they look a little stark without labels to identify them. We’ll go ahead and
add labels and tweak the formatting.

To add labels to the Count fields:

1. Right-click the Count field and select Set Caption from the shortcut menu.
2. Resize the label as needed.

3. Change the label text to describe the totals.
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4.

Ll s s s f %0 s == 2@ ot o4 4 g owom B ot on | s x gt w4 | 4w s oot | %aowg ot o4 | aaaF et x| aawf or st

F Report Header

F Page Header

- ||| song ‘mtﬁ

F Format Header

- |i{Description

# Detail

i[Title Artist —|Fc>rr'nat Description |
# Format Footer

: :::::::"|Tmi 'rlrgig::' ||:(D|.Il1tl'] | |'::::::::" |'::::::::' |"::::::::' | T | T

-
f=Count(*) [

Preview the report.

-+ -
£y
é._\'- My Personal Discography
oW
Song Tide Artist Format Format Description
33 1/3 RPM vinyl record
A Hard Day's Night Beatles 33 33 1/3 RPM vinyl record
Pirates of Penzance D'Oyly Carte Opera Company 33 33 1/3 RPM vinyl record
Smetana: Moldau, Overtures Cleveland Orchestra 33 33 1/3 RPM vinyl record
Total Titles 3
78 RPM vinyl record
Right On Count Basie and His Orchestra 78 78 RPM vinyl record
Total Titles 1
8-track tape
| Got a Name Jim Croce 8r 8-track tape
Total Titles 1
Cassette tape
1 Remember Yasterday Donna Summer Cass Cassette tape
Total Titles 1
Compact disc

Suppose we want to customize our group total labels to indicate what is in each group. We can do that
using a text box and a simple expression.

To customize the group label:

1.

Select the label in the group footer, right-click, and select Change To > Text Box from the

shortcut menu.
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# Feport Header

[l Text Box

- {r:il;c Chenge To ,

| rbrroy :.--g Tab Order...

# Page Header X Cut
: Song ﬁﬂq | By Copy
# Formal Header T, Paste
|Description %4 Paste Formatting
# Detail

# Format Footer

. Total Titles Layout ¥ | | |

ML Page Foater

 Repor Fooler

e Grand E'nria:l

Align 3
- Size [
Position 3
4 b
2 Delete

=

Fill'Back Color I k
Font/Fore Colar I 3
I Special Effect I 3

-
Beport Properties - Q’
o~
Eroperties s -

In the ribbon, click Prope@ = &J

In the property sheet, select the Data tab.

w1 1 [l = K

>N

4. From the Control Source drop-down list, select the field with the values you want to build
the label around.

<

5. Move the cursor in front of the field name in the Control Source field and type “=”, then in
quotes type any text you want to precede the field name. If you need to include a space after,
you can enclose that in the same quotes.

« »

6. Typea“+”.

Property Sheet *

Selection type: Text Box

AccessTotalsTitle1_Label W

Format, Data | Event | Other | Al

Control Source ="Total " = Format e |
Text Format Plain Text

Running Sum Mo

Input Mask

Enabled Yes

e T e & W T

208 | LESSON 5: Reports
EVALUATION COPY: Not to be used in class.



7. Move the cursor after the field name, type “+” and then type any text you need to follow the
field name. Put quotes around the text you type and include spaces inside the quotes as needed.

Property Sheet *

Selection type: Text Box
AccessTotalsTitle1_Label W

Format, Data | Event | Other | Al

Control Source ="Total "+[Format] + 's’ e |
Text Format Plain Text

Running Sum Mo

Input Mask

Enabled Yes

We have created a simple expression that concatenates (combines) text and a field to make a
custom label.

8.  Preview your report.

i -
A% My Personal Discography
Song Tide Artist Format Format Description
32 1/3 RPM vinyl record
A Hard Day’s Night Beatles 33 33 1/3 RPM vinyl record
Pirates of Penzance D'Oyly Carte Opera Company 33 33 1/3 RPM vinyl record
Smetana: Moldau, Overtures Cleveland Orchestra 33 33 1/3 RPM vinyl record
[Total 33's ' 3
78 RPM vinyl record
Right On Count Basie and His Orchestra 78 T8 RPM vinyl record
[Total 78's | 1
8-track tape
| Got a Mame lim Croce B-tr 8-track tape
Cassette tape
I Remember Yesterday Donna Summer Cass Cassette tape
Total Cass's 1

9.  Notice that the new labels are enclosed in those pesky borders, so clean those up if desired
and make any other tweaks you want to the formatting.

[]
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5.7. Special Report Fields

Access includes a couple of built-in report fields for standard report formatting: dates and page
numbering.

% 5.7.1. Dates

To insert a date in your report to indicate when the report was produced:

1. In Design view, on the Report Design Tools: Design tab in the Header/Footer group, click
Date and Time. The Date and Time dialog box opens.

Date and Time ?

Indude Date

(®) Thursday, July 25, 2013
() 25-1ul-13

() 7/25/2013

Indude Time

(@) 10:45:54 AM

() 10:45 &M

() 10:45

Sample:

Thursday, July 25, 2013
10:45:54 AM

2. Select the date style you want, decide if you want to include the time and, if so, the style you
want, and click OK. The date field is inserted in the header of your report.
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3.
4.

e e T

# Report Header

#F Page Header

- [ii[Song g0y

# Format Header

“Fermar . [[Fqmmat Descripfion

-1I ‘Description
F Detail

i | pimmmimpm ::| e HE

- [ETitle

& Format Footer

[:]artist []Format [-*|Description

# Page Footer

. T‘;'_-'I:‘rﬁti||’“+EFUFITIJTI+“;]=(DU|“{‘} | SeeeaoE 388 :::|::: EfE=shs ::| Eiaeci=aaeeetie=r]

) # Report Footer

T [Grand Joml

_§|:Cnunl{"}

Move, resize, and format the date field and other fields as desired.

Preview your report.

S>>

)

Song Title

33 1/2 RPM vinyl record
A Hard Day's Night

Pirates of Penzance

My Personal
Discography

Artist Format

Beathes i3
D'Oyly Carte Opera Company i3

% 5.7.2. Page Numbering

To insert page numbers in the page header or footer of your report:

1.

Thursday, July 25, 2013

Format Description

33 1/3 RPM vinyl record
33 1/3 RPM vinyl record

smetana: Moldau, Overtures Cleveland Orchestra 33 33 1/3 RPM vinyl record
Total 33's 3
78 RPM vinyl record
Right On Count Basie and His Orchestra 78 78 RPM winyl record
Total 78's 1
L=,

In Design view, on the Report Design Tools: Design tab in the Header/Footer group, click
Page Numbers. The Page Numbers dialog box opens.
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2
Page Numbers :

@ Page N

(JPage NofM
Position

(®) Top of Page [Header]

(") Bottom of Page [Footer]

Alignment:

|Center |

Show Mumber an First Page

2. Select the format, position, and alignment of page numbers for your report. If you don’t want

to see the page number on the first page of the report, clear the Show Number on First Page
check box.

Page Numbers ?

Format

(@ Page N

{JPage NofM

Position

(") Top of Page [Header]
(®) Bottom of Page [Footer]

Alignment:

|Cer‘|ter El

Show Mumber on First Page

3. Click OK. The page number is inserted into the page at the position you selected.

T e T e T I e I T T T - S T I T
# Report Header

- Page Header

i Sﬂﬁg'ﬁ-ﬁ{

" | # Format Header

- |'/|Description
# Detail

- [ mitle

ilFormat | i|Description

# Format Footer

! Tital[“#[FarmathE | =Count(*) [
- Page Footer

e eSS TAcE HUREn [RCT SR E S FEEEE) T [ BT

|

#Report Footer
Grand rotat:

=Count(*) |:

4. Preview the report.
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=1 Rachmaninov Piano Concérto T & 3 Count Basie and His Orchestra Compact ¢

The White Album Beathes cD Compact disc

Total CD's 3
MP3 file

Just a Dream Carrie Underwood MP3 MP3 file

Music of the Night Alfie Boe MP3 MP3 file

Sheytall Adele MP2 MP3 file
Total MP3's 1
Grand Tota 12

Fage. 1 4

5. Move, resize, and format the page number ag@ -

5.8. Controls

The controls available on a report are the same as those available for forms minus the Web Browser
Control and the Navigation Control.

We'll demonstrate using a couple of these controls in our report. First, we'll add a line to improve the
layout of our report, then we’ll insert a page break.

Let’s add a line below the group header to set off each of the groups in the report.
To add a line:

1. In Design view, enlarge the group header section a bit.

2. On the Report Design Tools: Design tab in the Controls group, open the drop-down list
and click \ The cursor changes to T

3. Click and drag a line below the group label from near the left edge of the report to near the
right edge. You can press Shift while you’re drawing the line to ensure that it is straight.
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B T R TR T I R S I B S e B AR

F Repornt Header

F Page Header

# Format Header

: iDescﬂpﬂunl '3

# Detail
- || Title Hnmst ﬂFormat ﬂbesmptlon
|| # Format Focter

Er e Total ¥ [Farmath =count(%) [
# Page Footer

cPage R Page)

# Report Footer
- || ranid okat

4. Preview the report.

Thursday, July 25, 2013

My Personal
Discography

Song Tite Artist Format Format Description

33 1/3 RPM vinyl record

A Hard Day's Night Beatles 33 33 1/3 RPM vinyl record
Pirates of Penzance D'Oyly Carte Opera Company 33 33 1/3 RPM vinyl record
Smetana: Moldau, Overtures Cleveland Orchestra 33 33 1/3 RPM winyl record
Total 33's 3
78 RPM viny| record

Right On Count Basie and His Orchestra 78 78 RPM vinyl record
Total 78's 1
8-track tape

| Got a Name Jim Croce 8-tr B-track tape
Total B-tr's |
Cassette tape

| Remember Yesterday Donna Summer Cass Cassette tape
Total Cass's 1
Compact disc
e e S e o i W T T i PR )

5. Tweak the size of the group header and the position of the group header label to achieve the
desired effect.

Suppose we want the report to start a new page each time a new group section starts. To do that, we
can insert a page break in the group footer.

To insert a page break:
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[
1. In Design view, on the Report Design Tools: Design tab in the Controls group, click T 1.

+
The icon changes to [.

2. Click in the group footer below the Count field. A page break marker is added on the left.

# Report Header

I e L

I o TR TR SR

sl g

# Page Header

sond T [

# Format Header

[Description

# Detail

o i 5|Title

[:[artist ||Format [ Description

# Format Footer

W Total

':'&[F{;rmaﬂ:*}‘.‘i =Count(*) | i |: Do ::l:: Gl :| sinnniniiooinizfimiminisnonion)aininininn

Faoter

# Report Footer

T [orand fomt T [=Count(”) [

) B Y T ) ) R

3. Preview the report.

=

‘l’ /

AT A\

Song Tide

33 1/3 RPM vinyl record

My Personal
Discography

Artist Format

Thursday, July 25 2012

Format Description

A Hard Day's Night

Pirates of Penzance

Beatles 33

D'Oyly Carte Opera Company 33

Smetana: Moldau, Overtures Cleveland Crchestra i3
Total 33's 3
s . —

33 1/3 RPM vinyl recard
33 1/3 RPM vinyl record

33 1/3 RPM vinyl record

Due to the short length of our report, we’ll remove the page breaks for now. To do so, return to Design
view, highlight the page break marker, and press Delete.

% 5.8.1. Printing a Report

After we’ve got our report with the information we want on it, in the format we want, we can print it.

To prepare for printing, we need to ensure that the printable page is set up to our satisfaction.
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Setting Page Layout

To access page setup options, go to the Report Design Tools: Page Setup tab.

H ©- ¥ Demo- My Music ection - Start : Datab...

File Home Create External Data Database Tools Design Arrange Format Page Setup

IE @ [ Show Margins D = [é!

Size Margins [ Print Data Only Partrait Landscape Columng Page

Page Size Page Layout

The ribbon presents most of the page setup options individually, but if we click Page Setup, we’ll find
all the options collected in one place.

Margins may be altered to suite your needs. @Q’

Print Options | page | Columns

Margins (inches)
Tep: | .25
Bottomn: | 0.25

Left: | 0.25

Right: | 0.25

["]Print Data Only
Split Form

Print Farm Only
Print Datasheet Only

You can also choose Page Orientation and general paper size. These settings remain with the report.
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| Print Options | Page |Co|umns|

Qrientation

(®) Portrait () Landscape

Paper
Size: |LEttEI’

Source: | autg Select

Printer for Reportl
(®) Default Printer

(") Use Spedific Printer Printer...

| | Cancel |

Since these settings should be familiar to you, we’ll n t-@hem at length here.

>
After you have the page set up as desured Ew %) rint Preview mode, then on the Print

Preview tab, click Print.

A= e D 3 Landscape Q [] one page & Ezz (x|
h- | = S Columng 10 Twa Pages : b it
int Se  Marging [ pros Data vy i H Refresh Eecel  Tet Chose Print
. : Pagetep . [HMorePages- 4 Fle 7| “preview

Print Fape Sie Fage Layaui Zoom Cata Chove Preview

Notice on the Print Preview tab that you can also output your report to a variety of other formats
including xls, .txt, .pdf, xps, .rtf, .html, and email.

[

5.9. Subreports

Many times it would be helpful to show a table of data that is either related to or not related to the
main report. Files are located Reports_Advanced/Demos/Demo - My Music Collection -

Grouping and Sorting.accdb. We may use a subreport to achieve this. Design > Controls >
Controls > Subform/Subreport.
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Data Database Tools

Cantrals| Insert Page
Image ~  MNurmbers

| %AGD r
G MH B
NeElyY
lal U @

E.:l;.Date and

SN Use Control Wizards

. o
o _* ActiveX Controls

Draw the report object in the proper section. For exggﬁg/\n}e want the subreport at the bottom of

each page, use the Page Footer area. SO
PP @/ _ ﬂ-@/\’

[E Music List ",

# Format Header
“|Description

|§§§|Artist “Format
....................... IIII

& Page Footer

# Report Footer

A wizard should present itself, assuming they are activated, to lead you through the remaining choices.
Choose to use an existing object. Click Next.
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You can use an existing form to create your subform or subreport, or
create your own using tables and/or queries.

What data would you like to use for your subform or subreport?

(®@){ise existing Tabies and Glieries

()Use an existing report or form

Music Collection Farm

Choose the fields from the source you wish to show. Kee
aware of your table relationships such as the Prim ¢
Next.

Which fields would you like to indude on the subform or subrepart?

You can choose fields from more than one table and/for query.
Tables/Queries

|Tab|e: Formats EI

Available Fields: Selected Fields:

Format

Choose a connection, if you want to show all of the data, then choose None. Click OK.
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Would you like to define which fields link your main form to this
subform yourself, or choose from the list below?

(®)Choose from a list. (") Befine my own.

Show Formats for each record in Recording Details using Format
Show Formats for each record in Recording Details using Description

Name your subreport. Click OK. }K\Et;)

What name would you like for your subform or subreport?

Those are all the answers the wizard needs to create your subform
or subreport,

Your report may look like this.
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| f8 Music List

King of Swing! Count Basie and His Orchestra CD
Rachmaninov Piano Concerto 1 Cleveland Orchestra CD
&3
The White Album Beatles CD
MP3 file

Just a Dream Carrie Underwood MP3
Music of the Night Alfie Boe MP3
Skyfall Adele MP3

Format

ACE Acetate disc

73 78 RPM vinyl record

45 45 RPM vinyl record

33 33 1/3 RPM vinyl record

Cass Cassette tape

8-tr 8-track tape

5.10. Application Parts

Creation of reports may be started by using any existing reports in the Application Parts. Many of the
reports are bundled with other objects such as tables to store the data, and forms to enter the data.
These may be customized and changed as needed once they are created.
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File Hame Create External Data Database

HE M RE E

Table Table SharePoint Query Query Fc
Design  Lists~ Wizard Design

~\
] =] =) ——=—| clisth
Z : = ZoE == _
— = 2 = ey o
1 Right 1To 2 Right 2To
T T T otk
Details Dialog List Media
g —
Msgbox Tabs 1 Header
Quick Start g
'mat Head
J [ =] SCriptit
Comments lecioe Toonclloc ail L
Contacts
@ Contacts table with forms and _
Users reports. 3

[]

5.11. Deleting a Report

When a report is no longer needed, you may delete it by right mouse clicking a report name and
choosing Delete.
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All Access Objects © «

Search. yel
Tables Y
B anists | Open

B2 Formats g Layout View

B2 Recordin g Design View

B Titles-Arti Eort ,
Queries

Bt Make Tat =] Rename

= cDsbyB: Hide in this Group
3 Find dup ——

@ F‘r::|m|::|tf:cm Cut

@ Recordin Em Copy

B Titles Arti [ 27
],

Forms = Print..
Music Co [ Print Preyiew

pnrts Create E-mail
Formats suwrepon

Formats subreportl

Music List

5.12. Formatting a Report

Using the Ribbon, or the Property Sheet, most aspects of the report can be altered.

B Music List, ”
i a2 i s i s ... .4 Property Sheet X

Selection type: Text Box

¥ Report Header

Title [~

Format Data Event Other ANl

Format [l &
Decimal Places Auto
# Page Header Visible Yes
Srmg T : 2 i Width 2.5833°
g? Height 0.2083"
# Format Header Top o
- :|Description : Left 0.4167
il - - Back Style Hormal
A2 ] Back Color Backgroun
Border Style Transparen
Border Width Hairline
Border Color Backgroun
Special Effect Flat
Scroll Bars None
Font Mame Calibri (Det
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% 5.12.1. Adding a Background and Images and Applying a Theme

Themes allow an efficient way to develop a consistent color through out the report.

T Demo - My Music Collection - Grouping an...

Report Design Tools

Home Create External Data Database Tools Arrange Format Page Setup Q Tell me... Tracy Berry

==| ] Themes~  [iZ Group & Sort 1 i Logo DD — |Cmp =
# - =l |E=e w
- B Colors~ > Totals = M Title o e
View I ) Controls Insert Page ) Add Existingl Property | Tab .
- [A] Fonts - 15 Hide Details *~  Image~ MNumbers (% Date and Time Fields heet J Order &
Views Themes Grouping & Totals Controls Header / Footer Tools A
1. Click Design > Themes > Colors.
2. Choose a theme that you wish to use. Click it to apply.
HC{HUFS *| | 2 Totals ~

Office -

Images create an easy way to brand a set of reports to a corporate identity.

1.

Click Format > Background > Background Image > Browse.

O NENEN.
O RN ENE
BTN
EOEEEEEN
B RN ENE
B EENENN
B EEN NN
EOENTEN.
BN
BN
]

I 1 I I S [

Report

Arrange

Design

matting

Y ]
% a0 .0

Office

Office 2007 - 2010
Grayscale

Blue Warm

Blue

Bluell

Blue Green

Green

Green Yellow
Yellow

Yellow Orange

-

Design Tools

Background Alterr
Image -

Row Ci

Browse...

224 | LESSON 5: Reports

EVALUATION COPY: Not to be used in class.



2. Choose the proper picture. Click OK.

. + Demos v & Search Demos P

=~ @M @

saxophone.gi
f

shone.gif v| |Weh—Readg,' Image Files (*,jpg;* V|

Tools =~ | ok | Cancel |

3. The picture is now placed behind the report objects as a background.
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= Exercise 7: Creating Reports
™) 25 to 45 minutes

In this exercise, you will create a report of transactions from the Bank Register database. Use the database

found in the ClassFiles/Reports_Advanced/Exercises folder as a starting point.

1. Create a query based on the Transactions table that shows uncleared checking account
transactions. Name the query “Uncleared Checking Transactions”.

2.  Create a

tabular report based on the Uncleared Checking Transactions query. The report

should have the following characteristics:

A.

B.
C.

@

Add the following title to the reposf\'@%red Bank Transactions”. Add a date
field in the report header.

Show the followu@@i%}@escnpuon and Amount.

Group the records on'the report by credits and debits and sort them first by date,
then by description.

Label the credits group “Credits” and the debits group “Debits”. (This will require
you to build an expression. Hint: Research the “IIf” function.) Put a line under the

group labels.

Show a subtotal for each group. Label the subtotals “Total Credits” and “Total
Debits”.

Show a report total. Label the total “Grand Total”. Add a line above the label.
Add page numbers at the bottom right.

Tweak the formatting as you like.
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Solution

To create the query:

1. On the Create tab in the Queries group, click Query Design.
2. In the Show Table dialog box, select “Transactions” and click Add.
3. Click Close.

Transactions

¥ TransiD
Account_ID
Code
Credit
TransDate -
[ [}
Field: || v -
Table:
Sort:
Show: n| J Il ] |l
Criteria:

on

4. In the Transactions table, double-click to add the Account_ID, TransDate, Code, Description,
Amount, Credit, and Cleared fields to the query design grid.
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T Transio

Code
Cradgit
TransDate

Transactions

Account_ID

Field: | Account_ID

Table: | Transactions
Sort:

SIOW: [+
Criteria:
af

TranzDate
Transactions

52

Code
Transactians

Ci

Description
Transactions

[®]

Credit
Transactions

Amount
Transactions

[«]
[=]

Cleared
Transactions

[«

5. In the Account_ID column in the Criteria row, type “1”. (The checking account’s record ID

is “17.)

6. In the Cleared column in the Criteria row, type “False”.

Account_|D TransDate Code Description Amount Credit Cleared 1=
Transactions Transactions Tramsactions Transactions Transactions Transactions Transactions
] [+ ~ I I [+ [+
1 False
4 L]
7. Run the query.
Account ID - Date - Code - Description -~ Amount - Credit - | Cleared -
1] 4/7/2013 7214 Charlottesville MUD $74.19 O L
1 4/14/2013 AD US Dept of Treasury $372.96 O
1 4/16/2013 AD Payroll deposit 51,095.62 [w] O
1 4/16/2013 DC Main Street Market $134.51 O ]
1 4/18/2013 7215 SPARC Electric $169.47 O O
1 4/20/2013 7216 Lolly's Place $24.18 | O
1 4/23/2013 ATM Cash withdrawal §120.00 O O
1 4/23/2013 FT Transfer to savings $300.00 O O
1 4/26/2013 7217 Basket World 342,69 O O
1 4/29/2013 AD Interest %0.89 ]
* $0.00 O O

8.  Save the query as “Uncleared Checking Transactions”.

9.  Close the query.

To create the report:
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1. On the Create tab in the Reports group, click Blank Report.
Switch to Design view.
Right-click in the design surface and select Report Properties.

Select the Data tab.

hARE S

From the Record Source drop-down list, select the Uncleared Checking Transactions query.

Property Sheet x

Selection type: Report

Report W

Format Data | Event | Other | All

‘Record Saurce Uncleared Checking T) s '-

FITCeT
Filter On Load MNa
Order By
Order By On Load Yes
Allow Filters Yes
R NP el e ]

6. Close the property sheet. @9 ﬁz

7. On the Report Design T@gn/t;@ﬁader/ Footer group, click Title.
8.  Type the title for the report: “Uncleared Bank Transactions”.

9. In the Header/Footer group, click Date and Time.

10. In the Date and Time dialog box, select options for the date and time, then click OK.

11. Format the title and date as desired.

# Page Header

| i\“.... . I Z| S |Z R R e I

12. On the Report Design Tools: Design tab in the Tools group, click Add Existing Fields.
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Field List x

E" Show only fields in the current record source

Fields available for this view:
[l Transactions Edit Table
TransID
Account_ID
Code
Credit
TransDate
Description
Amount
Memo
Cleared

Fields available in related tables:
Accounts Edit Table

13. In the Field List pane, in the Transactions list, double-click “TransDate”, “Code”,
“Description”, and “Amount”.

L T T T T I I e I B

# Report Header

# Page Header

¥ Detail
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14. Select all the field labels and press Delete. Note: You may also use the shortcut of Cut and
Paste.

L T T T L T ST S S R BT SR B

& Report Header

& Page Header

# Detail

TransDat

15. Arrange the fields across the top of the detail section. Resize the fields relative to the data that
each contains.

16. Reduce the height of the detail section.

™ T T T . e N

# Report Header

"|| % Detail - o o
i (TransDate ii|Code il |Description il lAmount

# Page Footer
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17. Add labels for each of the fields in the Page Header section using the label control.

18. Resize, align, and format the labels.

"33'QE.Dﬁa"»ﬁeﬁ"Q'QE'EQ'QEC.G:i:‘:EE'E::Q'Qﬁééciliiﬂ'tﬁi:ﬂﬁfEQ'Q§'|§Q'QE'E::Q'QE'“'QE'EQ:Ri'n?:iiJ:h?JEQ'QE'EQ'Q: E'EQ'QE'EQI
# Detai - . _
’ # Page Footer

i TransDate ii|Code il Description iAmount [, ;| R !

19. While we’re tweaking the formatting, remove the field borders and the alternate row shading.

20.

21.
22.

To do so:
A.

o m g0 W

o

H.
L.

Select the labels in the page %’&th@ds in the detail section.
Open the proper%;& C)Q s
Select the Format ta

From the Border Style drop-down list, select “Transparent”.

Click in the Credit Header section.

In the property sheet, on the Format tab, from the Alternate Back Color drop-down
list, select “No Color”.

Click in the Detail section (but not on a field object).
From the Alternate Back Color drop-down list, select “No Color”.

Close the property sheet.

On the Report Design Tools: Design tab in the Grouping & Totals group, click Group &

Sort.

In the Group, Sort, and Total pane, click Add a group.

From the select field drop-down list, select “Credit”.
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Group, Sort, and Total

| Group an Credit ™ from selected to cleared ™ . Mors

o [{; Account_|D
Ad TransDate

Code
Description
Amaount
Credit
Cleared

dd a sort

L PP T T I VI

expression

23. Click Add a sort and select “TransDate” from the drop-down list.

Group, Sort, and Total f
Y
¢ Group on Credit Iy
. i
L—E Sort by select field ™ 1
Account_|D E
TransDate ‘j-
Code Iy
Description b
Amount <~ $

Credit L @

~4

< Cleared — Q 2
)
expression

24. Click Add a sort again and select “Description”.

Group, Sort, and Total

Group on Credit
L— Sart by TransDate
L—§|Sorlby Description ™ with & ontop ™ . More &

e iz Add a group 2l Add a sort

N T i M T WP LA

25. In the property sheet, on the Format tab, from the Alternate Back Color drop-down list,
select “No Color”.

26. In the Credit Header section, add a text box to show the group header label.

27. Delete the label from the text box you just added.
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] T T T T T T R e e N TR 1

# Report Header

iiilunbound

& LIETaN
SR |TransDate

# Report Footer

!
) :‘.P.a“cFDD!er B B ':'::1
1

28. Select the text box, open the property sheet, and select the Data tab.

29. On the Control Source field, click . The Expression Builder opens.

30. In the Expression Elements list box, expand the Functions list and select Built-In Functions.
31. In the Expression Categories list box, select * Prong m Flow”.

32. In the Expression Values list box, double- i

the expression window. 2
> A
Expressn:m Bmlder

Enter an Expression to areate a aloulated control:
(Examples of expressions incdude [field1] + [field2] and [field1] < 5)

. The expression you’ve built displays in

IIf(«expressions, «trueparts, «falseparts) §
Cancel
Help
<< less
Expression Elements Expression Categories Expression Values
...... 8 Reporti Date/Time ~ || Choose
&1-(8) Functions Domain Agdregate
7 ) Built-In Functions Error Handling Switch
Financial
(%) Bank Register General
() Web Services Inspection
- (2}] Bark Register.accdb Math
- Constants mniales
n
;51 Operators S0L Aggregate
ﬁ\r Commaon Expressions Text hd

f{expression, truepart, falsepart)

Returns one of two parts, depending on the evaluation of an expression.

33. Replace the <<expression>> placeholder with “[Credit]=True”.
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34. Replace the <<truepart>> placeholder with “Credits” (enclosed in quotes).
35. Replace the <<falsepart>> placeholder with “Debits” (enclosed in quotes).

=IIf{[Credit] =True, "Credits™, Debits™)|

36. Click OK.

37. In the property sheet, remove the borders from the label by selecting “Transparent” from the
Border Style drop-down list.

38. Format the group header label as desired.

|ﬂR:unn1 k4 y
T T s o s o = Property Sheet

Selection type: Text Box
# Report Header

Text14 W

Format = Data | Ewent | Other | ANl

Farmat ~
G 0] Dsneition | | | Deomatmaces auto
. Vigible Wes
& Credit Header Width 175
sion=lffCredit])=True, "Credits "= o :|:: SR |::: SR Height 0.2188°
. ) T r
e - - Le: 03333
G _:|TransDate | _|cnde | _:|Destnp1im Back style Normal
# Fage Footer Back Color Background 1
B e i ==s===cie e e e e e = Border Style Transparent o
B | | | Border Width Hairling
Report Footer Border Color Background 1, Darker 33
Spedial Efeqt Flat
scroll Bars None
Fanit Name Calibri [Detall)
N * | Font Size 1
] 3 Text Align General
Group, Sort, and Total x | Font Weight Sold
. Font Underling Mo
: Group on Credit ™ Trom selected to cleared ™ . More b P K Fant italic Yes
oo . Fare Color Text 1, Lighter 25%
Line Spacing o
L} Sort by Description Is Hyperlink Ha
: A Display As Hyperlink If Hyperlink
[= Add a group *L add a sort Hyperlink Target
Gridiine Style Top Transparent b

39. Close the property sheet.
40. Enlarge the Credit Header to make room to add a line below the label.

41. On the Report Design Tools: Design tab in the Controls group, click \

42. Click and drag to draw a line from near the left edge of the Credit Header to near the right
edge of the Credit Header.
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R T T T e L T

# Report Header

# Page Header
]

E!'i'!f?'ii:t?ékﬁvﬁ:}ffﬁiidﬁ i

.‘ Evedit Header
. - i |=lif([Credit]=True, "Credits’|::

# Detail
:'::""'Z§Z|Tr3“5m‘e iilCode i |Description

Il . Page Footer

’ # Report Footer

43. In the Group, Sort, and Total pane in the Group on row, click More.
44. From the with no totals drop-down list, select “Totals”.

45. From the Total On drop-down list, select “Amount”.

46. From the Type drop-down list, select “Sum”.

47. Mark the Show Grand Total check box.

- O
48. Mark the Show subtotal in group footer W

NS N

Group, Sort, and Total

.| Group on Credit ™ from selected to cleared ™ . by entire value ™ . with Amount Lotaled =, with tithe click to add.
| with a header section ™ . with a footer section ™ . do not keeg | 7ot
L sont by Transpate Total On Amount w
L% Sort by Description T¥P¢ |Sum v
[¥] show Grand Total
[] show group subtotal as % of Grand Total
[] Show subtatal in group header
[¥] Show subtotal in group footer

& Report Header

ncleared fan

# Page Header

Flpesdipmen [ ]

[pard ada

& Credit Header

| tf(fcredit]=True, "Credits -] [ e e s e

[0 CECCCI TS T e T S D ) T e e

+ Detail
| TransDate

mDesmptmn i lamount |HEH

# Credit Footer

i [=Sumi[Amount]::: 5

# Page Footer

F Report Footer

T sumifAmount T

49. In the Credit Header, select the label, right-click, and select Copy.
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50. In the Credit Footer, right-click and select Paste.
51. Open the property sheet for the Credit Footer text box and select the Data tab.

52. In the Control Source field, place your cursor immediately after the “=” sign and type “Total
” followed by “+”.

Property Sheet x
Selection type: Text Box
Text17 W

Format Data | Event | Other | Al

Control Source ="Total "+lIf{[Credit]=True,"C
Text Format Plain Text
Running Sum MNa

Input Mask

Enabled Yes

L%)

53. Move and format the label as desired.

54. Remove the alternate formatting on the group footer.

55. In the Report Footer, add a label for the repglﬁ’s:
N>

56. In the label, type “Grand Total”. :@ Q/ >

57. Above the label, add a line Er?%ear the To ge to near the right edge.

R O O Y
# Report Header

# Page Header
d T e i cc:] _____ oascr{upt_mn_ T e e O, Do e e
# Credit Header

i [T ERe e i Y] e e (N e, e

# Detail
- || [TransDate Hcode il Description lamount
# Credit Footer

i | i fﬁ|§ i "Total "HIf{[Creditl=True i i R IS um [Amount] i

- # Page Footer
’ # Report Footer

i [FSum([Amount]:

58. On the Report Design Tools: Design tab in the Header/Footer group, click Page Numbers.
59. In the Page Numbers dialog box, in the Format field, select “Page N”.

60. In the Position field, select “Bottom of Page [Footer]”.
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61. In the Alignment field, select “Right”.
62. Mark or clear the Show Number on First Page check box as you prefer.

Page Numbers ?

@ Page N

{_JPage N of M Cancel
Position

() Top of Page [Header]

(®) Bottom of Page [Footer]

Alignment:

[Rignt [+]

[+]5how Number on First Page!

63. Click OK. 2SS~
o
64. Format the page number as desired, 55352 \“:\)
s %@/ e, NS

& Report Header

=lif{[Credit]=True, "Credits
& Detall

|::|amount [E

i [=sum([amount]::
# Page Footer

B Report Footer

S =sum([amount]::

65. Preview the report.
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Uncleared Bank Transactions Theedey. iy 5,88

Date Code Description Ameunt

Credits
414/2013 AD US Dept of Treasury $372.96
4162013 AD Payroll deposit $1,095.62
4/29/2013 AD Interest 50.89
Total Credits 51.463.47

Debits
af7/2013 7214 Charlattesville MUD 574,19
4/16/2013 DC Main Street Market $124.51
4/18/2013 7215 SPARC Electric 5165.47
4202013 7216 Lolly's Place 524.18
/232013  ATM Cash withdrawal $120.00
4/23/2013  FT Transfer to savings 5300.00
4/26/2013 7217 Basket Workd 542.69
Total Debits SBE5.04
Grand Total $2,334.51

positive numbers and simply added them up. Lefixehis, first select the total field in the report
footer.

S SN
67. Open th h @SP’ >
pen the property sheet a 5 W

68. In the Control Source field, click [-I.

66. Notice that the grand total is incorrect. That’s beca;rlse we treated credits and debits both as
o

Expression Builder

Enter an Expression to create a calculated control:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)

=sum{[Amount]}
Cancel
Help
<< Less
Expression Elements Expression Categories Expression Values
48l Undeared Bank Transactio| |[EGE ~
i) Functions <Field List= AfterDelConfirmEmMacre
' Bank Register.accdh <Parameters = AfterFinalRenderEmMacr
| Dark Register.a Auto_Headerd AfterInsertEmMacro
Constants Auto_Date AfterLayoutEmMacro
£ Operators Label11 AfterRenderEmMacro
ﬁ? Comman Expressions Label10 AllowDesignChanges
Label12 AllowFilters
Label13 AllowLayoutView
Text14 AllowReportyiew
< * | |Linels AlternateBackShade b
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69. In the expression pane, we need to replace the expression with an expression that will add the
credits and add the negative of the debits. To do this, type
“=Sum(IIf([Credit]=True,[Amount],-[Amount]))”.

=Sum(IIf{[Credit] =True, [Amount] ,-[Amaunt]))|

70. Click OK.

71. Preview the report.

Uncleared Bank Transactions Thermday, by 25, 213

Date Code Description Amount

Credils
4/14/2013 AD Us Dept of Treasury 5372.96
4/16/2013  AD Payroll deposit $1,095.62
4/29/2013 AD Interest 50.39
Total Credits $1,469.47

Debits
47772013 7214 Charlottesville MUD 57419
4/16/2013 DC Main Street Market 5134.51
411872013 7215 SPARC Electric 5169.47
4/20/2013 7216 Lally's Place 524.18
4/23/2013 ATM Cash withdrawal $120.00
4/23/2013 FT Transfer to savings 5300.00
4/26f2013 7217 Basket World $42.69
Total Dehits S865.04
Grand Total 5604.43

I o T iy R I e Ny, WP PR S

72. Tweak the report as desired.

73. Save the report and name it “Uncleared Bank Transactions”.

Conclusion

In this lesson, you learned:

e  To create and format Access reports.
e  To work with the various sections of a report.

e To group, sort, and add totals for records on a report.
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e To work with the Expression Builder. =35>
Lo

e  To work with property sheets. q,\?/‘ N\

=XT SR

o s
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LESSON 6

Macros

Topics Covered

| Creating macros.

| Running macros.

Introduction

A S

S

In this lesson, you will learn how to create son@u&nd several ways to run a macro.
e X& SR

6.1. Macro Basics

Macros allow you to automate actions for your database. You can perform simple actions such as
opening a form or printing a report. You can also string together actions to build macros that perform
complex automation operations. In this lesson, we’ll focus on some simple macros.

Access makes it relatively easy to create macros. For the simplest macros, you simply select an action
and specify parameter values. In Design view, Access provides two ways to select the actions for your
macros. You can select from an alphabetized drop-down list.

Open /Macros/Demo/Demo - My Music Collection - Start.accdb
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+ | ]
Group

If

Submacro
AddContactFromOutlock
AddMenu

ApplyFilter

Beep

BrowseTo

CancelEvent
ClearMacroError
CloseDatabase
CloseWindow
DeleteRecord
DisplayHourglassPointer
EditListlterns
EMailDatabaseOhject
ExportWithFormatting
FindMextRecord
FindRecord

GoToControl

GoToPage

GoToRecord
LeckMavigationPane
MaximizeWindow
MessageBox
MinimizeWindow
MovelndSizeWindow v

You can also select from a searchable grouping of actions called the Action Catalog.
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Action Catalog 2

Search... 2
- Pragram Flow -

Comment

Group

i

Submacro
= Actions

e Data Entry Operations

DeleteRecord
EditListlterns
SaveRecord
Data Import/Export
Database Objects
Filter/Query/Search
Macro Commands
Systern Commands
User Interface Commands

A A v A v v A v

Window Management

SaveRecord

Save the current Record

After you select an action, you are prompted for any necessary parameter values.

E MessageBox X
Message
Beep |Yes v
Type |Mone b
Title
+ [Add New Action v
i et o NSRS

% 6.1.1. Open a Table, Form, and Report

To create a macro that opens a table:

1. On the Create tab in the Macros & Code group, click Macro. A blank macro tab is added
on the work surface along with the Action Catalog.
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T Macoi x

Action Catalog &
+ | Add Mew Action ¥} f— D
4 Program Flow
E Comment
d Group
a
a Submacro

4 Actions
: Data Entry Operations
Data Importy/Export
Database Objects

Filter/Query/Seaich

Macro Commands
Systermn Commands

User Interface Commands
Window Management

Program Flow

List of blocks that can change the order
macro actions are executed or help to
structure a macro.

he Add A @%@'Tbl The OpenTabl
2. From the New Actio %’/' .s€leor<OpenTable”. The OpenTable prompts
o

load in the macro tab.

E OpenTable X
Table Name |Required w
View |Datasheet =
Data Mode |Edit =

+ | Add Mew Action W

From the Table Name drop-down list, select the table you want to open.
4. From the View drop-down list, select the view you want the table to open in.

5.  From the Data Mode drop-down list, select the mode you want the table to open in. Your
options are “Add”, “Edit”, and “Read Only”.
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E OpenTable X

Table Name |Recordings =
View |Datasheet =
Data Mode |Add =

+ | Add Mew Action v

i N e R e A

6. Click Save. The Save As dialog box opens.

7.  In the Macro Name field, type a name for the macro.

Save As ?

Macro Mame:
Open My Music Collection

. >
\Q} > = %
To create a macro that opens a form @ (b’ _ & ,

1.  On the Create tab in the Macros & Code group, click Macro.

8. Click OK.

2. From the Add New Action drop-down list, select “OpenForm”.

E OpenForm X
Form Mame |Required =
View |Form W
Filter Name
Where Condition = 2
Data Mode ™
W

Window Mode |Mormal

Update Parameters

+ | Add Mew Action W

e e e N T T LN o el PSSP

From the Form Name drop-down list, select the form you want to open.

4. From the View drop-down list, select the view to open the form in.
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5. From the Data Mode drop-down list, select the mode to open the form in. Your options are
“Add”, “Edit”, and “Read Only”.

6. From the Window Mode drop-down list, select the type of window you want the form to
open in. Your options are “Normal”, “Hidden”, “Icon”, and “Dialog”.

E OpenForm X

Form Mame | Music Collection "

View |Form W

Filter Mame

Where Condition = 2

Data Mode | Edit w

Window Mode | Dialog =

Update Parameters

+ [Add New Action v
i e s
7.  Save the macro. <
B

To create a macro to open a report:

1. On the Create tab in the @ CO@%'?ICI( Macro.

2. From the Add New Action drop-down list, select “OpenReport”.

E OpenReport X
Report Name | v
View |Report W
Filter Name
Where Condition = 2.
v

Window Mode |MNormal

Update Parameters

+ | Add Mew Action v

B T T B N S

From the Report Name drop-down list, select the report you want to open.
4.  From the View drop-down list, select the view to open the report in.

5.  From the Window Mode drop-down list, select the type of window you want the report to
open in. Your options are “Normal”, “Hidden”, “Icon”, and “Dialog”.
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El OpenReport

Report Name | Music List v
View | Print Preview w
Filter Marme
Where Condition = .S
w

Window Mode | Mormal

Update Parameters

* | Add Mew Action v

WHWW“WW

6. Save the macro.

* 6.1.2. Run a Query
<
(=
«z’&

To create a macro that runs a query:

1. On the Create tab in the ﬁ ;: (@fﬁck Macro.

2. From the Add New Action drop down list, select “OpenQuery”.

f_ Macroi =
H OpenQuery X
Cuery Name W
View |Datasheet v
W

Data Mode |Edit
Update Parameters

3. From the Query Name drop-down list, select the query you want to run.
4. In the View drop-down list, ensure that “Datasheet” is selected.

5.  From the Data Mode drop-down list, select “Edit”.
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El OpenQuery

Query Mame
View | Datasheet

Data Mode |Edit

Titles Artists Formats

+ | Add Mew Action

W

6. Save and name the macro.

<

W

Update Parameters

7. On the Macro Tools: Design tab in the Tools group, click Run.

| I Open Titles Artists Formats Query | = Titles Artists Formats

| Gota Name

Smetana: Moldau, Overtures

A Hard Day's Night

The White Album

| Remember Yesterday
Rachmaninov Piano Concerto 1 & 3
Just a Dream

Music of the Night

King of Swing!

Pirates of Penzance

Skyfall

e T T o g T

Title - Artist -
Count Basie and His Orchestra
Jim Croce

Cleveland Orchestra

Beatles

Beatles

Donna Summer

Cleveland Orchestra

Carrie Underwood

Alfie Boe

Count Basie and His Orchestra
D'Oyly Carte Opera Company

Adele

** 6.1.3. Print a Report

To create a macro that prints a report:

Description -

78 RPM vinyl record
8-track tape

33 1/3 RPM vinyl record
33 1/3 RPM vinyl record
Compact disc

Cassette tape

Compact disc

MP3 file

MP3 file

Compact disc

33 1/3 RPM vinyl record
MP3 file

1. On the Create tab in the Macros & Code group, click Macro.

2. From the Add New Action drop-down list, select “OpenReport”.
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| OpenReport
Report Name |Required v
View |Report ]

Filter Name
Where Condition = ™
Window Mode | Normal 7

Update Parameters

From the Report Name drop-down list, select the report to print.
4. From the View drop-down list, select “Print Preview”.

5. From the Add New Action drop-down lisyg:@%rint()bject”.

OpenReport
Report Name Music List
View Print Preview
Filter Name
Where Condition
Window Mode MNormal

H RunMenuCommand iy

Command | PrintObject v

6. Save and name the macro.

7. On the Macro Tools: Design tab in the Tools group, click Run. Notice that the requested
report opens in the background and the Print prompt opens so that you can print the report.
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'é._é My Personal
Discography

Print ? —

Printer

Mame: YWreedmachine\Brother HL-2040 series W Properties [
Status:  Ready —
Type: Brother HL-2040 series

Where: LPT1:

Comment: [ ]Print to File -
Print Range Copies

(@Al Mumber of Copies: 1|5 —

(JPages From:
1_1 2_2 3_3 Collate

Selected Record(s)

Page: 1

6.2. Running a Macro

As we’ve shown, we can run a macro from Design view by clicking Run on the Macro Tools: Design
tab. Once we’ve saved a macro, we can run it from the Navigation Pane, from the Database Tools
tab, or we can bind the macro to a control and use the control to launch the macro.

To run a macro from the Navigation Pane:

1. Locate the macro in the Navigation Pane.
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2.

E Recording Formats

E Recordings

EE Titles, Artists, & Formats
Quernies E3
EiY Titles & Artists & Formats
",_:l,ﬂ CDs in My Music Collection

Format Query

=

",_:l,ﬂ Recording Details

",_:l,ﬂ Recordings and Artists by...
aE

Forms E3
Manage My Recordings
Music Collection
Reports

Music List

b

My Music
Macros S

Z  Edit My Music Collection

22 Open My Music Collection

2 Open the Music List

All Access Obje... @ «

Titles with Artist & Format...

Search. 2
Tables S IE‘
B Aartists ]

Double-click the macro name or right-click and select Run from the shortcut menu.
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All Access Obje... @ «

Search. 2
Tables -
R Artists

Ij Recording Formats
B Recordings
B Titles, Artists, & Formats

Quenes &

EY Titles & Artists & Formats

B CDs in My Music Collection

Format Query 1 F‘un. . I

Recording Details p » - —
k£ Design View

'=_§,-| Recordings and A
Export 3
EE Titles with Artist &
=[ Rename
Forms

E2] Manage My Recal Hide in this Group

=] Music Collection Lt

Reports & Cut

B/ wusic List gy Copy

B/ vy Music

i Object Properties
2 Edit My Music Colecoon—— |

&  Open My Music Collection p) =4
Z Open the Music List -

To run the macro from the Database Tools tab:

1. On the Database Tools tab in the Macro group, click Run Macro. The Run Macro dialog

box opens.

9
Run Macro b

Macro Name:
Edit My Music Collection W

carce

2. From the Macro Name drop-down list, select the macro to run.

3. Click OK.

To demonstrate how to bind a macro to a control, we'll create a simple form and add a button that
opens another form.
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To bind a macro to a control and run it:

1. On the Create tab in the Forms group, click Form Design.

2. On the Form Design Tools: Design tab in the Controls group, click @, then click and
drag on the form design surface to draw a button. When you release the mouse button, the
Command Button Wizard starts.

Command Button Wizard

What action do you want to happen when the button is
pressed?

Different actions are available for each category.

Categories: Actions:

M
Record Operations
Form Cperations
Report Operations
Application

Miscellaneous

Find Record
Go To First Record
Go To Last Record
Go To Next Record
Go To Previous Record

< Back ‘ Next = ‘ | Finish ‘
@w/ = O =

. . / y .
3. In the Categories list box, select the type of action you want the button to perform.

4. In the Actions list box, select the action you want the button to perform.

Command Button Wizard

What action do you want to happen when the button is
pressed?

Different actions are available for each category.

Categories: Artions:

Record Mavigation Apply Farm Filter
Record Operations

Cloze Form

Report Operations Print a Form
Application Print Current Farm
Mizcellaneous Refresh Form Data

5.  Click Next >. In this example, you are prompted for the form to open.
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Command Button Wizard

What form would you like the command button to open?

Manage My Recordings

EMusic Collection

‘ Cancel | ‘ < Back H Next = ‘ | Finish ‘

6.  Select a form and click Next >. You are pron@hich information to display.
R >N

Command Button Wizard

Do you want the button to find spedfic information to display in

the form?
For example, the button can open a form and display the data
for a spedfic employee or customer,

() Open the form and find spedfic data to display.

(@) Open the form and show all the records.

‘ Cancel | ‘ < Back H Next = ‘ | Finish ‘

7.

Make a selection and click Next >. You are prompted whether to have a text label or picture
on the button.
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Command Button Wizard
Do you want text ar a picture on the button?

If you choose Text, you can type the text to display. If you

Music choose Picture, you can dick Browse to find a picture to display.
Collection

(@) Text: [Music Collection| |
D Picture: Browse...
Show All Pictures
‘ Cancel | ‘ < Back H Next = ‘ | Finish ‘

8.  Provide a text label or select a picture for the bu}t\@then click Next >. You are prompted

to name the button. @/ ,

Command Button Wizard
What do you want to name the button?

A meaningful name will help you to refer to the button later.

Music
Collection |emdOpenMusic] |

That's all the information the wizard needs to create your
command button. Note: This wizard creates embedded
macros that cannot run or be edited in Access 2003 and
earlier versions,

o e |

9. Type a name for the button “cmdOpenMusic” and click Finish. The button is added to the

form design surface.
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# Detail

ic Collection

10. Right-click the button and select Properties from the shortcut menu.

11. In the property sheet, select the Event tab. Notice that the On Click field indicates

“[Embedded Macro]”. . &, S

Property Sheet x
Selection type: Command Button

Openhusic W

Format| Data | Event | Other | ANl

On Click [Embedded Macra] | e
On Got Focus
On Lost Focus
On Dbl Click

On Mouse Down
On Mouse Up
On Mouse Mave
On Key Down
On Key Up

On Key Press

On Enter

On Exit

e e . e e e e

12. In the On Click field, click [-l. The macro opens on the macro design surface.
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I ,_:Z Form1 : OpenMusic : On Click

OpenForm

Form Mame Music Collection
View Form
Filter Mame
Where Condition
Data Mode

Window Mode MNormal

+ | Add Mew Action v

13. Click inside the macro. Set additional optiom@@c%iacro as desired.
- o \fa_/’ -

| { Form1: OpenMusic : On Click b4
El OpenForm X
Form Mame |Music Collection .
View |Form v
Filter Name
Where Condition = N
Data Mode |Edit W
Window Mode |Dialog -
Update Parameters
+ | Add New Action w
I e S el o P e R T e S T e

14. Save and close the macro.
15. Save and name the form.

16. Switch to Form view.
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4

Z5] Macro Example

E-Music Collection |

17. Click the macro button to execute its function.

T T v PR

i
i
é
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=] Exercise 8: Creating Simple Macros
) 20 to 45 minutes

In this exercise, you will create the following macrosin the . . . /ClassFiles/Macros/Exercises/Bank
Register.accdb database:
S~

1. A macro that opens the Enter Tranm@q J.Q%dd mode so that you can enter new
transactions in the database, Nam&g ransactions’.

2. A macro that opens the Enter Transactions form in edit mode so that you can review
transactions. Name the macro “Review Transactions”.

3. A macro that opens the Uncleared Checking Transactions query in Datasheet view so that
you can mark cleared transactions. Name the macro “Mark Cleared Transactions”.

4. A macro that closes the database. Name the macro “Close Database”.
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Solution

To create a macro that opens the Enter Transactions form in add mode:

1. On the Create tab in the Macros & Code group, click Macro.
From the Add New Action drop-down list, select “OpenForm”.
From the Form Name drop-down list, select “Enter Transactions”.

In the View drop-down list, accept “Form”.

From the Data Mode drop-down list, select “Add”.

AN

From the Window Mode drop-down list, select “Dialog” or “Normal”.

E OpenForm P

Form Mame | Enter Transactions

<

View |Form W

Filter Mame

Where Condition = N
Data Mode |Add v
Window Mode | Dialog =

Update Parameters

+ | Add Mew Action W

7. Click Save.
8. In the Save As dialog box in the Macro Name field, type “Add Transactions”.

Save As ?

Macro Mame:

Add Transactions

9. Click OK.
To create a macro that opens the Enter Transactions form in edit mode:

1. From the Add New Action drop-down list, select “OpenForm”.
From the Form Name drop-down list, select “Enter Transactions”.

In the View drop-down list, accept “Form”.

Ll

From the Data Mode drop-down list, select “Edit”.
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5.  From the Window Mode drop-down list, select “Dialog” or “Normal”.

E OpenForm P
Form Mame |Enter Transactions v
View |Form "

Filter Mame

Where Condition = N
Data Mode |Edit v
Window Mode | Dialog =

Update Parameters

+ | Add Mew Action W

6. Click Save.
7. In the Save As dialog box in the Macro Name field, type “Edit Transactions”.

Save As ?

Macro Mame:
Edit Transactions

>

NG O\Q 3
8. Click OK. @ C)

To create a macro that opens the Uncleared Checking Transactions query in Datasheet view:

1. On the Create tab in the Macros & Code group, click Macro.

2. From the Add New Action drop-down list, select “OpenQuery”.
3. From the Query Name drop-down list, select “Uncleared Checking Transactions”.
4.  In the View drop-down list, accept “Datasheet”.
5. In the Data Mode drop-down list, accept “Edit”.
El OpenQuery X
Cuery Mame | Uncleared Checking Transactions v
View |Datasheet W
Data Mode |Edit v

Update Parameters

+ | Add Mew Action v
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6. Click Save.
7. In the Save As dialog box in the Macro Name field, type “Mark Cleared Transactions”.

Save As ?

Macro Mame:

Mark Cleared Transactions

Carca

8. C(Click OK.

To create a macro that closes the database:

1. On the Create tab in the Macros & Code group, click Macro.
2. From the Add New Action drop-down list, select “CloseDatabase”.

E RunMenuCommand

Command | CloseDatabase

+ | Add Mew Action W

ﬂ""""‘\fh—""“-'—\_.-\,_.-\,

‘2} SR
Click Save. @ C)/

4. In the Save As dialog box in the Macro Name field, type “Close Database”.
Save As ?

Macro Mame:
Close Database

5. Click OK.

Conclusion

In this lesson, you learned:

e  To create several simple macros.

. To run macros.
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LESSON 7

Completing the Desktop Application

Topics Covered

| Creating and implementing a navigation form.

V] User access to your database application.
Introduction

In this course and in the introductory course, we learned to create the main components of a database.
In this lesson, we’ll learn how to tie the components together in a cohesive package and distribute it
to your end users.

7.1. The Navigation Forgfy SO

~ >
We want to make our users’ experience with our application as streamlined as possible. For this reason,
we’ll create a navigation form that presents the main functions of our database in a straightforward and
logical way.

To create a navigation form:

1. Open the database.
2. On the Create tab in the Forms group, click Navigation.

0

Create External Data Database Tools oy Tell n hat you want to do...

S0 0 B8 =8 Odas 05 = L

Application  Table Table SharePoint Query Query Form  Form  Blank e B + Bomack Dlael hqe
Parts - Design  Lists~ Wizard Design Design Form Horizontal Tabs
Templates Tables Queries Form! — ‘0
All Access Objects ©@ « [ [T | Vertical Tabs, Left ]
Search e
Tables & |= D Vertical Tabs, Right
B Artists
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3. Select the layout you prefer from the drop-down list. For this example, we’ll select “Vertical
Tabs, Left”. The form is added to the work surface in Layout view.

=53] Navigation Form %, X

Navigation Form :
T —”—"""”

E  [Add New]

e e

#"-—:W—\_‘_,_..—r"-“-—_-""“—\rvﬁ"\-——‘

4.  Staying in Layout mode, drag and drop a for O@f from the Navigation Pane onto the
[Add New] button. A navigation bu@ﬂ %the report or form loads in the view
et o
N _ SR
<> C»>2T

area of the form. :
///

| =] Navigation Form *
. o o Property Sheet L.
| Navigation Form | setection lype: Mavigation Button
HavigationButton12 W
Music Collection - s ﬁ"’e 1 Format | Data | Event | Other | &N
o My Music Collection
m ;‘ " Caption Music Collection A
{f\— Picture Caption Amangement No Picture Caption
Visible Tes
= Picture Type Embedded
] Picture (nane]
Width 11771
Title Right On Height 0.2813
Back Color agcent 1
" = = Barder Style Transparent
Artist Count Basie and His Orchestra Border Width Hairkine
Border Colar Arcent 1
Format 7B E| Hower Colar Accent 1, Lighter 505

Pressed Colar
Hower Fore Color
Pressed Fore Color

Accent 1, Lighter 609
Text 1, Lighter 25%
Text 1, Lighter 25%

Fant Name Calibri (Detail}

Alignment Center

Fant Size 1

Fant Weight Hormal

Font Underline Mo

Fant Italic No

Fare Colar Background 1

Back Style Hormal

Transparent Mo

Gridline Style Top Transparent
™| Gridline Style Batiom Transparent w

5. Repeat the last step for each form or report you want to access from the navigation form.
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6. Change the caption at the top of the form by double-clicking in the text area, selecting the
current text, and overwriting it.

|. =5] Navigation Fnrm."'-._l e

j My Music :

Music Collection

My Personal
Discography

Music List

[Add New]

Song Title Artist
33 1/3 RPM vinyl record
A Hard Day's Night Beatles
Pirates of Penzance D'Oyly Carte Opera
Smetana: Moldau, Overtures Cleveland Orchestrz
Total 33's
78 RPM vinyl record
Right On Count Basie and His
Total 78's

8-track tape

| Got a Name Jim Croce

Total 8-tr's
Casserre tape

7. Change the caption on the form tab by right-clicking in the heading area and selecting Form
Properties from the shortcut menu. On the Property Sheet in the Caption field, type a new
caption.
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H x
i G, ., Property Sheet .

Mv MUSiC Selection type: Form

Farm g

“J e My Personal | fom|om [een o]

Music List TR : Caption N g My Music J A
£
(U} Discography | ceutvis .
Allow Form View Yes
ng Title Artist Allow Datashest View No
. Allow Layout View Fes
33 1/3 RPM vinyl record Pichue Type Embedded
i . Picture (none)
A Hard Day's Night Beatles Picture Tiling Ho
pirates of Penzance D'Oyly Carte Opera¢ | | Picture Alignmernt Canber
Picture Size Mode Clip
smetana: Moldau, Overtures Cleveland Orchestre Width 6.4551°
Auto Center No
lotal 33's Auta Resize Ves
i Fit to Screen fes
78 RPM wnyfrccurd Border Style Sizable
. . Record Selectors No
Right On Count Basie and His Navigation Buttans He
Total 78 Havigation Caption
Dividing Lines Mo
8-track tape Serall Bars Both
Cantrol Box Yes
1 Got a Name Jim Croce Close Buthon Yes
) Kim Max Buttons Both Enabled
lotal 8-tr's Maveable o
Cassette rape Split Form Size Auta
T | Split Form Orientation Datashest on Top w

8.  Preview the form in Form view. Notice how clicking the buttons changes the contents of the

view area.

Lo )

: My Music .
e C o My Music Collection
b
¥
Title RightOn
Artist ot Bave o Tl Grevira
Formal 7% u

[]

7.2. Running Macros from a Navigation Form

You’re not limited to running forms and reports from the navigation form. You can use navigation
buttons to run macros as well, thus opening the range of functionality to any process you can write a
macro or module for.
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To run a macro from a navigation button:

1. Open the navigation form in Layout view.

2. In the button area, right-click and select Insert Navigation Button from the shortcut menu.
A new navigation button is added.

| =53] Mavigating My Mus-ic."'-.__ *

j My Music

Music Collection

; Music List
E [Add New]

D Insert Mavigatien Button 1 record

T Title

ght
Emy Copy
dnce
au, Overtures
Insert 3
Merge/Split » cord
Layout [
] Select Entire Row
B Select Entire Column
> Delete
% Delete Row
% Delete Column
f sterday -
4 Position 4 Y
Gridlines 4
Anchering [

Ecrm Properties
Properties

3. With the new navigation button selected, go to the Property Sheet and on the Format tab
in the Caption field, type a label for the button.
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Z5 Mavigating My Music *

: -] Property Sheet =
j M'r" Music Seledtion type: Hawigaiien Bution
Music Collection HavigatssnButtonds w
Busic List Formst  Dala | Ewent | Other | &6
Ficture Caption Arrangement T C mpton
It i
Pactute Type Embedded
Ficture [nenel
Width LT
Hiight 035"
Bak Catar Apient 1
Border Style Trarisparent
Eorder Widih Hairline
Borgdis Cosai Agoern 1
Hiwver bt Agcert 1, Lsghter 8%
Fressed Color Arcend 1, Lighter &0%
Higwer Fare Colot Tewt 4, Lightes 5%
Pressed Fore Color Text 1, Lighter 25%
Fort Name Calibr [Detail)
Angnment Center
Faen Size i1
Fart Wesght Marral
Fort Underline Na
Farit Halic He
Faed Calos Background 1
Bk Shle Marmal
Transparent Ho
Grdling Stple Top Teargparent
T | Grdiine Seple Bottom Trarizpanent w

4.  Select the Event tab.

5. In the On Click field, select the macro you want to run from the drop-down list or click [
to build a macro.

Property Sheet *

Selection type: MWavigation Button
MavigationButton25 W

Format| Data | Event | Other | Al

On Click Print the Music List | s | ==
On Got Focus
On Lost Focus
On Dbl Click

On Mouse Down
On Mouse Up
On Mouse Maove
On Key Down
On Key Up

On Key Press

Cn Enter

On Exit

6.  Preview the navigation form in Form view and click the new button to test the macro.

[]

7.3. Setting the Navigation Form as the Default Form

You can set the navigation form as the default form that displays when a user opens your application.
In addition, we can give our application an official name and an icon to display for forms and reports.
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To do so:

1. Open the database.

2. Select the File tab.
3. Click Options. The Access Options dialog box opens.
4.  Select the Current Database tab.
Access Options » IEH
General by L]
Options for the current database.
Current Database
Diatasheet Application Options
Object Designers Application Title:
Procfing Application |con: Browse...
Language Use as Form and Report lcon
Client Settings Display Form: (none) v
Customize Ribbon Web Desplay Fom: - |{mone
Display Status Bar
Quick Access Toolbar . .
Document Window Options
Add-ins ) Dverapping Windows
Trust Center ® Tabbed Documents
[V Display Document Tabs
[¥] Use Access Special Keys
[[] Compact on Close
[[] Remoye personal information from file properties on save
Use Windows-themed Controls on Forms
Enable Layout View
Enable design changes for tables in Datasheet view
Check for truncated number fields
Picture Property Storage Farmat
@) Preserve source image format (smaller file size)
) Conyert all picture data to bitmaps (compatible with Access 2003 and earlier)
HNavigation
Display Mavigation Pane v

Cancel

5. In the Application Title field, type the name of your application.
6. In the Application Icon field, click Browse and navigate to and select the icon file to use.

7. If you want to use the icon as both the form and report icon, mark the Use as Form and
Report Icon check box.

8.  From the Display Form drop-down list, select the navigation form to use as the default display
form.
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Access Options ?

Sl Options for the current database. =
Current Database
Datasheet Application Dptions
Object Designers Application Ttle: | Music Inventory
Praofing Application Jeon: | C\WebucatorAccess Zﬂl?..Z\foIder_gle.l Browse... .
Language [] Use as Form and Report lcon
Client Settings Display Form: Mavigating My Music l]
Customize Ribbon Web Display Form:  [{none)
Display Status Bar
Quick Access Toolbar ::cumpen:rWindm Options
Add-ins () Qwerlapping Windows
Trust Center (®) Tapbed Documents
[ Display Doecument Tabs
[¥] Use Access Special Keys
[[] Compact on Close
[[] Remoye personal information from file properties on save
[#] Use Windows-themed Controls on Forms
Enable Layout View
Enable design changes for tables in Datasheet view
Check for truncated number fields
Picture Property Starage Farmat
@ Preserve source image format (smaller file size)
() Comyert all picture data to bitmaps (compatible with Access 2003 and earlier)
Navigation
Display Mavigation Pane v

9. Click OK. You are notified that you must close and reopen the database for the change to
take effect.

10. Click OK.
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=] Exercise 9: Creating a Navigation Form

. ©15to 35 minutes
PR =

\\J
In this exercise, you will create a navigation fors:@g?e. Ban@egister database using the database in
the ClassFiles\CompletingDesIQ?ﬁrpﬁg'er 's@o%er. Include buttons to launch the Add
Transactions macro, the Edit Transactiofs macro, thé Mark Cleared Transactions macro, the Uncleared
Bank Transactions report, and the Close Database macro. Make the navigation form the default form
for your application and assign the icon “Piggy Bank.ico” to the application.
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Solution

To create the navigation form:

1. Open the database.

2. On the Create tab in the Forms group, click Navigation and select a layout for the navigation
form from the drop-down list.

=5] Mavigation Form x

j Navigation Form
L ecssasssssessstossessssossssosssssssosssessssssssssssssssssssssssssn

[Add New]

3. Right-click in the button area and select Insert Navigation Button from the shortcut menu.

4. Open the Property Sheet for the new button.
5.  On the Format tab in the Caption field, type “Add Transactions”.

Property Sheet x
Selection type: Mavigation Button

MavigationButton7 v

Format | Data | Event | Other | All

Caption Add Transactions -~
Picture Caption Arrangement Mo Ficiure Caption

Visible Yes
Picture Type Embedded
Picture [nonej
Width 1.1979°
Height 0.2813"
Back Color Accent 1, Lighter 80%
Border Style Transparent
Border Width Hairline
Barder Calar Accent 1
Haover Color Accent 1
W‘WM
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6.

10.

11.

12.

On the Event tab in the On Click field, select “Add Transactions” from the drop-down list.

Property Sheet x

Selection type: Mavigation Button

MavigationButton7 W

Format| Data | Event | Other | ANl

On Click Add Transactions |
On Got Focus

On Lost Focus
On Dbl Click

On Mouse Down
On Mouse Up
On Mouse Mave
On Key Down
On Key Up

On Key Press

On Enter

On Exit

w ”‘*x"_‘-’w
Repeat steps 3-6 for the Edit%dﬁsactlonsq;ae ro, typing “Edit Transactions” in the Caption
field and selecting “Edit Transactions” from the On Click drop-down list.

Repeat steps 3-6 for the Mark Cleared Transactions macro, typing “Mark Cleared” in the
Caption field and selecting “Mark Cleared Transactions” from the On Click drop-down list.

Drag and drop the Uncleared Bank Transactions report from the Navigation Pane to the
[Add New] button.

Repeat steps 3-6 for the Close Database macro, typing “Close” in the Caption field and
selecting “Close Database” from the On Click drop-down list.

Double-click in the heading and replace “Navigation Form” with “Bank Transaction
Maintenance”.

Preview the navigation form in Form view.
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E Bank Transaction Maintenance

VGBI wisgey Edit Transactions  Mark Cleared Uncleared Bank Transactions Close

L R S P PN PSR e

i

%

13. Close the navigation form. You are B‘NQ&%I a
(‘ga -

: ~Q'°?g}e'
r@ﬁd tions”) and click OK.

To set the form as the default and assign an icon to it:

14. Type a name for the form

1. With the database open, select the File tab.

2. Click Options.

3.  Select the Current Database tab.

4. In the Application Title field, type “Bank Register”.
5

In the Application Icon field, click Browse and navigate to and select the “Piggy Bank.ico”
file.

Mark the Use as Form and Report Icon check box.

N

7. From the Display Form drop-down list, select the navigation form name.
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Access Options ? “

General

- Options for the current database.
Current Database

Diatashest Application Options

Object Designers Application Tle: | Bank Reguster

Proofing Application Jcon: ChWebucator\Access 2013.2\Piggy Banl Browse...
Language [# Use as Form and Report lcon

Client Settings Display Form: Bank Transactions |«

Customize Ribbon : el

e e W

Add-ins ) Owerapping Windows

Trust Center %) Tapbed Documents

[V Display Document Tabs
[¥] Use Access Special Keys
[[] Compact on Close
[[] Remoye personal information from file properties on save
[¥] Use Windows-themed Controls on Forms
[#] Enable Layout View
[#] Enable design changes for tables in Datasheet view
[#] Check for truncated numker fields
Picture Property Storage Farmat

@) Preserve source image format (smaller file size)

) Conyert all picture data to bitmaps (compatible with Access 2003 and earlier)
Navigation

[ Display Navigation Pane v

8. Click OK. Access advises you that you’ll need to close and reopen the application to see the
changes.

9. Click OK.

7.4. Splitting the Database

If you will share your database over a network, you will want to consider sp/itting the database. Splitting
the database means separating the database objects such as forms, reports, and queries from the data
tables. The database objects comprise the front-end database and the data tables comprise the back-end
database. You distribute the front-end to your users so that they can interact with the database. The
back-end database is stored at a location on your network. End users access the data through linked
tables.
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Splitting the database improves performance and lessens the chance of data corruption. It also allows
individual users to add their own queries, forms, and reports without affecting other users.

Users sharing a split database must all have versions of Access that are compatible with the back-end
database. So, for example, if the back-end database is .accdb format, users with Access 2003 or earlier
will not be able to use the database.

Before You Split

Before you split a database, always create a backup copy so that if you later have regrets you can
restore the database from the copy.

To split a database:

1. Make a copy of the database on your local hard drive.
Open the database from your local drive.
A
—
Loz
On the Database Tools tab in th&i@bﬁta x@lick Access Database. The Database

Splitter wizard starts. @ C)

Database Splitter

Close any open database objects.

D

This wizard moves tables from your current database to a
new back-end database. In multi-user environments, this
reduces network traffic, and allows continuous frant-end
development without affecting data or interrupting users.

If your database is protected with a password, the new
back-end database will be created without a password and
will be accessible to all users. You wil need to add a
password to the back-end database after itis split.

It could be a lang process. Make a backup copy of your
database before splitting it.

Would you like to split the database now?

Split Database Cancel

5.  Click Split Database. You are prompted for a saving location and name for the back-end
database.
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= Create Back-end Database ﬂ
'(— - t o Access » Classhiles » CompletingDesktopApp » Demos v & Search Demos o

Organize Mew folder = - L]

@l Shared Webucatc ~

=)l Subversion
& Homegroup
H Christopher Reec Demo - My Demo - My Demo - My Demao - My
- ) Music Collection Music Collection Music Collection Music Collection
= Gay Reed - Default to . - - Start.accdb
Mavigation.accdb Distribution.acc... MNawvigation.accdb
™ Computer
By 05(C)
a Local Disk (),
File name: | Demo - My Music Collection - Distribution_be.accdb v
Save as type: | Microsoft Access 2007 - 2013 Databases (*.accdb) v

. Hide Folders Tools - Split Cancel

»

e i e
6. In the Create Back-end Database dialog box, navigate to and select the location where you

want to save the back-end database. This needs to be a location that every user has access to,
typically on a network.

7. Click Split. When the process finishes, Access notifies you that the database has been split.

Database Splitter

o Database successfully split.

8. Click OK.

The database that remains open is the front-end database. Notice in the Navigation Pane that the
table icons have changed to indicate that the tables are linked tables.
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All Access Objects @ «

Search. 2

=,_|T Make Table Titles-Artists-Form...
EE CDs by Beatles or Starts with C

ER Find duplicates for Titles-Artist..,

@ Prompt for Format
e e i S S U

% 7.4.1. Encrypt with a Password

Many times you may want to password protect your database in order to protect it form unwanted
changes. s
4&\)"/ )

Info

Bank Register

Desktop » ACC2019.2_noprint » ClassFiles » 2019-Tables_Advanced » B

¥ Compact & Repair
ET Help prevent and correct database file problen
Compact & by using Compact and Repair.

Repair Database

e Encrypt with Password
Use a password to restrict access to your
Encrypt with database. Files that use the 2007 Microsoft
Account Password Access file format or later are encrypted.

Feedback

You may get an error if you do not have the database open in exclusive mode.
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it mmust have the database apen for exclusive wse fo st of remove the database passweond,
o To spen the catabate exciutively, close the databate, and then recpen it By cliding the File tal and using the Open temmand. in the Open daleg Box, cick the srow ned ta the CGpen

buAton, and then seledt Open Exdusive.
e |

iag this infarmalesn helglull

)+ v %k w ClassFiles » CompletingDeskiopipp + Demos v & Search Dermos P
Organze = Frw folder =- e
O Microsoftdccess [ Mame : Date madified

| BF Dema - My Music Collection - Defasult to Navigation acediy A23/2014 2
B Deskiop 82 Derna - My Music Collection - Distribution.accdb 42172014 12—
o 8 Demao - My Music Collection - Distribution_be.accdl 4721/2004 12
00 orpules 8 Diema - My Music Collection - Navigation acceb 42172014 12
B Traey 8" Dema - My Music Collection - Startaccdb 4y23/2004 2o
™ Computer
W hetwork
™ REMDYSHARE
% TE-WEBLICATOR,
B Conirol Panel
= trash
- w o [ | ¥
Fibe name: D - by Muss: Colisction - Sanscodb v | Mecrssoht Arcens [ acednme v
Tools = | Oeen |w [ Cemed
" Topen
Open Read-Only
| Open Exclugive ]
Open Exclusive Read-Only

File > Open > Open Exclusive

Enter the password, you will be prompted to reenter the password. The next time you open the database,
the password will be required.
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7.5. Distributing the Front-End Database

Before Distributing

Before distributing the front-end database, you may want to hide the Navigation Pane. To do
so, open the Access Options dialog box, select the Current Database tab, clear the Display
Navigation Pane check box, and click OK.

To distribute the front-end database, do one of the following:

e  Attach the front-end database to an email and send it to your users.
e  Save the front-end database to a network locaﬁg_@l?notify your users where to find it.
e  Save the front-end database to re@sﬁ‘ me%{&P—ROM or USB thumb drive) and

distribute to your users. @Q C)O
[]

7.6. Database Maintenance

As a database is used, it may benefit from general maintenance.

% 7.6.1. Compact and Repair

When you share your files with others, or alter it’s structure, it may become corrupt. Often a Compact
and Repair can fix the issues by recompiling the database and removing unused space. If objects and
data are unable to be fixed, a log of sorts will be kept in a table for your review.
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Info

Demo - My Music Collection - Start

Desktop » ClassFiles » CompletingDesktopApp » Demos

¥ Compact & Repair
Save As if Help prevent and comrect database file
: Compact & prablems by using Compact and Repair,
Print Repair Database

Close

% 7.6.2. Backup a database

Backing up your data is very important as files can become so corrupt that they cannot be repaired.
Having a recent back up is helpful for restoration. If you need your backup file, simply open it and
work with any data you need. Try to set a schedule and backu'%often. By default, the date will be added
at the end of your backup file name. @/ i

- /
PR < -

@ g Package and Sign

File T};pes Packaqge the database and apply a digital
signature,
E‘ Save Database As Make ACCDE
File will be compiled into an executable
anly file,
*  Save Object As o
E'a ) £ Back Up Database

Back up important databases reqularly to
prevent data loss. &‘

D SharePoint
Share the database by saving itto a
decument management server.

Account

Feedback F./!,

Save As

+» 7.6.3. Recover a database

When and if a database has an issue, you should have a recent backup for restoration. If you need your
entire database, simply open the backup file and work with any data you need. You may also just need
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a few objects such as a table. If that is the case, use External Data > Import & Link > Access in the
original database to import in any missing objects.

Home Create External Data Database Tools

== /= ? 7 TetFile P F
) B B EBF pone 9 -
) Fds XML File
Saved Linked Table Excel Access ODBC Saved
Imports  Manager Database | » More~ Exports

Import & Link

% 7.6.4. Maintain Backward Compatibility

In order to maintain backward compatibility with other users, you may save your database as 2000 or
2002-2003.

Save As

File Types Save Database As
Database File Types

B | Access Database [*.accdb)
Drefault databate fodmat

a Save Database As

, Save Object As

Be warned that features special to .accdb will not be available in the .mdb file type. As well a few features
form the .mdb file type are not available in the newer .accdb file type.

Conclusion

In this lesson, you learned:

e  To create navigation forms.
e  To split an Access database into front-end and back-end databases.

e  How to distribute an Access database front end to your users.
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