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Chapter

Introduction to Microsoft Access

Data is simply a collection of characters (that is, letters, numbers and symbols) which,
on their own, have no particular meaning. When data about a particular topic is stored
it is said to be a database. A database allows data to be processed into information,
something that can be communicated and understood.

There are two different types of databases:

« those that already contain data and just allow you to obtain information from
them. You are not able to make any changes to the data. These are called
CLOSED DATABASES.

« those that allow you to enter and change the data and process it. These are called
OPEN DATABASES.

Microsoft Access is an OPEN DATABASE.

Some databases that we use in everyday life include: the telephone book, a dictionary,
an atlas, a bus timetable, etc. Data within a database is usually divided into categories
or sections, called FIELDS. The fields that the telephone book is divided into are:

Surname, Initials, Street Number, Street Name, Suburb, Telephone Number

These FIELDS can vary in length depending on how much data (characters) needs to
be placed into them. For example, an Initials field does not need as much space as a
Surname field.

One complete set of fields is termed a RECORD. For example, each subscriber’s details
in the phone book is a record. There are over 1 000 000 records in the Melbourne
telephone book.

A group of records on a particular subject is called a FILE. For example, the phone
book is divided into two FILES, white pages and yellow pages.

© Guided Computer Tutorials 2013 1-1
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Getting Started With Microsoft Access

1 Load Microsoft Access and you should receive the ACCESS START WINDOW. The
following diagram describes the sections of the start window.

5 x]

Access 2 Recently used documents are
Recent displayed at the left of the window or

: you can click on the OPEN OTHER FILES
icon to open a saved document.

) 3 Arange of preset database types
_ (Templates) can be selected from the

main section of the window.

NOTE: i Onceyou are familiar with creating Access databases you can use
the templates to quickly setup the type of database you require.

ii There are also extra templates available through Microsoft’s
SkyDrive or the Microsoft web site.

Starting a New Blank Database

To learn how to create your own database, a database for a bank will be created.

7_nx|

1 Click on the BLANK DESKTOP
DATABASE icon in the main section
of the START window.

Access

Recent

Bank R
Desktop

(@@ Open Other Files Blank desktop databa se

1-2 © Guided Computer Tutorials 2013



Introduction to Microsoft Access 1

2 Microsoft Access automatically saves your work as you enter data so the program
needs to know where to save the file before you create it. A window is displayed
for you to set the file name and the location of the file.

3 Click on the BROWSE icon next to
the FILE NAME box.

Blank desktop database

File Name
patebased
\psfiHeme\ Documents', [E. —
Browse for alocation to put your database.
-

K\ = B Desktop » - Search Desktop

Organize * Mew folder

4 Locate your STORAGE folder or
create a new folder then open the
folder.

Microsoft Access = 7 Libraries
AGE
¢ Favorites 18 Computer
B Desktop
i Downloads @ P

% Recent Places ‘ | Access Storage |

Organize *  New folder =~ @
@ Miicrasoft Access = Mame . Date modified Type Size |I|
I Emvores o 5 Enter the file name:
B Desktop
=i Bank Records
L rive
= The SAVE ASTYPE should be set to
e MICROSOFT ACCESS 2007 - 2013
= DATABASES and click on OK.
B8 videos

- 4 L}

I |
File name: | Bank Records [ I

Save as type: | Microsoft Access 2007 - 2013 Databases

(= Hide Folders Tools v [ ok | [ concel

© Guided Computer Tutorials 2013 1-3
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6 You will be returned to the BLANK
DESKTOP DATABASE window with the
file name and path inserted. Click on

the CREATE icon to start the database.

The Database Screen

The database screen has a number of sections which are labelled in the following
diagram.

File Tab Quick Access Toolbar The Ribbon
E Sl / TABLE TOOLS Bank Records : Database- C:\Users\GB\Dgop\ Access Storage\Bank Records.accdb (Access 2007 - 2013 file format) - Access ? - 8 x
HOME  CREATE  EXTERNALDATA  DATABASETOOLS | FELDS | TABLE Signiin H
4 e = . ) e BaG . — \
h{ AB 12 # 1  [7 Date & Time [Z] Name & Caption o f\ abl| Required
et [#] Yes/No 2 Default Value o nat:  Formatting Unique
View | Short Number Currency Delete | 5 Modify Modify  Memo s Validation
Tet Bl More Fields ~ 0 Field Size Lookups Expression Setfings- | 3 % 7 | %8 &% Indexed S
Views Add & Delete Properties Formatting Field Validation ~
= Tablel ', X
All Access Obje... @ « || = Table
D - |click to Add -
Search.. el
* (New):
Tables P i
A Tablet

An Access database is made up of TABLES where you enter the data, QUERIES where
you ask questions of the data, FORMS where you make the data easier to view and edit,
and REPORTS where you print the data. These sections will be covered in the next few
chapters.

1-4 © Guided Computer Tutorials 2013



Chapter

Processing Data

A database allows you to extract information quickly and accurately from the data you
have entered, and to arrange it into required orders. This chapter will involve sorting
(arranging) data into various orders, finding specific information and counting the
number of times data items occur.

Loading the Sample File

For this chapter you will be using prepared databases to save you the time of entering
data. A copy of the database will need to be opened from the ACCESS 2013 SUPPORT
FILES, then the database saved in your STORAGE folder. It is a similar database to the one
you created in the previous chapter with more data entered.

1 Load Microsoft Access or close the current database and click on the FILE tab.

Dx‘

fccess """| 2 Inthe ACCESS START WINDOW,
click on OPEN OTHER FILES or in the
1 BACKSTAGE VIEW click on the OPEN
: option.

3 Click on COMPUTER, access the
ACCESS 2013 SUPPORT FILES folder,
open the CHAPTER 2 folder and click
on the BANK RECORDS 2 file.

[E Open

@Q-\ « Local Disk () » Users » GB » Desktop » Access 2013 Support Files » Chapter

Organize = New folder

[E Microsoft Access [ Size

18/12/2010 3:59 PM  Microsoft Access ...
18/12/2010 3:5 PM  Microsoft Access 372KB f

4 Click on the arrow next to the OPEN
button and select OPEN READ ONLY.

’ Favorites
B Desktop
i Downloads
] Recent Places
& SkyDrive

4 Libraries
[% Documents
& Music
) Pictures

BE videos

File name: Bank Records 2

NOTE: READ-ONLY will open the file for viewing only and prevent any changes
being made to the data.

© Guided Computer Tutorials 2013 2-1
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Saving the Database

The database can now be saved in your STORAGE folder.

1 Click on the FILE tab to open the BACKSTAGE VIEW.

ds 2: Database- C: < hapt: db (Access 2007 - 2013 file format) (Read-Only) - Access 72 - o x

Save As

Save Database As

Database File Ty

File Types

es
@ Save Database As y:

ba:

2 Click on SAVE AS, leave SAVE
DATABASE AS and ACCESS
DATABASE selected and click on the
SAVE AS icon.

[ save As ==
G\ o[l v Accessstonage - - [ #3 | [ Search Access Storage o]
B Moosoteaces ("7 “ | 3 Access your STORAGE folder and the

Y Bank Records /03/7MMBGQDM  Microsoft Access ...

' Favorites
B Deskiop
& Downloads

file will be given a slightly different
name. Set the FILE NAME to BANK
RECORDS COPY and click on SAVE to
save the database.

%l Recent Places

& SkyDrive

3 Libraries
[ Documents

& Music

|| Pictures

B videos !

I File name: | Bank Records Copy

Save as type: | Microsoft Access Database

File Security

There will probably be a SECURITY WARNING bar at the base of the RIBBON indicating
that certain content has been disabled. This is because the file is an external file and
Microsoft is being cautious with the data. The message can be turned off.

Bank Records Copy : Database- C:\Users\GE\Desktop\Access Storage\Bank Records Capy.accdb (Access 2007 - zm*

HOME CREATE EXTERNAL DATA DATABASE TOOLS

Cut Ascending Selection Ne 2 Totals CI- k h ENABLE CONTENT b

Cop Descending Advanced S Spelling ICK On t € Utton
Vie Paste Filter Refresh Find

Format Painter Remove Sort Toggle Filter All Delete More d' I h d
Views Clipboard [ Sort & Filter Records to |Sp ay t e ata'
I SECURITY WARNING Some active content has been disabled. Click for more details. Enable Content

" lag”

Tables @ «

EH curent Loans
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Sorting Data

Sorting is the process of arranging the data into a particular order. Microsoft Access
allows you to arrange data into alphabetical, numerical or chronological (date) order.

A Alphabetical Sorting

At the moment the names are in no particular order. Text fields such as FIRST NAME and
LAST NAME can be placed into alphabetical order.

EGd B TABLE TOOLS Access ?2 - 0O %
HOME =~ CREATE  EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE Sign in
‘ A A, - =) 3 al
b{ & cut Y 2] Ascending T Selection @ = New > Totals 2 Replace EEJ P T
e B Copy il Descending  To) Advanced~ o Save 7 Spelling 2 GoTo~
View | Paste Filter Refresh Find Szeto Swich | g 1 oy A-¥-H-|===|@. B
N Format Painter RemoveSort ¥ ToggleFilter | ay+ 2 Delete - ElMore~ I3 Select~ | Fit Form Windows « N e
Views Clipboard 3 Sort & Filter Records Find Window Text Formatting o ~
Tables ® «
= cument Loans g
== Current Loans
A o
FirstName - | LastName - |Sex - == «|LoanDate - Income -~
Robinson  F 142 High Street 3121 X
Michael Smith M 79 Charles Court Fitzroy 3065 08-Sep-14  $28,000.00 2
Gary Kane M 8 Newell Road surrey Hills 3127 04-Sep-1§pr—tamtnt i -
lan Donaldson M 52 Oliver Crescent Richmond 3121 06-Sep-
Cheryl Webster F 89 Davis Street South Yarra 3141 08-Sep- 1 Open the CU RRENT LOANS ta ble
Stuart Qlsen M 33 Rogers Court Malvern 3144 10-Sep-

by double clicking on it in the
NAVIGATION pane and MAXIMIZE
the table window.

EH .
HOME CREATE EXTERNAL DATA DATABASE TOOLS

TABLE TOOLS Current Loans - Access

'!—EIXl

FELDS  TABLE
(Y ¥ cut Y %1 Ascending__ W Selection~ |— S New X Totals e Replace 2 Click on the LAST NAME ﬁeld
] R Copy %1 Descending B Save “F spelling 3 GoTo~
View | Paste Filter cfresh Find . . .
E Format Painter Remove Sort 7 Toggle Fiter - FMore- I Select - head|ng to h|gh||g ht the LAST NAME
Views Clipboard 5 Sort & Filter Find
Tables o« Feaame - I <ol column then move the pointer over
& current Loans Michael Smith M 79 Charles Court Fitzroy 3065 08-Sep- . .
Gary Kane M 8 Newell Road Surrey Hills 3127 04-Sep-14, the ASCEN DING Icon in the SORT &
lan Donaldson M 52 Oliver Crescent Richmond 3121 06-Sep-14 .
Cheryl Webster F 89 DavisStreet South Yarra 3141 08-5ep-14 FILTER group Of the HOME tab N the
Stuart Qlsen M 33 Rogers Court Malvern 3144 10-5ep-14
Dianne Ross F 21 Harcourt Street Prahran 3181 10-Sep-14 RIBBON
.
EHo- TABLE TOOLS Current Loans - Access ?7 - A X |
HOME ~ CREATE  EXTERNALDATA  DATABASETOOLS  FELDS  TABLE .
Yon Y e Vs[5 e anee | 3 When you click the mouse button
ﬁ - B Copy ' ZlDescending  ToAdvanced Hsave  Fopeling . > GoTar
Vi | P ot | ™™ b R ot Y ToggleFter | "o’ X 0oke - Bbdorex | ™ Iy s the records are rearranged so that
Views Clipboard 5l Sort & Filter Records Find . .
Tables o «| [ Frsame - SSONGERT - e the LAST NAMES are in alphabetical
Julia Barrett E ad Malvern 3144 11-Sep-14
= cument Loans lan Donaldson 52 Oliver Crescent Richmond 3121 06-5ep-14 Order
Gary Kane M 8 Newell Road Surrey Hills 3127 04-Sep-14 .
Stuart Olsen M 33Rogers Court Malvern 3144 -Sep-
carol Robinson F 142 High Street Richmond 3121 03-Sep-14  525,500.00 52,550.00
Dianne Ross F 21 Harcourt Street Prahran 3181 10-Sep-14  $29,500.00 52,950.00
Alan Smith ™M 156 Alsop Street Werribee 3030 14-Sep-14  $45,000.00  $4,500.00
Michael Smith M 79 Charles Court Fitzroy 3065 08-Sep-14  $28,000.00 $2,800.00
Rachael Stevens. F 32St Elmo Crescent Richmond 3121 12-Sep-14  $33,000.00  $3,300.00
Cheryl ‘Webster F 89 Davis Street South Yarra 3141 08-Sep-14  $39,500.00  $3,950.00
* $0.00 $0.00
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EH S B TABLE TOOLS Current Loans - Access — -
HOME ~ CREATE  EXTERNALDATA  DATABASETOOLS  FELDS  TABLE H
h 4 Click h he SEX
b/‘ & cut Y 2] Ascending Y Selection~ r = New > Totals H 2 Replace IC On t e arrow neXt to t e
\‘_ﬁ‘ = B Copy . hlDescending TS Advanced~ . o Save 7 Spelling . 2 GoTo~ ﬁ Id h d' d I SORT ATO
Viow | P et Painter | o RemoveSot T Toggle Filter RE._-:rfh 2 Delete ~ [ More~ il € ea lng and se GCt
Views Clipboard ) Sort & Filter Z
Tables ® « First Name ~ | Last Name -1 Sex:f - LoanDate - 0
Julia Barrett F (3] sotAtoZ 11-Sep-14
S cunent Loans Carol Robinson [F Il SenZioA I} 03-Sep-14 100 =rin
Dianne Ross F 10-Sep-14  $29,500.00 $2,950.00
Rachael Stevens F % 12-Sep-14  $33,000.00 $3,300.00
Cheryl Webster F Tet Eilters " 08-Sep-14  $39,500.00 $3,950.00
lan Donaldson | M 06-Sep-14.
Gal Kane M 04-Sep-14
. —la— 3° =| 5 The records are rearranged so that
Alan Smith M M 14-Sep- .
wicael smih m the females are listed first.
*

NOTE:

It is personal choice whether you use the ASCENDING icon in the
RIBBON or the arrow next to the field name to sort data.

B Numerical Sorting

Number fields can be sorted into ascending order (lowest to highest) or descending

order (highest to lowest).

1 Click on the INCOME field heading
arrow and select SORT LARGEST TO

TABLETOOLS Current Loans - Access

BE S s
HOME | CREATE

EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE S M A L LEST
% cut Y | hscending Y Selection - @ = New 3 Totals H 25 Replace .
ER Copy %) Descending T Advanced ~ M save % Spelling 2 GoTo~
View Paste Filter A Refresh Size to
2 Format Painter B¢ Remove Sort ¥ ToggleFilter | py. 2 Delete - [ More - I3 Select~ | it Form Windows «
Views Clipboard ] Sort & Filter Records Find Window
Ta b\ES ® « FirstName - LastName -t Sex -t Address - Loan Date - | Income g
e Julia Barrett F  60Border Road Malvern 3144 11-Sep-14 s53500 4| Sort Smallest to Largest
Carol Robinson F 142 High Street Richmond 3121 03-Sep-14. ,500. z
Dianne Ross F |21 Harﬁwr{ Street Prahran 3181 10—59:14 $29,500. A Sy
Rachael Stevens F 32 St Elmo Crescent Richmond 3121 12-Sep-14 $33,000. Y"
Cheryl Wehbster F 29 Davis Street South Yarra 3141 08-Sep-14  $39,500. Number Filters »
lan Donaldson M 52 Oliver Crescent Richmond 3121 06-Sep-14  $53,000. (Select Al o
Gary Kane M 8Newell Road Surrey Hills 3127 04-Sep-14,  $32,000. (Blanks) M
Stuart Olsen M 33Rogers Court Malvern 3144 10-Sep-14,  $23,000. 23,000.00
Alan Smith ™M 156 Alsop Street Werribee 3030 14-Sep-14  $45,000. 525,500.00 =
Michael Smith M 79 Charles Court Fitzroy 3065 08-Sep-14  $28,000. :izgﬁgﬁg
= $0, s32.00000
2 The records are rearranged so that
they start with the LARGEST income
B H S B TABLETOOLS Current Loans - Access . .
HOME | CREATE  EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE and ﬁ nlsh Wlth the SMALLEST
& Cut Y 2] Ascending V- Selection - = New 2 Totals 30 Replace .
ER Copy | Descending T Advanced - Hsave 7 Spelling 3 GoTo~ Income.
P Formatpainter | %o Remove Sort 'V Toggle Filter ‘,‘-4".h X Delete = FF More~ fné Iy Select~ ;‘t";;”c,, W
Views Clipboard i) Sort & Filter Records Find A Text Formatting
Tables ® « FirstName - | LastName -f|Sex+t Address - | LoanDate -~
lan Donaldson M 52 Oliver Crescent Richmond 3121 06-Sep-14
T current Loans Alan Smith M 156 Alsop Street Werribee 2030 14.5ep-14
Julia Barrett F 60 Border Road Malvern 3144 11-Sep-14
Cheryl Webster F 89 Davis Street South Yarra 3141 08-Sep-14
Rachael Stevens F 32 St Elmo Crescent Richmond 3121 12-Sep-14
Gary Kane M 8Newell Road Surrey Hills 3127 04-Sep-14 ,000.
Dianne Ross F  21HarcourtStreet Prahran 3181 10-Sep-14 ,500.4
Michael Smith M 79 Charles Court Fitzroy 3065 08-Sep-14 , g
carol Robinson  F 142 High Street Richmond 3121 03-Sep-14] $25,500.00 52,550.00
Stuart Olsen ™M 33 Rogers Court Malvern 3144 10-Sep-14  $23,000.00 $2,300.00
* $0.00 $0.00
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Chapter

Introduction to Queries

Queries allow you to ask questions of your database. You can combine data from
different tables, permanently find or sort data, do calculations or produce interactive
dialogue boxes to allow a user to enter search data.

There are many different types of Queries, in this chapter you will be introduced to the
most common type, SIMPLE QUERIES.

A sample database has been prepared for you which records employee information in
two tables. One table records the employee’s personal details, the second table records
the employee’s pay details. The following diagram summarises the structure of the two

tables.
Personal Details Pay Details

Employee ID Employee ID

First Name Position

Last Name Section

Address Weekly Hours
Pay Rate

Notice that the field EMPLOYEE ID is present in both tables. This field is called the
PRIMARY KEY and it enables two tables to be linked so that data can be used from both
of them in the Query.

Loading the Sample File

1 Load Microsoft Access or close the current database and open the FILE tab. Select
OPEN ACCESS FILES in the START window or the OPEN option in the BACKSTAGE

VIEW.
2 Access the CHAPTER 3 folder of the
e ACCESS 2013 SUPPORT FILES and
@le < Users » GB » Desktop » Access 2013 Support Files » Chapter3 .
m—— = click on the CHAPTER 3 WAGES file.
ot Wi , .
Assignment 3 18/12/2010 5:04 PM  Microsoft Access ...
ST | B8 Chapter 3 wages 4/03/201310:43 AM__ Microsoft Access ... wE KB
i Libraries I
=) Documents o
rivnpall 3 Click on the arrow next to the OPEN
=] Pictures
 vides button and select OPEN READ-ONLY.
1% Computer b
&, Local Disk (C:)
8 WD SmartWare o
o UFMenama: Chapter 3 wages
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4 Click on the SAVE AS button in the
Chapter 3 wages : Database- C:\Users\GB'DesktoptAccess 2013 Support Files\Chapter 3\Chapter 3 wages. WARNING BAR at the base of the
HOME CREATE EXTERNAL DATA DATABASE TOOLS . Z - S RI B BO N .

< e
ave Spelling

Cut Ascending

Copy Descending nced

Paste Filter

: Refresh nd Size
Format Painter Remove Sort ¥ Toggle Filter | 4 Delete More Select™ | Fit Form Windows~ | A * 3
Views Clipboard r] Sort & Filter Records Find ‘Window
0 READ-ONLY This database has been opened read-only. You can only change data in linked tables. To make design changes, save a copy of the database, Save As..
Tables @ « |

5 Access your STORAGE folder and save the database as: CHAPTER 3 WAGES COPY.

6 Click on the ENABLE CONTENT button to display the data.

Looking at the Tables

1 Open each of the two tables in turn to become familiar with the data stored in
them.

2 Close the tables by clicking in their close buttons.

Creating a Query

HOME CREATE AL DATA DATABASE TOOLS

5B E& M KR

Application | Table Table SharePoint | Query Query
Parts - Design  Lists ~ Wizard Desig,

| 1 Open the CREATE tab in the RIBBON
and click on the QUERY DESIGN icon

Templates Tables - Cueries
Tables @ « Query Design to Start the query.
T Pay Details S:\:Te a new, blank query in Design
Ed B QUERYTOOLS
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN Signin
sQL = \:l +! /l [=:=| ! QD Union 5 ‘:?:‘InsenCa\umn: r‘r Evaimjshaet
View  Run Eu Make Append Update Crosstab DelZSa spa:ﬂmuyh 'X e Tg DararE:]tsrs it
- Table £ Data Definition T Return: | All
Results Query Type
Tables
EH Pay Details
T =
2 The QUERY design screen is opened
with the SHOW TABLE dialogue box
displayed.

Field: =

Table:

sort:

show: B B

Criteia:
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3 Before the Query can be constructed the tables used by the Query need to be set.

E A = QUERY TOOLS |
HOME CREATE EXTERNAL DATA

= R = 4 Click on the PERSONAL DETAILS
SQL D’j = +! /'! E !x @D Union |J &= Insert Rows ln, Insert Columi
View  Run Select Make‘ Append Update Crosstab Delete @Pa:s-Thmugh gl oL ta ble fo"owed by the ADD
- Table Fé,’ Data Definition | Taple SN Builder Tm :
Results

Query Type

— ' button to add it to the Query.
Tables ® «

EH pay Detail o™ | | Tebles | Queries | Bol
1 Pay Details

= Pay Details
:j Personal Details / Personal Details

Personal Details

Employee ID
First Name
Last Name
Address

\4

| 5 Click on the PAY DETAILS table
and ADD it to the Query frame.

Ed = QUERY TOOLS
HOME  CREATE  EXTERNAL DATA

DATABASE TOOLS DESIGM

sQL D’j -I +I /'] E ! a0 Unien +j &= InsertRows  “§"Insert Columns z r'r. Property Sheeg
I_ . £ . B s ?
: 2 & pace Through Delete Rows % Delete Columns 7 e
View  Run Select Make Append Update Crosstab Delete ow 3 Totals Parameterg
= Table L Data Definition | Tople < Builder T Return: | Al
Results Query Type Query Setup S——
Tables ® «

EH Pay Details

1 Personal Details

AP Tables | Queries Euﬂ
= / {Pay Details.

Personal Details
Personal Details Pay Details
Employee ID Employee ID
First Name Pasition
Last Name Section
Address Weekly Hours
Pay Rate

i .

6 Close the SHOW TABLE dialogue box by clicking in its CLOSE button.

I | 7 Click on the MAXIMIZE icon to

DESIGN
— N @ Union * €= InsertRows | “$Insert Columns Propert,
=EcSEil 1B : 0 )
: X g Pass-Through Delete Rows | 3 Delete Columns & B Table Na
View Run | Select Make Append Update Crosstzb Delete ow = Totals Parameters
e £ Data Definition SN Builder 28 Retumn: |All .
Table Table
Results Query Type Query Setup Show/Hide
Tables @ «
EH Pay Details 7
E Queryl =
1 personal Details o
Personal Details Pay Details
Employee ID | S— Employee ID
First Name Pasition
Last Name Section
Address Weekiy Hours
Pay Rate
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A Linking the Tables

In order to create a query on multiple tables, the tables needed to be linked together
using the PRIMARY KEY fields. In this case the EMPLOYEE ID field is present in both
tables and it has been set as the PRIMARY KEY field in each table.

EAd H QUERY TOOLS
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGM

B! BEGE+ A B Ko m N

Table
Results
Tables
j Pay Details

I Personal Details

(]

View  Run Select Make Append Update Crosstab Delete Show
- b Data Definition | Taple 0

[:2:] Pass-Through

Queryl - Access ‘

The link between the tables has
been created for you and the QUERY
TOOLS are displayed in the RIBBON.

Query Type
@ 7
Personal Details Pay Details
D ‘ D

First Name Position

Last Mame Section

Address ‘Weekly Hours
Pay Rate

B Building the Query

NOTE If a LINK or (RELATIONSHIP) line is not present between your tables, click
on the EMPLOYEE ID field in the PERSONAL DETAILS table, drag the field
over the EMPLOYEE ID field in the PAY DETAILS table and select OK.

Let’s create a query that displays the employee’s name, weekly hours and pay rate.

BHS o -
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN

B! 25+ H

View Run | Select Make Append Update Crosstab Delete
- Table

Results

Query Type

QUERYTOOLS Queryl - Access

| G union E &= Insert Rows | “§"Insert Columns

Query Setup

X &3 Pass-Through Delete Rows | % Delete Columns
e Sh
ow
L€ Data Definition | Tapje <N Builder 8 Return: |All

1 Move the pointer over the FIRST
NAME field in the PERSONAL
DETAILS table. Hold down the

Tables
EH Pay Details
T Personal Details

Personal Details

First N
Last N;
Addre

Employee ID
me k

¥

mouse button and drag the field to
the first field cell in the query.

2 Notice that the table that the field

came from is listed in the TABLE row

of the query.

3-4
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Chapter

Forms allow you to view, edit or enter data in a more attractive way than using tables.
Fields can be placed anywhere on the screen to make the data easier to view and

understand.

The creation of simple forms uses the LAYOUT view. This view allows you to quickly
create a form, which is most suitable for smaller databases. Also, for the data is to be
displayed on the internet, LAYOUT view needs to be used.

For larger databases more detailed forms can be created and you will do that in the next

chapter.

Loading the Database

A simple form will be added to the Bank Records database that you used in Chapter 2.

1 Load Microsoft Access or close the current database and open the BANK RECORDS
COPY database from your STORAGE folder.

NOTE:

If you do not have a copy of the BANK RECORDS COPY database you can
open it from the CHAPTER 2 folder of the ACCESS 2013 SUPPORT FILES
as an OPEN READ-ONLY file, then save it in your STORAGE folder as
BANK RECORDS COPY.

h HOME CREATE

EXTERMWAL DATA

Filter

Bank Records Copy : Database- C\Users\GB\Desktoph\Acce:

Remove Sort

Sort & Filter

ss Storage)\Bank Records Copy.accdb (Access 2007 - 2013

DATABASE TOOLS

]
=0
Save Spelling ) GoTe 2 )
Refresh Find Sizeto  Switch
Toggle Filter | ) Delete More Select* | Fit Form Windows -

Selection New Replace

Advanced

Cut
Pa op
Format Painter
Views Clipboard Fl
Tables O
Navigate To Category
Custom
Object Type
Tables and Related Views
Created Date
Moeodified Date
Filter By Group
Tables
Queries
Forms
Reports /
All Access Objects

2 Click on the down arrow at the top
of NAVIGATION pane and select ALL
ACCESS OBJECTS so that you can
see all the objects in the pane (at
the moment there is only one table).
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Creating a Form

A form will be created to make it easier to enter data into the database.

1 Double click on the CURRENT
LOANS table to open it and
MAXIMIZE the screen if you wish to.

Ed = TABLETOOLS Access
HOME ~ CREATE  EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE

b/’ X Cut Y 2| Ascending Vs Selection - T = New 2 Totals Hl 2 Replace

o ER Copy il Descending (o Advanced - Hsave 7 Spelling 2 GoTo~

View | Paste G Filter E= efresh e Szeto  Switch | g EWHEE

5 Format Painter Remove Sort 'V ToggleFilter | a1, X Delete ~ EMore~ [t Select~ | £t Form Windaga, =

Views Clipboard ) Sort & Filter Records Fi window Text Formatting ] ~

Tables %

= Current Loans (__-( Current Loans _ ‘o x
FirstName - Last Name - Sex-~ Address ~ LoanDate - Income -~ Loan - Maximize|
Robinson F 142 High Street Richmond 3121 03-Sep-14  $25,500.00 $2,550.00
Michael Smith M 79 Charles Court Fitzroy 3065 08-Sep-14  $28,000.00 $2,800.00
Gary Kane M 8 Newell Road Surrey Hills 3127 04-Sep-14  $32,000.00 $3,200.00

NOTE: The table that a simple form is based on needs to be open when creating
a simple form.

@ =] = TABLE TOOLS Current Loans.=&ccess ‘
HOME CREATE SIERMAL DATA DATABASE TOOLS FIELDS TABLE 2 Open the CREATE tab in the Rl BBON

I D o Wizard ::l
& M R& = : : :
- = M s = T and click on the FORM icon to start
Application | Table Table SharePoint | Query Query | Form Report Rey
. Parts - Design  Lists~ Wizard Pazign h Design Form More Forms - De the form.
emplates Tables - Queries Forms
All Access ObJe ® « irstName =1 Form Addr-ess
e 2 Create a form that lets you enter zet Richmond 3121 03-Sep-14
Michael information for one record at a ourt Fitzroy 3065 03-Sep-14
I current Loans time. =
Gary ad Surrey Hills 3127 04-Sep-14
lan D 1 KA 52 Alivar Cr nt Bichonond 2191 NA n 1A
@ = = Current Loans - Access FORM LAYOUT TOOLS 7 - 0O X
HOME ~ CREATE  EXTERMALDATA  DATABASETOOLS | DESIGN | ARRANGE  FORMAT Signin - %
&=l Logo
El I colors - s A £ Log mh
a2 & E A
View | Themes [3] Fonts - [} ca D G EE == mJ l:l r‘l;' o1 Insert B e Add Bristing Property
- - E " Image [ Date and Time Fields Sheet
Views Themes Contrals Header / Footer Tools ~
All Access Obje... @ « ==] Current Loans
Tables 2 [y &

3 current Loans FirstName | carol

B —— 3 The FORM is created with the table

: name in the HEADER section and
o B o the fields in the DETAIL section. This
is called a STACKED form and the

Income $25,500.00

e TR FORM LAYOUT TOOLS are displayed
in the RIBBON.
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Ed = Current Loans - Access FORM LAYOUT TOOLS ?2 - 0O x
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN ARRANGE FORMAT Signin - x
Aa] Ecolors- o o —x £Lege =
L= bl Pl s B E e BB
i v = T mage - | T Date and Time elds =
Views Themes Controls e OHEadEr‘Fthr : ”Tw\s e -~
All Access Obje... © « ~=] Current Loans
Tables 2 [
== Gl E‘:rsi\ama Michael H
4 Click on the NEXT RECORD button in
Sex M
Address 79 Charles Court Fitzroy 3065 the RECORD NAVIGATION BAR at the
base of the form and the next record
ncome $28,000.00 . .
- will be displayed.

Record: 14 ¢ [20f10 | FOM ¥ Search

| NOTE: The form displays one record at a time on the screen. You can think of
the form as a‘card’ for each record.

Layout and Form View

At the moment your screen is in LAYOUT VIEW which allows you to see‘live’ data. You
can make changes to the appearance of the form in this view, but you cannot change the

data in any way.

Current Loans - Access FORM LAYOUT TOOLS

Ed s
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN ARRANGE FARRAT

DHCDIME' %AGD%

1 Click on the arrow at the base of the
VIEW icon in the DESIGN tab of the

ST FORM LAYOUT TOOLS and select

FORM VIEW.

View | Themes Fonts~ =
D Form View =
B. &« =] 0ans
B topouvien =TT
" I} First MName || Michael
b{ Design View
2 Last Name Smith
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Current Loans - Access FORM LAYOUT TOOLS

B H :
HOME ~ CREATE

EXTERMAL DATA DATABASE TOOLS DESIGN ARRANGE FORMAT

View | Themes (3] Fonts ~ o

Views Them Controls

Sl e E R EEE R 25

= Logo

"I 2 FORMVIEW is used when a form

All Access Obje... ® « "=] Current Loans

Tables

~

is complete and operational. You

&
& currentLoans 9 FirstName | Michael

LastName  [smith

Sex M

Address | 79 Charles Court Fitzroy 3065

Loan Date  |08-Sep-14

Income [ $28,000.00

Loan | $2,800.00

can change the data but not the
appearance of the form in this view.

Saving the Form

As with Tables and Queries, Forms need to be saved.

FORM LAYOUTTOOLS

R
h HOME CREATE EXTERNAL DATA

D I Colors -

View | Themes

DATABASETUUD T oo —

Fonts -

Views Themes

1 Click on the SAVE icon in the QUICK
ACCESS TOOLBAR and you will be
asked to give the form a name.

All Access Obje... @ «

Tables

2 Enter:

e
= current Loans E F-

OK Cani e
a5t Name mr

Data Entry

Changing the Form Title

and select OK.

The program places the Table name as the TITLE of the form. This can be misleading so

let’s insert a more appropriate title.

1 Try altering the CURRENT LOANS text in the TITLE section of the form. You should
not be able to do so because the form is in FORM VIEW.

2 Click on the LAYOUT VIEW button
at the bottom right of the FORM

Layout View

screen to set the screen to LAYOUT

VIEW.
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Chapter

Creating More Detailed Forms

When databases become larger it is necessary to be able move fields anywhere on

the screen so that all the data can be clearly displayed. Access allows you to produce
professional-looking screen displays which can be printed or simply designed to make
data entry easier. Fields can be moved, graphics, shadings and pictures added, etc.

The easier the data entry process is made the less chance there is of incorrect data being
entered. In this chapter you will create a data entry form for a department store using
DESIGN VIEW.

Starting a New Database

1 Ifyou are starting a fresh session, load Microsoft Access.

2 Ifyou are continuing directly from the previous chapter, close the current file, click
on the FILE tab and select NEW.

3 Click on the BLANK DESKTOP
DATABASE icon and click on the

BROWSE icon at the right of the FILE
NAME box.

Blank desktop database

\\\\\\\\

5 The file name and path should
T be added to the BLANK DESKTOP
fffffff , DATABASE window, click on the
CREATE icon to start the database.
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Defining the Fields

@ E £ TABLE TOOLS
HOME CREATE TERMNAL DATA DATABASE TOOLS FIELDS TABLE

I:l =l [ Form Wizard

B Navi
Application | Table Table —
Parts = Design, Lists~ | Wizard Design Design Form |E=) More Forms

1 Open the CREATE tab of the RIBBON
and click on the TABLE DESIGN icon
to start a new table.

gation

Templates Tabl Queries Forms

AH Access C Table Design
Create a new blank table in Design ~ Hick to Add  ~

i, view. You can add fields, set
Tables indexing options, and perform other
T Tavler advanced table design tasks.

2  Enter the following Field Names, Data Types and Descriptions:

Item Code Short Text Enter the item’s code
ltem Name Short Text Enter the item’s name
Department Short Text Enter the item’s department
Description Short Text Enter a description of the item
Cost Price Currency Enter the cost price of the item
Retail Price Currency Enter the retail price of the item
Dealer Short Text Enter the dealer’s name and address
Photo OLE Object  Import a picture of the item

E - = TABLETOOLS  Big City : Database- CAUsers\GE\Deskton\Access Storage\Big Citv.accdb (Access 2007

o “‘“:NID‘L”P: ”mmu [’;” - 3 Your field definitions should look like

Views Tools Show/Hide | Field, Record & Table Eventg
All Access Obje... ® « || = et |1 Tablez
[ e Field Name Data Tva| '/ Description (Optional)
iz Item Code Short Text Enter the item's code
N
b i Item Name Short Text Enter the item's name
E mabler Department Short Text Enter the item's department
Description Short Text Enter the description of the item
Cost Price Currency Enter the cost price of the item
Retail Price Currency Enter the retail price of the item
Dealer Short Text Enter the dealer's name and address
Photo OLE Object Import a picture of the item

NOTE: i AnOLE Objectfield allows graphics, sounds or videos to be stored
in the field.
ii The descriptions of the fields is not essential, however, the

descriptions that you do enter will appear at the bottom of the
screen when a field is selected, providing assistance to the person
entering the data.

iii  We could have adjusted the field sizes of all the fields, but the
default settings will suffice for this activity.
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E = TABLE TOOLS
EXTERMAL DATA DATABASE TOOLS DESIGN
£ = B 8
5 i ~ X Delete Rows o & .
View | Primary Builder Test Validation = T dexes | Create Data  Rename/
- Key Rules EQ Modify Lookups Sheet cros = Delete Macro
Views e ] Field, Rec
All Access O/ tapie name:
e
Search. Data y =Tt Text e
Tables
2 Short Text
B rabier [ <& S
T TDESCHp Shart Text

|

4 The table needs to be saved. Click
on the SAVE icon in the QUICK
ACCESS TOOLBAR, enter the table

name:
Data

and select OK.

T

Microsoft Access

There is no primary key defined.

_L Although a primary key isn't required, it's highly recommended. A table must have a primary key for yo
Do you want to create a primary key now?
[ Yes ] [ No [ Cancel

Deleting the First Table

5 You will be asked to set a PRIMARY
KEY. This is not necessary for this
activity so select NO.

The first table that Access provides when you start a new database can be deleted.

E A o TABLE TOOLS
HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE
b/' Cut Ascending Selection @ Me
T Con ccending 1™ A H
Copy Descending =] Advanced - R Save
View Paste H Filter = Refresh 5=
Remove Sort Toggle Filtep G

Farmat Painter

1 Click on the TABLE 1 tab then
RIGHT+CLICK on its icon and select
CLOSE.

Views Clipboard [F]

All Access Obje... @ « »

Search. 2 T Clos
g"es S Close S
= 'II:'J::EL g Design View

P Datasheet View

2 The table will be deleted as no fields have been entered into it.

3 Close the DATA table.
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Starting the Form

The FORMS section of the program allows you to control how the data will be displayed
on the screen. The one database can have several different forms. We will create a
form that displays all the fields on the one screen. In this case we will create the form in
DESIGN VIEW.

A Opening the Form in Design View

@ = Big City : Database- C\Users\GB\Desktop'Access Storage\Big City.accdb (Access 2007 - 2013 file f|
HOME CREATE EXTERMAL DATA DATABASE TOOLS

D LE Q D @me Wizard @ D ﬁRepDrt\'\."\zarcl

avigation abels
Bl Navigati Label
Application | Table Table SharePoint Query Twag Form  FormWegnk Report Report Blank

Parts Design  Lists ~ Wizard Design ! More Forms ~ Design Report
Templates Tables Queries " Reports
All Access Obje... ® « Form Design

Create a new blank form in T™eg

1 Open the CREATE tab in the RIBBON

Searchi. rel ViEw,
= A Do, you con ke and click on the FORM DESIGN icon.

advanced design changes to forms,
such as adding custom control
types and writing code.

Ed < FORM DESIGN TOOLS Big City : Database- C\Users\GB\Desktop\Access Storage\Big Cit.. 2 - 0O X
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGM ARRANGE FORMAT Signin

=l Logo = CIp EFSsubform in New Window
A . & Lo = 2
= B coler S Aa & Mr = [ e Ei B2 o1 yicw coe

==5)
View | Themes e (-] —| Insert Add Existing Property Tab
i e [&]Fonts "|imege- | FBDatcandTime  Fidids | Sheet Order “1 Convert Form's Macros to Visual Basic
Views Themes Controls Header / Footer Tools ~
- o %] Form1" x
All Access Obje... @ «||F Field List x
L IANEIES I BN AU B AU O SR CRY B - SR AR ACEUACE-JCRN R RER NS IR | NN A -2 B = JCN R LSRR ICRN R T-JCN B e
pantity L sh Iy fields in th t d
—  Show only fields in the current recor
Tables 2 i B Couree
H Data - Fields available in other tables:
| El Data Edit Table
Ttem Code
i

A which has a grid in the DETAIL

: | section and rulers at the top and
left.
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Chapter

Quick Reports

One of the main functions of a database is to be able to display its data as clearly as
possible so that it can be communicated and understood. In this way data is processed
into information. Microsoft Access offers a variety of different reports that can be used
to achieve this. The most common report is called a TABULAR REPORT, however, you can
also create COLUMNAR REPORTS, CHARTS or MAILING LABELS. The one database can
have several different reports to suit different requirements.

There are also a number of different ways to create these reports. In this chapter you will
use the REPORT WIZARD and the REPORT tool to create simple reports in a few mouse
clicks. In the next chapter you will use REPORT DESIGN to create more detailed reports.

Loading the Sample File

A database has been prepared for you and it will need to be opened from the ACCESS
2013 SUPPORT FILES

1 Load Microsoft Access and click on the OPEN OTHER FILES icon in the START
window, or close the current file, click on the FILE tab and select the OPEN icon.

2 Access the CHAPTER 6 folder of the ACCESS 2013 SUPPORT FILES and open the
BANK RECORDS 6 file as an OPEN READ-ONLY file.

3 Click on the SAVE AS button in the warning bar below the RIBBON.
4 Access your ACCESS STORAGE folder, save the file as:
Bank Records 6 Copy

and click on the ENABLE CONTENT button.

B A - TAELE TOOLS Access |
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE

i (D0 e [T |Boweoes | GF oH @ 5 Open the CURRENT LOANS table
Compactand | Viual Run | Relationships  Object E%WIYZEDEMWME Access SharePoint | Add- ope . .
ot b S M S| SOAARETI | G to re-familiarise yourself with
Tables ®« 7 it. The table stores the personal
= current Loans e . .
E /1 details of the clients of a bank.
First Nam Last Nam Address an Date ~
142 High Street Richmond 3121 03-Sep-14

z
g

&

g

g s
i

BE

79 Charles Court Fitzroy 3065 03-Sep-14 $28,000.00
8 Newell Road Surrey Hills 3127 04-5ep-14 $32,000.00
2 Oliver Crescent Richmond 3121 06-Sep-14 $53,000.00
89 Davis Street South Yarra 3141 08-Sep-14 $39,500.00
33 Rogers Court Malvern 3144 10-Sep-14 $23,000.00
21 Harcourt Street Prahran 3181 10-Sep-14 $29,500.00
60 Border Road Malvern 3144 11-Sep-14 $42,500.00

Rachael Stevens F 32 Linton Close Richmond 3121 12-5ep-14 $33,000.00

Alan Smith M 156 Alsop Street Werribee 3030 14-Sep-14 $45,000.00
* $0.00

Q
5
3
3
o2
N
5
H

m
w
=
o
EREAE)
=
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Using the Report Wizard

A Tabular Reports

We will create a TABULAR REPORT where field names appear at the top of columns and
the records are listed in rows under those headings using the REPORT WIZARD. It is
similar to displaying data from a spreadsheet and it is the most efficient way to print
large numbers of records.

[ Q| N TABLE TOOLS Access
HOME CREATE BNAL DATA DATABASE TOOLS FIELDS TABLE
W

D D D ’ﬁ\ m 2] . j @ :| aREpr‘thﬂl’d h <2 Module
_ : : ) [E] Labels 1 Class Modlule
Application | Table Table SharePoint | Query Query | Form Form Blank Re g c
Parts~ Design  Lists~ Wizard Design Design  Farm = More Forms - Design Pspn Visual Basic
Templates Tables Queries Forms Reports gde
L 1 Open the CREATE tab of the RIBBON
jFirstName - | Last Name - | Sex - Address and CI|Ck on the REPORT WlZARD
Robinson F 142 High Street Richm| icon to start the report.
Michael Smith M 79 Charles Court Fitzrt
Report Wizard
Which fields do you want on your report? 2 The ﬁrSt dialogue bOX aSkS fOI' the
You can choose from more than one table or query. ﬁelds that are required in the report.
S Let’s create a report that shows the
Table: Current Loans lz‘ -7 CIient’S FIRST NAME, LAST NAME,
Available Fields: Selected Fields, /’ SEX and ADDRESS' Move those
P 1| First Name .
income L2 st Name fields into the SELECTED FIELDS
Sex
frame.
i ] e
Report Wizard \
Do you want to add any grouping
levels? First Mame, Last Mame, Sex, Address \ .
\ N\ 3 Click on the NEXT button and you
_ will be asked about GROUPING
I LEVELS. This is important when
doing totals in a report which we
J will cover in a later chapter. In this
’/ case just click on the NEXT button.
Cancel ] ’ < Back " Mext >4 FEinish ]
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Quick Reports 6

R\:h"twt“: O p——— 4 The next window asks about the
o can orrecada by up o fur Ak, et SORT ORDER. Use the down arrows
| - to set the first sort box to LAST
2 Festiame = NAME and the second sort box to
: & \ FIRST NAME.

4

5 In both cases leave the boxes next
to the fields as ASCENDING (A to Z)
- and click on the NEXT button.

Cancel ” < Back ][ Mext = I

NOTE: This will sort the reportinto LAST NAME order first. If any of the clients

have the same LAST NAME those clients will be sorted into FIRST NAME
order.

Report Wizard
How would you like to lay out your report?
e i
e -:@nﬂmn&i 6 The next window asks about the
h \P\ layout of the report. Leave TABULAR
I selected in the LAYOUT frame and
PORTRAIT (or normal) selected in
e P the ORIENTATION frame, then click
on the NEXT button.

Report Wizard

What title do you want for your report?

Client Addresses

7 Finally, you will be asked to enter a
| title for the report. Enter:
That's all the information the wizard needs to create your
report. .
Do you want to preview the report or modify the report's C I Ient Ad d reSSQS
design?
@) Preview the report.
(O Moy the reports desa. and click on the FINISH button.

/|
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Ed ] Client Addresses - Access
PRINT PREVIEW

Eﬂ ]E E Show Margins D D I:é Q |:| DD — = —— = _
Print Sivza Mﬂf'gms Print Data Only Portrait Landscape Columns ::jz Zofrn One Two More | R 8 The report ShOUId be prepared

Page Pages Pages~
Print Page Size Page Layout Zoam

o for you and opened in the PRINT

Y. . . .
E3) Curen oo PREVIEW window. Maximize the
Client Addresses window if you wish to.
Last Name First Name Sex Address
Barrett Julia F 60 Border Road Malvern 3144
Donaldson lan M 2 Oliver Crescent Richmond 3121
Kane Gary M 8 Newell Road Surrey Hills 3127
Olsen Stuart M 33 Rogers Court Malvern 3144
Rebinson Caral F 142 High Street Richmond 3121

B Looking at the Report

EAd = Client Addresses - Access
PRINT PREVIEW

& GHE ~ Db ERAANE RS O

Print | Size Margins " pyint ata Oply | POrtait Landscape Columns Page | Zoom | One  Two More | Refresh

Excel Text PDF  Email More | Close Print
Setup 4 Page Pages Pages~ All File orXPS - Pr \ewl}

Print Page Size Page Layout Zoam

Tables @ «
T Curent Loans

Data Closepeview

[« Frint Preview

Clof Print Preview and return to
editlg the document.

Client Addresses

Last Name First Name Sex Address

1 Click on the CLOSE PRINT PREVIEW
icon in the RIBBON to close the

PRINT PREVIEW screen the report’s
DESIGN VIEW screen will be opened.

@ BH = Client Addresses - Access
HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGM

5 @0 Aa =17 (5 yse the down arrow at the top of

the NAVIGATION pane to set the
All Access Obje... @ 2 s

A N pane to ALL ACCESS OBJECTS so

T cument Loans * lchdrrriddresses that you can see the report.
Reports % 1

B Client Addresses B |
# Page Header

: |Lai51 \Ianiua | | m:irst ’i.lame |

View | Themes [A]Fonts~ E’EUP B3 Hide Details
- - ort

6-4 © Guided Computer Tutorials 2013



Creating More Detailed Reports

Chapter

When more detailed reports are required, DESIGN VIEW can be used to build a
report from scratch. This allows you to customise reports to suit your requirements

Loading the Database

1

Load Microsoft Access and open the BANK RECORDS 6 COPY database from

your STORAGE folder.

2 Another report will be added to the database.

Starting a New Report

We will create another TABULAR REPORT to show the client loan details for the bank.

h HOME CREATE

E B8

Application  Table Table SharePoint

Parts Design  Lists~
Templates Tables
All Access Objects @ «
Tables ..

S
EH current Loans
Reports H
@ sillings Bank

B cientincome

=]

EXTERNAL DATA

£

Na‘.’igation' Labels Class Module
Quer Qu Form Form  Blank Report Report Blank Macro
Wizard Design Form More Forms - Estgl Report (2| Visual Basic
Queries grms Danarc Y] s & Cad

Bank Records 6 Copy : Database- C:\lUsers\GB'\DesktopAccess Storage\Bank Records 6 Copy.accdb (Access 2007 - 20
DATABASE TOOLS

[ Form Wizard ﬂ :| {7 Report Wizard <2f Module
=
BS . i J:II =

1 Open the CREATE tab of the RIBBON
and click on the REPORT DESIGN
icon in the REPORTS group.

Access

olors~ | [ > Totals

Group 35
Fonts - P 5 Hide Details
asort

Views Themes Grouping & Totals

51680 A 1 [ 83 1) = D 2

REPORT DESIGN TOOLS

ARRAMGE FORMAT PAGE SETUP

B P
Dm

Page

Image = | Number: 5 B Date and Tim

Header / Footer

i . Subreport in New Windo
‘:“! ! View Code
Add Bisting Property Tab

Fields  Sheet Order “ Convert Report's Macros to Visual Basic

All Access Objects ® «
Tables

Tools

B curent Lo, =]

Reports ES

Field List *

onlyfields in the current record

B Bilings Bank
B Gentincome

ble in other tables:

Edit Table

2 Click on the ADD EXISTING FIELDS
icon in the RIBBON and the
CURRENT LOANS table should be
displayed.
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3

The REPORT screen is made up of three main sections:

ﬁ

Reportl - Access

REPORT DESIGN TOOLS

HOME  CREATE  EXTERNALDATA  DATABASETOOLS | DESIGN | ARRANGE  FORMAT  PAGESETUP

A The PAGE HEADER section. Anything
placed in this section is printed at
the top of each page.

The DETAIL section. Anything placed

in this section fills the body of the
page.

The PAGE FOOTER section. Anything
placed in this section prints at the
bottom of each page, for example,

page numbers are often placed in
the PAGE FOOTER.

J . Ecw . Totals [\ A Xvm || D
View | Them P iiSride Dt UAGED%HW—‘EE;W
Themes Grouping & Totals Controls
AHAccess Objects @ «|(& '~
Tables N # Page Header
BR current Loans -
Reports
B sillings Bank
B centincome 7| #petai
B cient Adaresses
B toan Dates
———
el
—
# Page Footer e
NOTE:
L]

You can add other sections to the report. For example, a REPORT
HEADER which prints its contents once at the beginning of a report.
You can set a cover page in this section. You can also set a REPORT
FOOTER which prints once at the end of a report. A reply slip could be
printed in this section. You can RIGHT+CLICK on the report and select
these options from the SHORTCUTS menu to turn them on.

A Reducing the Height of the Detail Section

We want this report to display the records in rows under one another. Therefore we

will not want a large amount of space for the DETAIL section. This would be the space
between each record in the printout.

B H S
HOME

CREATE

Report! - Access

EXTERNAL DATA

REPORT DESIGN TOOLS

DATABASE TOOLS DESIGN ARRANGE FORMAT

PAGE SETUP

otal o s
ﬂ .EC . e lpm;‘ L el gt [ - RS | Move the pointer over the top edge of
s S | the PAGE FOOTER bar until it changes
";\‘L;’-\CCESS G S T .,, to a cross-hair with vertical arrows and
. . | A~ drag the PAGE FOOTER up so that the
a e | ot P DETAIL section is about 1 cm high.
B e AT e T
7-2 r Tutorials 2013
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B Displaying the Grid Increments

As with FORMS, a more suitable grid can be displayed to assist with the accurate
placement of objects in the report.

1 Click on the PROPERTY SHEET icon
in the DESIGN tab to display the

EH S {4 Report] - Access REPORT DESIGN TOOLS
HOME ~ CREATE  BXTERNALDATA  DATABASETOOLS | DESIGN | ARRANGE  FORMAT  PAGESETUP

— A by RS
O] A mcoon | o 3o Y el Ac =1 [ &, 1= Ef = B
z - B itle

View | Themes [&]ants~ | Gr0UP i Hide Detsils a Y (I o et | Page Add Existing Property T,

- - & Sort Image~ | Numbers "3 Date and Time Fields Sheet
Views Themes Grouping & Totals Controls Header / Faster
All Access Obijects @ « ||tz e s e e s R W B 2 [ ) =
- ) " € Page Header Praoperty Sheet

- Selection type: Report
Current Loans

Reports x
@ Billings Bank
B centncome # Detail

# Page Footer

GRID X and GRIDY settings to 4. This
will provide grid dots at 0.25 cm
intervals.

NOTE: If the GRID options are not visible, check that the SELECTION TYPE box
at the top of the PROPERTIES SHEET pane is set to REPORT.

C Inserting Fields into the Detail Section

You are able to select the fields that you want in the report from the FIELD LIST pane just
as you did in the FORMS section. All the fields can be included or just a selection. Fields
can also be added at a later date.

EHS : Reportl - Access REPORT DESIGN TOOLS 7 - 0O x
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN ARRAMGE FORMAT PAGE SETUP Sign in b x

=1 A - ik ~ b Eloge =
O [ o | o e gy ) o [ @ ) Gl B .
" image - n

View | Themes [A]fonts= | G'UP 5 Hide Details Add Bisting Property Tab -
- - BSort 1= Fields  Sheet Order "5

Views Themes Grouping & Totals Controls

All Access Objects @

Tables

AR D D e Ol O I TR

% s
N & Page Header

B current Loans
Reports = ||
B silings Bank
B Gentincome " #peta

in the DESIGN tab to open the FIELD
LIST pane and check that the CURRENT
LOANS table is expanded.
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Reportl - Access
EXTERNAL DATA

olors~ | [ > Totals -

Group i
onts v & Hide Details
& Sort E

CREATE

B H o
HOME

LS

DATABASE TOOLS

REPORT DESIGN TOOLS

DESIGN | ARRANGE  FORMAT  PAGESETUP
Aoy L Eﬂ @
=3 =2 [ :
Aa O ) = | Inset | Pag
Image = | Numbers

He:

Views Themes Grouping & Totals

All Access Objects ® « s
Tabl N # Page Header
ables 2

TR

40

R R R R R R DT P DI P N S

B current Loans
Reports

2 ||

B Bilings Bank

E N - I 3
Signin - x
#FlLogo i £ [ subreport in New Windo
[ Title i =2 ! View Code
Add Bdsting Property  Tab
% Date and Time Fields  Sheet Order % Convert Report's Macrosto Visual Basic
ader / Footer Tools A~
[ *® RN W - . .
Field List x
B Show only fields in the current record
s0

le for this view:
Edit Table

B Gentincome
B client Addresses
B voan Dat ‘! !

E Cﬂttaﬁ
- | [FirFirstName : : i £
: | . : . .

FIELD LIST pane then drag it to the
top left of the DETAIL section in line
with 0.5 cm in the top ruler.

We need the FIRST NAME label to be placed in the PAGE HEADER section.

Unfortunately, Microsoft Access does not allow you to drag just the label into other
sections so we will need to cut and paste it.

EHS
HOME

o T T He
‘g Pa:@ e CUB

REATE

Filter
~ Format Painter

Wiews Clipboard [F]

EXTERMAL DATA

Reportl - Access

DATABASE TOOLS DESIGN

Ascending Selection

Me
Refresh
Remove Sort

Sort & Filter

ARRY

REPORT DESIGN TOOLS ‘

.| 4 Click on the FIRST NAME label so
that its ‘handles’ are displayed, open
the HOME tab of the RIBBON and

All Access Objects @ «
Tables
B current Loans

*

Reports 3
Billings Bank
Cient Income

Client Addresses

Loan Dates

1
i L7 <€l
- FirFirst Ngme

R

' click on the CUT icon (or PRESS

. - S T ST
# Page Header

CTRL+X).

# Page Footer
I

@ E - = Reportl - Access REPORT DESIGH TOOLS
HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGN ARRANGE FORMAT PAGE SETUP

T e |5 Click anywhere in the PAGE HEADER
b = ) Copy o gzcending Advanced o Save . . .
Jlfw Pa'_-t ~ Format Painter i Remove Sort ¥ loggie e iy 2< Delet section and CIICk on the PASTE Icon
Wiews Clipboard I Sort & Filter ;c in the HOME tab (Or press CTRL+V)

i ™ « RN R Te 1T
i e T / to paste the label.
B3 current Loans - [irst H.ﬁmﬁ rrl Nl Bl Il ISR I
Reports Al — e e
i@ silings Bank B e I ‘ ‘ZZZ‘ZZZ‘ZZZH
B CientIncome i _¥ Detail
B Client Addresses First Name :‘:::‘: :‘: ‘ ‘ ‘:::‘:::‘:::H
B Loanpates ‘Pagle Footelr |

I I I I I I I
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Chapter

Creating User-Friendly Databases

Databases are often created by a small number of people then used by a larger number
of others. Often these people do not know how to use all the features of a database so
it is advantageous to create databases that are easy to use through the use of buttons.
Buttons are simply graphics placed on the screen to perform commands and they allow
users to navigate around forms, print reports, etc. All the user has to dois click on the
button for the command to be run.

In this chapter you will add buttons to a simplified database for a real estate agency
which allows users access to a series of forms and reports.

Opening the Sample File

The database has been prepared for you

1 Load Microsoft Access or close the current file and click on the FILE tab. Select the
OPEN OTHER FILES icon in the START window or the OPEN icon in the BACKSTAGE
VIEW.

2 Access the CHAPTER 8 folder of the ACCESS 2013 SUPPORT FILES and open the
CHAPTER 8 file as an OPEN READ-ONLY file.

3  Click on SAVE AS in the WARNING BAR below the RIBBON.

4 Access your STORAGE folder and save the file as CHAPTER 8 COPY.

Opening the File as an Exclusive file

The file will be opened as an EXCLUSIVE file so that a password can added to it.

1  Close the CHAPTER 8 COPY file, select OPEN from the BACKSTAGE VIEW and access
your STORAGE folder.

[ Open
S e n e — e — 2 Select the CHAPTER 8 COPY file then

anize New folder

click on the arrow next to the OPEN
button and select OPEN EXCLUSIVE.
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The Sections of the Database

Click on the ENABLE CONTENT button so that the data is displayed. The database
consists of the following sections. Look at each in turn.

A Tables

Owner Details:

Property Details:

Records the property’s owner details.

Records specific details about the property, such as its location,
type, description, sale type (sale, auction or rent), and price.

The tables are linked by the OWNER ID primary key field.

B Queries

All Details:
Properties for Auction:
Properties for Rent:

Properties for Sale:

C Forms

Data Entry:

D Reports

Auction Properties:

Combines details from both tables. This query is used by the DATA
ENTRY form.

Filters the properties available for auction, sorted into SURNAME then
FIRST NAME order.

Filters the properties available for rent, sorted in WEEKLY RENT then
SURNAME order.

Filters the properties for sale, sorted into SALE PRICE order.

Displays all the fields from the two tables.

Prints the Properties for Auction Query details.

Rental Properties: Prints the Properties for Rent Query details.
Sale Properties: Prints the Properties for Sale Query details.
8-2 © Guided Computer Tutorials 2013



Creating User-Friendly Databases 8

The Structure of the Database

You will be required to add buttons to a DATA ENTRY form and to create a MAIN
SWITCHBOARD form to control the use of the database. The structure of the database
system that you will create is summarised in the following diagram.

Main
Switchboard

Data Entry Print Rental Print Sales Print Auction
Screen Properties Properties Properties

Completing the Data Entry Form

Buttons are needed in the DATA ENTRY form to allow the users of the database to carry

out the general maintenance procedures such as adding new records, finding records
and deleting records.

B d J Data Entry - Access FORM DESIGN TOOLS |
HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGM ARRANGE F

1 Open the DATA ENTRY form from
the NAVIGATION pane, MAXIMIZE
its window and use the VIEW icon to
set the screen to DESIGN VIEW.

El . B Colors -

View Themes .Fonts

Wiews Themes
All Access Objects @ « || =101 1rr2rir@rninar e e
Tables

B owners Details

:E Property Details

Queries «

@ All details Query

@ Pmpeme;forAumon Query Etﬂil - % R SRS b # 5 & E %k S i e R I e

B Froperties for Rent Query Name: |CTIRD Last Name || Nl

@ Properties for Sale : Address: |REIEEH
| Forms M e CETE— S NG

5 oataeniy - | ——— | N
| Reports | e e A el || N

¢ | T o e P T | | [

H Auction Properties Report

M ceratProperies Rsor 1 |- I 2 Buttons will be placed along the
ale Properties Repo by §L = Property Type .
S 2 [ De.script‘::n: DE:C"ED“EV: rlg ht Of the form.

|l - weeldy Rent:  [TERECIINN ER
‘6 Sale Price: Bond: [RNE] 8%
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A Inserting a New Record Button

We will use a wizard to help create the button.

Ed s
HOME  CREATE

View | Themes Fonts =

Data Entry - Access FORM DESIGN TOO)|

EXTERNAL DATA DATABASE TOOLS

DESIGM

ARRANGE

faany
—_—

[
Views \ ’£ EE EBT
All Access Objects | <

2 = Wil
Tables N Use Control Wizards

B3 owners Details

Y7

Themes

:! ActiveX Controls

T
I. -l!'hnni'rn = |||||

=] Property Details

In the DESIGN tab of the FORM
DESIGN TOOLS click on the MORE
icon in the CONTROLS group, check
that the USE CONTROL WIZARD

is turned on (its icon should be
shaded) then click on the BUTTON
icon.

Data Entry - Access FORM DESIGH TOOLS

A= s
HOME  CREATE

EXTERNAL DATA DATABASE TOOLS DESIGN ARRANGE FORMAT
D ECDIurs' A
A3 XVE ||
A HC QB s M B
View | Themes []ronts- % Aa & == |
Views Themes Contrals
B o234 e B 7B 8

All Access Objects @
Tables
EH Owners Details

«
ES

¥ Detail

D = Laga D'D E DEEDs
=y [ T

2 Drag a button from (13,3) to

(15.5,3.75).

E Property Details !

Queries A

All details Query

Properties for Auction Query

Properties for Rent Query Last Name

Properties for Sale Query

Command Button Wizard

What action do you want to happen when the button is
pressed?

Different actions are available for each category.

Categories: Actions:

Recol

Form Operati
Report Cperations Print Record
application Save Record
Miscellaneous

Unda Recard I

3

In the COMMAND BUTTON WIZARD
dialogue box set the CATEGORIES
frame to RECORD OPERATIONS,
leave the ACTIONS frame as ADD
NEW RECORD and click on NEXT.

Command Button Wizard

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
choose Picture, you can dick Browse to find a picture to display.

Shaw All Pictures
Cancel ] [ <Back }[ Next >( Finish ] |

Click on the TEXT radio button, leave
the text box as Add Record and click
on NEXT.
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Projects

1

Microsoft Access Project

Your task for this Project is to use the skills that you have developed in these tutorials to
produce a database for a company. The company details are provided on the next page

and the company data is on page P-3.
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