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Introduction

Microsoft Access 2013 is a database creation and management program. To understand Access,
you must first understand databases.

What is a database?

A database is a collection of data that is stored in a computer system. Databases allow their
users to enter, access, and analyze their data quickly and easily. They're such a useful tool that
you see them all the time. Ever waited while a doctor's receptionist entered your personal
information into a computer, or watched a store employee use a computer to see whether an
item was in stock? Then you’ve seen a database in action.

The easiest way to understand a database is to think of it as a collection of lists. Think about
one of the databases we mentioned above: the database of patient information at a doctor's
office. What lists are contained in a database like this? Well, to start with, there's a list of
patients' names. Then there's a list of past appointments, a list with medical history for each
patient, a list of contact information, and so on.

This is true of all databases, from the simplest to the most complex. For instance, if you like to
bake you might decide to keep a database containing the types of cookies you know how to
make and the friends you give these cookies to. This is one of the simplest databases imaginable.
It contains two lists: a list of your friends, and a list of cookies.

However, if you were a professional baker, you would have many more lists to keep track of: a
list of customers, a list of products sold, a list of prices, a list of orders, and so on. The more
lists you add, the more complex the database will be.



In Access, lists are a little more complex than the ones you write on paper. Access stores its
lists of data in tables, which allow you to store even more detailed information. In the table
below, the People list in the amateur baker’s database has been expanded to include other
relevant information on the baker’s friends.

ID - Mame = CellPhone -~ Birthday - Mut Allergy?
1 Dad 555-0404 June 3 Yes
2 Aunt Aida 555-9890 July 8 Mo
3 Joakim 555-0462 September 19 Mo
4 Dwane 555-9975 January 5 Mo
5 Allegra 555-0099 January 14 Yes

If you are familiar with other programs in the Microsoft Office suite, this might remind you of
Excel, which allows you to organize data in a similar way. In fact, you could build a similar
table in Excel.

Why use a database?
If a database is essentially a collection of lists stored in tables and you can build tables in Excel,
why do you need a real database in the first place? While Excel is great at storing and organizing
numbers, Access is far stronger at handling non-numerical data, like names and descriptions.
Non-numerical data plays a significant role in almost any database, and it's important to be able
to sort and analyze it.

However, the thing that really sets databases apart from any other way of storing data is
connectivity. We call a database like the ones you’ll work with in Access a relational database.
A relational database is able to understand how lists and the objects within them relate to one
another. To explore this idea, let's go back to the simple database with two lists: names of your
friends, and the types of cookies you know how to make. You decide to create a third list to



keep track of the batches of cookies you make and who they’re for. Because you're only making
cookies you know the recipe for and you're only going to give them to your friends, this new
list will get all of its information from the lists you made earlier.

" Dad > Choc. Chiy

Aunt Aida Oatmea
Joakim Shortbread
Dwane Cinnamon
Allegra Lemon Bar

\feogle Cookies
Dad Oatmeal

See how the third list uses words that appeared in the first two lists? A database is capable of
understanding that the Dad and Oatmeal cookies in the Batches list are the same things as the
Dad and Oatmeal in the first two lists. This relationship seems obvious, and a person would
understand it right away. However, an Excel workbook wouldn’t.

Excel would treat all of these things as distinct and unrelated pieces of information. In Excel,
you'd have to enter every single piece of information about a person or type of cookie each time
you mentioned it because that database wouldn't be relational like an Access database. Simply
put, relational databases can recognize what a human can: If the same words appear in multiple
lists, they refer to the same thing.

The fact that relational databases can handle information this way allows you to enter, search
for, and analyze data in more than one table at a time. All of these things would be difficult to
accomplish in Excel, but in Access even complicated tasks can be simplified and made fairly
user friendly.



Databases in Access are composed of four objects: tables, queries, forms, and reports. Together,
these objects allow you to enter, store, analyze, and compile your data however you want.

In this lesson, you will learn about each of the four objects and come to understand how they
interact with each other to create a fully functional relational database.

Tables

By this point, you should already understand that a database is a collection of data organized
into many connected lists. In Access, all data is stored in tables, which puts tables at the heart
of any database.

You might already know that tables are organized into vertical columns and horizontal rows.

| Ez:| Cusiomers""-._l
ID -|  First Name Name—lip Street Address - City - | State
1 Tracey m 7 East Walker Dr. Raleigh NC
2 Lucinda George 789 Brewer St. Cary NC
3 Jerrod Smith 211 5t. George Ave. Raleigh NC
4 Brett Mewkirk 47 Hillsborough St. Raleigh NC
5 Chloe Jones 23 Solo Ln. Raleigh NC
6 Quinton Boyd 4 Cypress Cr. Durham NC
7 Alex Hinton 1011 Hodge Ln. Cary NC
8 Nisha Hall 123 Huntington St. Raleigh NC
9 Hillary Clayton 2516 Newman Raleigh NC
* 10 Kiara Williams 9014 Miller Ln. Durham NC
11 Katy Jones 456 Denver Rd. Cary NC
12 Beatrix Joslin 85 Morth West St. Raleigh NC
13 Mariah Allen 12 Jupe Raleigh NC
14 lennifer Hill 2100 Field Ave. Raleigh NC
15 Jaleel Smith 123 Hill Top Drive Garner NC

In Access, rows and columns are referred to as records and fields. A field is more than just a
column; it’s a way of organizing information by the type of data it is. Every piece of information
within a field is of the same type. For example, every entry in a field called First Name would
be a name, and every entry in field called Street Address would be an address.

3 Customers

D - First Name ~| Last Name -~ Street Address -
1 Tracey Beckh 7 E4% Walker Dr.
2 Lucinda George 788 Brewer St.
3 Jerrod Smith 1 5t. George Ave.
4 Brett MNewkirk A7 Hillsborough St.
5 Chloe 23 Solo Ln.
6 Quinton Field names  [JeTJi=SYea
7 Alex 1011 Hodge Ln.
8 Nisha Hall 123 Huntington St.
9 Hillary Clayton 2516 Newman
10 Kiara Williams 9014 Miller Ln.
11 Katy Jones 456 Denver Rd.
12 Beatrix Joslin 85 North West St.



Likewise, a record is more than just a row; it's a unit of information. Every cell in a given row
is part of that row’s record.

= Customers.-"-.._
D - First Name - Last Name - Street Address - City »  State

1 Tracey Beckham 7 East Walker Dr. Raleigh NC
2 Lucinda George 789 Brewer 5t. Cary NC
3 Jerrod Smith 211 5t. George Ave. Raleigh NC
4 Brett Newkirk 47 Hillsborough 5t. Raleigh NC
5 Chloe Jones 23 Solo Ln. Raleigh NC
6 Quinton Boyd 4 Cypress Cr. Durham NC
7 Alex Hinton 1011 Hodge Ln. Cary NC
[+ 2 Mishas Hall 123 Huntington St Ralsigh N

| |9 Hillary Clayton 2516 Newman Raleigh NC
[ 10 Kiara Williams 9014 Miller Ln. Durham NC
11 Katy Jones 456 Denver Rd. Cary NC

Notice how each record spans several fields. Even though the information in each record is
organized into fields, it belongs with the other information in that record. See the number at the
left of each row? It’s the ID number that identifies each record. The ID number for a record
refers to every piece of information contained on that row.

| j Customers

D - First Name - Last Name -
45|wg Aurelio
A1) Jeffery Bergman
A2 William Bittiman
43 Megan
L — Record ID
45 Marjan
A6) Colin
A7 Hakim Auden
ABIPilar Semana
A9 Eliza Harris
508 Chloe Ford
5 1} Juanita Harris

Tables are good for storing closely related information. Let's say you own a bakery and have a
database that includes a table with your customers' names and information, like their phone
numbers, home addresses, and email addresses. Because these pieces of information are all
details on your customers, you’d include them all in the same table. Each customer would be
represented by a unique record, and each type of information about these customers would be
stored in its own field. If you decided to add any more information—say, a customer's
birthday—you would simply create a new field within the same table.



Forms, queries, and reports

Although tables store all of your data, the other three objects—forms, queries, and reports—
offer you ways to work with it. Each of these objects interacts with the records stored in your
database's tables.

Forms

Forms are used for entering, modifying, and viewing records. You likely have had to fill out
forms on many occasions, like when visiting a doctor's office, applying for a job, or registering
for school. The reason forms are used so often is that they're an easy way to guide people toward
entering data correctly. When you enter information into a form in Access, the data goes exactly
where the database designer wants it to go: in one or more related tables.

=5| Customers

» e .
Search v éNew Record
== ee Tracey Last Name Beckham
Street
7 East Walker Dr.
Address
City Raleigh State |NC Zip Code (27612
Email  |beck@email.com Add to Yes-- Weekly & Events | ¥
Mailing List?
- Phone Number |919-555-23 14
=& = }__ﬁj
Record: M 1of200 [ » M M Search

Forms make entering data easier. Working with extensive tables can be confusing, and when
you have connected tables you might need to work with more than one at a time to enter a set
of data. However, with forms it's possible to enter data into multiple tables at once, all in one
place. Database designers can even set restrictions on individual form components to ensure all
of the needed data is entered in the correct format. All in all, forms help keep data consistent
and organized, which is essential for an accurate and powerful database.

Queries

Queries are a way of searching for and compiling data from one or more tables. Running a
query is like asking a detailed question of your database. When you build a query in Access,
you are defining specific search conditions to find exactly the data you want.



Queries are far more powerful than the simple searches you might carry out within a table.
While a search would be able to help you find the name of one customer at your business, you
could run a query to find the name and phone number of every customer who's made a purchase
within the past week. A well-designed query can give information you might not be able to find
just by looking through the data in your tables.

| =5 customers that Ordered

Orders Table
*
Customers ¥ip
._/—' Customer ID
* -
Paid
¥ ”:_] Pre Order
First Mame Motes
Last Name Pickup Date
Street Address
State
Zip Code
Email -
4
Field: | First Mame w | Last Name Pickup Date
Table: | Customers Customers Orders Table
Total: | Group By Group By Count
Sart:
Show: ]

Criteria:
ar

Reports

Reports offer you the ability to present your data in print. If you've ever received a computer
printout of a class schedule or a printed invoice of a purchase, you've seen a database report.
Reports are useful because they allow you to present components of your database in an easy-
to-read format. You can even customize a report's appearance to make it visually appealing.
Access offers you the ability to create a report from any table or query.

| Eﬂ December Orders

First Name Last Mame Phone Mumber Pickup Date
Andrzej Wujek 919-555-0450 12/4/2010
Dick Whitman 919-555-5042 12/4/2010
Xy'nya Bell 919-555-0758 12/9/2010
Xiaoxi Zheng 919-555-2786 12/10/2010
Hakim Auden 919-555-0045 12/14/2010
Zoey Altman 919-555-6688 12/15/2010
Raphaelle Duvalier 919-555-1547 12/15/2010
Zoey Altman 219-555-6688 12/16/2010
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Putting it all together

Even if you have a good idea of how each object can be used, it can initially be difficult to
understand how they all work together. It helps to remember that they all work with the same
data. Every piece of data a query, form, or report uses is stored in one of your database tables.

Tables

Data resulting from
questions you ask of
one or more tables

A\

=

Reports

Forms allow you to both add data to tables and view data that already exists. Reports present

data from tables and also from queries, which then search for and analyze data within these
same tables.

These relationships sound complicated, but in fact they work together so well and naturally that
we often don't even notice when we're using connected database objects. Have you ever used

an electronic card catalog to search for a book at the library? Chances are, you entered your
search in something that looks like this:

Search the lbary cataleg. Fill in at least one field, The more words you seanch for, the smaller and more refined your resulls list will be

Search by: Refine your search (oplienal):

Tithe: Keywoed - AND w  ‘“You can refine your search by selecting a limit o sor option. %
Limils
Author oord AND )
Keyword = ™ Library Branch _ Type of Book _
Athans Drive Community Library = | | Al Awdso Books -
Goracal Keyword A - Cameron Village Regional Lisraryy == | Downloadable Audio Books ==
Cary Publc Library Aduh Audie Fictoon
Submct Keyword w Dwralagh Road Library Adult Sudio Non Ficbon
East Regional Libeary = | |Chidren's Ausdic -
Sorting

Seort your resuls by saleding & sont aplian.
Select.. -



When you performed your search, you were entering your search terms into a form that then
created and ran a query based on your request. When the query finished searching the database's
tables for records that matched your search, you were shown a report that drew information
from the query and the related tables—in this case, a list of books matching your search terms.
You could represent the connections between the objects like this:

I

Book locations
R | x\_/,/

Table:
S— [ sooknames
Form: Query:
Librarycatalog search Search for books by name,
location, and status
Table:
l Book status
(checkedinfout)
Report:

Search results, including book

Let's say instead of using these tools you had to search within a giant table containing every
book in the library system. The relevant records would likely be spread out across many tables:
a table for book titles and descriptions, a table containing information on which books are
checked in or out, and a table with each branch of the library, just to name a few.

You'd have to search at least three tables just to find a book, learn its location, and see whether
it's checked in! It's easy to imagine how difficult it could become to find the right book. If you
weren't careful, you might even mess something up by accidentally deleting or editing a record.
It's easy to see how the database objects make this search much more manageable.

Getting to know Access 2013

Access 2013 uses the Ribbon to organize commands, just like in Access 2010 and 2007. If
you've used these versions before, Access 2013 will feel familiar. But if you are new to Access
or have more experience with older versions, you should first take some time to become familiar
with the Access 2013 interface.

12



H ©- &- = TABLE TOOLS ? - 0O %
HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE Javier Flores ~ %
N ¥ Y Al @ - 3 ik % |Calibi =
#r M0g 1oz e B os WB Ly == e =
View Paste Filter Refresh Find .
- N e Y - X - B- k- A-¥-2- === 4-
Views Clipboard ra Sort & Filter Records Find Text Formatting P A
All Access ObjectS ® « [@ Order Items Query:\'[ Bakery Menu Report-\'[ Drd...-\'[ﬁ Custome
P ¥ | ID - First Name - | Last Name - Street Address
Tables N L 33 Samantha Ferguson 2380 New Cove |
BH Categories —|_|#H 35 Patti Cheng 9 Atlantic Blvd
| |H 36 Greg Newton 2520 Hopkins Rd
= customers | |H 37 Carol Allenson 3201 Glenwood
B Menutitems . 38 Zoey Altman 817 Hillsborough
EH orderitems | |H 39 Danny Haverford 202 Cedar Ln.
B Orders Table L 40 Vig Aurelio 53 Pine 5t.
BB orders: December 2010 L 41 Jeffery Bergman 1245 Ross Park [
| = 42 William Bittiman 1122 Glenwood
= products Table | |H 43 Megan Draper 311 Cook St.
B3 sales Unit L 44 Dick Whitman 105 David St.
Queries ¥ | |= 45 Marjan Jameson 202 C St. Unit A
i ¥ | || ® 46 Colin Hopkins 321E. Edenton §
pmts A | = 47 Hakim Auden 921 Dawson St.
Bakery Menu Report L] AR Pilar Semana 77 Obedin Rd. T
mm DEcemberOrders v || Record: 4 4 [7of200 | » w k| E NoFilter | [Search [«] ]
ata o g O []:=] =

The Ribbon
Access 2013 uses a tabbed Ribbon system instead of traditional menus. The Ribbon contains
multiple tabs, each with several groups of commands. You will use these tabs to perform the
most common tasks in Access.

H - &- = TABLE TOOLS
HOME = CREATE  [EXTERNALDATA | [paTaBASETOOLS| | FIELDS  TABLE |

H e |Calibri

2>~ B I U =

o Save o

View | Paste Fiter = IRefresh Find -
- ¥ Format Painter Z All- 2% Delete - B~ k- A% -&H- =
| Views | | Clipboard | Records Find Text Format

AH*CCESS (?_jECtS * ® « [@ Njerlte sQuer)r.\'[ Bakery Menu Repo‘[ Ord... \{E Customers J.

Contextual tabs will
appear when certain
items are selected

Click an arrow
for more group
commands

Each tab is divided
into groups

Click a tab to see
more commands

@ Menu ltems

110 Michael Turkolou 4 Strawberry Ct.

The Navigation pane

The Navigation pane is a list containing every object in your database. For easier viewing, the
objects are organized into groups by type. You can open, rename, and delete objects using the
Navigation pane.

13



FILE HOME CREATE EXTERNAL DATA DATABASE TOOLE

3{; Ascending Mew

E@ Descending Save
View Paste Filter R Refresh

Remove Sort All ){ Delete -

Views Clipboard = Sort & Filter Records
All Access Objects ® «
S2Grch. yol
Tables 3

j Categories
Customers
Menu ltems
Orders Table
Products Table

El B EE

Sales Unit

o

ueries

»

Cakes & Pies Sold

Customers that Ordered

g i G

3
w
b

Customers

Customers Farm

Employee Database Navigation

j Menu ltems

»

Reports
E Bakery Menu Report

E December Orders

To minimize and maximize the Navigation pane:
The Navigation pane is designed to help you manage all of your objects; however, if you feel
that it takes up too much of your screen space you can minimize it.

To minimize the Navigation pane, click the double arrow in the upper-right corner.
All Access Objects e

Search.. Shutter Bar Open/Close Button|
Tables 2

Ij Categaries
'j Customers

s

EH Menu tems
EBH  order items

The Navigation pane will be minimized. Click the double arrow again to maximize it.
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A“ Access Ob_jects 2 « EH categories | = Customers
Search. yo D - First Name
Tables "_ Eﬂ & - 1 Trat.:e',r

= Categories : : J_:,:—I;;a

EH Customers 7 4 Brett

B3 Menultems + 5 Chloe

B3 orderltems * 6 Quinton

B3 oOrders Table * 7 ,"-'\|.ex

B8 Orders: December 2010 : 3 ::;};Z’

B3 Producs Table 7 10 Kiara

B3 sales Unit + 11 Katy

Queries ES + 12 Beatrix

B3 Cakes & Pies Sold + 13 Mariah

B3 Customers that Ordered : 14 Jennifer

'ﬁj Customers Whao Live Mearby (Inrfzr Raleighj * 15 Jaleel

+] 16 Cordyv

Obiject sorting in the Navigation pane
By default, objects are sorted by type, with tables in one group, forms in another, and so on.
However, if you want you can sort the objects in the Navigation pane into groups of your
choosing. There are four sort options:
e Custom allows you to create a custom group for sorting objects. After applying the sort,
simply drag the desired objects to the new group.
e Object Type groups objects by type. This is the default setting.
e Tables and Related Views groups forms, queries, and reports with the tables they refer
to.

e Created Date or Modified Date sorts objects based on when they were created or last
edited.

To sort objects in the Navigation pane:
Click the drop-down arrow to the right of All Access Objects, then select the desired sort from

the drop-down menu.
All Access Objects <<

Search.. Mavigate To Category P
Table: Cust -
ustom
=== e
Custom Category 1
B c
= Custom Category 2
r-_.
Object Type
EE Tables and Related Views L\@
E=: Created Date
H c Modified Date
= Filter By Group
5
= Tables
Querni )
Queries
a=E e
Eerms
B
Beports
a=E e
E All Access Objects
F cui\'—llllcl: VYT WO Tuciou rronn

15



The objects in the Navigation pane will now be sorted to reflect your choice.

All Tables ® «

S2arch, Je.

Customers #

Customers : Table

Customers that Ordered

Customers Who Live Mearby (Inner Rale...
Customers Who've Ordered from MNear...
December Orders

Orders Query

Parameter Query- COrders by Date
Customers

Customers Form

December Orders
Categories
Products Table
Sales Unit

Menu ltems

WO ¥

Databases with navigation forms

Some databases include a navigation form that opens automatically when the database is
opened. Navigation forms are designed to be a user-friendly replacement for the Navigation
pane. They contain tabs that allow you to view and work with common forms, queries, and
reports. Having your frequently used objects available to you in one place lets you access them
quickly and easily.

To open an object from a navigation form, click its tab. The object will be displayed within the
navigation form. Once an object is open, you can work with it as you normally would.

» | i Employee Database Navigation

+ SongBirp
e 31
"+ Customers Menu Items ‘— Click a tab to view an object
Customer | Whitman [¥] Order#|s | Pickup Date|12/42014
Notes Clpre Order
Bpsid Sub-tabs may appear,
depending on the

] selected object

H

e [HAdd Item

s

; Category * Product * Quantity * "Unit" - Price 1 Subtotal ~ =

'.;, Cookies  Chocolate Chip 2 Single $1.50 $3.00
Cookies  Fudge Brownie [ Single $2.00 $2.00
Cookies Ginger Shortbread I Half-Dozen $10.50 $10.50
Pastries Brownies I One Dozen  $19.00 $19.00
Cakes Black Forest 5 Single $22.00 $110.00
Cakes Coconut nzl $22.00 $44.00
Cakes Carrot Cake . . $22.00 $22.00
PUNIIIS  The selected object is $2200  $4400
Cakes  Carrot Cake IS S EV L RURG TR leu] $2200  $22.00
Fanr Bt Walnir e na <400

Total $368.50 -
|Record: 4« 1of 11 [ » Moo | % Search
Record: 4 < 10159 | » My | T Search <

16



Generally, navigation forms include only the objects a typical user will need to work with fairly
regularly, which is why your navigation form may not include every single form, query, or
report. This makes it easier to navigate the database. By hiding tables and rarely used forms,
queries, and reports, it also reduces the chance of the database being damaged by users
accidentally editing or deleting necessary data.

For this reason, it's important to ask your database designer or administrator before working
with objects that are not available in your navigation form. Once you have the go-ahead, you
can simply maximize the Navigation pane and open the objects from there.

Challenge!

1. Open an existing Access sample database.

2. Click through all of the tabs and notice how the options on the Ribbon change.
3. Try minimizing and maximizing the Ribbon.

4. Resize the Navigation pane to make it take up less room.

5. Re-sort the objects in the Navigation pane.

Working with objects

It's helpful to think of your database as a large binder or folder in which you store your data.
The data itself is contained in database objects. Access treats each of these objects as separate
documents, which means you will have to open and save them individually in order to work
with them.

You may have noticed that this lesson contains no instructions for saving a database. This is
because you cannot save an entire database at once. Rather, you must individually save the
objects contained within the database.

To open an object:
In the Navigation pane, locate and double-click the desired object.

FILE HOME CREATE EXTERMAL DATA DAT
X Cut
EE] Copy
Views Clipboard P Sort & Filt
All Access Objects D «
Search. 2
Tables &K |a
j Categories

Customers
Menu [tems

Order [tems

Orders: December 2010

Products Table

=
=
=
53 Orders Table
=
=
EE:|

Sales Unit
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The object will appear as a tab in the Document Tabs bar.

EH s TABLE TOOLS
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TAELE
b/' Cut 'Y 2] Ascending T Selection - r 1= New > Totals
s E@ Co Zl Descendin T Advanced - H save % Spelling
View Paste w Filter " = Refresh = 7 opeling
- Format Painter Remove Sort Toggle Filter All - Delete ~ E=4 More~
Views Clipboard P Sort & Filter Records
H [ =] Customers *,
All Access Objects K] EK :
ID - First Name - Last Name -
Search. yol I h
T
Tables . E T B
, ucinda eorge
j Categories
3 Jerrod Smith
ZH customers 4 Brett Newkirk
E Menuitems 5 Chloe Jones
B3 order ltems 6 Quinton Boyd
j QOrders Table 7 Alex Hinton
& Nisha Hall
B oOrders: December 2010 )
9 Hillary Clayton
E2 Products Table 10 Kiara Williams
B sales Unit 11 Katy Jones

By default, the most recently opened object will appear in the main window as the current
object. To view another open object, click its tab in the Document Tabs bar.

@ H = TABLE TOOLS Songhbird Bakery : Databas

FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TAELE

e Cut Ascending Y7 Selection - =N > Total 2l
blﬁ/‘ DE@(; Y nding election @ == New otals H e

3 opy ) Descending Y|:| Advanced = o Save Aj Spelling . 2>
View Paste Filter Refresh Find
- - Format Painter Remove Sort Toggle Filter All - 7< Delete ~ D Maore = [} !
Views Clipboard [F] - Sort & Filter Bacord Find
1 = Customers-"{ FH Cakes & Pies Sold [ =8|, Employee Database Navigation \
All Access Objects 2 «||= & ) Emproy ?
D - First Name - EastMName - Street Addn
Search.. yel
1 Tracey Beckham 7 East Walker Dr
ﬁ Customers Who've Ordered from ... 2 Lucinda George 788 Brewer St.
B December Orders 3 Jerrod Smith 211 St. George A
= Duplicates Query- Customers 4 Brett Newkirk 47 Hillsborough !
2 Menu Items Query 5 Chloe Jones 23 Solo Ln.
—_ 6 Quinton Bovd 4 Cypress Cr.

Saving objects

You'll need to save any changes you make to each object before closing your database.
Remember, saving early and often can prevent your work from being lost. However, you will
also be prompted to save any unsaved work when you attempt to close your database.

To save a new object:

Select the object you want to save by clicking its tab in the Document Tabs bar.

Click the Save command on the Quick Access toolbar, or press Ctrl+S on your keyboard.

Save (Ctrl+5)

N

5

. Lop
WView Paste

- Format Painter
Views Clipboard P
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The first time you save an object, you will be prompted to name it. Enter the desired object
name, then click OK.
Save As ?

Query Name:
Popular Menu Items Query I

The object will be saved. Click the Save command again to save any changes to the object.

To close an object:
Select the object you want to close, then click the X on the right of the Document Tabs bar.
ﬁ Custu:umers. | 'ﬁj Cakes & Pies Su:uld. | % Employee Database Navigatiu:unl | 'ﬁj Popular Menu ltems Query.

o
[ First Name | Last Name -~ Street Address - Citw - ‘“aL\\‘i
+ Tracey Beckham 7 East Walker Dr. Raleiﬁc.l?EE ICUEtCTEEEI
+ 2 Lucinda George 789 Brewer 5t. Cary NC
* 3 Jerrod Smith 211 5t. George Ave. Raleigh NC

If there are any unsaved changes to the object, you will be prompted to save it. Select Yes to
save, No to close it without saving your changes, and Cancel to leave the object open.

You can also close an object by right-clicking its tab on the Document Tabs bar and selecting
Close. Select Close All to close all open objects.

j Customers- | “Ilej Cakes & Pies Sold. J.% Employee Database
ID -|| | Save Last Name -~
= "5 Close m Beckham
- 258 Closeal R
* 30 Smith
+ 4 EL Design View Newkirk
+ 5 [ Datasheet View Jones
& 6 Quinton Boyd
+ 7 Alex Hinton

To rename an object:
If the object you want to rename is open, close it.
In the Navigation pane, right-click the desired object, then select Rename.

All Access Objects 9 « || E custon
Searchi. 0 D
Tables ¥ +
Queries v +
Forms ¥ 5
Reports 2 e

B

E Bakery Menu Report
Open

B Layout View

[ December Orders

b Design View
Export 3

=] Rename I})
Hide in this Group
Delete

3 Cut

B2 Copy

&= Print...
@ Print Preview
View Properties
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Type the new object name, then press Enter on your keyboard.

All Access Objects ® «

Search.
Tables
Quenes
Forms
Reports
|Printab|e Menu| I

o 44 40 4 b

December Orders

Challenge!
1. Open an existing Access sample database.
2. Open an object.
3. Close the object.
4. Rename the object.
5. Close the database without saving your changes.

Table basics
To open an existing table:
e Open your database, and locate the Navigation pane.
e In the Navigation pane, locate the table you want to open. Tables are marked with the

icon.
e Double-click the desired table. It will open and appear as a tab in the Document Tabs
bar.
HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE
b{' ¥, Cut ;_':r‘l Ascending T Selection - =1 Mew E 2
: Y El Descending '@Advanced' @ Bue o H

_— ER Copy

View Paste Filter

Z# Remove Sort 'Y Toggle Filt The table will open and
P Sort & Filter appear as a tab on the

Double-click a

table to openiit ® « = customers Document Tabs bar
D - First Name : :
Search. L2
Tables . Tracey Beckham 7 East Walks
T categori 2 Lucinda George 789 Brewer !
drtegories
- 3 Jerrod Smith 211 St. Geor
= customers 4 Brett Newkirk 47 Hillsboro
Menuftems 5 Chloe Jones 23 Solo Ln.
B2 Order ltems 6 Quinton Boyd 4 Cypress Cr
B Orders Table 7 Alex Hinton 1011 Hodge
8 Nisha Hall 123 Hunting
B Orders: December 2010 )
Q Hillars Clantnn L6 Mewm:

Understanding tables

All tables are composed of horizontal rows and vertical columns, with small rectangles called
cells in the places where rows and columns intersect. In Access, rows and columns are referred
to as records and fields.
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=4 Customers ",

D - First Name

52 Denver
53 lohn
54 Ebony
Coretta
Victor
58 Hamish

59 Erin

60 Harris

61 Melissa
62 Emmanual
63 llla

64 Tyrone

A field is a way of organizing information by type. Think of the field nhame as a question and

Emory
Farmer
Doe
Diaz
Denver
David
Counts
Collman
Chantay
Colin
Carlson
Rodgers

856 Cook St.
99 Hillsborough St.
872 W. Morgan 5t.
553 Wayne 5t.

781 Bloodsworth St.
31 5t. Mary's St

21 Cameron Ct.
763 E. West 5t

455 E. Edenton St

3201 Glenwood Ave.

11 Sassafras Way
563 Oberlin Rd.
453 Pine 5t.

every cell within that field as a response to that question.

FH customers \

[+

1 Tracey

2 Lucinda

3 lerrod

4 Brett

5 Chloe

6 Quinton

7 Alex

& Nisha

9 Hillary
10 Kiara
11 Katy
12 Beatrix

HEEBHERBBERERBRH

A record is one unit of information. Every cell on a given row is part of that row's record. Each
record has its own ID number. Within a table, each ID number is unique to its record and refers

D - First Name

Last Name

Beckh
George
Smith
MNewkir

Field names

Hall
Clayton
Williams
lones

Joslin

Street Address
Walker Dr.

788 Brewer 5t.

1 5t. George Ave.
7 Hillsborough 5t.
23 Solo Ln.

4 Cypress Cr.

1011 Hodge Ln.
123 Huntington 5t.
2516 Newman
9014 Miller Ln.

456 Denver Rd.

85 North West 5t.

City - State
Raleigh NC
Garner NC
Raleigh NC
Raleigh NC
Raleigh NC

E

NC

G Cell NC
Rz NC
Raleigh NC
d NC
Raleigh NC
Raleigh NC
Raleigh NC

to all of the information within that record. The ID number for a record cannot be changed.

T —
[ FH customers x

HHEEHEHEEEHRMH

o - First Name - Last Name -
| 4a_Uig Aurelio
41} Jeffery Bergman
A2 William Bittiman
43 Megan :
L —— REcord ID
45{Marjan Numbers

Colin

Pilar Semana
Eliza Harris
Chloe Ford
Juanita Harris
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Each cell of data in your table is part of both a field and a record. For instance, if you had a
table of names and contact information, each person would be represented by a record, and each
piece of information about each person—name, phone number, address, and so on—would be
contained within a distinct field on that record's row.

EHS * - 5 Songbird Bakery : Database TABLE TOOLS 7 - 0O X
HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE Javier Flores = %
v X Y 8l Y- @ = 3 H = [caticri N =
= Ef i - - 2+ B I U =& i EH -
View Paste | Filter Refresh Find ah |
- - ¥ O All- > - B3 L~ A Q' === 4-
Views Clipboard Sort & Filter Records Find Text Formatting T ~
: Cust x
All Access Objects ® « ||F costomers
ID - First Name -| LastName -~ Street Address
Search.. yel
Tables N Tracey Beckham 7 East Walker Dr.
2 Lucinda George 789 Brewer St.
B Categories B
3 lerrod Smith 211 St. George Ave.
3 customers 4 Brett Newkirk 47 Hillshorough St.
B Menuitems 5 Chloe Jones 23 Solo Ln.
B orderitems 6 Quinton Boyd 4 Cypress Cr.
A Orders Table 7 Alex Hinton 1011 Hodge Ln.
8 Nisha Hall 123 Huntington St.
B3 orders: December 2010 .
9 Hillary Clayton 2516 Newman
B Froduds Table 10 Kiara Williams 9014 Miller Ln.
B sales unit 11 Katy Jones 456 Denver Rd.
Queries ¥ 12 Beatrix Joslin 85 North West St.
Forms ¥ 13 Mariah Allen 12 Jupe
Reports ¥ 14 Jennifer Hill 2100 Field Ave. -
Record: M« [10f202 | » M #=: | B o Filter | [Search 4 [v]
0 = =

Navigating within tables

To navigate through records in a table, you can use the up and down arrow keys, scroll up and
down, or use the arrows in the Record Navigation bar located at the bottom of your table. You
can also find any record in the currently open table by searching for it using the record search
box. Simply place your cursor in the search box, type any word that appears in the record you
want to find, and press the Enter key. To view additional records that match your search, press
Enter again.

F Customers K

o - First Name ~ |  Last Name -~ Street Address -
52 Denver Ferguson 856 Cook 5t.
53 John Emory 99 Hillsborough 5t.
54 Ebony Farmer 872 W. Morgan 5t.
55 Kim Doe 553 Wayne 5t.
56 Coretta Diaz 781 Bloodsworth 5t.
57 Victor Denver 31 St. Mary's St.
58 Hamish David 21 Cameron Ct.

Record: M 4 |52 of 200 | kM M

Mext record

Use the search box
Click here to create to search for
a new record records in the
current object

Click the arrows to
navigate through
the records

To navigate between fields, you can use the left and right arrow keys or scroll left and right.
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Adding records and entering data
Entering data into tables in Access is similar to entering data in Excel. To work with records,
you'll have to enter data into cells.

To add a new record:
There are three ways to add a new record to a table:
e In the Records group on the Home tab, click the New command.

FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS

hlﬁ‘f Y %l Ascending ’7 | New Z H

_ BE _ % Descending Tj* HSavE

View Paste Filter Refresh Find
- Rermowve Sort Al ){ Delete - |:| -

Views Clipboard ra Sort & Filter Records F

e On the Record Navigation bar at the bottom of the window, click the New record button.
| j Customers

D - First Name - Last Name -
52 Denver Ferguson
53 John Emory
54 Ebony Farmer
55 Kim Doe
56 Coretta Diaz
57 Victor Denver
58 Hamish David
Record: 4 4 |520f 200 | » M Search

Mew (blank) record

e Begin typing in the row below your last added record.

| =H Customers
ID - First Name - | Last Name -~ Street Address - City -
198 Alex Yuen 8 Marcus Ln. Cary
199 Lia Richards 890 Garvey St. Durham
200 Karla Nichols 981 DuBois Ct. Durham
201 Tyrese Hanlon 31 Crispus Ct. Apt B Cary
202 Juan Flores 122 Luna St. Durham
204 Tobias Inman 34 Peace St. Raleigh
205 Teyonah Lamb 321 Home Dr. Raleigh
206 Gregoire Pick 604 Hatsy Way Charlotte
207 Mallary Pont 91 Julianna Way Charlotte
208 Rajeev Parthasarathy 1009 Raleigh Street Hillsborough
209 will Good 38 Learnfree 5t. Raleigh
212 David Barrett 434 Hill 5t. Raleigh
*  (New) [

Record: 4 4 {201 of 201 H Search 1

Sometimes when you enter information into a record, a window will pop up to tell you that the
information you've entered is invalid. This means the field you're working with has a validation
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rule, which is a rule about the type of data that can appear in that field. Click OK, then follow
the instructions in the pop-up window to re-enter your data.

+ 31 Crispus Ct. Apt B Cary NC 27513
. Microsoft Access EX 27714
H 27603
5 I.,\ Must be a US State. Enter the 2-letter postal code only. 27603
+ ral 28203
. LN Help 28201
H 27278
*+ 38 Learnfree St. Raleigh NC 27701
+ 434 Hill 5t. Raleigh NC 27609
# ¥ 1874 Thistledown Ave Raleigh North Carolina

*

To save a record:

Access is designed to save records automatically. After you enter a record, you can either select
a different record or close the object, and Access will save the record. However, in certain
situations you may want to save a record manually. For example, if you needed to edit an
existing record, you could save the record to ensure your changes are saved.

e Select the Home tab, and locate the Records group.
e Click the Save command. The record will be saved.

FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS

h‘/' Y -_*"'l Ascending Y- @ E H

-‘.:.L Descendin ™- EESEVE
g

. . W i
View Filter Refresh L} Find
A All- T D'
Views | Clinhnard = Sort f Filter Rernrds Fir

Editing records
To quickly edit any record within a table, you can click it and type your changes. However,
Access offers you the ability to find and replace a word within multiple records and delete
records entirely.

To replace a word within a record:
You can edit multiple occurrences of the same word by using Find and Replace, which searches
for a term and replaces it with another term.

e Select the Home tab, and locate the Find group.
e Select the Replace command. The Find and Replace dialog box will appear.

== Mew ZTntals L Replace
E - i N

|-=,ESa*.fE " Spelling ] 2 GoTo-
Refresh in
All = - DMDFE" D} Select -

Records Find
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e In the Find What: field, type the word you want to find, then in the Replace With: field
type the word you would like to replace the original word. In our example, we'll find
instances of the word Fall and replace it with Autumn.

Replace

Find What:

Look In:
Match:
Search:

|Fa||

Replace With: |Au1L|mr1

||Currer1t field

L o |
v]

|whcle Field

[v]

Al (v

[IMatch Case

Replace

Search Fields As Formatted

e Click the Look In: drop-down arrow to select the area you want to search.

e Select Current Field to limit your search to the currently selected field.
e Select Current Document to search within the entire table.

Replace

|Fa||

Find What:

\v| | FindNext |
B

Replace With: |Autumr1

Current field IE'
Current field

Look In:
Match:

All

Replace
Rerloce Al |

[ |Match Case

Search Fields As Formatted

e Click the Match: drop-down arrow to select how closely you'd like results to match your
search.

e Select Any Part of Field to search for your search term in any part of a cell.
Select Whole Field to search only for cells that match your search term exactly.
o Select Beginning of Field to search only for cells that start with your search term.

Replace

|Fa||

Find What:

'v| | Findnext |
ol

Replace With: |Au1umr1

Look In: | Current document |E||

Match:
Search:

Whaole Field

Whole Field
Start of Field

B

Replace
 Replace Al |

arch Fields As Formatted

e Click Find Next. If the text is found, it will be selected.

25



A"
=4 Products Table ",

. ID

- | Product Name iption

27 Pumpkin Spice - h Results _matChing the Wy thing about Fall
e R e L B off the holiday ses

28 Apple Spice - Fall n bobbing for apples
caramel icing will still leave vou sticky.
29 Gingerbread - Winter A bite of this cake will give vou a great dea

rerk

Find What: |Fa||

Replace With: |Autumr|

Look In: ||Currer|t document |E“

Match: ||.l!'.n|,-I Part of Field |z“

Al v

[ IMatch Case [+ Search Fields As Formatted

Review the text to make sure you want to replace it. Click Replace to replace the original word
with the new one.

=4 Products Table

. ID

- | Product Name iption

. - The original text has -
27 Pumpkin S Autumn | h t thing about Fall
? P - been replaced off theg]fo]i:ay ses

28 Apple Spice - Fall MIUCH casiel (0 sat tian nobbing for apples
caramel icing will still leave vou sticky.
29 Gingerbread - Winter A bite of this cake will give vou a great dea

rerk

Find What:  Fal \v| | FindNext |

Replace With: |Autumr| IE“
Look In: ||Currentdocumer1t |E“

Match: ||.l!'.n|,-I Part of Field |z“

Al v

[ IMatch Case [+ Search Fields As Formatted

Access will move to the next instance of the text in the object. When you are finished replacing
text, click Cancel to close the dialog box.

The Replace All option is powerful, and it may actually change some things you don't want to
change. In the example below, the word fall did not refer to the season, so replacing it with
Autumn would be incorrect. Using the normal Replace option allows you check each instance
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before replacing the text. You can click Find Next to skip to the next instance without replacing
the text.
- Product Name - | Descri
18 Black Walnut Nutty, dark, and delicious| You'll EXiigtiats i
with this delectable cake.
19 Black Forest This is a Black Forest vou'll want to get lost in.
Rich, moist, and not at all spooky.

20 Italian k from
he
21 Cheesed| |Fnd | Replace | Heiles

Find What: |Fa||

22 Cheeseq Replace With: |Autumn Stsh
93 Easter ( Look In: ||Currer|t document IE“ ]ayer

Match: ||.l!'.n'_,-I Part of Field |z|| e rallow
24 Lemon Search: All E‘ ary

L4

[IMatch case  [+]Search Fields As Formatted V5.

turn your lips and teeth purple, but probably worth

To delete a record:
o Select the entire record by clicking the gray border on the left side of the record.

E Customers

‘ D - ‘ First Name - ‘ Last Name - Street Address - City -

L 206 Gregoire Pick 604 Hatsy Way Charlotte NC
L 207 Mallary Pont 91 Julianna Way Charlotte NC
L 208 Rajeev Parthasarathy 1009 Raleigh Street Hillsborough NC
L 209 will Good 38 Learnfree 5t. Raleigh NC

212 David Barrett 434 Hill 5t. Raleigh NC
213 Florence Hendersaon 1874 Thistledown Ave Raleigh NC
L 214 Abigail Lawrence 361 West Third St Chapel Hill NC

215 Larry Paige 71 Circle Ct Durham NC
|Record: M 4[2010f203 | » M b [ F woFilter |[Search B |

e Select the Home tab and locate the Records group.
e Click the Delete command.

DATABASE TOOLS FIELDS TABLE

q T: Selection ’7 = Mew E
> ik

ng e Advanced - o Save o ]
Refresh Find
sort YTDggIE Filter All - xDelete - %"

% Filter Records F

e A dialog box will appear. Click Yes.

You are about to delete 1 record(s).

A If you click Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?
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The record will be permanently deleted.

The ID numbers assigned to records stay the same even after you delete a record. For example,
if you delete the 213th record in a table the sequence of record ID numbers will read ...212,
214, 215... rather than ...212, 213, 214, 215...

| E Customers =
o - First Name + | Last Name -~ Street Address - City - State |~
204 Tobias Inman 34 Peace St. Raleigh NC
205 Teyonah 321 Home Dr. Raleigh NC
206 Gregoire Record 213 has 604 Hatsy Way Charlotte NC
207 Mallary been deleted 91 Julianna Way Charlotte NC
208 Rajee 1009 Raleigh Street Hillsborough  NC
Good 38 Learnfree St. Raleigh NC
212 |David Barrett 434 Hill 5t. Raleigh NC
214)Abigail Lawrence 361 West Third 5t Chapel Hill NC
215 Larry Paige 71 Circle Ct Durham NC -
Record: 4 4 |1880f202 | » M P Search 4

(e~

NUM LOCK

Modifying table appearance

Access offers various ways to modify the appearance of tables, including resizing fields and
rows and temporarily hiding information you don't need to see. These changes aren't just about
making your table look good; they also can make the table easier to read.

Resizing fields and rows
If your fields and rows are too small or large for the data contained with them, you can always
resize them so all of the text is displayed.

To resize a field:
e Place your cursor over the right gridline in the field title. Your mouse will become a
double arrow.
=z Fr-:uductsTabIe."-.__

ID = Product Name E Description &
20 Italian Rum Try as we might, it's impossible to get drunk from our Italian
2| Cheesecake Muoist, rich and dreamily creamy. Every biteful is sinfully delic

[+]

22 Cheesecake, strav Our NY-style classic, but now you can count it as a fruit ser

[+

23 Easter Creme Cal Like a Chocolate Créme Egg, except a three layer cake. Topf

[+]

24 Lemon Blueberry Summer sunshine, ripe blueberries and sugary lemonade. Tal

[+]

25 Triple Berry Shor! Strawberries, raspberries, and blueberries. May turn your lif

[+

26 Hummingbird - Su Made out of actual hummingbirds. Mo, not really. But this pir
27 Pumpkin Spice - 2 Spicy and sweet-- the best thing about Autumn. Bringitto T
28 Apple Spice - Aut Much easier to eat than bobbing for apples, but the caramel

[+]

[+

[+

29 Gingerbread - VWi A bite of this cake will give you a great deal more pleasure th

Click and drag the gridline to the right to increase the field width or to the left to decrease
the field width, then release the mouse. The field width will be changed.
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zrnal Data Database Tools Fields Table
? ‘ilﬁscendin-g ;f/f Selection = IE = Mew = T::utal.s [ﬁ Sac Replace Calibri ([
Citer % | Descending V5] Advanced - Refresh =H save & Spelling find = GoTo~ .
77 Remove Sort W Toggle Filter All = X Delete - E Mare = by Select -
Sort & Filter Records Find
- g2z PmulludsTahln\{\:E Customers ‘-.\
1D - | Category ID - Product Name -
23 2 Easter Creme Cake- Spring Like a Chocola
24 2 Lemon Blueberry - Summer Summer sunsk
25 2 Triple Berry Shortcake - Summer Strawberries,
26 2 Hummingbird - Summer Made out of a
27 2 Pumpkin Spice - Autumn Spicy and swe
28 2 Apple Spice - Autumn Much easier &t
29 2 Gingerbread - Winter A bite of this ¢

To resize a row:

e Place your cursor over the bottom gridline in the gray area to the left of the row. Your

mouse will become a double arrow.
=4 Products Table"‘-._.

1D 7 Product Name

& Description

[+

20 Italian Rum

Try as we might, it's impossible to get drunk from

£

2| Cheesecake
22 Cheesecake, strawberry

+

23 Easter Creme Cake- Spring

Moist, rich and dreamily creamy. Every biteful is s
Cur NY-style classic, but now you can count it as
Like a Chocolate Créme Egg, except a three layer

[+

24 Lemon Blueberry - Summer

Summer sunshine, ripe blueberries and sugary len

[+

25 Triple Berry Shortcake - Summer

Strawberries, raspberries, and blueberries. May tL

[+

26 Hummingbird - Summer

Made out of actual hummingbirds. Mo, not really.

[+

27 Pumpkin Spice - Autumn

Spicy and sweet- the best thing about Autumn. B

3]

28 Apple Spice - Autumn

Much easier to eat than bobbing for apples, but tf

[+

29 Gingerbread - Winter

A bite of this cake will give you a great deal more |

e Click and drag the gridline downward to increase the row height or upward to decrease
the row height, then release the mouse. The row height will be changed.

E Products Tab Ie"

1D i Product MName

Description

20 Italian Rum

Try as we might, it's impossible to get drunk from our
Italian Rum cake. 50 go ahead and eat the whole thing.

2| Cheesecake

22 Cheesecake, strawberry

Maoist, rich and dreamily creamy. Every biteful is sinfully
delicious.

Our NY-style classic, but now you can count it as a fruit
serving.

23 Easter Creme Cake- Spring

Like a Chocolate Créme Egg, except a three layer cake.
Topped with icing bunnies and marshmallow chicks.

24 Lemon Blueberry - Summer

29

Summer sunshine, ripe blueberries and sugary lemonade.
Takes you back to the good ol' days.



Hiding fields

If you have a field you don't plan on editing or don't want other people to edit, you can hide it.
A hidden field is invisible but is still part of your database. Data within a hidden field can still
be accessed from forms, queries, reports, and any related tables.

To hide a field:

* Right-click the field title, then select Hide Fields.

[ T Menu items ',

ID v | ProductID ~ _ﬁ’t Smallest to Largest o

H #H EH &
oo~ o

9
10
11
12
13
14
15
16
17
18
19
20
21

H EHEHEBEEHBEHRHIHHBHMH

The field will be hidden.

8

9
10
11
12
13
14
15
16
17
18
19
20
21
22
23

Tubd Pl

—

1o W

+
*

[

Sort Largest to Smallest

Copy

Field Width

Hide Eields
Unhide Fields
Freeze Fields
Unfreeze All Fields
Eind...

Insert Field

Rename Field

Delete Field
j | 14900

e If you decide you want the field to be visible again, you can unhide it. Simply right-
click any field title, then select Unhide Fields. A dialog box will appear. Click the
checkboxes of any fields you want to be visible again, then click Close.

Column:

ID
Product ID

rice
Click to Add
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Table formatting options

Alternate row color

By default, the background of every other row in an Access table is a few shades darker than
the background of the rest of the table. This darker alternate row color makes your table easier
to read by offering a visual distinction between each record and the records directly above and
below it.

= Customers
D - First Name -~ Last Name - Street Address - City - State
1 Tracey Beckham 7 East Walker Dr. Raleigh NC
2 Lucinda George 789 Brewer St. Cary NC
3 lerrod Smith 211 St. George Ave. Raleigh NC
4 Brett Newkirk 47 Hillsborough 5t. Raleigh NC
5 Chloe Jones 23 Solo Ln. Raleigh NC
6 Quinton Boyd 4 Cypress Cr. Durham NC
7 Alex Hinton 1011 Hodge Ln. Cary NC
8 Nisha Hall 123 Huntington 5t. Raleigh NC
9 Hillary Clayton 2516 Newman Raleigh NC
10 Kiara Williams 9014 Miller Ln. Durham NC

To change the alternate row color:
e Select the Home tab, locate the Text Formatting group, and click the Alternate Row
Color drop-down arrow.

a
H “acReplace [ i -2 -

Eind = GoTo~ -
" [s Select~ B I U A4- , & - === - E v%
Find Text Formatting I

Alternate Row Color

e Select a color from the drop-down menu, or select No Color to remove the alternate row
color.

D"’

Autamatic

Theme Colors

dibsadali

Standard Colors

Recent Colors

Mo Colar

vy More Colors..,
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The alternate row color will be updated.
IE Customers

D -

First Name - Last Name -

Street Address - | City -

1 Tracey 7 East Walker Dr.

Modifying gridlines

Another way Access makes your tables easier to read is by adding gridlines that mark the
borders of each cell. Gridlines are the thin lines that appear between each cell, row, and column
of your table. By default, gridlines are dark gray and appear on every side of a cell, but you can

change their color and hide undesired gridlines.
T Products Table

D - Product Name 7 Description

1 §{ICoconut Ewver tried cracking a coconut? It's hard! Better sti
our moist Coconut Cake-- all you need is your for

| &|Black Walnut Mutty, dark, and delicious. You'll fall in love with t
delectable cake.

|9 Black Forest This is a Black Forest you'll want to get lost in. Ricl
and not at all spooky.

20 ftalian Rum Try as we might, it's impossible to get drunk from
Italian Rum cake. 50 go ahead and eat the whole th

2} |[Cheesecake Moist, rich and dreamily creamy. Every biteful is si

+ 22 Cheesecake, strawberry Our NY-style classic, but now you can count it as
serving.

To customize which gridlines appear:
e Select the Home tab, locate the Text Formatting group, and click the Gridlines drop-

down arrow.
H %ac Replace Gill Sans MT (Detail) - |11 - i~ i~ ==
Fnd 0707 . aly === "%, Eh.
[+ Select~ B ru L-° 2 - - = AL\\}_
Find Text Formatting P
Gridlines

e Select the gridlines you want to appear. You can choose to have horizontal gridlines
between the rows, vertical gridlines between the columns, both types of gridlines, or
none at all.

Gridlines: Vertical

Gridlines: None
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The gridlines on your table will be updated.
FH Products Table

D - Product Name o
|7 Coconut
18 Black Walnut
|9 Black Forest
20 ltalian Rum
2| Cheesecake
2} Cheesecake, strawberry

Additional formatting options
To view additional formatting options, click the Datasheet Formatting arrow in the bottom-right
corner of the Text Formatting group.

a P— 31— [
H «ac Replace Gill Sans MT (Detail)  ~|11  ~|i= = 3= &= 9

: 2 GoTo~
e [+ Select~ B I U _&va_'? ﬁv ===[z2. =,
Find Text Formatting -
D%asheet Formatting

The Datasheet Formatting dialog box offers several advanced formatting options, including the
ability to modify background color, gridline color, and border and line style. It even includes
the ability to view a sample table with your formatting choices, so play around with the various
formatting options until you get your table looking the way you want it.

Cell Effect Gridlines Shown

(@) Flat Horizontal
() Raised [Jvertical
{1 5unken

Eadcgrnund Colar: Alternate Background Color: ' Gridline Colar:

| g | v| -

- Border and Line Styles
|Da135heet Border IE" |So|id

(®) Left-to-right (") Right-to-eft
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Challenge!

Open an existing Access sample database.

Open the Customers table.

Add a new record to the table. Be sure to enter data for every field.

Find the record with the name Tyra Kirby, and replace it with a name of your choice.
Hide a field, then unhide it.

Change the alternate row color.

©» @1 5 @[ =

Why use forms?

Many of us fill out forms so often that we hardly notice when we're asked to use them. Forms
are so popular because they're useful to the person asking for the information and to the person
providing it. They are a way of requiring information in a specific format, which means the
person filling out the form knows exactly which information to include and where to put it.
This is just as true of forms in Access. When you enter information into a form in Access, the
data goes exactly where it's supposed to go: into one or more related tables. While entering data
into simple tables is fairly straightforward, data entry becomes more complicated as you start
populating tables with records from elsewhere in the database. For instance, the orders table in
a bakery's database might link to information on customers, products, and prices drawn from
related tables. For example, in the Orders Table below the Customer ID field is linked to the
Customers table.

j Customers j Orders Table j Crder ltems
ID v|'l:l.15trc:+rn|:ar | *l Paid * | Pre Order -

i 13 139 Yes Yes
& 14 130 Yes MNo
+ 15 129 es es
i 16 124 fes Mo

In fact, in order to see the entire order you would also have to look at the Order Items table,
where the menu items that make up each order are recorded.
j Customers j Crders Table j Order ltems

D = | Order ID  ~J§ Menu ltem ID -} Quantity -~

28 13 50 |
29 13 38 1
30 13 ' 101

The records in these tables include 1D numbers of records from other tables. You can't learn
much just by glancing at these records because the ID numbers don't tell you much about the
data they relate to. Plus, because you have to look at two tables just to view one order, you
might have a difficult time even finding the right data. It's easy to see how viewing or entering
many records this way could become a difficult and tedious task.

A form containing the same data might look like this:
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2 Customers |\ £ Orders Table | ] Order ltems Y| =5] Orders

= New Order

Customer Tappen v | Order # Pickup Date | 12/16/201 |

Motes For a kindergarten party. YWrite, "Happy 6th Birthday, Matthew!" on [ Pre Order

the cake and draw a rabbit in icing next to the text
Y| Paid

S Add Item

Category - Product * | Quantity ~ | "Unit" - | Price ~1| Subtotal -

Cookies Oatmeal Raisin | One Dozen $14.00 $14.00

Cookies Butter Pecan | One Dozen S14.00 $14.00

Cakes Cooldes n' Cream | Single $22.00 $22.00
&

Total £50.00

Record: M 10f3 L Search

As you can see, this record is much easier to understand when viewed in a form. Modifying the
record also would be easier because you wouldn't have to know any ID numbers to enter new
data. When you're using a form, you don't have to worry about entering data into the right tables
or in the right format—the form can handle these things itself. There's no need to go back and
forth between tables because forms bring all of the information you need together in one place.

Not only do forms make the data entry process easier for the user, but they also keep the
database itself working smoothly. With forms, database designers can control exactly how users
are able to interact with the database. They can even set restrictions on individual form
components to ensure all of the needed data is entered and that it's all entered in a valid format.
This is useful because keeping data consistent and organized is essential for an accurate and
powerful database.

Working with forms

To open an existing form:
e Open your database, and locate the Navigation pane.
e In the Navigation pane, locate the form you want to open. Forms are marked with the
= icon.
e Double-click the desired form. It will open and appear as a tab in the Document Tabs
bar.
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FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS

E Cut Ascending Selection ’7 == MNew E H

Descending T= Advanced - E,“Save v
Filter 9 = Refresh v

Find
Remove Sort Toggle Filter

Double-click a

Sort & Filter -
form to open it I = I r—— D — The form will open and
@ Sl Customers' appear as a tab on the
) Documents tab bar
Tables ¥ o[|EE
Queries ¥ »
Forms # Search v
E Customers L\\S
E2] customers Form First Mame Tracey Last Nami
=] Empl Datab Mavigati
D mployee Llatabase Navigation - Q - Str‘eet ? East Walker Dr
B2 Menu items 7 WY Address ’
B8 oOrder Items [ (al {
[ | | City Raleigh State
@ Order ltems subform ’ |
E Orders [ - .
I\ Email  |beck@email.com

B8 Products fr—
Reports ¥ - Phone Number  (919-555-23 14

Entering and modifying data

Depending on the database you're using, the forms you work with may include special tools
and features that let you perform common tasks with one click of a button. You'll see examples
of these tools in the interactives on the next page. However, no matter what type of form you're
working with, you can follow the same procedures for carrying out certain basic tasks.

To add a new record:
There are two ways to add a new record to a form:

e In the Records group on the Home tab of the Ribbon, click the New command.
FILE HOME = CREATE  EXTERMALDATA  DATABASE TOOLS FIELDS

* 2} Ascendin = ew >
hrr';ﬁn B Y pecendne ™ ’7 . H

zl Descendin E Save
View  Paste Filter : Refresh 4 Find
- Remowve Sort All = )( Delete - D*
Views Clipboard ra Sort & Filter Records F
e On the Record Navigation bar at the bottom of the window, click the New Record
button.
Record: M Tof202 [ Mk k Search

Mew (blank) record

To find an existing record to view or edit:

There are two ways to find and view an existing record using a form, and they both use the
Navigation bar at the bottom of the screen:
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To look through records one at a time, click the navigation arrows. The right arrow will take
you to the next record, and the left arrow will take you to the previous one.

Click the arrows to
navigate through

the records

Record: M |1 of 202 bH bz [ B No Filter | [Search

To search for arecord, type a word you know is contained in that record in the navigation search

box.
|
Record: M 4 |3of202 | ¢ M K

To save the current record:
e Select the Home tab and locate the Records group.
e Click the Save command. The current record will be saved.

FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS

- b .ﬁl . T - = Mew E
hlél Y 7 4 Ascending @ |_‘IE:;; g H]

Eg zl Descending '@*

View Paste  Filter Refresh t% Find
- ~ 7.# Remove Sort Y All- 7< Deletd® - E -
Views (Clinhoard = Sort & Filter Rerards Fir

To delete the current record:
e Select the Home tab and locate the Records group.
e Click the Delete command.

DATABASE TOOLS FIELDS TAELE

g Y Selection ’7 == Mew 2
zZ

ng o Advanced - o8 Save

Refresh Find
sort YTDggIEFiIter All = xDelete - g"
& Filter Records F

e A dialog box will appear. Click Yes.

You are about to delete 1 record(s).

.{_E If you click Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?

The record will be permanently deleted.
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Using form features

The exact procedure you use for filling out a form will vary depending on the content and design
of the form you're using. The forms in your database might be similar to the examples in the
two interactives below. Between them, they include most of the features you'll commonly
encounter in forms.

=8| Customers

Customers

» EE—

Search | |E| New Record
First Name |F|I|p | Last Name |P'latek |
I Sz |? East Walker Dr. |

Address

W City  |Raleign | swte [NC | Zip Code
Email |p|atekﬁ|@ema|l.com | Add to Yes-- Weekly & Events :l

Mailing List?

Phone Number |919-555-1285

e

Some forms may include more options, like calendar buttons, drop-down lists, yes-no
checkboxes, subforms, and embedded tables.

l = New Order

Customer |Love El Order # Pickup Date 2]

Motes Apparently, he plans to eat most of this himself!! Maybe that was a Pre Order
joke... .
SAdd ltem ‘
Category ~ Product | Quantity ~| "Unit" - Price -7| Subtotal -~ [*
. |Pies Pumpkin | Single %15.00 $15.00
|| Pies Peanut Butter Chocolate I Single %16.00 $16.00
|| Cakes Carrot Cake 3 Single $22.00 $66.00
|| Cakes Italian Rum I Single $22.00 $22.00
. Cakes German Chocolate I Single £22.00 $22.00
|| Cakes Gingerbread - VWinter | Single $24.00 $24.00
| |Cakes Gingerbread - Winter | Single $24.00 $24.00
Pastries Tiramisu | OCne Dozen $30.00 $30.00
: Cakes Buche de Noel (Christmas Cake | Single $32.00 $32.00
Total $251.00 |~
Record: M 4 [10f9 | » M # | % Mo Filter ||Search |
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Challenge!
1. Open an existing Access sample database.
2. Open the Orders Form.
3. Create a new record with the following data:
e Customer: Eric Oglesby
Pickup date: February 14, 2014
Order items: Cakes: Coconut (1)
Notes: Write "Happy Valentine's Day!" with pink frosting.
Pre Order: Yes
e Paid: Yes
4. Open the Customers Form.
5. Find the record for customer Dwight Parker and make the following changes:
e Street Address: 190 Cook Street
e City: Chapel Hill
e Zip Code: 27514
e Email: dwightp@email.com

About sorting and filtering

Access gives you the ability to work with enormous amounts of data, which means it can be
difficult to learn anything about your database just by glancing at it. Sorting and filtering are
two tools that let you customize how you organize and view your data, making it more
convenient to work with. In this lesson, you'll learn how to sort and filter records.

Essentially, sorting and filtering are tools that let you organize your data. When you sort data,
you are putting it in order. Filtering data lets you hide unimportant data and focus only on the
data you're interested in.

Sorting records

When you sort records, you are putting them into a logical order, with similar data grouped
together. As a result, sorted data is often simpler to read and understand than unsorted data. By
default, Access sorts records by their ID numbers. However, there are many other ways records
can be sorted. For example, the information in a database belonging to a bakery could be sorted
in a number of ways:

e Orders could be sorted by order date or by the last name of the customers who placed

the orders.

e Customers could be sorted by name or by the city or zip code where they live.

e Products could be sorted by name, category (like pies, cakes, and cupcakes), or price.
You can sort both text and numbers in two ways: in ascending order and descending order.
Ascending means going up, so an ascending sort will arrange numbers from smallest to largest
and text from A to Z. Descending means going down, or largest to smallest for numbers and Z
to A for text. The default ID number sort that appears in your tables is an ascending sort, which
is why the lowest ID numbers appear first.

In our example, we will be performing a sort on a table. However, you can sort records in any
Access object. The procedure is largely the same.

To sort records:
Select a field you want to sort by. In this example, we will sort by customers' last names.
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| j Customers.-
D -

HEHEHBDEEHEBHEHEBHBBGE

First Name
1 Tracey
2 Lucinda
3 Jerrod
4 Brett
5 Chloe
6 Quinton
7 Alex
8 Nisha
9 Hillary

10 Kiara

11 Katy

12 Beatrix

13 Mariah

14 Jennifer

-

Last Name _ -
Beckham
George
Smith
Newkirk
Jones
Boyd
Hinton
Hall
Clayton
Williams
Jones
Joslin
Allen
Hill

Street Address -
7 East Walker Dr.
789 Brewer 5t.
211 St. George Ave.
47 Hillsborough St.
23 Solo Ln.
4 Cypress Cr.
1011 Hodge Ln.
123 Huntington 5t.
2516 Newman
9014 Miller Ln.
456 Denver Rd.
85 North West St.
12 Jupe
2100 Field Ave.

e Click the Home tab on the Ribbon, and locate the Sort & Filter group.
e Sort the field by selecting the Ascending or Descending command.

Select Ascending to sort text A to Z or to sort numbers from smallest to largest. We will select
this in our example because we want the last names to be in A-to-Z order.
Select Descending to sort text Z to A or to sort numbers from largest to smallest.

FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS
b/‘ L C}E) Cut 'Y E‘l Ascendingb Y Selection -
- D ER Copy 2 Descending T@Advanced -
View Paste Filt e,

- - Farmat Painter Remove Sort Toggle Filter
Views Clipboard Fa Sort & Filter

The table will now be sorted by the selected field.
| j Customers

D - First Name - Last Name -t Street Address -
102 Theodore Achi 120 Baker 5t.
195 Kris Ackerman 1311 Coretta Scott Way
78 Michiko Akiwana 901 Glenwood Ave.
188 Mathan Albee 76-C Meadowview Ln.
13 Mariah Allen 12 Jupe
37 Carol Allenson 3201 Glenwood Ave. Unit A
38 Zoey Altman 817 Hillsborough St. Apt E1l
163 Franz Angelou 291 Hinton 5t.
E7 Robert Armisen 21 MLK Blvd.
47 Hakim Auden 921 Dawson 5St.
129 Yann Augerot 88 Carolina Rd.
40 Vig Aurelio 53 Pine St.
212 David Barrett 434 Hill 5t.

To save the new sort, click the Save command on the Quick Access toolbar.
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BE S o -
HOME CREATE EXTERMAL DATA DATABASE TOOLS

b/' ey M Cut Y 5l Ascending Y Selection -

By Copy _‘.:l Descending T@Advanced -
View Paste ! Filter
- - z.# Remove Sort
Views Clipboard ] Sort & Filter

After you save the sort, the records will stay sorted this way until you perform another sort or
remove the current one. To remove a sort, click the Remove Sort command.

Y 5| Ascending V' Selection~

] _‘.:l Descending T@Advanced'
Filter
Remweﬂurt%
Sort & Filter

Filtering records

Filters allow you to view only the data you want to see. When you create a filter, you set criteria
for the data you want to display. The filter then searches all of the records in the table, finds the
ones that meet your search criteria, and temporarily hides the ones that don't.

Filters are useful because they allow you to focus in on specific records without being distracted
by the data you're uninterested in. For instance, if you had a database that included customer
and order information, you could create a filter to display only customers living within a certain
city or only orders containing a certain product. Viewing this data with a filter would be far
more convenient than searching for it in a large table.

[l e

In our examples and explanations, we will be applying filters to tables. However, you can apply
filters to any Access object. The procedure is largely the same.

To create a simple filter:
e Click the drop-down arrow next to the field you want to filter by. We will filter by city
because we want to see a list of customers who live in a certain city.
|j Customers

ID - First Name *  LastMame - Street Address - City % State
+ 1 Tracey Beckham 7 East Walker Dr. Raleigh NC
2 2 Lucinda George 789 Brewer 5t. Cary NC
+ 3 Jerrod Smith 211 5t. George Ave. Raleigh NC
o 4 Brett Newkirk 47 Hillsborough St. Raleigh NC
+ 5 Chloe lones 23 Solo Ln. Raleigh NC
o 6 Quinton Boyd 4 Cypress Cr. Durham NC
+ 7 Alex Hinton 1011 Hodge Ln. Cary NC
o 8 Nisha Hall 123 Huntington St. Raleigh NC
+ 9 Hillary Clayton 2516 Newman Raleigh NC
o 10 Kiara Williams 9014 Miller Ln. Durham NC
+ 11 Katy lones 456 Denver Rd. Cary NC
o 12 Beatrix Joslin 85 North West 5t. Raleigh NC

A drop-down menu with a checklist will appear. Only checked items will be included in the
filtered results. Use the following options to determine which items will be included in your
filter:

41



e Select and deselect items one at a time by clicking their checkboxes.

e Click Select All to include every item in the filter. If all items are already selected, this
option will deselect all items.

e Click Blanks to set the filter to find only the records with no data in the selected field.

City = State - | Zip Code -~

Raleigh #| sotAtoZ
Cary Z| SortZtoA ’
Raleigh r
Raleigh % P
Raleigh Text Filters Pl
Durham [ (select Al d
Cary || iBlank i
Raleigh 4 Cary r
Raleigh | hapel Hill i
Durh ] charlotte

ATENT ] ourham 4
Cary [ carner :
Raleigh [ Hillsborough E
Raleigh [] Raleigh i
Raleigh r
Raleigh )

e Click OK. The filter will be applied. Our customers table now displays only customers
who live in Cary.

Table
a =i Mew Z Totals ﬁ Jac Replace p— iy Wiz =
=8 Save & spelling _ = GoTo~
| Ri’{fvﬂh >( Delete = Ehﬂnre* Find g Select - B IO &v ud ﬁv = =
Records Find Text Formatting
- | Last Name - Street Address - City - State

George 789 Brewer 5t. k"u
Hinton 1011 Hodge Ln. Cary
Jones 456 Denver Rd. Cary NC
Kellerman 76 Murphy Ave. Cary NC
Hamm 1221 Coretta Scott Way Cary NC
James 4221 Basil Ct. Cary NC
Slobodowski 7 Greene St. Cary NC
White 911 Oregon Tr. Cary NC
Sigrudsdatter 55 Cameron Ct. Cary NC
Yuen & Marcus Ln. Cary NC
Hanlon 31 Crispus Ct. Apt B Cary NC

Toggling your filter allows you to turn it on and off. To view the records without the filter, click
the Toggle Filter command. To restore the filter, click it again.
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FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS

b/ X Cut Y 2l Ascending Y Selection -

] ER Copy ) El Descending T|:| Advanced -
View Filter

- Y Toggle Filter
Views Clipboard a Sort & Filter

Creating a filter from a selection

Filtering by selection allows you to select specific data from your table and find data that is
similar or dissimilar to it. For instance, if you were working with a bakery's database and wanted
to search for all products whose names contained the word chocolate, you could select that word
in one product name and create a filter with that selection. Creating a filter with a selection can
be more convenient than setting up a simple filter if the field you're working with contains many
items.

To create a filter from a selection:
e Select the cell or data you want to create a filter with. We want to see a list of all of our
products that contain the word chocolate in their names, so we'll select the word
chocolate in the Product Name field.

| j Products Table

D - Product Name %
] 8 Fudge [@fillavlEid
e 9 Fudge Marble
# 10 French french vanilla
4 I'l Strawberry Swirl

e Select the Home tab on the Ribbon, locate the Sort & Filter group, and click the
Selection drop-down arrow.

FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS

d }C Cut '-E"l;lxscendin Y Selection~
4 L

i ERy Copy ) -‘.:l Descending T|j Advanced
View Filter

-

Views Clipboard T Sort & Filter

Select the type of filter you want to apply:

e Contains includes only records with cells that contain the selected data. We'll select this
because we want to see records that contain the word chocolate anywhere in the title.

e Does Not Contain includes all records except for those with cells that contain the
selected data.

e Ends With includes only records whose data for the selected field ends with the search
term.

e Does Not End With includes all records except for those whose data for the selected
field ends with the search term.
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1L DATA DATABASE TOOLS FIELDS TAELE
-_':l Ascending Y Selection~ ||='l] == Mew

El Descending Contains "Chocolate"
Does Mot Contain "Chodiolate" [
Sort & Filt Ends With "Chocolate”

= Products Tal Does Mot End With "Chocolate” 1

1D ~ Proguct rMame

The filter will be applied. Our table now displays only products with the word chocolate in their
names.
j Products Table

I - Praduct Name "%
* 8 Mluct Name contains "Chocolate”

& |4 German Chocolate

+ 40 Chocolate Amaretto

A 42 White Chocolate Raspberry

+ 47 Chocolate Chip

i 66 White Chocolate Macademia MNut

* 68 Chocolate Banana Walnut

Creating a filter from a search term

You can also create a filter by entering a search term and specifying the way Access should
match data to that term. Creating a filter from a search term is similar to creating a filter from
a selection.

Filtering text by a search term
When filtering text by entering a search term, you can use some of the same options you use
when filtering by a selection, like Contains, Does Not Contain, Ends With, and Does Not End
With. You can also choose from the following options:
e Equals, which includes only records with data that is identical to the selected data
e Does Not Equal, which includes all records except for the data that is identical to the
selection
e Begins With, which includes only records whose data for the selected field begins with
the search term
e Does Not Begin With, which includes all records except for those whose data for the
selected field begins with the search term

To filter text by a search term:
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= Orders Table

Click the drop-down arrow next to the field you want to filter by. We want to filter the
records in our orders table to display only those that contain notes with certain
information, so we'll click the arrow in the Notes field.

D! Customer ID - Paid - Pre Order - MNotes '[}
= 5 44 Yes Mo
L 6 136 Yes Yes For a birthday party-- cake should read, "Happy Birthday, Daddy!"
L 7 131 Yes Mo
5 g8 145 Yes Yes For a reception at the . llaba Gallery

In the drop-down menu, hover your mouse over Text Filters. From the list that appears,
select the way you want the filter to match the term you enter. In this example, we want
to view only records whose notes indicate the order was placed for a party. We'll select
Contains so we can search for records that contain the word party.

x
MNotes = Pickup Date ~ Click to Add ~ -
2l SortAtoZ
- " , Zl sertZtoa
For a birthday party-- cake should read, "Happy Birthday, Daddy ©
)4
Equals... Text Filters 3
For a reception at the J. Ikiba Galler Dioes Mot Equal... (Select All) ~
Begins With... [Blanks]
N Add text, “Joyeaux Mogl 20107
Dges Not Begin With.. Apparently, he plans to eat mo
Contains... Cake should read, "Congratula

For a holiday party

Ends With... Christmas- Write "Happy Birthd
Does Mot End With |7| Christmas- write “Merry Christm ¥
5 With... 5
For a kindergarten party. Write, "Happy 6th Birthday, Matthew!"
m e e oy oK Cancel

Christmas

Does Mot Contain...
- Christmas- Tie boxes up with ril

The Custom Filter dialog box will appear. Type the word you want to use in your filter.

Custom Filter

?

Motes contains | party I

D -
: 6

Click OK. The filter will be applied.

j Orders Table %,

Customer |ID -

136

92

139

129

96

7]

Paid ~

Yes

Pre Order -~ Notes " F
ACFor a birthday party-- cake should read, "Hap [N TEES—_—, ‘party" i
Yes For a holiday party
Yes For a kindergarten party. Write, "Happy 6th Birthday, Matthew!"
on the cake and draw a rabbit in icing next to the text.
Yes For a holiday party
No For a Christmas party
Yes For an office party
Yes For a NYE party
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Filtering numbers with a search term
The process for filtering numbers with a search term is similar to the process for filtering text.
However, different filtering options are available to you when working with numbers. In
addition to Equals and Does not Equal, you can choose:
e Greater Than to include only records with numbers in that field that are greater than or
equal to the number you enter
e Less Than to include only records with numbers in that field that are less than or equal
to the number you enter
e Between to include records with numbers that fall within a certain range

To filter numbers by a search term:
e Click the drop-down arrow next to the field you want to filter by. We want to filter the
records in our menu items table by price, so we'll click the arrow in the Price field.
e In the drop-down menu, hover your mouse over Number Filters. From the list that
appears, select the way you want the filter to match your search term. In this example,
we want to see items that are less than $5, so we'll select Less Than.

Sales Unit ID 7 Price = Click to Add -
$22.00 2] Sort Smallest to Largest
$22.00 2| Sort Largest to Srallest

$22.00 .
$22.0 Mumber Filters 3 Equals...
il
$22.0 [Select All} - Does Mot Equal...

$22.01 [Blanks)

Lesz Than...
$22.01 51,50
$22.01 52.00 Greater Than...
3250 Between...

$22.01 53.50

54.00
£22.00 i
$22.01 [#] 510,50 ¥
$22.0 QK Cancel
£26.01
£28.00

e The Custom Filter dialog box will appear. Type the number or numbers you want to use
in your filter. We'll type 5 so the filter will show us only menu items that cost $5 or less.

Custom Filter ? =

Price is less than or equal to|5 I

e Click OK. The filter will be applied.
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| j Menu Items.‘

ID ~ | Product ID - Sales Unit 1D = Price ﬁ
* 30 46 Price is smaller than or equal to 5/
+ 33 47 | $1.50
+ 36 58 | $1.50
+ 39 59 | $1.50
+ 42 60 | $1.50
+ 45 6l | $1.50
+ 48 62 | $1.50
+ 51 63 | $1.50
+ 54 64 | $1.50
+ 57 65 | $2.00
+ 60 66 | $2.00

Specific types of numbers may include other filtering options. For instance, dates stored in
numerical form (mm/dd/yyyy, or 12/01/2013) include options to filter by periods of time.

items | B Customers '\ Categories x
5 - Pickup Date - Click to Add |*

El Sort Oldest to Mewest

sad, "Happy Birthday, Dad¢ £| Sort Mewest to Oldest

%
i Equals... Date Filters 3
Does Mot Equal... [Select All} f
et % [Blanks)
) 1/4/2013
After... 1/18/2013
Between... 3/2/2013
P 3/3/2013
Tomorrow 3/4/2013
Today 3/10/2013
e » 3/11/2013
Vesterday W] 3/12/2013 v
Mext Week -
0K Cancel
This Week
Y Last Week 12/18/2013
Mext Month 12/18/2013
Thizs Month 12/19/2013
Last Maonth 1/18/2013
Challenge!
1. Open an existing Access sample database.
2. Open the query called Cakes and Pies Sold.
3. Apply afilter to the Product Types field that shows only Cakes.
4. Inthe Sum of Quantity field, apply a filter that only shows numbers greater than five.
5. Apply an ascending sort to the Sum of Quantity field.
6. Save the database.
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What are queries?

The real power of a relational database lies in its ability to quickly retrieve and analyze your
data by running a query. Queries allow you to pull information from one or more tables based
on a set of search conditions you define. In this lesson, you will learn how to create a simple
one-table query.

Queries are a way of searching for and compiling data from one or more tables. Running a
query is like asking a detailed question of your database. When you build a query in Access,
you are defining specific search conditions to find exactly the data you want.

How are queries used?

Queries are far more powerful than the simple searches or filters you might use to find data
within a table. This is because queries can draw their information from multiple tables. For
example, while you could use a search in the customers table to find the name of one customer
at your business or a filter on the orders table to view only orders placed within the past week,
neither would let you view both customers and orders at once. However, you could easily run
a query to find the name and phone number of every customer who's made a purchase within
the past week. A well-designed query can give information you might not be able to find out
just by examining the data in your tables.

When you run a query, the results are presented to you in a table, but when you design one you
use a different view. This is called Query Design view, and it lets you see how your query is

FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGN Javier Flores ~ (:‘
D | Ijlj —|' ] #1Update (D Union 1 >
- - * [ Crosstab &3 Pass-Through .
View  Run Select Make Append , . Query  Show/
- Tahle ' Delete  E£ Data Definition  Setup - Hide -
Results Query Type ~
» || 3= query x
-
Customers
x
%D
First Name
Last Name
Street Address
State
Zip Code
o Email
S Phone Mumber
o -
= City
o .
'g Add to Mailing List?
D Other Notes
-
m
= -
h »
Field: | First Name Last Name Street Address City Zip Code State =
Table: | Customers Customers Customers Customers Customers Customers
Sork: Ascending
Show: ]

Criteria: “Raleigh”
ar: Mot In [[276107]

One-table queries

Let's familiarize ourselves with the query-building process by building the simplest query
possible: a one-table query.

We will run a query on the Customers table of our bakery database. Let's say our bakery is
having a special event, and we want to invite our customers who live nearby because they are
the most likely to come. This means we need to see a list of all customers who live close by,
and only those customers.
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If you think this sounds a little like applying a filter, you're right. A one-table query is actually
just an advanced filter applied to a table.

To create a simple one-table query:
o Select the Create tab on the Ribbon, and locate the Queries group.
e Click the Query Design command.

FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS

Sem RE ESC

Application  Table Table SharePoint  Query Query  Form Form Blank
Parts - Design  Lists~ Wizard Design Design Form
Templates Tables Cueries Forms

e Access will switch to Query Design view. In the Show Table dialog box that appears,
select the table you want to run a query on. We are running a query about our customers,
so we'll select the Customers table.

Show Table ?

Tables | Queries | Both

Categories
iCustomers. .

COrder Items
Orders Table
Products Table
Sales Unit

e Click Add, then click Close.

The selected table will appear as a small window in the Object Relationship pane. In the table
window, double-click the field names you want to include in your query. They will be added to
the design grid in the bottom part of the screen.

In our example, we want to mail invitations to customers who live in a certain area, so we'll
include the First Name, Last Name, Street Address, City, and Zip Code fields. We aren't
planning on calling or emailing our customers, so we don't have to include the Phone Number
or Email fields.
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2=z Custu:umers."j Rt {luerﬁ."-..__
Customers
&
%o
First Mame
Last Mame
Street Address
State
Zp Code | > Double-click a field to
Email add it to the Query
Phone Number Building pane below
City
Add to Mailing List?
Other Motes
4
Field: |First Mame Last Mame Street Address City
Table: | Customers Customers Customers Customers Customers
Sort:
Show
Criteria:
or:

Set the search criteria by clicking the cell in the Criteria: row of each field you want to filter.
Typing criteria into more than one field in the Criteria: row will set your query to include only
results that meet all criteria. If you want to set multiple criteria but don't need the records shown
in your results to meet all of them, type the first criteria in the Criteria: row and additional
criteria in the or: row and the rows beneath it.

For this one-table query, we'll use simple search criteria.

e We want to find our customers who live in the city of Raleigh, so in our City field we'll
type "Raleigh”. Typing Raleigh in quotation marks will retrieve all records with an exact
match for Raleigh in the City field.

e Some customers who live in the suburbs live fairly close by, and we'd like to invite them
as well. We'll add their zip code, 27513, as another criteria. Because we want to find
customers who either live in Raleigh or in the 27513 zip code, we'll type "27513" into
the or: row of the Zip Code field.

Field: | City Zip Code
Table: | Customers Customers
Sort:
Show: [+] ]

Criteria: || "Raleigh”
ar. 27513

After you have set your criteria, run the query by clicking the Run command on the Design tab.
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HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGM

I =ie== g 1 = ] @D Union D
_ - D I_l T X (8 Pass-Through
View] Run Select Make Append Update Crosstab Delete Show

- N Table L Data Definition  T,pje

Y
Results Query Type

The query results will be displayed in the query's Datasheet view, which looks like a table. If
you want, save your query by clicking the Save command in the Quick Access toolbar. When
prompted to name it, type the desired name, then click OK.

Customers Query1

First Name - Last Name - Street Address - City - Zip Code -
Tracey Beckham 7 East Walker Dr. Raleigh 27612
Lucinda George 789 Brewer St. Cary 27513
Jerrod Smith 211 5t Gnnruﬁ, Raleigh 27610
Brett Save As ? Raleigh 27608
Chloe Query Name: Raleigh 27609
Alex Nearby Customers | Cary 27513
Nisha Raleigh 27612
Hillary Cancel Raleigh 27606
Katy Cary 27513
Beatrix Joslin 85 North West 5t. Raleigh 27606
Mariah Allen 12 Jupe Raleigh 27605
Jennifer Hill 2100 Field Ave. Raleigh 27609
Cody Hayes 65 North 5t. Raleigh 27609
Amaya Gibson 5 West St. Raleigh 27612

Now you know how to create the simplest type of query with only one table. In the next lesson,
you'll learn how to create a query that uses multiple tables.

Challenge!
1. Open an existing Access sample database.
2. Create a new query.
3. Select the Customers table to include in your query.
4. Add the following fields from the Customers table to your query:
e First Name
e Last Name
e City
e Zip Code
5. Set the following criteria:
e In the City field, type "Durham™ to return only records with Durham in the City
field.
e Inthe Zip Code field, type "27514" in the or: row to return records that are either
in Durham or zip code 27514.
6. Run the query. If you entered the query correctly, your results will include customers
who live in Durham OR zip code 27514.
7. Save the query with the name Customers who live in Durham.
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Most queries you design in Access will likely use multiple tables, allowing you to answer more
complex questions. In this lesson, you'll learn how to design and create a multi-table query.

Designing a multi-table query

Queries can be difficult to understand and build if you don't have a good idea of what you're
trying to find and how to find it. A one-table query can be simple enough to make up as you go
along, but to build anything more powerful you'll need to plan the query in advance.

Planning a query
When planning a query that uses more than one table, you should go through these four steps:
1. Pinpoint exactly what you want to know. If you could ask your database any question,
what would it be? Building a query is more complicated than just asking a question, but
knowing precisely what question you want to answer is essential to building a useful
query.
2. ldentify every type of information you want included in your query results. Which fields
contain this information?
Locate the fields you want to include in your query. Which tables are they contained in?
4. Determine the criteria the information in each field needs to meet. Think about the
question you asked in the first step. Which fields do you need to search for specific
information? What information are you looking for? How will you search for it?

w

This process might seem abstract at first, but as we go through the process of planning our own
multi-table query you should start to understand how planning your queries can make building
them a lot easier.

Planning our query

Let's go through this planning process with a query we'll run on our bakery database. As you
read through the planning process step by step, think about how each part of the planning
process could apply to other queries you might run.

Step 1: Pinpointing the question we want to ask

Our bakery database contains many customers, some of whom have never placed an order but
who are in our database because they signed up for our mailing list. Most of them live within
the city limits, but others live out of town or even out of state. We want to get our out-of-town
customers who've placed orders in the past to come back and give us another try, so we're going
to mail them some coupons. We don't actually want our list to include customers who live too
far away; sending a coupon to someone who doesn't live in our area probably won't make that
person come in. So we just want to find people who don't live in our city but who still live in
our area.

Customers
outside the
city limits

Customers
who live in
our area

Customers
who've placed
orders

The customer
records we want
our query to find

52



In short, the question we want our query to answer is this: Which customers live in our area,
are outside the city limits, and have placed an order at our bakery?

Step 2: Identifying the information we need

What information might we want to see in a list about these customers? Obviously, we'll need
the customers' names and their contact information—their addresses, phone numbers, and email
addresses. But how are we going to know if they've placed orders? Each record of an order
identifies the customer who placed that order. If we include the order ID numbers, we should
be able to narrow our list down to only customers who have previously placed orders.

X Names

X Addresses

X Phone numbers

X Email addresses
X Order ID Numbers

Step 3: Locating the tables containing the information we need

In order to write a query, you need to be familiar with the different tables in your database.
From working extensively with our own database, we know that the customer information we
need is located in fields in the Customers table. Our Order ID numbers are in a field in the
Orders table. We only need to include these two tables to find all of the information we need.

Where we can find

Names _the_info we need

X

X Addresses the Customers table
X Phone numbers

X

Email addresses the Orders table

(% Order ID Numbers)/
)
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Step 4: Determining the criteria our query should search for

When you set criteria for a field in a query, you are basically applying a filter to it that tells the
query to retrieve only information that matches your criteria. Review the list of fields we are
including in this query. How and where can we set criteria that will best help us answer our
question?

We don't want customers who live in our town, Raleigh, so we want a criteria that will return
all records except for those with Raleigh in the city field. We don't want customers who live
too far away, either. All of the phone numbers in the area start with the area code 919, so we'll
also include a criteria that will only return records whose entries from the phone number field
begin with 919. This should guarantee that we'll only send coupons to customers who live close
enough to actually come back and use them.

We won't set a criteria for the order ID field or any other fields because we want to see all of
the orders made by people who meet the two criteria we just set.

X No one living in our town, Raleigh
X In the City field, type Not in (“Raleigh”)
X Only customers with phone numbers that
start with “919”
(So we only get customers who live nearby)
X In the Phone Number field, type Like (“919*")

To write queries, you'll need to be able to set criteria in a language that Access understands. As
you can see in the image above, our criteria requiring phone numbers to begin with 919 must
be typed like this: Like (919*").

Joining tables in queries

The final thing you need to consider when designing a query is the way you link—or join—the
tables you're working with. When you add two tables to an Access query, this is what you'll see
in the Object Relationship pane:

Customers

N Orders Table
D - :

First Mame _\_‘ %D

Last Name = Custoamer 1D

Street Address Paid

State Pre Order

Zip Code Motes

Email Pickup Date

Phaone Mumber

City

Add to Mailing List?

Other Motes
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The line connecting the two tables is called the join line. See how the join line is actually an
arrow? This is because it indicates the order in which the query looks at data from the two
tables. In the image above, the arrow is pointing from left to right, which means the query will
look at data in the left table first, then look at only the data in the right table that relates to the
records it's already seen in the left table.

Your tables won't always be joined this way. Sometimes Access will join them right to left. In
either case, you might need to change the direction of the join to make sure your query includes
the correct information. The join direction can affect which information your query retrieves.

To understand what this means, consider the query we're designing. For our query, we need to
see customers who have placed orders, so we've included the Customers table and the Orders
table. Let's take a look at some of the data contained in these tables.

S ] . fr !
Every ordeér 15 lInkea
10 One Customeér

Names ID #
Alex 1
Joakim 2
Katia —_— ] 3 €
Dwane 4
-'-""‘-l-_._._‘____‘__ 5

{
—
Lewis
Anne HH"""‘-——-\Y 6
"--_-_-_.-.-.-
...

Not all customer names
. i ] I
are linked to an order

What do you notice when you look at these lists? First of all, every single order in the Orders
table is linked to someone in the Customers table—the customer who placed that order.
However, when you look at the Customers table, you'll see that the customers who've placed
multiple orders are linked to more than one order, and those who've never placed an order are
linked to no orders. As you can see, even when two tables are linked it's possible to have records
in one table that have no relationship to any record in the other table.

So what happens when Access tries to run our query with the current join, left to right? It pulls
every record from the table to the left: our Customers table.
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MNames
Joalth —
oakim
Katia
Dwane
Lewis
Anne
Teyonah

'i-lﬁl'.I'I-hWMI-IE

Names
Alex
Joakim
Katia
Dwane
Lewis
Anne
Teyonah

It then retrieves every record from the right table that has a relationship with a record Access
has already taken from the left table.

MNames
Joakh —
oakim
Katia
Dwane
Lewis
Anne
Teyonah

=130 Wk E

Names OrderlD #

Alex 1
Joakim 2,3
Katia 4
Dwane 5, 6
Lewis 7
Anne
Teyonah

Because our join began with the Customers table, our query will include records for all of our
customers, including those who've never placed orders. This is more information than we need.
We only want to see records for customers who have placed orders.
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Fortunately, we can fix this problem by changing the direction of the join line. If we join the
tables from right to left instead, Access will first retrieve the orders from the right table, our
Orders table:

=
-

Alex

Joakim -~
Katia
Dwane

Anne
Teyonah

~NonhwNRE ‘

OrderID #

S~ WNERE

Then Access will look at the left table and retrieve only the records of customers who are linked
to an order on the right.

=]
E8

Names
, M:!c
oakKim &
Katia
Dwane
Lewis
Anne
Teyonah

4mmhmuH|

Names OrderlD #
Alex
Joakim
Joakim
Katia
Dwane
Dwane
With the Lewis
right-to-left join,
our query only retrieves
records from customers who
are linked to orders

~NonpkhwWhNpRE
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We now have exactly the information we want: all of the customers who have placed an order,
and only those customers. As you can see, we had to join our tables in the correct direction to
obtain the information we wanted.

Now that we understand which join direction we need to use, we're ready to build our query!

In our query, we needed to use the right-to-left join, but the correct join direction for the tables
in your queries will depend on what information you want to see and where that information is
stored. When you add tables to a query, Access will automatically join the tables for you, but it
often doesn't join them in the correct direction. This is why it's important to always review the
joins between your tables before you build a query.

Creating a multi-table query
Now that we've planned our query, we're ready to design and run it. If you have created written
plans for your query, be sure to reference them often throughout the query design process.

To create a multi-table query:
e Select the Query Design command from the Create tab on the Ribbon.

FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS

zE M RE ESC

Application  Table Table SharePoint  Query Query  Form  Form Blank
Parts = Design  Lists = Wizard Design Design Form

Templates Tables Queries Forms

e In the dialog box that appears, select each table you want to include in your query and
click Add. You can press and hold the Ctrl key on your keyboard to select more than
one table. When we planned our query, we decided we needed information from the
Customers and Orders table, so we'll add these.

Show Table ?

Tables | Queries | Both

Cateqories

Menu Items
Crder Items

Orders Table
Products Table L}
Sales Unit

e After you have added all of the tables you want, click Close.
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The tables will appear in the Object Relationship pane, linked by a join line. Double-click the
thin section of the join line between two tables to edit its join direction.

—
[@ Query1 %,
Customers
. Crders Table
- 1
¥ D *
First Name Xb\_‘ 7D
Last Mame = Customer ID
Street Address Paid
State Pre Crrder
Zip Code Motes
Email Pickup Date
Phone Mumber
City
Add to Mailing List?
Other Motes

The Join Properties dialog box will appear. Select an option to choose the direction of your join.

Choose option 2: for a left-to-right join. In our query, the left table is the Customers
table, so choosing this would mean all of the customers who met our location criteria—
whether or not they had placed an order—would be included in our results. We don't
want to choose this option for our query.

Choose option 3: for a right-to-left join. Because our right table is our Orders table,
selecting this option will let us work with records for all of the orders and only the
customers who've placed orders. We'll choose this option for our query because this is
exactly the data we want to see.

. Left Table Name Right Table Mame
Select Optlﬂl'l 2 for a |Cu5tomer5 E“ |Drders Table |E||
Left to Right join

Left Column Mame Right Caolumn Name

|ID E“ |CU5t0mer D |E||

(11 Only indude rows where the joined fields from both tables are equal.
()2 Indude ALL records from 'Customers' and only those records from 'Orders
Table' where the joined fields are equal.

(@) 3: Indude ALL records from 'Orders Table' and only those records from
1} 'Customers' where the joined fields are equal.

Select option 3 for a
Right to Left join Ok | | Cancel || MNew

In the table windows, double-click the field names you want to include in your query. They will
be added to the design grid in the bottom part of the screen.

In our example, we'll include most of the fields from the Customers table: First Name, Last
Name, Street Address, City, State, Zip Code, and Phone Number. We'll also include the ID
number from the Orders table.
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1 auery?’ ES

Customers

Orders Table

¥

First Name )
vio
-:um;lknb
Paid
Pre Order
Notes
Pickup Date

Last Name

Street Address
State

Tip Code

Email

Phone Number

City

Add to Mailing List?
Other Notes

Field: | First Mame Last Hame street Address City state Tip Code Phont Number [ .
Table: | Custamers Customers Customers Customers Customers Customers Customers Orders Table

Sert:

Shew: [+ [+ [+ 5 [ [ [ 5

Criteria:
o

Set field criteria by entering the desired criteria in the criteria row of each field. We want to set
two criteria:
e First, to find customers who do not live in Raleigh, we'll type Not in ("Raleigh") in the
City field.
e Second, to find customers who have a phone number beginning with the area code 919,
we'll type Like ("919*") in the Phone Number field.

Field: | City State Zip Code Phane Number D
Table: | Customers Customers Customers Customers Orders Table
Saort:
Show:
[Griteria] [t in [ Raleigh]

an

After you have set your criteria, run the query by clicking the Run command on the Design tab.
mr\dE CREATE EXTERMAL DATA DATABASE TOOLS DESIGMN

'I 'j o | I' /'l l' D Unian o
h * D I_! +' = IZ;-:| 'x @PE&S-THI’DUQH IJ

View| Run Select Make Append Update Crosstab Delete Show
- Table L£ Data Definition  Tapje

Results s Cuery Type

The query results will be displayed in the query's Datasheet view, which looks like a table. If
you want, save your query by clicking the Save command in the Quick Access toolbar. When
prompted to name it, type the desired name and click OK.

- City ~ State ~ ZipCode ~ PhoneNumber -
Durham NC 27714 919-555-8975
Chapel Hill NC 27514 919-555-1096
Garner NC 27529 919-555-1475

Cary NC 27513 913-555-0089

Query Name:
Customers Who've Ordered from Mearby Towns I
Cance
Chapel Hill NC 27514 919-555-4789
Garner NC 27529 919-555-0007
Hillsborough NC 27278 919-555-0321
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Challenge!

1. Open an existing Access sample database.

2. Create a new query.

3. Select the Customers and Orders tables to include in your query.

4. Change the join direction to right to left.

5. Add the following fields from the Customers table to your query:

e First Name
e Last Name
o City
6. Add the following fields from the Orders table to your query:
e Notes
e ID

7. Set the following criteria:

e In the Last Name field, type Like "Go*" to return only records with last names
beginning with Go.

e In the City field, type "Raleigh" to return only records with Raleigh in the City
field.

e Inthe ID field, type >=60 to return only records with an ID number greater than
or equal to 60.

8. Run the query. If you entered the query correctly, your results will include one record
for a customer named Will Good. If not, click the View drop-down arrow on the Ribbon
to return to Design view and check your work.

9. Save the query with the name Will Query.

Modifying queries

Access offers several options that let you design and run queries that return exactly the
information you're looking for. For instance, what if you need to find out how many of
something exists within your database? Or what if you would like your query results to
automatically be sorted a certain way? If you know how to use Access's query options, you can
design almost any query you want.

Access offers several options for making your queries work better for you. In addition to
modifying your query criteria and joins after you build your queries, you can choose to sort and
hide fields in your query results.

To modify your query:

e When you open an existing query in Access, it is displayed in Datasheet view, meaning
you will see your query results in a table. To modify your query, you must enter Design
view, the view you used when creating it. There are two ways to switch to Design view:

e On the Home tab of the Ribbon, click the View command. Select Design View from the
drop-down menu that appears.

HOME CREATE
b

View

P
D Datasheet View

ts

Eg Co pYy

SQL sat View

b(‘ Design View h

EH UTrgeEriteEms
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In the bottom-right corner of your Access window, locate the small view icons. Click the Design
View icon, which is the icon farthest to the right.

9
3

NUM LOCK sl | BE e

Design View

Once in Design view, make the desired changes, then select the Run command to view your
updated results.

Sorting queries

Access allows you to apply multiple sorts at once while you're designing your query. This
allows you to view your data exactly the way you want.

A sort that includes more than one sorted field is called a multilevel sort. A multilevel sort
allows you to apply an initial sort, then further organize data with additional sorts. For instance,
if you had a table full of customers and their addresses, you might choose to first sort the records
by city, then alphabetically by last name.

When more than one sort is included in a query, Access reads the sorts from left to right. This
means the leftmost sort will be applied first. In the example below, customers will be sorted
first by the City where they live and then by the Zip Code within that city.

Field: |f City State
Table: | Customers Customers
Sort: || Ascending

Show:
Criteria:
or

This field is This field is
sorted first sorted second

To apply a multilevel sort:
e Open the query and switch to Design view.
e Locate the field you want to sort first. In the Sort: row, click the drop-down arrow to
select either an Ascending or Descending sort.

Products Tabl Menu [tems

*
&

%D ¥
Category ID PrcuductIID
K Produd Mame Sales Unit ID
Price

Description
I T
[ Ty [
4
Field: | Product Types Product Mame Quantity
Table: | Categories Products Table Crder [tems
Total: [ Group By Group By sum

—

Sort: || o

Show:
Criteria: || Descendin
or: || [not sorted)
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e Repeat the process in the other fields to add additional sorts. Remember, the sorts are
applied from left to right, so any additional sorts must be applied to fields located to the
right of your primary sort. If necessary, you can rearrange the fields by clicking the top
of a field and dragging it to a new location.

Field: |Product Types Product Mame Product Mame Cuantity

Table: | Categories Products Table Sales Unit Crder ltems

Total: | Groun Ry Grioun By Groun By S

Sort: | Ascending Descending v[g

SO 4 ! ~ ! 4 ! ~

Criteria:
ar
e To apply the sort, click the Run command.
HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGM

e | > = i +
! Dlj I +I /I Ix GEDUm::-n j
- X {0 Pass-Through

View] Run Select Make Append Update Crosstab Delete | Show
- N Table L Data Definition  T,pje

Results Query Type

e Your query results will appear with the desired sort.
| % Employee Database Mavigation i ? Ordered Menu ltems

Product Types - Product Mame + | SumOfQuantity -
Cakes Cheesecake 20
Cakes Buche de Moel {Christmas Cake)- Winter 12
Cakes Carrot Cake 9
Cakes Black Forest 8
Cakes Black Walnut 5
Cakes Italian Rum 4
Cakes Gingerbread - Winter 4
Cakes Coconut 2
Cakes French french vanilla 2
Cakes German Chocolate 2
Cakes Red Velvet 1
Cakes Cookies n' Cream 1
Cookies Fudge Brownie 7
Cookies Fudge Chocolate 6
Cookies Ginger Shortbread 6
Cookies Chocolate Chip 5

You can also apply multilevel sorts to tables that don't have queries applied to them. On the
Home tab on the Ribbon, select the Advanced drop-down command in the Sort & Filter group.
From the menu that appears, select Advanced Filter/Sort and create the multilevel sort as you
normally would. When you're finished, click the Toggle Filter command to apply your sort.

Y 2| Ascending 'V Selection~ @

il Descendin T Advanced =
Filter = [+ Refresh
Remowve Sort Toggle Filter All -

Sort & Filter
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Hiding fields within queries

Sometimes you might have fields that contain important criteria, but you might not need to
actually see the information from that field in the final results. For example, take one of the
queries we built in our last lesson: a query to find the names and contact information of
customers who had placed orders. We included Order ID numbers in our query because we
wanted to make sure we only pulled customers who had placed orders.

However, we really didn't need to see this information in our final query results. In fact, if we
were just looking for customer names and addresses, seeing the order number mixed in there
might have been distracting. Fortunately, Access makes it easy to hide fields while still
including any criteria they contain.

To hide a field within a query:
e Open the query and switch to Design view.
e Locate the field you want to hide.
e Click the checkbox in the Show: row to uncheck it.

Customers

% Orders Table

%D R
First Name \ ? Ip
Last Mame Customer ID

Street Address Paid

state Pre Order
Zip Code Motes

Email Fickup Date
Phone Number

City
Add to Mailing List?
Other Motes

11111111

Field: | City State Zip Code D Phone Mumber
Table: | Customers Customers Customers Orders Table Customers
Sort:

Show:
Criteria: | Mot In ("Raleigh’) ' Like 919+
or:

e To see the updated query, select the Run command. The field will be hidden.

To unhide a hidden field, simply return to Design view and click the checkbox in the field's
Show: row again.
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More types of queries

By this point, you should understand how to create a simple one-table or multi-table query using
multiple criteria. Additional queries offer you the ability to perform even more complex actions
with your database. One of these is the totals query, which lets you perform calculations with
your data.

Totals queries

Sometimes setting simple criteria won't give you the results you need, especially when you're
working with numerical values. You may want to see your query results grouped or counted in
some way. For example, let's say we want to find out how many of each menu item at our
bakery has been ordered—how many Almond Croissants, Apple Pies, and so on. To do this,
we could create a totals query to find the sum of the quantities for each item.

First, the totals query will group all similar menu items from separate orders (for example,

Almond Croissants). Then, the Sum function will add the values in the Quantity field to
calculate the total number sold for that item.

The ungrouped data
Prod umi’ Quantity - Sﬁ’lo WS EVE F'i.jl
Almond Croissant Single

1
Almond Croissant Single 2 Gc’c’u rrg Hc’g
Almond Croissant Single 1 GF gaﬂh rtgm
Apple Single 1
Apple Single 1
Apple Single 1
4 445 Product Name nr Sales Unit W Quantity -
Apple Crumb Almond Croissant Single
“"'5"_""?""”'” Apple Single
Apple Crumb Apple Crumb Single
Black Forest i Black Forest 5|I“'.E|I:"
Black Forest Black Walnut Single
Black Forest g v
Black Forest Single 1
Black Walnut Single 1
Black Walnut Single 1
Black Walnut Single 3

Our Totals query groups all like values together.
The Sum function shows us how many
of each item has been ordered.

The Sum function helped us find the desired information in this example, but in other situations
you may need to use a different function to find the answer you need. There are several
functions you can choose from:

Count: Counts the total number of each item

Sum: Adds the values together

Average: Finds the average of the values

Maximum: Returns the highest value

Minimum: Returns the lowest value
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First: Returns the first—or earliest—value
Last: Returns the last—or most recent—value

To create a totals query:

e For our example, we want to find the total number we've sold of each of our menu items,
so we'll use a query showing us all of the menu items we've sold. If you want to follow
along in our database, open the Menu Items Ordered query.

o Create or open a query you want to use as a totals query.

e From the Design tab, locate the Show/Hide group, then select the Totals command.

DESIGH
D €= |nsert Rows | “BYInsert Columns E Fr‘ Property Sheet
Lpd ?
raugh # Delete Columns K zTEh|E Marmes
Show - Tatals Parameters
inition  Taple <o Builder £ Return: |All - N
Query Setup Show/Hide

A row will be added to the table in the design grid, with all values in that row set to Group By.
Select the cell in the Total: row of the field you want to perform a calculation on, then click the
drop-down arrow that appears.

Field: | Product Types Product Mame Product Mame Quantity
Table: | Categaries Products Tahle Sales Lnit Order Iltems
Total: | Group By | Group By | Group By | Group Byl T-I
ort [ Ascending ' Descending [ [ Lo
Show:
Criteria:

ar

Select the calculation you want to be performed in that field. In our example, we want to add
the quantities of products we've sold, so we'll select the Sum option.

Field: | Product Types Product Mame Product Mame Cuantity
Table: | Categories Products Table Sales Unit Crder ltems
Total: | Group By Group By Group By Group By "

Sort: | Ascending Descending Group By
Show:
Criteria: Avg

arn Min

Max
Count
S5tDev

ar

First

Last
Expression
Where

When you are satisfied with your query design, select the Run command on the Query Tools
Design tab to run the query.
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HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGM

_ * = 10 Union o
| =25 +] 7! !x
- X 3 Pass-Through

View] Run Select Make Append Update Crosstab Delete | Show
- N Table L Data Definition  T,pje

Y
Results Query Type

The query results will be displayed in the query's Datasheet view, which looks like a table. If
you want, save your query by clicking the Save command on the Quick Access toolbar.
| T3 Menu ltems Ordered

Product Types - Products Table.Product Name - | Sales Unit.Product Name - | SumOfQuantity -
Cakes Cheesecake Single 20
Cakes Buche de Moel (Christmas Cake)- Winter Single 12
Cakes Carrot Cake Single 9
Cakes Black Forest Single 8
Cakes Black Walnut Single 5
Cakes Italian Rum Single 4
Cakes Gingerbread - Winter Single 4
Cakes Coconut Single 2
Cakes French french vanilla Single 2
Cakes German Chocolate Single 2
Cakes Red Velvet Single 1
Cakes Cookies n' Cream Single 1
Cookies Fudge Brownie One Dozen 7
Cookies Fudge Chocolate Single B
Cookies Ginger Shortbread One Dozen i}
Cookies Chocolate Chip Single 5

More query options
We offer mini-lessons on creating additional types of queries in the last lesson in this tutorial.
Below is a list of the queries we currently cover.

Parameter query

A parameter query allows you to create a query that can be updated easily to reflect a new
criterion, or search term. When you open a parameter query, Access will prompt you for a
search term and then show you query results that reflect that search.

Find duplicates query
A find duplicates query lets you find all duplicate records in your database so you can delete
them. Duplicate records can negatively affect the integrity of your database.

Query criteria quick reference guide

Below, you'll find a guide containing 20 of the most common criteria used in Access queries.
While these criteria are all fairly simple, each one can help you carry out meaningful searches
of your data. If you find this guide useful, download the printable version so you'll always have
it handy. For a more comprehensive guide to criteria, look at Microsoft's official Examples of
query criteria.

When entering the criteria, write them exactly as they are written in the second column,
replacing x with your search term—or in the case of dates, replacing mm/dd/yyyy with the
desired date.
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Simple criteria for all data types:

Criteria Name
Equals

Does Not Equal

Mull

Mot Null

Write it like...

Not in ("x")

Is Null

Is Not Null

Function
Searches for values equal to x

Searches for all values except those
equal to x

Searches for empty fields

Searches for non-empty fields

Simple criteria for text:

Criteria Name
Contains
Does Not Contain

Begins with

Ends with
Comes After

Comes Before

Write it like...
Like "#x*"
Not like "#x*"

Like "x*"

Like "*x"
»="y"

o= ||x||

Function

Searches for all values that contain x
Searches for all values except those
that contain x

Searches for all values beginning with
X

Searches for all values ending with x
Searches for all values that come
after xin alphabetical order.
Searches for all values that come
before xin alphabetical order.

Simple criteria for numbers:

Criteria Name

Between

Less Than

Write it like...

Between "x"and

y
<X

Less Than or Equal <= x

To
Greater Than

Greater Than or
Equal To

=X

>=x

Function

Searches for values in the range
between xand y

Searches for all values smaller than x

Searches for all valuessmaller than or
equal to x

Searches for all values larger than x

Searches for all values larger than or
equal to x
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Simple criteria for dates:

Criteria Name  Write it like... Function
Between Between Searches for dates that fall between
#mm/dd/yy#"” two dates.
and
#mm/dd/yy#"
Before <#mm/dd/yy#  Searches for dates before a certain
date
After >#mm/dd/yy#  Searches for dates after a certain
date.
Today =Date() Searches for all records containing
today's date
Days Before Today <=Date()-x Searches for all records containing
dates x or more days in the past

Challenge!
1. Open an existing Access sample database
2. Open the Customers Who've Ordered from Nearby Towns query, and switch to Design
view.
3. Add a Totals row to the query.
4. Set the Totals row in the Orders Table ID field to Count. This will let us count how many
orders each customer has placed.
5. In the Customers table in the Object Relationship pane, double-click the word City to add
another City field to the design grid below.
6. Click and drag the City field you just added so it is to the left of the First Name field. It
should now be the leftmost field in the design grid.
7. Apply the following multilevel sort:
a. Inthe leftmost City field, apply an ascending sort.
b. Inthe Last Name field, apply an ascending sort.
8. Hide the leftmost City field.
9. Run the query. If you did it correctly, there should be 14 records in the query results.

Creating Reports

If you need to share information from your database with someone but don't want that person
actually working with your database, consider creating a report. Reports allow you to organize
and present your data in a reader-friendly, visually appealing format. Access makes it easy to
create and customize a report using data from any query or table in your database.

To create a report:
Reports give you the ability to present components of your database in an easy-to-read,
printable format. Access lets you create reports from both tables and queries.

e Open the table or query you want to use in your report. We want to print a list of cookies

we've sold, so we'll open the Cookies Sold query.
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T Cookies Sold %,

Product Types -
Cookies
Cookies
Cookies
Cookies
Cookies
Cookies
Cookies
Cookies
Cookies

Products Table.Product Name
Fudge Brownie
Fudge Chocolate
Ginger Shortbread
Chocolate Chip
Butterscotch
Fudge Brownie
Cranberry Walnut
White Chocolate Macademia Nut
Snickerdoodle

~ | Sales Unit.
One Dozen
Single
One Dozen
Single
Single
Single
One Dozen
Half-Dozen
Single

Product Name ~ SumOfQuan -

(TSI A¥ T T R T R TE R I = (T = (R |

e Select the Create tab on the Ribbon. Locate the Reports group, then click the Report

command.

CREATE EXTERNAL DATA DATABASE TOOLS

h‘mj D ’F‘\ Lz % D F&FurmWizard

Mavigation =

Table SharePoint  Query Query  Form  Form Blank

Design  Lists~ Wizard Design

Tables

Queries Forms

Design  Form = Mare Forms ~

e Access will create a new report based on your object.

| - : : Q Report Wizard
\ LI | i
E Labels

Report Report EBlank

L\\sDesign Report
Reports

It's likely that some of your data will be located on the other side of the page break. To fix this,
resize your fields. Simply select a field, then click and drag its edge until the field is the desired
size. Repeat with additional fields until all of your fields fit.

B Cookies Snld\"{ Cookies Sold x

Cookies Sold idhaaieatedd
LT T T TT——
| Product Types [Products Table].[Product Name] [Sales Unit].[Prod
Cookies N Butter Pecan One Dozen
Cookies |Euﬁer Pecan ||5|'r1gle
Cookies |Bu’r’rersco’rch ||Sing|e
Cookies |Choco|0’re Banana Walnut || One Dozen
Cookies |Choco|0’re Banana Walnut ||5ing|e
Cookies |Choco|c:’re Chip || Half-Dozen

To save your report, click the Save command on the Quick Access toolbar. When prompted,
type a name for your report, then click OK.

Repaort Mame:

Cookies Sold T
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Just like tables and queries, reports can be sorted and filtered. Simply right-click the field you

want to sort or filter, then select the desired option from the menu.

Deleting fields

You might find that your report contains some fields you don't really need to view. For instance,
our report contains the Zip Code field, which isn't necessary in a list of orders. Fortunately, you
can delete fields in reports without affecting the table or query where you grabbed your data.

To delete a field in a report:
e Clickany cell in the field you want to delete, then press the Delete key on your keyboard.

B Cookies Sold\”'j Cookies Sold

Cookies Sold IR rEIE R

............................................................................................................................................................

Product Types [Products Table].[Product Name] [Sales Unit].[Product Name]

‘ Cookies - ‘ Butter Pecan || One Dozen

‘ Coakies W ‘Buﬁer Pecan ||S|'ng|e

‘ Cookies ‘ Butterscotch ||Sing|e

‘ Cookies ‘Chocolo’re Banana Walnut || One Dozen

‘ Cookies ‘Chocolu’re Banana Walnut ||Sir'|g|e

‘ Cookies ‘Chocold’re Chip || Half-Dozen

‘ Coakies ‘Chocoque Chip || One Dozen

‘ Coakies ‘Chocolofe Chip ||S|'ng|e

‘ Coaokies ‘Cronberry Walnut || One Dozen

e The field will be deleted.
e When you delete a field, be sure to delete its header as well. Simply select the header
and press the Delete key.

B Cookies Sold\'J Cookies Sold ™,

Cookies Sold

Wednesday,

Product Typegs | [Products Table].[Product Name] [Sales Unit].[Product Name]

‘ Butter Pecan H One Dozen
‘Buﬂer Pecan HSingle
‘ Butterscotch HSingle
‘Chocolote Banana Walnut H One Dozen
‘Chocolute Banana Walnut HSingle
‘Chocolate Chip H Half-Dozen
‘Chocolate Chip H One Dozen
' Chocolate Chip | single
‘Crcmberry Walnut H One Dozen
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Printing and saving reports in Print Preview

While you can print reports using commands in the Backstage view, you can also use Print
Preview. Print Preview shows you how your report will appear on the printed page. It also
allows you to modify the way your report is displayed, print it, and even save it as a different
file type.

PRINT PREVIEW Javier Flores ~ ﬁ:}
i [ - : =Y Land " R
HE# ID @ Show Margins D — ancscape C)\ 5] Q [@_‘]B B

== Columns

Print Size Margins Print Data Onl Portrait Zoom Refresh  Excel  Text Close Print
. oo - . - -
- - v [.E',,Page Setup - All File ': Preview
Print Page Size Page Layout Zoom Data Close Preview -~
» Eﬂ Bakery Menu Report x

-

» SOngBirD
s BAKET]

Menu

Cakes Fudge Marble The cake that dares ask the question: what if marble were 52200
made of three types of chocolate? The answer... delicious.

Navigation Pane

Frenchfrench vanila  Og & lal Some people might sy this cake has a certain je ne 52200
sais quoi... but we "sais quoi”-- lots of french vanilla.

Strawberry Swirl A dizzying swirl of strawberries and créme. Hold on tight! 52200

Page: 1 L 4 ¥

To print a report:
e From the Home tab, click the View command, then select Print Preview from the drop-
down list. Your report will be shown as it will appear on the printed page.

FILE HOMIE CRE
E Cut

ER Copy
View Paste b
- Format

- Report View -
: i

t:( Design View
[Likna
1

e If necessary, modify the page size, margin width, and page orientation using the related
commands on the Ribbon.
PRINT PREVIEW

[E @ Show Margins D = [%

Size  Margins | print Data Only Partrait Landscape Columns g‘age
- - etup

Print Page Size Page Layout
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e Click the Print command.

FILE PRINT PREVIEW
% ID @ Show Margins

Print Size  Margins [ piint Data Only

- -

Print Page Size

The Print dialog box will appear. Set any desired print options, then click OK.
The report will be printed.

Saving reports

You can save reports in other formats so they'll be viewable outside of Access. This is called
exporting a file, and it allows you to view and even modify reports in other formats and
programs.

Access offers options to save your report as an Excel file, text file, PDF, HTML document, and
more. Experiment with the different export options to find the one that best suits your needs.

To export a report:
e From the Home tab, click the View command, then select Print Preview from the drop-
down list.
e Locate the Data group on the Ribbon.
e Select one of the file type options, or click More to see options to save your report as a
Word or HTML file.

@EECST B

Refresh  Excel Text PDF  Email More Close Print
All File orXP5 A Preview

Data Close Preview

e A dialog box will appear. Select the location where you want to save the report.
e Enter a file name for the report, then click Publish.

@ - . <« Documents » Bakery v O Search Bakery

Qrganize = Mew folder

L]

. X X No items match your search.
7l Libraries

@ Documents

J’ Music

[ Pictures

B Videos v

File name: | Bakery Menu Report

Save as type: | PDF

Open file after publishing Optimize for: () Standard (publishing
online and printing}

(@ Minimum size
(publishing online)

Options...

+ Hide Folders Tools - Publish Cancel
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e A dialog box will appear to notify you that your file has been successfully saved. Click
Close to return to your report.

Some export options will cause the Export Wizard to appear. Simply follow the instructions to
export your report.

Export - RTF File 2 IEH|

Select the destination for the data you want to export

Specify the destination file name and format.

Eile name: | c:\Users\Documents\Bakery Menu Report.rtf Browse...

Specify export options.

V| Export data with formatting and layout.

Select this option to p rve most formatting and layout information when exporting a table, query, form, or report

J 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.

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

OK Cancel

Challenge!

1. Open an existing Access sample database

2. Open the Customers Who Live Nearby query, and use it to create a report.

3. Resize the fields and rows so all information is visible.

4. Move any fields located on the right side of a page break onto the same page as the other
fields.

5. Export the report as a PDF.

The Report Wizard

Access offers several advanced options for creating and modifying reports. The Report Wizard
is a tool that guides you through the process of creating complex reports. Once you've created
a report—whether through the Report Wizard or the Report command—you can then format it
to make it look exactly how you want.

While using the Report command is a quick way to create reports from the current object, it's
not as helpful if you want to create a report with data from multiple objects. The Report Wizard
makes it easy to create reports using fields from multiple tables and queries. It even lets you
choose how your data will be organized.

To create a report with the Report Wizard:
e Select the Create tab and locate the Reports group. Click the Report Wizard command.

CREATE EXTERMAL DATA DATABASE TOOLS

G D IT' m # m [ Form Wizard J ﬂ J QF‘eport\-"uardI})

-Na figation ~ . Labels
Tabkle SharePoint  Query Query  Form Form Blank Report Report Elank
Design  Lists~ Wizard Design Design Form =l More Forms - Design Report
Tables Queries Forms Reports
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e The Report Wizard will appear. In the procedures below, we'll discuss the different
pages in the Report Wizard.

Which fields do you want on your report?

You can choose from more than one table or query.

Tables/Queries

[reble: Categorie]

Available Fields: Selected Fields:

Product Types

Step 1: Select the fields to include in your report
o Click the drop-down arrow to select the table or query that contains the desired field(s).

Which fields do you want on your report?

You can choose from more than one table or query.

es A
: Customers Fields:
: Menu [tems
: Order Items
: Orders Table
: Orders: December
: Products Table
: Bales Unit
Query: Cakes & Pies Sold
Query: Customers that Ordered

Which fields do you want on your report?

You can choose from more than one table or query.

Tables/Queries

[Table: Categaries [w]

Available Fields: Selected Fields:

1D

< Back MNext =




e You can add fields from more than one table or query by repeating the above steps.
Once you've added the desired fields, click Next.

Which fields do you want on your report?

b ] ::
— .' 3 ‘You can choose from more than one table or query.

Tables/Queries

[Table: Menu Ttems [w]

Available Fields: Selected Fields:

D Product Types

Product ID Products Table.Product Mame
Description

Sales Unit.Product Name
Price

< Back | Mext = %| | Finish

Step 2: Organize the report
The Report Wizard will provide you with options that let you choose how to view and organize

your data. These options group similar data within your fields and organize these fields into
multiple levels, like in an outline or bulleted list.

e Access will offer a list of several organization options. Select an option from the list to
preview it

How do you want to view your
data? Product Types

C ’ Products Table_Product Name,
by Products Table Description

by Menu Items
by Sales Unit

Sales Unit_Product Mame, Price

Show me more information

| Cancel || < Back " MNext =

e Click Next when you are satisfied with the basic organization of your data.

e If you're not satisfied with the way your data is organized, you can now modify the

grouping levels. Select a field from the list, and click the right arrow to add it as a new
level.
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Do you want to add any grouping
levels? Product Types

Sales Unit_Product Hame

Products Table.Product Nar Products Table_Product Mame,

Description

Price

Groupingg:-ﬁons...| | Cancel || < Back

o If necessary, modify the order of your grouped fields by selecting a field and clicking
the up or down Priority arrow to move it up or down a level.

Do you want to add any grouping
levels? Product Types

Products Table_Product Mame,
Description

Sales Unit_Product Name

Products Table.Product Mar
Description

Price

Grouping Options ... | | Cancel || < Back " Mext =

e Once you are satisfied with the organization of your report, click Next.

Step 3: Sort your report data
e Click the top drop-down arrow, and select the name of the first field you want to sort.
o Click the button on the right to change the sort to ascending or descending.
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What sort order and summary information do you want for detail records?

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

i |m W Descending

{Mone) »

3 | | Ascending

4 | | Ascending

| Summary Optons ... |

e Add any additional sorts. You can sort up to four fields. The sort will be applied from
top to bottom, meaning the sort at the top of the list will be the main sort.
e When you are satisfied with the way your data is sorted, click Next.

Step 4: Select a layout and title
e Click the various layout options to see how they look, then select one to use in your
report.
o Select either a portrait (tall) or landscape (wide) orientation for your report.

How would you like to lay out your report?

Layaout Orientation  —

| =

(@) Block

() Dutline .

Adjust the field width so all fields fit on
a page.

You can preview
the layout here

Cancel H < Back

e Once you are satisfied with your report layout, click Next.
o Select the text box, and type the title you would like for your report.
e Select whether you want to preview the report or modify its design, then click Finish.
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What tite do you want for your report?
|I'~"Ienu Repnrtl

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

Do you want to preview the report or modify the report's
design?

(@) Preview the report.
() Modify the report's design.

e Your report will be created and saved.

Formatting reports

One of the strengths of reports is that you can modify their appearance to make them look how
you want. You can add headers and footers, apply new colors, and even add a logo. All of these
things can help you create visually appealing reports.

Modifying report text

The bulk of the information in your report comes straight from the query or table you built it
from, which means you can't edit it within the report. However, you can change, add, or delete
label text, headers, and footers to make your report clearer and easier to read. For example, in
our report we decided we didn't need the field headings to understand our data, so we simply
deleted them.

Cakes  Strawberry Swirl A dizzying swirl of strowberries and créme. Hold on $22.00
tight!

Cakes  Cookiesn Cream  Like dipping orecs and milk, but a cake, and not at $22.00
all soggy.

Cakes Lemen A simple classic-- sweet and sour. $22.00

Cakes  German Chocolate "Chocolate” in German is "schokolade.” You don't $22.00

have to be able to say that to enjoy this cake.

Modifying the page header and footer

To view and modify the header and footer that appear on each page of your report, select the
View command on the Ribbon and switch to Design view. The header and footer are located in
the white space beneath the Page Header and Page Footer bars.
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il Bakery Menu Report\"-._

L T T T T T e L T T T S A T
& Report Header

# Page Header The page header

| # Categories_|D Header
# Products Table_ID Header
# Sales Unit_Product Name Header
# Detail

|Products Table_Product Description

The page footer

‘Page Footer h

_ !4 Report Footer

Depending on your report's design, sometimes you may find that there is no white space in the
page header and footer, as in the image above. If this is the case, you must resize the header and
footer before you can add anything to them. Simply click and drag the bottom border of the

header or footer to make it larger.
e e [ ) I P [
# Page Header

# Categories_|ID Header -I_

¥ Products Table_ID Header

# 5ales Unit_Product Name Header
# Detail

Product T

”|F'rc|duct5 Table_Product [pescription

# Page Footer

f Report Footer

To add text to a header or footer:
e Select the Design tab, locate the Controls group, and click the Label command.
B HS- = Songhird Bakery : Database REPORT DESIGN TOOLS

FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGM ARRAMNGE FORMAT PAGE

- 3 olars = otals r
C) ] W o > %@Aqﬂﬁﬁﬁ%am

) L e

View  Themes Fants' Group 13 Hide Details oD |: Insert
A A & Sort Label kg Image -

Views Themes Grouping & Totals - Cantrols
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e Click and drag the mouse inside the white area to create your label. Release the mouse

when it is the desired size.
Eﬂ Bakery Menu Report

B

# Report Header

# Categories_|D Header
# Products Table_ID Header

# Sales Unit_Product Mame Header
# Detail

e Click the text box, and type the devs‘i_r

.................. T —T
{[320 Glenwood Place, Raleigh MC, 27601 | 919-555-1624 | songhbirdbakery@emai c-3“1| I

::::::::::::::::::l:::::::::::::::::::::::l:::::::::::::::::::::::l:::::::::::::::::::::::|:::::::::::::::::::::::l:::::::::::::::::::::::l:
¥ Categories_|D Header

# Products Table_|D Header
# Sales Unit_Product Mame Header
¥ Detail

To add the date and time to a header or footer:

e Select the Design tab, locate the Header/Footer group, and click the Date and Time
command.

DESIGM ARRAMNGE FORMAT PAGE SETUP

=l
Pkt
I_jl m ’% - [ Title
D Insert Page
- Image~ Numbers F.;:L.Date and Time

Controls Header / Footer

e A dialog box will appear. Select the desired formatting options. A preview of the text
that will be included in your report will appear.

e When you are satisfied with the appearance of the date and time, click OK.

Date and Time 7

Indude Date

(® Monday, September 9, 2013
() 09-5ep-13

) 9fa[2013

Include Time

(®) 4:05:02 PM

(_J)4:05PM

() 16:05

Sample:

Monday, September 3, 2013
4:05:02PM

O

Cancel
Ls

81



By default, the date and time appear in the header. If you would like to move them to the footer
instead, simply click the date and time boxes and drag them to the desired location.

To add page numbers to a header or footer:
e Select the Design tab, then locate the Header/Footer group.
e Click the Page Numbers command.

DESIGM ARRAMGE FORMAT PAGE SETUP

D F;,ElLDgD

D (XYE || #

oo | E = " - [ Title

7 - D M —| Insert PagEL\T
" \mage - Numbers % Date and Time

Controls Header / Footer

e The Page Numbers dialog box will appear. Select the format of the page numbers.
o Select Page N to display the number of only the current page.
o Select Page N of M to display the number of the current page and the number of
total pages.
e Under Position, choose Top of Page or Bottom of Page to control where the page
numbers appear.
e Click the drop-down arrow to select the alignment of the page numbers.
e When you are satisfied with the settings, click OK.

b
Page Numbers L
Farmat oK
(@ Page N h‘
") Page Mof M Cancel

Position

(®) Top of Page [Header]

(") Bottom of Page [Footer]
Alignment;
Center W
Show Mumber on First Page

Modifying your report's appearance

To add a logo:
e From the Design tab, click the View command, then select Layout View from the drop-
down list.

FILE HOME CREATE
E| | I]Color:v

Yiew  Themes Fonts =

i = Report View

cts
@ Print Preview

learb
E Sl iB e I}? rdere
b‘/ Design View

stome
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e Locate the Header/Footer group, then click the Logo command.
DESIGN =~ ARRANGE  FORMAT  PAGESETUP

=HOAQE=EV @FD s Ty

Insert Page
Controls Header f Fnnter

H

E"@ Date and Time

. Image~ MNumbers

e A dialog box will appear. Locate and select the desired file, then click OK to add it to
your report.

@ ~ 1 | « Documents » Bakery v & Search Bakery )

Organize = MNew folder By 0O @

B Libra ~ Elsonghird_log
ibraries

@ Documents
9 Music % SongBir
-Bth{"rg

Pictures

B Videos

L

File name: | songbird_loge v| |Glaphits Files

e Asmall version of the image will appear in the header. Click and drag the image border
to resize it.
Bakery Menu Report

- ek
o

. Menu

Fl

320 Glenwood Place, Raleigh NC, 27601 | 919-555-1624 |

o If necessary, move your logo to the desired location by clicking and dragging it.
’ E Bakery Menu Report\

! F’:SOI'IQBII%’ Menu
BT

320 Glenwood Place, Raleigh NC, 27601 | 919-555-1624 | songbirdbakery@email.com
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Themes and fonts

A theme is a set of colors and fonts that applies to the entire database to give it a consistent,
professional look. By default, databases use the Office theme. When you change the theme, all
of the theme fonts and colors in your database change to match the new theme. Designing and
modifying reports using theme elements can help you keep the appearance of your reports

consistent.

To change the theme:
e Select the Design tab, locate the Themes group, and click the Themes command.
e A drop-down menu will appear. Select the desired theme.

HOME CREATE EXTERMAL DATA DATABF

Cu:nlu:nrsv '._ ZTDtaIs' % |

View

*

Themes [ | Fonts~ GrOUP {55 Hide Details
- & Sort

Views | In this Database -
e

All A o

Search. EEEoEE

cd Office

e ] 22 =B (2]
wao] |2 f 2 |ae]

o

Or AOW

Or

Pa Eﬁ Browse for Themes...
Pri l!_'H Save Current Theme...

3

| & G G Gh Gh G G Gl Gl G G )

m | AL W L =]

e The theme will be applied to your entire database.

E Bakery Menu Report %

» SONgBIrD  Menw

A
e BAKCTY
320 Glenwood Place, Raleigh NC, 27601 | 919-555-1424 | songbirdbakery(@email.com
Cookies Fudge Chocolate So rich and heavy with chocolate, you'll need someone to

help you carry it home. Mo, really.

Cookies Sugar Soft, moist and simply delightful.

To change the theme fonts:
e Select the Design tab, locate the Themes group, and click the Fonts command.
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e A drop-down menu will appear. Select a set of theme fonts.

FILE HOME CREATE EXTERMAL DATA D¢
. )
E __g_gﬂ HCDIDrs' . 2 Totals

View  Theme} [} Fonts~ Ernup 13 Hide Details

- - LT
Wiews Tl Century Schoolbook -
1 A Century Bchoolb. ..
A” ACCE‘SS a Century Schoolbook
Search. Calibri-Cambria
Tables Calibri
A
a .
E Categories Carnbria
B customers Arial-Times Mew Roman
Arial
EH Menu items 'Aa Tirnes Hew Forman
E Order ltems
Calibri Light-Constantia
B orders Tabl A Calibri Light
a .
E Orders: Dec Constantia
B2 ProducsTa Century Gothic-Palatino ...
59 satesunit | | Aa Century Gothic
Palating Linotype
Quenes
@ Cakes & Pie Twr Cen MT-Rockuvrell
- A T Cen MT L\‘?
@ Customers 1 a Rockoarell
BF Customers Times Mew Roman-Arial
ﬁ CUstDmers'l Aa T]IHES NEW ROIHBI]
Arial -
@ December C )
Customize Fonts...
@ Duplicates d

e The fonts will be applied to your entire database.

» SongBirp  Menu
s BAKETY

320 Glenwood Place, Raleigh NC, 27601 | 919-555-1624 |

sonchirdbakervi@email com

Cookies Fudge Chocolate So rich and heavy with chocolate, vou'll need
someone to help vou carry it home. No, really.

Cookies ©Sugar Soft, moist and simply delightful

85



Challenge!

Open an existing Access sample database.

Open the Cookies Sold report.

Add the date and time to the header.

Add page numbers to the footer.

Choose a new theme and theme fonts.

Add a logo. You can use an image from your computer.

©» @1 5 @[ =

Modifying tables

After working with your database, you might find that you need to make some changes to the
tables that store your data. Access makes it easy to modify your tables to suit your database’s
needs.

In this lesson, you'll learn how to create and rearrange table fields. You'll also learn how to
ensure your table data is correctly and consistently formatted by setting validation rules,
character limits, and data types in your fields. Finally, we will direct you to additional options
for performing simple math functions within your tables.

In addition to making basic modifications to your tables, like adding and moving fields, you
can make more advanced modifications that let you set rules for your data. All of these changes
can help make your tables even more useful.

Adding and rearranging fields

Access makes it easy to rearrange existing fields and add new ones. When you add a new field,
you can even set the data type, which dictates which type of data can be entered into that field.
There are several types of fields you can add to a table:

e Short Text: This is the default option and is best for most text in Access. You should
also choose it for numbers you don't plan to do math with, like postal codes and phone
numbers.

e Number: This is best for numbers you might want to do calculations with, like quantities

of an item ordered or sold.

Currency: This automatically formats numbers in the currency used in your region.
Date & Time: This allows you to choose a date from a pop-out calendar.

Yes/No: This inserts a checkbox into your field.

Rich Text: This allows you to add formatting to text, like bold and italics.

Long Text: This is ideal for large amounts of text, like product descriptions.
Attachment: This allows you to attach files, like images.

Hyperlink: This creates a link to a URL or email address.

To add a new field to an existing table:
e Open the desired table, then click the header with the text Click to Add. If you already
have several fields, you may need to scroll all the way to the right to see this option.

T Customers
Phone Number - |Click roAdd%v
+ 919-555-2314
+ 919-555-4534
+ 919-555-4564
+ 919-555-7653
+ 919-555-8658
+ 919-555-5112
+ 919-555-5460
+ 919-555-5753
+ 919-555-9745
+ 919-555-8975
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e A drop-down menu will appear. Select the desired data type for the new field.

Phone Mumber - Click to Add -~

919-555-2314 AB  Short Text
919-555-4534 12 Number
919-555-4564

= .
919-555-7653 curreney
919-555-8658 G Date & Time
919-555-5112 Yes/No
919-555-5460 fq, Lookup & Relationship
919-555-5753 Ag RichText
919-555-9745

AB  Long Text

919-555-8975
919-555-2332
919-555-1123
919-555-3432
919-555-5467
919-555-7755

[l Attachment
% Hyperlink
Calculated Field k

Paste as Fields

e Type a name for your field, then press the Enter key.

Phone Number - Add to Mailing List | Click to Add -

919-555-2314
919-555-4534
919-555-4564
919-555-7653
919-555-8658
919-555-5112
919-555-5460
819-555-5753
919-555-9745
919-555-8975
919-555-2332
919-555-1123
919-555-3432

OoOooOOoooOooooon

To move a field:
e Locate the field you want to move, then hover your mouse over the bottom border of
the field header. The cursor will become a four-sided arrow.
| E Custumers..'.'-.__

Email -

beck@email.com
lugeo@email.com
texj@email.com

newkb@email.com

lo@email.com

denqui@email.com
dhoda@email.com

hall@email.com

mshill@email.com

rogki@email.com

Phone Number vl %Dto Mailing List - Click to Add

919-555-2314
919-555-4534
919-555-4564
919-555-7653
919-555-8658
919-555-5112
919-555-5460
919-555-5753
919-555-9745
919-555-8975
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e Click and drag the field to its new location.
|j Customers

Email -l Phone Number ~ Add to Mailing List - Click to Add
* beck@email.com 9-555-2314
# lugeo@email.com §19-555-4534 ]
H texj{@email.com 919-555-4564 L]
# newkb@email.com 919-555-7653 []
# lo@email.com 919-555-8658 []
#H denqui@email.com 919-555-5112 []
# dhoda@email.com 919-555-5460 L]
o Release the mouse. The field will appear in the new location.
|j Customers
Email »  Add to Mailing List - FPhone Number - Click to Add

919-555-2314
919-555-4534
919-555-4564
919-555-7653
919-555-8658
919-555-5112
919-555-5460

# beck@email.com
# lugeo@email.com
# texji@email.com

# newkb@email.com
# lo@email.com

# denqui@email.com
# dhoda@email.com

OO el

Advanced field options

On the previous page, you learned about setting the data type for new fields. When you set field
data type, you are really setting a rule for that field. Databases often include rules because they
help ensure users enter the correct type of data.

Why is this important? Computers aren't as smart as humans about certain things. While you
might recognize that two and 2 or NC and North Carolina are the same thing, Access will not
and therefore won't group these things together. Making sure to enter your data in a standard
format will help you better organize, count, and understand it.

Rules can also determine which options you have for working with your data. For example, you
can only do math with data entered in number or currency fields, and you can only format text
entered into text fields.

There are three main types of rules you can set for a field: data type, character limit, and
validation rules.

To change the data type for existing fields:
e Select the field whose data type you want to change.
e Select the Fields tab, then locate the Formatting group. Click the Data Type drop-down

arrow.
FIELDS TABLE
tion Data Type: |Long Text < Required
I} Unique
Memao
Settings - Indexed
Properties Formatting Field Valit
Data Type

s+ | Zip Code ~ Set the data type for the field. ldto

27612 beck@email.con
@ N Data types control the type of data

27513 lugeo@email.co .. ; field stores, such as integers,
27610 texj@email.com| ted, and currency.
27608 newkb@email.com
27609 lo@email.com
27714 denqui@email.com
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e Select the desired data type.
FIELDS = TABLE

tion Data Type: Long Text = Required

Short Text Unigue
Seh:tliar:r;lz* Long Text Indexed
Properties F Mumber Field Vali
Date/ Time
Currency L
: +| ZipCode -~ Email ) .. n o -~ Addtol
27612 beck@email.com OLE Object
27513 lugeo@email.com Hyperlink
27610 texj@email.com i»d:t.an:hmvanl”\Le
27608 newkb@email.com
276089 lo@email.com
27714 denqui@email.com

e The field data type will be changed. Depending on the data type you chose, you may
notice changes to your information. For instance, because we set the data type for the
Email field to Hyperlink all of the email addresses in the field are now clickable links.

| j Customers

State - Zip Code - Email =
H NC 27612 beck@email.com
+H NC 27513 ugeo@email.cc
H NC 27610 texj@email.com
+H NC 27608 newkb@email.com
H NC 27609 o@email.com
| NC 27714 dengui@email.com
+ NC 27513 dhoda@email.com
+H NC 27612 hall@email.com
+H NC 27606 mshill@email.com
+H NC 27714 rogki@email.com

You shouldn't change field data type unless you are certain your field data is in the correct
format for the new data type. Changing a field containing only text to the Number type, for
instance, will delete all of your field data. This process is often irreversible.

Field character limits

Setting the character limit for a field sets a rule about how many characters—Ietters, numbers,
punctuation, and even spaces—can be entered into that field. This can help to keep the data in
your records concise and even force users to enter data a certain way.

In the example below, a user is entering records that include addresses. If you set the character
limit in the State field to 2, users can only enter two characters of information. This means they
must enter postal abbreviations for the states instead of the full name—here, NC instead of
North Carolina. Note that you can only set a character limit for fields defined as text.

To set a character limit for a field:
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e Select the desired field.
e Click the Fields tab, then locate the Properties group.
e In the Field Size box, type the maximum number of characters you want to allow in

your field.
TABLE TOOLS

AL DATA DATABASE TOOLS FIELDS TABLE

tTime  L[1J  [:Z] Name & Caption

3 K T Default Value
Delete —_ h
‘ields - ens Field Size 2 | .

Properties
|f| Customers
City - State - Zip Code -

+ Raleigh NC 27612
+ Cary NC 27513
+ Raleigh NC 27610
* Raleigh NC 27608
+ Raleigh NC 276009
# Durham NC 27714
* Cary NC 27513
* Raleigh NC 27612
+ Raleigh NC 27606
# Durham NC 27714
* Cary NC 27513

Save your table. The character limit for the field will be set.

Validation rules

A validation rule is a rule that dictates which information can be entered into a field. When a
validation rule is in place, it is impossible for a user to enter data that violates the rule. For
example, if we were asking users to input a state name into a table with contact information,
we might create a rule that limits the valid responses to U.S. state postal codes. This would
prevent users from typing something that wasn't actually a real state postal code.

In the example below, we will apply that rule to our Customers table. It's a fairly simple
validation rule—we'll just name all of the valid responses a user could enter, which will mean
users can't type anything else into the record. However, it's possible to create validation rules
that are much more complex. For detailed information on how to write validation rules, review
this tutorial from Microsoft on creating validation rules.

To create a validation rule:
e Select the field you want to add a validation rule to. In our example, we'll set a rule for
the State field.
e Select the Fields tab, then locate the Field Validation group. Click the Validation drop-
down command, then select Field Validation Rule.
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FIELDS TAELE Javier Flores - %

fion EE fx Data Type: [ Required E@

) ) Format: Formatting [ ] Unique o
Modify  Modify  Memo o R Walidation
Lookups Expression Settings - $ % * | %o b [ ] Indexed -
Properties Formatt Field Validation Rule

= | Create an expression that restricts the values that can be

Street Address . | City . ﬁ entered in the field.

ist Walker Dr. Raleigh NC Field Validation Message [b

Brewer St Cary NC Vﬂ Set the error message for the Field Validation Rule.

St. George Ave. Raleigh NC

dillsborough St. Raleigh NC Validation Rule

. . Create an expression that restricts the values that can be
solo Ln. RaIEIEh NC entered into a record. For example, [StartDate] < [EndDate].
fpress Cr. Durham NC

1 Hodge Ln. Cary NC Validation Message o
Huntington St Raleigh NC Set the error message for the Record Validation Rule.

6 Newman Rﬂleigh NC e uu VIS T TE GO

4 Miller Ln. Durham NC 27714 rogki@email.com

e The Expression Builder dialog box will appear. Click the text box and type your
validation rule. In our example, we want to limit data in the State field to actual state
postal codes. We'll type each of the valid responses in quotation marks and separate
them with the word Or, which lets Access know that this field can accept the response
"AL" Or "AK" Or "AZ" or any of the other terms we've entered.

Enter an Expression to validate the data in this field:
(Examples of expressions indude [field1] + [fieldZ] and [field1] = 5)

"AL™ Or "AK™ Or "AZ" Or "AR" Or "CO™ Or "CA™ Or "CT" Or "DE™ Or "DC™ Or "FL™ Or
"GA™ Or "HI" Or "ID" Qr "IL™ Or "IN™ Or "TA™ Or "K5™ Or Y™ Or LA™ Or "ME" Qr
™MD Or "MAT Cr "MIT Or "MW Or "™MS" Gr "MOT Or "™TT Or "NE" Or "™MV" Or "™H"
Qr "™I° 0r "MM™ Or ™Y Or "MC™ Or "MD" Or "0OH™ Or "0K" Or "0R™ Or "0k Or
"PA"Or "RI"Or "SC" Or "sD" Or "TN"™ Or "TX™ Or ™T" Or "UT" Or ™A™ Or "WA" Qr
"Wy Or "WIT Or "Wy

Expression Elements Expression Categories Expression Values
- Functions

i Constants
iy Operators

e Once you're satisfied with the validation rule, click OK. The dialog box will close.
e Click the Validation drop-down command again. This time, select Field Validation
Message.
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FIELDS  TABLE Javier Flores ~ %

ion . Data Type: |Hyperlink =| [] Required =
Ja E

) ) Format: Formatting O Unigue o
Medify Meodify  Memo . P Validation
Lookups Expression Settings - $ % * | %G 0 L] Indexed -
Properties Formatt | 3 | Field Validation Rule
=%, | Create an expression that restricts the values that can be
Street Address - City - | State entered in the field. I
Luna St. Durham NC Field Validation Message
‘eace 5t Raleigh NC Vﬂ Set the error message for the Field Validation Rule. k
Home Dr. Raleigh NC
Hatsy Way Charlotte NC Validation Rule
. Create an expression that restricts the values that can be
Uhann? Way Charlotte NC entered into a record. For example, [StartDate] < [EndDate].
9 Raleigh Street Hillsborough  NC
.earnfree 5t. Raleigh NC Validation Message o
Hill st Raleigh NC Set the error message for the Record Validation Rule.
Wast Third &t Chanel Hill N s

e Adialog box will appear. Type the phrase you want to appear in an error message when
users try to enter data that violates the validation rule. Your message should let them
know what data is permitted.

|Must be a U5 State. Enter the 2-letter postal code nnly.l I

e When you're satisfied with the error message, click OK.
e The validation rule is now included in the field. Users will be unable to enter data that
violates the rule.

Raleigh NC

Raleigh NC

Charlotte NC

Charlotte NC i Must be a US State. Enter the 2-letter postal code only.
Hillsborough  NC o

Raleigh NC | oxﬂ " Help

Raleigh NC

Chapel Hill NC 278894

Durham NC 27704

Raleigh Nx

More table options

Calculated fields and totals rows

Adding calculated fields and totals rows to your table lets you perform calculations using your
table data. A calculated field calculates data within one record, while a totals row performs a
calculation on an entire field of data. Whenever you see a subtotal for one record, you are
looking at a calculated field. Similarly, whenever you see a grand total at the bottom of a table,
you're looking at a totals row.
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Product -¥ Quantity -~ "Unit" - Price ~  Subtotal -~
Single $22.00 $22.00
$22.00 $22.00
$19.00 $19.00
$22.00 $66.00

$22.00 $44.00

German Chocolate
German Chocolate
Chocolate Banana Walnut
Fudge Chocolate

Fudge Chocolate

HNOWN R W NN W R e e

Chocolate Chip $1.50 $3.00
Chocolate Chip Single $1.50 $4.50
Chocolate Chip Half-Dozen $7.50 $7.50
Chocolate Chip One Dozen $14.00 $28.00
White Chocolate Macademia Nut Half-Dozen $10.50 $31.50
White Chocolate Macademia Nut One Dozen $19.00 $32.00
Fudge Chocolate ingle $22.00 $22.00
Chocolate Banana Walnut il The totals row adds $2.00 $2.00
Chocolate Amaretto bl all of the subtotals to 524,00 $48.00
Chocolate Amaretto bl calculate a grand total \ﬁﬂ* $24.00
Total $371.50

Challenge!

1. Open an existing Access sample database.

2. Open the Products Table, and change the data type for the description field to Long
Text.

3. Open the Customers Table and add a new field that uses the Short Text data type. Name
the new field Credit Card.

4. Add the following Field Validation Rule to the Credit Card field: "VS" Or "MC" Or
"AMX".

5. Set a field validation message for the same field. It should say Enter a valid Credit Card
Type: Must be VS, MC, or AMX.

6. Test your field validation rule by typing Visa into a cell in the Credit Card field. If
you've added the rule correctly, a dialog box should appear with the message you added
above.

Creating Forms

Creating forms for your database can make entering data more convenient. When you create a
form, you can design it in a way that works with your database and that makes sense to you.

In this lesson, you will learn how to create and modify forms. You'll also learn how to use form
options like design controls and form properties to make sure your form works exactly the way
you want.

To create a form:
Access makes it easy to create a form from any table in your database. Any form you create
from a table will let you view the data that's already in that table and add new data. Once you've
created a form, you can modify it by adding additional fields and design controls like combo
boxes.
¢ In the Navigation pane, select the table you want to use to create a form. You do not
need to open the table.

e Select the Create tab, locate the Forms group, and click the Form command.
HOME CREATE EXTERNAL DATA DATABASETOOLS

& [ R & B &8 ] R Form Wizard

I'\Ja‘.figatin:unv

Application  Table Table SharePoint  Query Query  Form  Form  EBlank

Parts ~ Design  Lists~ Wizard Design L\\) Design Form [ More Forms -
Templates Tables Queries Forms

All Access Objects ® «
Search. yel

Tables & |~

j Categories

1 Customers

j Menu ltems

j Order ltems
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e Your form will be created and opened in Layout view.

~
2| Customersi ',

Customers

L
| ID 1 Email
First Name Tracey Phone Numhber
Last Name Beckham City
Street Address 7 East Walker Dr. Add to Mailing List?
State NC Other Notes
| Zip Code 27612 Fieldl
ID - Paid » Pre Order -~ Notes
38 Yes No
* (New) No No
e To save the form, click the Save command on the Quick Access toolbar. When
prompted, type a name for the form, then click OK.
About subforms

If you created a form from a table whose records are linked to another table, your form probably
includes a subform. A subform is a datasheet form that displays linked records in a table-like
format. For instance, the subform included in the Customers form we just created displays
linked customer orders.

We probably don't need to include this subform because we just want to use the Customers form
to enter and review contact information. If you find that you don't need a subform, you can
easily delete it. To do this, simply click it and press the Delete key on your keyboard.

.....................................................................................................................................................
11D |1 | Email
First Name Tracey Phone Number
Last Name Beckham City

| Street Address
: A subform with information about each

P customer’s order. This is more information
| Dtate v than we need for the Customers form.

| Zip Code 27612 ‘ Fieldl
y
i ID - Paid + Pre Order ~ Notes
38 Yes No
#* (New) No No
{ Recora: e
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However, subforms are often quite helpful. Depending on the content and source of your form,
you might find that the subform contains useful information, like in the example below. In our
Orders form, the subform contains the name, quantity, and price of each item contained in the

Customer |Whitman ﬂ

A subform with information about each
customer's order. This is useful information

Notes

for the Orders form, so we won't delete it.

FEAdd Item *

Categor ~ ' Produet - I!l;luam.'j't'-y -| "Unit" - Price -1 Subtotal
~ Cookies  Chocolate Chip 2 Single $1.50 $3.00
| | Cookies Fudge Brownie 1 Single 32.00 32.00]
| | Cookies Ginger Shortbread 1 Half-Dozer $10.50 510.50
. Pastries Brownies 1 One Dozen $19.00 319.00
. Cakes Black Forest b Single $22.00 $110.00
| Cakes Coconut 2 Single $22.00 54400
| |Cakes Carrot Cake 1 Single $22.00 52200
. Cookies  Fudge Chocolate 2 Single 32200 344 00
. | Cakes Carrot Cake 1 Single $22.00 $22.00

il 1 Je JAT -1 e =2 Bla 1 Qm fa¥al (=Xl <2 aval

Adding additional fields to a form

When you use the Form command on an existing table, all of the fields from the table are
included in the form. However, if you later add additional fields to the table, these fields will
not automatically show up in existing forms. In situations like this, you can add additional fields
to a form.

To add a field to a form:
e Select the Design tab, then locate the Tools group on the right side of the Ribbon.
e Click the Add Existing Fields command.

DESIGN ARRAMGE FORMAT DATASHEET

] f;,@Logo DD
EE EEI mj I:l E =| Insert O ite Add Bxisting Property

Image Date and Time Fields D? Sheet

Contraols Header / Footer Tools

e The Field List pane will appear. Double-click the desired field(s).
Field List ®

[Z Show all tables

Fields available for this view:
In}
Customer ID
Paid
Fre Qrder
Maotes
Pickup D
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e The field will be added.
Add to Mailing List? |No

Notes

You can also use the above procedure to add fields to a totally blank form. Simply create a form
by clicking the Blank Form command on the Create tab, then follow the above steps to add the
desired fields.

To add a field from a different table:
You can also add fields from different tables in your database to the form.
e From the Field List pane, click Show All Tables.

e Click the plus sign + next to the table that contains the field you want to add, then
double-click the desired field.

Field List ® L

E" Show all tables
Fields availa efnrg ]uiew: F|E‘|d |_|St x

Er Show only fields in the current record
source

Fields available for this view:
E Customers Edit Table | «
D
First Mame
Last Name
Street Address
State
Zip Code
Email

Phone Mumber
City
Add to Mailing List?
Other Motes
Add to Mailing List
Field1 -
Fields available in related tables:
[ Orders Table Edit Table |«
D
* Customer D I}
Paid
Pre Order
Motes
Pirkun Mate

e The new field will be added.
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Adding design controls

Design controls set restrictions on the fields in your forms. This helps you better control how
the data is entered into your forms, which in turn helps keep the database consistent.

Combo boxes

A combo box is a drop-down list you can use in your form in place of a field. Combo boxes
limit the information users can enter by forcing them to select only the options you have
specified.

Combo boxes are useful for fields that have a limited number of possible valid responses. For
instance, you might use a combo box to make sure people only enter a valid U.S. state while
entering an address, or that they only choose products that already exist in your database while
placing an order.

To create a combo box:
e In Form Layout view, select the Design tab, then locate the Controls group.
e Select the Combo Box command, which looks like a drop-down list.
LSETOOLS DESIGN ARRAMNGE FORMAT

%aﬁﬂ%[@ I E8

Controls

Combo Box

e Select the desired location for the combo box. A line will appear to indicate the location
where your combo box will be created. In our example, we'll place it between the City
field and the Add to Mailing List? fields.

Email heck@email com
Phone Number 919-555-2314
City Raleigh

+

Add to Mailing List? |No

M

e The Combo Box Wizard dialog box will appear. Select | will type in the values that I
want, then click Next.
Combo Box Wizard

This wizard creates a combo box, which displays a list of values you
can choose from. How do you want your combo box to getits
values?

(0T want the combo box to get the values from another table or
query.

(%; will type in the values that I want.

Find a record on my form based on the value I selected in my
combo box.
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e Type the choices you want to appear in your drop-down list. Each choice should be on
its own row. In our example, we are creating a combo box for the Add to Mailing List?
field in our form, so we will enter all of the possible valid responses for this field. Users
will be able to select one of three choices from our finished combo box: No, Yes -
Weekly, and Yes - Special Events and Offers.

What values do you want to see in your combo box? Enter the number of columns you want in
the list, and then type the values you wantin each cell.

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

Mumber of columns: I 1

Col1l
No
Yes - Weekly
F nts and Offers I
*

e If necessary, resize the column so all of your text is visible. Once you are satisfied with
your list, click Next.

What values do you want to see in your combo box? Enter the number of columns you want in
the list, and then type the values you want in each cell.

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

Number of columns: Il_

Coll
Mo +

Yes - Weekly
S r———

'es

| | < Back

e Select Store that value in this field, then click the drop-down arrow and select the field
where you want selections from your combo box to be recorded. After making your
selection, click Next.

Microsoft Access can store the selected value from your combo box
in your database, or remember the value so you can use it later to

perform a task. When you select a value in your combo box, what
do you want Microsoft Access to do?

(_)Remember the value for later use.
(®) Store that value in this field: |

jin]

First Mame
Last Mame
Street Address
State

Zip Code

Email

Phone Number

City
Add to Mailing List?




e Enter the label—or name—that will appear next to your combo box. Generally, it's a
good idea to use the name of the field you chose in the previous step.
Combo Box Wizard

What label would you like for your combo box?

|Add to Maiing List?] T

Those are all the answers the wizard needs to create your combo
box.

e Click Finish. Your combo box will appear on the form. If you created your combo box
to replace an existing field, you should delete the first field. In our example, you might
notice that we now have two fields with the same name. These two fields send
information to the same place, so we don't need them both. We'll delete the one without
the combo box.

! Email beck@email com

Phone Number 919-555-2314
City Raleigh

Add to Mailing List? |No v

Add to Mailing List? | Neo +

Notes

e Switch to Form view to test your combo box. Simply click the drop-down arrow and
verify that the list contains the correct choices. The combo box can now be used to enter

data.
Phone Number 8919-555-2314
City Raleigh
Add to Mailing List? | R§g "

N
Notes -

Yes - Special Events and Offers
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If you want to include a drop-down list with a long list of options and don't want to type all of
them out, create a combo box and choose the first option in the Combo Box Wizard, | want to
get the values from another table or query. This will allow you to create a drop-down list from
a table field.

This wizard creates a combo box, which displays a list of values you
can choose from. How do you want your combo box to getits
values?

S— 1 want the combo box to get the values from another table or
query. i

il type in the values that I want.

9] Find &record on my form based on the value I selected in my
comboox.

Search

Beckham Tracey
First Name |George Lucinda
Smith Jerrod
Jones Chloe

Bovd Quinton 919-555-51
Hinton Alex 919-555-54
This combo box gets its Hall Nisha 919-5556-57
values from three fields in Clayton Hillary 919-555-97
the Customers table Williams Kiara 919-555-89
Jones Katy 919-555-23
Joslin Beatrix 919-555-11
Allen Mariah 919-555-34
Hill Jennifer 919-555-54

Some users report that Access malfunctions while working with forms. If you have a problem
performing any of these tasks in Layout view, try switching to Design view.

Customizing form settings with the Property Sheet

The Property Sheet is a pane containing detailed information on your form and each of its
components. From the Property Sheet, you can make changes to every part of your form, both
in terms of function and appearance.

The best way to familiarize yourself with the Property Sheet is to open it and select various
options. When you select an option, Access will display a brief description of the option on the
bottom-left border of the program window.

b §| Customers \I =5| Ord.. %, =
— Property Sheet *
Customers Selection type: Text Box
M D [v]

ID Select an option to Forma Data |Event|Other| All |

v see a description
s f— - Format A
& i First Name Tracey Pacimal Rl
5 : Visible
= g ) |
E" i Last Name Beckham
2 |
| Street Address 7 East Walker Dr.

Back Style
Back Color
Border Style v

Record: M Tof202 | H Pk

IMake object visible?

B H

MUM LOCK
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Pay close attention as you modify your form and its fields. It's possible to make subtle changes
with the Property Sheet. Because there are so many options, it can sometimes be difficult to
remember which one you used to modify each aspect of your form.

Modifying form settings

There are far too many options in the Property Sheet to discuss them all in detail. We'll review
two useful ones here: hiding fields, and setting fields with dates to automatically fill in the
current date. Practicing these procedures should also give you a sense of how to work with other
Property Sheet settings.

To hide afield:
e In either Layout or Design view, select the Design tab, then locate the Tools group.
Click the Property Sheet command.

DESIGM ARRAMNGE FORMAT

—

EIEE[EL”JDE_DEﬁED 0l =

Insert = ] Add Existing Property
Image- = Dateand Time Fields | Sheet [\
Controls Header / Footer Tools

e The Property Sheet will appear in a pane on the right. On the form, select the field you
want to hide. In our example, we'll hide the Customer ID field because we don't want
any of our users to try to edit it.

|:__='| Customers X
: Property Sheet *
| Customers Selection type: Text Box
M= 1D [¥]
LT +
: D 1 R Format| Data | Event | Other| All
- e NT e - Name ~
First Name Tracey Control Source
Farmat
: . Decimal Places
i Last Name Beckham Visible
: Text Format
Datasheet Caotion

e In the Property Sheet, click the All tab, then locate the Visible option on the fifth row.
e Click the drop-down arrow in the column to the right, then select No.

Property Sheet *
Selection type: Text Box
D W

Format | Data | Event | Other | All

Mame D LS
Control Source 1D

Format

Decimal Places Auto

I‘Jisible | W
Text Format Yes

Datasheet Caption

Show Date Picker or dates

Width 7.0646"

e Switch to Form view to verify that the field is hidden.
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To set a field to autofill with the current date:
e In either Layout or Design view, select the Design tab, then locate the Tools group.
Click the Property Sheet command.
e The Property Sheet will appear in a pane on the right. On the form, select the field you
want to automatically fill in the current date. This must be a field with the date data

type. For our example, we'll select the Pickup Date field on our Orders form.
Property Sheet x

Selection type: Text Box

Labeld W

Format| Data | Event | Other Al

Mame Pickup Date | »
Control Source Pickup Date
Format
. Decimal Places Auto
@ Pickup Dat +{§ Visible Ves =
_ Text Format Plain Text
OPre Orde Datasheet Caption
Show Date Picker For dates
- Width 0.8333°
LPaid Height 0.25"
Top 1"
Laft 6.125"
Back Style Mormal
Back Color Background -

e Inthe Property Sheet, click the Data tab, then select the Default Value field in the fourth
row. Click the Expression Builder button that appears in the column to the right.

Property Sheet x

Selection type: Text Box
Labell W

Format| Data | Event | Other | All

Control Source Pickup Date
Text Format Flain Text

Default Value @
ﬁme '

Validation Text

Filter Lookup Database Defaul
Enabled Yes
Locked Mo

e The Expression Builder dialog box will appear. In the Expression Elements list, click
the words Common Expressions.

e In the Expression Categories list, double-click Current Date.

Enter an Expression to define the control property value:
(Examples of expressions incude [field1] + [field2] and [field1] < 5)

f

Expression Elements Expression Cateqgories Expression Values

-Ea] Orders Curentbate, a0 |

) Functions
[#-Lak| Songhird Bakery.accdb
Yy constants

ato

Common Expressions
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e The expression for Current Date will be added. Click OK.

Enter an Expression to define the control property value:

amples of expressions indude [field1] + [fieldZ] and [field1] < 5)
| Date() oK, N

Cancel

<< Less |

Expression Elements Expression Categories Expression Values

- =5] Orders CurrentDate _______Jllbate ]

@ Functions Current Date/Time
-- Songbird Bakery.accdb
L Constants

&1 Operators

E "f.* Common Expressions

e Switch to Form view to verify that the expression works. When you create a new record
with that form, the date field you modified will automatically fill in the current date.

Customer Drder# F’ickup Date

Notes [1Pre Orde

[1Paid

Challenge!

1. Open an existing Access sample database.
2. Create a form from the Customers table.
3. Delete the subform.
4. Create a combo box.
a. Add the following choices to the combo box:
i. Raleigh
ii. Durham
iii. Hillsborough
iv. Cary
v. Chapel Hill
vi. Garner
vii. Charlotte
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b. Store the value in the City field, and label the combo box NC City List. Click
Finish when you are done with the Combo Box Wizard.
5. Switch to Form view, and click on the drop-down arrow in the combo box you created.
You should see a list of cities.

Formatting Forms

After creating a form, you might want to modify its appearance. Formatting your forms can
help make your database look consistent and professional. Some formatting changes can even
make your forms easier to use. With the formatting tools in Access, you can customize your
forms to look exactly the way you want.

In this lesson, you will learn how to add command buttons, modify form layouts, add logos and
other images, and change form colors and fonts.

Access offers several options that let you make your forms look exactly the way you want.
While some of these options—Ilike command buttons—are unique to forms, others may be
familiar to you.

Command buttons
If you want to create a way for users of your form to quickly perform specific actions and tasks,
consider adding command buttons. When you create a command button, you specify an action
for it to carry out when clicked. By including commands for common tasks right in your form,
you're making the form easier to use.
Access offers many different types of command buttons, but they can be divided into a few
main categories:
e Record Navigation command buttons, which allow users to move among the records in
your database
e Record Operation command buttons, which let users do things like save and print a
record
e Form Operation command buttons, which allow users to quickly open or close a form,
print the current form, and perform other actions
e Report Operation command buttons, which offer users a quick way to do things like
preview or mail a report from the current record

To add a command button to a form:
e In Form Layout view, select the Design tab, then locate the Controls group.
e Click the Button command.

EXTERMAL DATA DATABASE TOOLS DESIGN ARRAMGE

5 bl Ag DE = E[] EB |

Controls
= E Cus Button
m—

e Choose the desired location for the command button, then click the mouse.
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Add to Mailing List? |No

Other Notes

e The Command Button Wizard will appear. In the Categories pane, select the category
of button you want to add. We want to find a way to move more quickly to specific
records, so we'll choose the Record Navigation category.

e Thelistin the Actions pane will update to reflect your chosen category. Select the action
you want the button to perform, then click Next. In our example, we'll choose Find
Record.

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

Different actions are available for each category.

Categories:

Form Operations 1o du] (s
Report Operations Go To Last Record
Application Go To Mext Record
Miscellaneous Go To Previous Record

< Back ‘ Mext = ‘ | Einizh ‘

¢ You can now decide whether you want your button to include text or a picture. A live
preview of your button appears on the left.

e Toinclude text, select the Text option, then type the desired word or phrase into the text
box.

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.

(@) Text: Search| |

Show All Pictures

Cancel || < Back ” Mext = | | Einish
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e Toinclude a picture, select the Picture option. You can decide to keep the default picture
for that command button or select another picture. Click Show All Pictures to choose
from another command button icon or Browse to choose a picture from your computer.

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 didk Browse to find a picture to display.

|Fir|d Record |

Browse...

[]show All Pictures

H < Back || Mext =

e When you are satisfied with the appearance of your command button, click Next.

Type a name for the button. This name won't appear on the button, but knowing the
name will help you quickly identify the button if you ever want to modify it with the
Property Sheet. After adding the button name, click Finish.

What do you want to name the button?

A meaningful name will help you to refer to the button later.

|5earch '|'

That's all the information the wizard needs to create your
command button. Mote: This wizard creates embedded
macros that cannot run or be edited in Access 2003 and
earlier versions,

s | [t | o

e Switch to Form view to test the new button. Our Search button opens the Find and
Replace dialog box.

27612

beck@emal]‘ Find  [Replace

o10 555231l | Twnst | [v] Frdriext || B
Cancel

Look In: ‘This object currently needs to be modified before converting to a Web object. | -
Raleigh

Match: Whole Field IE‘

Sese -

No [IMatch Case  [¥] Search Fields As Formatted

=
v
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Some users report that Access malfunctions while formatting forms. If you have a problem
performing any of these tasks in Layout view, try switching to Design view.

Modifying form layout

When you create a form, Access arranges the form components in a default layout where the
fields are neatly stacked up on top of each other, all exactly the same width. While this layout
is functional, you might find that it doesn't best fit your information. For instance, in the form
below most of the fields are almost completely empty because the data stored there doesn't take

up much room.
] Customers

1

Tracey
Last Nan Beckham
7 East Walker Dr.

NC

27612

010.555-2514

Raleigh

The form would fit the data better if we made the fields and command buttons smaller and even
put some of them side by side. However, with the default layout, you won't be able to put two
fields next to each other or resize one field or button without resizing all of them. This is because
Access lines up form components in rows and columns. When you resize a field, you're really

resizing the column that contains it.
(=] Customers

[1

| Tracey |

Beckham

| 7 East Walker Dr.

2
|
[~ |
|

To resize and rearrange our fields the way we want, we'll have to modify the form layout. For
instance, because the default layout for our form contains only two columns—one for the field
labels and another for the fields—we would have to create a new column to put two fields side
by side.

FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGN ARRANGE FORMAT

i e i i | | » —_— —
ﬂ = ( “ L J % 5 [ select Layout [E] % =2 =,
— — v [ select Column ) -
Gridlines Stacked Tabular  Insert  Insert Insert Insert Split Split Move Mave

- Above Below Left Right E Select Row Vertically Horizontally ~ Up  Down

Table Rows & Columns Merge / Split Move
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To resize form components:
e Switch to Layout view.

FILE HOME CREATE
D ﬁ%l nCnlnrs'

View  Themes Fonts =

BN/ Design view
[nasasim |

E Menu ltems

e Select the field or button you want to resize, then hover your mouse over the edge. Your
cursor will become a double-sided arrow.
e Click and drag the mouse to resize the selected object.

____________________________________________________________________________________________________________________________________
: 1D 1
First Name Tracey
| Last Name Beckham
- o
Street Address 7 East Walker Dr.
| State NC

e The field or button will be resized, as well as every other item aligned with it.

ID 1

First Name Tracev

Last Name Beckham

Street Address 7 East Walker Dr.
State NC

Zip Code 27612
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To move form components:

e If necessary, add columns or rows to make room for the field or button you want to
move by using the Insert commands in the Rows & Columns group. In our example, we
want to move the Last Name field to the right of the First Name field, so we'll have to
create two new columns to the right: one for the field label, and one for the field itself.
To do this, we'll click the Insert Right command twice.

HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGN ARRAMNGE FORMAT

M EEe- =5 =2 25

e Select Column
Gridlines Stacked Tabular  Insert Insert Insert] Insert Move Move

- Above Below Left | Right Select Row ally  Up Down
Table Rows & Columns Maove
» || =2 Customers1\"'-._
E :| Customers ‘
b

.........................................................................................................................
D E
First Name Tracev
{ Last Name Beckham
Street Address T East Walker Dr.

e Click and drag the field or button to its new location. If you're moving a field, make
sure to move the field label as well.

Customers

‘D 1 |

First Name Tracey 4
Last Name Beckham /
Street Address 7 East Walker Dr.

e Repeat the steps above for any other fields or buttons you want to move.

Customers

ID B |

First Name Tracey Last Name |Beckham

Street Address 7 East Walker Dr. State NC

Zip Code 27612 Email beck@email com
Phone Number 919-555-2314 City Raleigh

Add to Mailing List? |No Other Notes
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If you want to make a field take up more or less space than one column, you can use the Merge
and Split commands. The Merge command combines two or more cells, while the Split
command divides a cell.

] Customers

Notes have been split

Y ;
| Q i
;
First Name Tracey
| Street Address 7 East Walker Dr. k. These larger fields are
; made up of merged cells ;
| Zip Code 27612
| Phone Number 919-555-2314
| Add to
; These two cells

New Customer

More formatting options

Adding logos and other images to your forms can greatly improve their appearance, as can
applying theme colors and fonts. To learn how to add images and theme elements to your forms,
review our Advanced Report Options lesson. The procedures are identical.

—8| Customers

Customers
Search | El New Record
First Name |Tr:a+::+e§r | Last Name |Bec]£ham |
Street
r Ad dresi? East Walker Dr. |
City  |Raleigh | State Zip Code (27612 |
Email |beck@email.com | Addto Yes-- Weekly & Event:v|
Mailing
Phone Number (919-555-2314 | 0
=)=)e]
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Modifying the colors and fonts of form components

To further customize the appearance of your forms, you can apply different colors and fonts to
individual fields, buttons, labels, and other form components. Modifying form appearance this
way is useful if you want to use a certain color or font scheme in a form but don't want these
design elements to apply to your entire database.

For instance, in the form below we modified the font of our form title. We also applied a new
fill and border color to the form fields and are doing the same with the command buttons.

L DATA DATABASE TOOLS DESIGM ARRANGE FORMAT

- ~| ¥ | Formatting D | .* ’_7'\_,:' &ShEpEFIH"
A ~ = L# Shape Qutline -
Background Alternate Quick Change Conditional
Image~ Row Color~ | Siyles= Shape~ Formatting & Shape Effects

MNumber Background — —
= customers | Abe ‘ | Abe ‘ Ak | | Ak ‘ ‘ Abe | Abe |
Search

L4
Street | Abe ‘ Abe | Ak || Abe ‘ abe | Ak |
Addresd . Y % - ..
. o B e A 3
City [ﬂ ‘Subtle Effect - Turquoise, Accent 3
Email . - - B r—a r

- Phone Number
= Jz2)a)

-

First Name

Challenge!

Open an existing Access sample database.

Open the Order Items form.

Add a command button that creates a new record.

Format the newly added command button with the colors and style of your choosing.
Change the theme colors and theme fonts.

Add a logo.

© @l 5> @[ =

Creating a Parameter Query

A parameter query is one of the simplest and most useful queries you can create. Because
parameter queries are so simple, they can be easily updated to reflect a new search term. When
you open a parameter query, Access will prompt you for a search term and show you query
results that reflect your search.

When you’re running parameter queries, search terms act as variable criteria, which are query
criteria that change each time you run the query. For instance, let's say we own a bakery and
want to create a query that will quickly look up orders that were placed on a certain date. We
could create a parameter query with variable criteria in the Date field. This way, each time we
run the query a dialog box will appear to prompt us to enter the date we’d like our query to
search for.
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Enter Parameter Value ?

What Date?

We’ll enter the date we want, then Access will run the query using the date we entered as a
search term.

To create and run a parameter query:

e Create a query as you normally would, modifying the table joins if necessary, selecting
the fields to include in your query, and adding any nonvariable criteria to the appropriate
fields in the Criteria: row.

e Locate the field or fields where you want the variable criteria to appear, then select the
Criteria: row.

e Type the phrase you want to appear in the prompt that will pop up each time you run
your query. Make sure to enclose the phrase in brackets [ ]. For example, in our
parameter query that searches for orders placed on a certain date, we might type our
criteria like this: [What Date?].

e On the Design tab, click the Run command to run your query. A dialog box will appear
with the specified prompt. Enter your search term and click OK to view your query

results.

Orders Query

Field: | Pickup Date Zip Code

Table: | Orders Table Customers

sort Enter P Val ?
Show: Il ter Parameter Value
Crlter‘ljariI [What Date?] I What Date?

02502013 T

You can simply open an existing parameter query to run it.

Tips for writing parameter queries

Ideally, the prompt you create for your query should make it clear what type of information the
search term should be, as well as the desired format. For example, to guarantee users enter a
search for a date in the format used in our database, we could write the following in the Criteria:
row of the Pickup Date field like this: [What Date? (mm/dd/yyyy)] .

Orders Query

Field: |Pickup Date Zip Code

Table: | Orders Table Customers
Sort:

Show:

Criteria: I [What Date? (mm,/dd/yyyy]] I

on

Enter Parameter Value 7

What Date? (mm,dd/yyyy)

03/15/2013
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The simplest parameter query will give you an exact-match criteria, meaning the query will
search for the exact text you enter in the prompt. However, you can turn any type of criteria
into a variable criteria. Simply type your prompt text in brackets in the part of the criteria where
you would normally put a search term.

For example, in a normal query we could find orders that were placed between two dates by
using the criteria Between x AND y and replacing x and y with the first and second dates,
respectively. To turn this into a parameter criteria, we would simply replace the x and y with
the text we want to appear in the prompt. Our variable criteria might look like this: Between
[Enter the start date:] And [Enter the end date:]. These two prompts will appear when you run
the query.

| Orders Query

Field: | Pickup Date w | Zip Code

Table: | Orders Table Customers
Sort:

Show: []

Criteria: |Between [Enter the start date:] And [Enter the end date:] I

ar:
2
Enter Parameter Value E

Enter the start date:

Creating a Find Duplicates Query

A find duplicates query allows you to search for and identify duplicate records within a table
or tables. A duplicate record is a record that refers to the same thing or person as another record.
Not all records containing similar information are duplicates. For instance, records of two
orders that were placed on different dates but that contained identical items would not be
duplicate records. Likewise, not all duplicate records contain completely identical information.
For example, two customer records could refer to the same person but include different
addresses. The record with the out-of-date address would be the duplicate record.

Why is getting rid of duplicate records so important? Consider the example above. If we had
multiple records for one customer, it would be difficult to view an order history for him because
the information would be spread across several unlinked records. We might even deliver his
order to the wrong address if the person entering the order information selects an outdated
record. It's easy to see how having duplicate records can undermine the integrity and usefulness
of your database.

Fortunately, Access makes it easy to search for and locate potential duplicate records. Note that
Access won't delete the records for you or help you figure out which one is current—you'll have
to do those things for yourself. If you're familiar with the data in your database, though, getting
rid of duplicate records will be a manageable task.

To create a find duplicates query:

e Select the Create tab on the Ribbon, locate the Queries group, and click the Query
Wizard command.
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Parts = Design  Lists - Wizard Design Design Form
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e The New Query dialog box will appear. Select Find Duplicates Query Wizard from the
list of queries, then click OK.

Simple Query Wizard

Crosstab Query Wizard
Find Unmatched Query Wizard g

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

e Select the table you want to search for duplicate records, then click Next. We're
searching for duplicate customer records, so we'll select the Customers table.

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:

Table:

Table: Orders Table
Table: Orders: December
Table: Products Table
Table: Sales Unit

View

@ Tables () Queries (1) Bath
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Choose the fields you want to search for duplicate information by selecting them and
then clicking the right arrow button. Only select fields that should not be identical in
nonduplicate records. For instance, because we're searching for duplicate customers
we'll only select the First Name and Last Name fields because it's unlikely that multiple
people with the exact same first and last names would place orders at our bakery.
When you've added the desired fields, click Next.

Which fields might contain duplicate information?

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

Available fields: Duplicate-value fields:
ID

Last Mame
Street Address
State

Zip Code
Phone Mumber
City

| Cancel | | < Back " Mext =

Select additional fields to view in the query results. Choose fields that will help you
distinguish between the duplicate records, and choose which one you want to keep. In
our example, we'll add all of the fields relating to customer addresses, plus the Phone
Number field because records with identical customer names might contain nonidentical
information in this field. When you're satisfied, click Next.

Do you want the query to show fields in addition to those with duplicate values?
For example, if you chose to look for duplicate City values, you could choose
CustomerMame and Address here,

Available fields: Additional query fields:

1D F Street Address

Add to Mailing List? State

Zip Code
Phone Mumber

| | < Back || Next > %J ‘ Finish
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e Access will suggest a name for your query, but you can type a different name if you
want. When you're satisfied with the query name, click Finish to run your query.

What do you want to name your query?

ind duplicates for Customers

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

() View the results,

() Modify the design.

e |If Access found any duplicate records in your query, they will be displayed in the query
results. Review the records and delete any outdated or incorrect records as needed.

E Customers ‘ =_5,-.| Find duplicates for Customers ",

First Name - Last Name - Street Address - | State - Zip Code - | Phone Number - City -
David Barrett 434 Hill 5t. NC 27609 919-555-0662 Raleigh
David Barrett 430 Hill St. NC 27609 919-555-0662 Raleigh
Magda Sremski 544 Wayne St. NC 27612 919-555-4001 Raleigh
Magda Sremski 98 Tyler St. NC 27612 919-555-1024 Raleigh

Tips for resolving duplicate records

e Save your duplicate records queries, and run them often.

e Investigate potential duplicate records by looking at linked data in other tables. You can
do this by searching for these records' record ID numbers in related tables. Is one record
linked to mostly old orders while another contains recent ones? The latter is likely to be
the current one.

e Once you decide which record to delete, make sure you won't be losing any information
you might need. In our example, before we deleted our duplicate record we found all of
the orders linked to that record's ID number and replaced them with the ID number of
the record we decided to keep.
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