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INTRODUCTION

This training guide is aimed at those who already have experience of using
Access 2007 and want to expand their knowledge of the application and
databases just a little bit further.

Knowledge assumed

Areas covered

you will have either attended the Access 2007 Getting
Started training course or have experience of using
databases in Access 2007

experience of creating tables

experience of creating and modifying select queries
acquainted with labels and text boxes on forms or
reports

using wizards to create Access objects
building and modifying reports

using action queries

building and modifying forms

using calculated controls on forms and reports
using property sheets

introduction to macros

Access Intermediate (100510)
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‘E Document signposts

Instructions for you to type

Bold text

Shortcuts
ﬂ
Reminders
()
NS
Notes
Exercises
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DATABASE CONCEPTS

WHAT IS A DATABASE?

A database is defined as an organised collection of related data. It can be
regarded as an electronic filing system that can hold thousands, even millions, of
items of data.

For example, a database might be used to store data relating to the stock in a
mail order firm and the orders received, or data about the students at a college,
the courses they have enrolled on, and the examination marks received.

Once the data has been entered, you can retrieve specific information from it
very quickly.

DATABASE OBJECTS

Every tangible aspect of a database is referred to as an object.

All data is stored in objects called tables. Each row of a table is called a
record, and each record is made up of individual items of data called fields.

For example, each record in a ‘course delegates’ table will contain data about
an individual delegate, such as ID number, last name, first name, department
etc. In this case the fields are ID number, last name etc. When designing a
database it is important to carefully consider the fields and tables that will be
needed to store the data.

A query is used to interrogate the database and filter the data to pick out
specific information from it.

A report is a way of presenting information from the database in a format
suitable for printing.

A form is an on-screen interface that enables you to view, enter and edit the
data in a manner that is more convenient and user-friendly than using the tables
directly.

A macro is a sequence of commands to accomplish a particular task. When the
macro is run, the commands are executed automatically and the task
accomplished.

A relationship is a link between data in one table and data in another table. It
acts like a cross-reference between the two tables.
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WHAT IS A PRIMARY KEY?

A primary key is a field that uniquely identifies each record in the table.

In order to set up a relationship between two tables and show how data in one
relates to data stored in the other, you need to identify a field in one of the
tables where the data will be unique for every record.

In many cases it is convenient to set up an Auto Number field in the table and
designate this field to be the primary key.

WHAT IS A FOREIGN KEY?

When a relationship is formed between two tables, a link is created between the
primary key in one table and a field in the second table that contains values
used to cross reference against the primary key values. This field in the second
table is referred to as a foreign key.

WHAT IS AN INDEX?

An index is a data structure created within the database using the field(s) that
you specify. This structure improves the speed of retrieving information from
the table.

The primary key of a table is automatically indexed.

Access updates all of the indexes every time you add or update a record.
Because of this, you should ensure that you only use indexes where you really
need to, otherwise you may find that entering and editing becomes noticeably
slower.
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PLANNING AND DESIGNING A DATABASE

Before you create a database you must give it a lot of thought and plan how you
will construct it. Here are some questions that may be useful in assisting your
planning:

¢ What will the data be used for?
¢ What information will be needed from the database?
¢ What data needs to be stored?

e How will the data be divided into fields? What will be the data types? What
field properties need to be set?

¢ How will the fields be organised into tables?

e If there are to be two or more tables, how will the tables be related?

When considering the fields that you need, remember that each field should only
contain a single element of data. This implies, for example, that one field
should not be used to store a delegate’s full name, but the title should be stored
in its own field, first name in its own field etc.

Amongst the many good reasons for this is the fact that it is easy to combine the

contents from different fields, but very difficult to do the opposite operation
and split the contents of a field into separate parts.

RELATIONAL DATABASES

A relational database is a database that consists of two or more tables linked
together by the creation of relationships.

A very important decision to be made when planning a database is if and how
the fields will be split into different tables. When making this decision,
remember that, in order to achieve an efficient and well designed database,
each table should contain data about one, and only one, entity.

For example, in a ‘course delegates’ table every field should be about the
delegate and nothing else. This makes the database more flexible, enabling you
to add other tables at a later time without altering the existing table(s), and it
makes the database more efficient because each item of data is entered only
once. Consider for example the following list of fields that the admin staff at a
college wish to include in a database to store evening class enrolments:

student first name, student last name, student address,
student postcode, student telephone, student date of birth,
course title, room number, course leader first name,
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course leader last name, course leader telephone,
course leader email, exam date, and exam mark.

Some of the fields will store data about the students: student first name,
student last name, student address, student postcode, student telephone, and
student date of birth. These fields would be put in a student details table.
Course title, and room number would be put in a course details table.

Course leader first name, course leader last name, course leader telephone,
and course leader email are all about the course leader and therefore will be
put in a separate tutor details table.

Last of all, an exam details table would be used to store the fields for the exam

date, and exam mark.

Planning for relationships

Once it has been decided what tables are needed, it is time to consider the
relationships that need to be created, and include appropriate fields to
accommodate these relationships.

Most database designers include a primary key in every table even though some
may not be needed for the relationships. This is considered to be good practice
and some designers go as far as stating that each table should have a primary
key.

To accommodate any relationships that may be needed, an auto number ID field
will be added to each of the tables and designated to be the primary key:
student ID, course ID, tutor ID, and exam ID respectively.

The next decision to be made is which of the primary keys must be added as
foreign keys in other tables.

Consider the relationship between the student details and course details; it is
desired that more than one student should be able to enrol on any one course.
This type of relationship is called a one-to-many relationship.

To create a one-to-many relationship you link the primary key of the table on
the one side of the relationship to the foreign key in the table on the many side
of the relationship. The relationship must allow one course to many students, so
you need to use the primary key in the course details table. Course ID must
therefore be added to the student details table as a foreign key.
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(primary key)

Course details
table

one course

Course ID
Course title
Room number

many
students

Student details
table

Student ID
First name
Last name
Address 1
Address 2
Postcode
Telephone
Date of birth
Course ID

(foreign key)

Similarly, it may be necessary for each tutor to be the course leader for any
number of courses.

The relationship created between the course details table and the tutor details
table must therefore be a one-to-many relationship, where the one end of the
relationship is at the tutor details table (ie using the primary key field, tutor ID)
and the many end is at the course details table. The tutor ID field must
therefore be added to the course details table as a foreign key.

(primary key)

Tutor details
table

one tutor

Tutor ID
First name
Last name
Telephone
Email

Many-to-many relationships

many
courses

Course details
table

Course ID
Course title
Room number
Tutor ID

(foreign key)

If the relationship between students and courses must allow each course to have
more than one student and each student to do more than one course, this would
be a many-to-many relationship.

It is not possible to create a many-to-many relationship directly between two
tables. However, you can get around this by using an intermediate table and
creating two one-to-many relationships.

So for a many-to-many relationship between the students and courses, an
additional table needs to be created with the sole purpose of linking the student
details table and the course details table. Although this link table can have
additional fields, it will usually just have the two foreign keys that are necessary
to create the relationships.

Access Intermediate (100510)
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Course details Student Student
table courses link details table
table
1- 1

Course ID Course ID ' Student ID

Course title Student ID *f First name

Room number Last name
Address 1
Address 2
Post code
Telephone
Date of birth

This is equivalent to a many-to-many relationship between the course details
and student details tables.

RELATIONSHIPS PRACTICE

> Launch Access
» Open the Enrolment database from C:\Accessintermediate

You will use this database to create two of the relationships described above.
First you will create the one-to-many relationship between the tutors and
courses tables allowing each tutor to lead more than one course.

» Open the tutors table in Design View

EH tutors A ¥
Field Name Data Type Description -
AutoNumber E
FirstMame Text
LastName Text
Telephone Text
Email Text
b
Field Properties
General |Loakup
Field Size Long Integer
Mew Values Increment
Format
Caption Tutor ID
Indexed Yes (Mo Duplicates)
Smart Tags A field name can be up to 64 characters long,
Text Align General including spaces. Press F1 for help on field
names.
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Observe that:
1. The TutorlID field is the primary key
2. The Data Type is AutoNumber
3. The Field Size is Long Integer

» Close the tutors table
» Open the courses table in Design View

To add the TutorlID field as a foreign key:

» Create a new field with Field Name TutorIDfk (using a slightly different name
will distinguish it from the primary key in the tutors table)

» Set the Data Type to Number and the Field Size to Long Integer

Although the primary key in the tutors table has an AutoNumber data type,
automatically producing a unique number for each new record, the values in the
foreign key will only be assigned when the user indicates who the course leader
is for a particular course and will not be unique since each tutor can lead many
courses.

The data type for the foreign key, therefore, cannot be AutoNumber and must
instead be Number. You must however ensure that the Field Size for the foreign
key matches exactly with that of the primary key to which it will be linked, so it
must be set to Long Integer.

FH courses - B X
Field Name Data Type Description -
# | CourselD AutoMumber |_§|
CourseTitle Text
RoomMNumber Text
TutorlDfk Number

Field Properties
General |Lookup
Field Size Long Integer
Farmat
Ciecimal Places Auto
Input Mask
Caption Tutor ID
Default Value A field name can be up to 64 characters long,
validation Rule including spaces. Press F1 for help on field
Validation Text Banes
Required Mo
Indexad Yes [Duplicates Ok}
Smart Tags
Text Align General

> Save and close the courses table
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To create the relationship:

> Select Relationships from the Show/Hide group on the Database Tools tab

The Relationships window is displayed. No tables have been added to it as yet.

» Click Show Table from the Relationships group on the Design tab

> Select tutors in the Show Table dialog box

Show Table

Tables | Queries | Both

Courses
students

kukors

#udd

J |

Close

> Click Add
» Select courses
> Click Add

» Close the Show Table dialog box

The two tables are now displayed in the Relationships window.

23 Relationships - O X
FS
tutors courses B
® TutorlD ¥ CourselD
FirstMame CourseTitle
LastMame RoomMumber
Telephaone TutarlDik
Email
b
4 [ g
Access Intermediate (100510) 10 ©De Montfort University, IT Training 2010



» Hold down the mouse button over the TutorlID field in the tutors table, drag
the mouse pointer to the TutorIDfk field in the courses table, then release

the mouse button

The Edit Relationships dialog box is displayed showing the tables and fields that

have been selected.

Table/Query:

Related Table/Query:

TutorlD

% TutorlDfk

e

Relationship Twpe:

[JEnfarce Referential Inkegrity

One-To-Many

Creake

Cancel

Jdaoin Type.,

Create Mew. .

» Ensure that the Enforce Referential Integrity box is ticked

By selecting this option you ensure that every record on the “many” side of the
relationship has a corresponding record on the “one” side. In other words, a
course cannot be assigned a course leader that does not exist in the tutors table.

In addition, enforcing referential integrity prevents you from deleting records on
the “one” side if related records exist on the “many” side. So for the
relationship that you are creating, it will prevent you from deleting a tutor’s
record if there are records in the courses table referring to that tutor.

» Click Create

=5 Relationships

tutors
% TutarlD
Firsthlame
LastMame
Telephone
Email

\

4 [

courses
¥ CourselD
CourseTitle
RoomMumber
TutarlDfk

[am] »

Access Intermediate (100510)
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To save the changes to the Relationships window:

» Click the Save icon on the Quick Access Toolbar
» Close the Relationships window

You will now create a many-to-many relationship between students and courses
by first creating a link table that contains the primary keys from the students
and courses tables as foreign keys.

» Click Table Design from the Tables group on the Create tab

» Add the following fields:

Field Name Data Type Field Size
CourselDfk Number Long Integer
StudentIDfk Number Long Integer

Save the table as studentCoursesLink without setting a primary key
Close the studentCoursesLink table

Display the Relationships window

YV VvV VYV V

Add the studentCoursesLink table and the students table to the
Relationships window

23 Relationships - B X
re
tutors . COUrses students E|
% TuterlD ¥ CourselD # StudentlD
FirstMame CourseTitle FirstMame
LastMame RoamMNumber studentCourseslink LastMName
Telephane = TuterDfk CourselDfk Addresst
Email StudentiDfk Address2
Postcode
Telephone
DatefBirth
u
‘ AL >

» Create a one-to-many relationship between the courses table and the link
table using the CourselD and CourselDfk fields, and ensuring that Referential
Integrity is enforced

» Create a one-to-many relationship between the students table and the link
table using the StudentID and StudentIDfk fields, and ensuring that
Referential Integrity is enforced

Access Intermediate (100510) 12 ©De Montfort University, IT Training 2010



a5 Relationships

tutors

¥ TutorlD
FirstMame
LastMame
Telephane =

courses
% CourselD
CaurseTitle

RaamMumber

TutarlDfk

studentCoursesLink
CourselDfk

students
¥ StudentlD
FirstMame
LastMame
Addressl

i) »

= 2/_
StudentIDfk Address2

Email
Posteade
Telephaone
DateOfBirth

» Save and close the Relationships window

» Close the Enrolment database

NAMING CONVENTION

It is always a good idea to use descriptive names when naming database objects.
Very long names should be avoided however, because they may result in typing
errors when you need to refer to them later.

When choosing descriptive names it is sometimes useful to have more than one
word in the name. Access allows the use of spaces in the names of some
database objects, but because Access is the only database application that
allows this, most database developers do not use spaces in object names.

The most popular methods employed when object nhames contain two or more
words, is to use either the underscore character between words, or capitalise
the initial character of the second and subsequent words in order to make it
readable.

Apart from the sections that deal with Microsoft’s templates, this training
document uses the second of the two methods described above, so for example
the ‘first name’ field in the students table is given the field name ‘firstName’.

It is also useful for the name of a database object to give an indication of the
type of object that it is associated with. Many database designers therefore add
a prefix to the name to specify the type of object that it is.
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In this document the following prefixes will be used when naming objects:

Object Prefix
Table no prefix

Query qry
Form frm

Sub form sfrm
Report rpt
Text box txt
Combo box cbo
Command button cmd

Access Intermediate (100510)
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USING DATABASE TEMPLATES

Database templates enable you to quickly create a database complete with
working forms and reports.

Some templates are stored on your computer, but if your computer is connected
to the internet then the online templates are also available for you to use.

DOWNLOADING A TEMPLATE

You are going to create a database using the Contact Management online
template and make a few minor alterations to the design.

The Access Getting Started Window should be on your screen. If it isn’t, you will
need to close any open database, or launch Access if it is not open.

A list of Template Categories is displayed on the left.

> Select Business

Template Categories
Featuring .
Business

Local Templates

From Microsoft Office Online

| »

Open Recent Database

Business

E I 7 More...
Education s . &y More

Personal
Sample
o — -

Non-profit — =~
) Bug database

“
& Contact List

» Select the Contact management database template
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The pane on the right of the window shows the location and file name of the

database being created.

| Template Categories
Featuring .
Local Templates Bus{ness
| From Microsoft Office Online
[Business N
| Education \
Persanal — -
Sample - / /
L) | - |
Non-profit | |
Asset tracking Assets
database
| o
Call tracker Contact
management
database

Bug database

Business account
ledger

Contacts

==l =

Demo Event. hanagement Events Expense reports
management database
database
T £, S —

| »

(1

L= Business
Contact management
database
Create a contacts database to manage information

about people that your team works with, such as
customers and partners.

Size: 349KB (< 1min @ 56 Kbps)
Rating: {<

File Name:
}Contact management database.accdb

=

C:\Documents and Settings\Alvin\My Documents\,

[] Create and link your database to a Windows
SharePoint Services site

You will create the database in the Accessintermediate folder on drive C,

accepting the file name suggested.

>

Click the Browse icon next to the File Name box

The File New Database dialog box is displayed.

File New Database

=

2] asset tracking database.acedb
5 Assets.accdh

£ College. acedb

E2|ECDL.accdb

2| Event management database. acedb

Save in: | Iy Documents v | @ & X Ca |j =~

@ My Recent ) CarolineColes E]Expense reports, accdb

Dacuments | |72 cra DATA FILES £ Holidays. accdb
@ Deskkop () Courses 2] Home inventory. accdb
| |C)Labe7stae E]How to synchronize combo boxes.accdb
B Bﬂy " [ ManyToManty B tventory. acedb
—— Otuments | [CMy Adobe Captivate Projects 2] Personal account ledger  accdb
; Elgmputer My Data Sources E]Practice.accdb

[y Music 2 5ales. accdb

oy [y Mebwork . 5
‘ﬁ Places EMY Pictures 2] student database,accdb

il [@1r1y vweb Sites 2] Studentshelational. accdb
(=] Documents [D)Personal E]Training.accdb
-, Ahvpc on &_]postcodes

"hastish. .. E]Account ledger. accdb

File name:

|C0ntact management database. accdb

]

Save as type: |Microsoft Office Access 2007

Databases (*.accdb)

"]

Taools -

OK ] [ Cancel

Access Intermediate (100510)
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From the buttons on the left select:

» My Computer

File New Database

Save in: | ' My Computer

v| @-0 X L E-

.&3 4 Floppy (4:)
% ocal Disk (C:)
b DYD-RAM Drive {D:)

[, My Recent
EE) Documents

@ Desktop
ay

[5hared Documents
Documents

[C5) Akvin's Documents
Cormpuker

‘a Iy Metwork,
Flaces
Training

b Documents

- Ahypc on
' hostish...

znhypc on ' hostiShared Folders' (v:)

File name:

|C0ntact management database,accdb

vl

Save as bype! |Microsoft Office Arccess 2007 Databases (*.accdh)

"]

Tools -

[ Ok ] [ Cancel

Click Open to open the Accessintermediate folder

» Select Local Disk (C:)

» Click Open to show the folders on drive C
» Select Accessintermediate

>

>

Click OK to accept that folder as the location for the database

The following file name and location should now be seen in the right pane of the

Getting Started window:

» Click Download

Business
Contact management
database

<b>Applies to: < /b> Access databases, sales contact

management software, customer contacts<br>Create

a contacts database to manage information about
people that your team works with, such as customers
and partners.

Size: 447KB {1 min @ 56 Kbps)
Rating: 3434344

File Name:

|Con13ct management database, accdb
CiiaccessIntermediate’)

[] create and link your database to a Windows
SharePoint Services site

[ Download l [ Cancel

| &5

Access Intermediate (100510)

17

©De Montfort University, IT Training 2010



The database is downloaded and a Getting Started form and an Access Help
window are displayed.

» Close Help

Eleetting Started - o X

(8= Getting Started with Contacts

Video Training | Browse Experts | UtterAccess | Other

Welcome to the Contacts Management Database!

We recommend that you watch these two short videos to help you understand this database and Microsoft Access.

LE

= _—
Video: Using the Contact Management Database video: Modifying the Contacts Management Database

Do you use Microsoft Outlook? Find a Contact Management Database expert and track your contacts like
Import contacts from Microsoft Outlook a pro. Browse Experts now

Once you've had a chance to use the Contact Management database, please let us know how we're doing.

Provide Feedback

Show Getting Started when this dat@

Some of the templates do not have a Getting Started form.

However, if you are using a template to create a database and it displays a
Getting Started form, then it is advisable that you watch the training video(s) to
help you to get started with the particular database.

By default the Getting Started form will be displayed every time the database is
opened.

To configure the database so the form is not displayed automatically:

» Remove the tick from the check box labelled Show Getting Started when
this database is opened

» Close the Getting Started form
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The database is shown with a blank Contact List displayed.

All Access Objects + <« || =] Contact List o2
Tables * - | Getting Started Videos | Provide Feedback | Help
B contadts

B settings Mew Contact  Add From Qutlook  Create Mailing Labels  Show/Hide Fields

Queries ES

2 Contads Extended Quick Search: EElaiNelElad B Go i Show All Records

Forms 2 Open ~ | First Name - | LastName ~| Company ~-| JobTitle -~ | Category -~ E-mail Address

=] Contact Details *| (New) Personal

= contact List

=] Getting Started

Reports E
B Directory
[l Phone Book

Macros ES
@ AutoExec

Modules ES

@ modMapping

q | m »

At this point the database is ready to be used, but you will usually find that a
few alterations are necessary in order to meet your specific needs.

Changing the database to fit your requirements

A word of warning; although you are able to change the database in any way
that you wish, do remember that changing one aspect of the database may
impact on other areas. Therefore give careful thought to any changes that you
plan to make.

Generally speaking, you can add extra fields to the tables and create further
objects and controls without undermining the existing structure. However, it is
best not to delete any fields from tables, but rather remove unwanted fields
from the forms and reports.

You should rename existing fields and objects with caution, ensuring that the
new names are replicated to all objects as appropriate. If you are not entirely
confident then choose to rename the labels on forms and reports and leave the
field names unchanged.

» Click the New Contact link in the form header

A blank Contact Details form is displayed.
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[ contact Details

General

First Name
Last Name
Company

Job Title

Phone Numbers

Business Phone
Home Phane
Mohile Phane

Fax Number

Address

Street

City
State/Province
Zip/Postal Code
Country/Region

You observe that you need to store date-of-birth but the form does not have this
field. Because the data is stored in a table, you need to first insert a date-of-

Save and New Save and Close E-mail

Save As Qutlook Contact

Categary
E-mail

Web Page

+ /- Images

Notes

|Persona|

[ Click to Map

birth field in the Contacts table before it can be added to the form.

» Close the Contact Details form

» Close the Contact List form

» Open the Contacts table in Design View

All Access Objects v«
Tables E
E3 contacts
EH settings
Queries ES

3 Contacts Extended

Forms &
@ Contact Details

= contact List

@ Getting Started

Reports
=] Directiory
Bl PhoneBook

»

Macros 2
2 AutoExec

Field Name Data Type
bl o AutoNumber
Company Text
Last Name Text
First Name Text
E-mail Address Text
Joh Title Text
Business Phone Text
Home Phone Text
Mobile Phone Text
Fax Number Text
Address Text
City Text
State/Province Text

zZIP/Postal Code Text

Field Properties

Description

a | Selection type: Table Properties

EI General

Display Views on SHFollow Database Setting
Subdatasheet Expal No
Subdatasheet Heigl 0cm

Qrientation Left-to-Right
Description
Default View Datasheet

Walidation Rule
Validation Text

Filter

Order By

Subdatasheet Name [Auto]
Link Child Fields

Link Master Fields

Filter On Load No
Order By On Load | Yes

Modules £
& modMapping

General |Laokup

Field Size Long Integer
New Values Increment
Format

Caption

Indexed Yes (No Dupli
Smart Tags

Text Align General

Afield name can be up to 64 characters long,
including spaces. Press F1 for help on field

names.

Don’t worry if a Property Sheet is not displayed.
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» Scroll down to the bottom of the list of fields and add the following new
field:

Field Name Data Type Format
Date of Birth Date/Time Short Date
‘ z=¢| Contad_;"'-.\ b
Field Name Data Type Description -
Fax Number Text
Address Text
City Text
State/Province Text
ZIP/Postal Code Text
Country/Region Text
Web Page Hyperlink EI
Motes Memao
Attachments Attachment

C Tert
Date of Birth Date;’TiD

Field Properties

Format Short Date
Caption
Default Value
Validation Rule

Validation Text The data type determines the kind of values
Required Ma that users can store in the field. Press F1 for
Indexed Mo help on data types.

IME Mode Mo Contral

IME Sentence Mode Maone

Smart Tags

Text Align General

Show Date Picker Far dates

> Save and close the table

You now need to add this field to the appropriate form(s). We will assume that
the only form that you want to add this field to is the Contact Details form.

» Open the Contact Details form in Layout View

If the Field List is not displayed

» Select Add Existing Fields from the Controls group on the Format tab
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You will position the Date of Birth field immediately under the Job Title field.

> Hold down the mouse button over the Date of Birth field in the field list,
drag it to the bottom of the Job Title combo box, then release the mouse
button

X |Field List ®
. Fields available for this view:
E) Untitled Cast Name py
First Mame
_ _ i _ E-mail Address
Go to Save and New Save and Close E-mail 3 Job Title
General Business Phane ]
Home Phone
Mohile Phone
First Mame | | Catel Fax Number
Address
Last Mame | | E-m City
Company | v | Web State/Province
_ / ZIP/Postal Code
Job Title | Vl Country/Region A
I - Weh Page 1
/-
i g Motes
Phone Numbers Notes = Attachments
Attachments.FileData
Business Phone | \ | Attachments FileMame
Hame Phone Attachments.FileType
i | \L Category
Mobile Phane Drag the new Date of Birth
Fax Number field into File As —
ses Contact Name =
position
Fields available in ather tables:
Address [ Click to Map Settings Edit Table
Street
City
State/Province
Zip/Postal Code |3 show only fields in the current record source

> Close the Field List

@) Untitled

Goto Save and New Save and Close E-mail Save As Qutlook Contact

General

First Name

| Category |Persona| v|

| E-mail | |

Last Mame

Job Title

|
|
Company | V| y Web Page | |
|
|

| + /- Images
Motes

Phone Numbers

Business Phane

Maobile Phone

| |
Home Phane | |
| |
| |

Fax Number

[#] Click to Map
Address
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» Minimise the Office Ribbon so that you can see all the fields on the form

You want the address on the form to show the labels: Street, City, County and
Postcode. You therefore need to edit two of the labels and delete the
Country/Region field.

» Click in the Country/Region text box to select it

Address

Street

City
State/Province

Zip/Postal Code

» Press the Delete key

» Double click on the State/Province label

Address
Street

City

State/Prapince

Zip/Postal Code

The insertion point is in the label ready for you to edit it.

» Replace the existing text with County and press Enter

» Change the Zip/Postal Code label to Postcode

Address
Street
City

County

Pastcode

Editing labels on this form will have no effect on other forms or reports. If you
were planning to use this database you would have to check each form and
report and edit them individually.

» Save and close the form

> Restore the Office Ribbon

Access Intermediate (100510) 23 ©De Montfort University, IT Training 2010



TABLES

To help you to create your tables quickly and easily, Microsoft has included a
few templates for creating some of the most common tables.

USING TABLE TEMPLATES

Many of your contacts are members of various sports clubs. You will therefore
add a Sports Clubs table to the database.

You will create this table by looking for a suitable table template.

> Click Table Templates from the Tables group on the Create tab

A list of templates is displayed.

i

Templates =

Contacts

Tasks

Issues

Al el [ =

Events

EEI Assets

At first glance, none of these appear suitable.

However, you know that for your Sports Clubs you need to have fields such as
name, phone, address, etc. This table will therefore have many fields in
common with a contacts table.

> Select Contacts from the list of templates

A table is inserted into the database.

» Save the table using the name SportsClubs

Table Mame:

SportsClubs

O l [ Cancel
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To edit the fields:

» Switch to Design View

» Click the Company field name and change it to Club

» Change Last Name to ContactName

» Change Business Phone to Phone

To delete the First Name field:

» Click into the First Name field

» Click Delete Rows from the Tools group on the Design tab

> Also delete the fields:

Job Title, Home Phone, Mobile Phone, and Country/Region

=7 sportsClubs ', x
Field Name Data Type Description |~

iid o AutoNumber =

Club Text

ContactName Text

E-mail Address Text

Phone Text

Fax Number Text

Address Memao

City Text

State/Province Text

ZIp/Postal Code Text

Web Page Hyperlink

MNotes Memo

Attachments Attachment

Field Properties

General |Logkup

Field Size Long Integer

Mew Values Increment

Format

Caption

Indexed Yes (Mo Duplicates)

Smart Tags & field name can be up to 54 characters long,
Text Align General including spaces. Press F1 for help on field

names.

» Save the table

THE LOOKUP WIZARD

A Lookup field provides a list of values that you can choose from when you are
entering data. This makes data entry easier and ensures the consistency of the
data in that field. The Lookup field can get its list from a table or query.

You will use a wizard to create a lookup field for the Club names. First you need
to create a table with the sole purpose of storing the Club names.
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» Click Table Design from the Tables group on the Create tab

» Add the following fields:

YV V VY V

automatically):

vV Vv VY V V

= Tamel\

Field Name
ID
ClubMName

Data Type
AutoMumber
Text

Set the ID field as the Primary Key
Save the table as ClubNames

Switch to Datasheet View

Enter the following names in the table (the ID field will be populated

j CI.uhNames\

ID -

1 John Stanford Sports Centre
2/ Cannon Sports Club

3 Fitness First

4 Oadby Town Football Club

ClubMName -

Close the ClubNames table

Click the Data Type drop list

Choose Lookup Wizard from the list

Ensure that the SportsClubs table is open in Design View

Click in the Data Type box for the Club field

Field Name
ID
Club
Contact Name
E-mail Address
Phone
Fax Number
Address
City
State/Province
ZIP/Postal Code
Web Page
Motes
Attachments

Data Type
AutoMumber
Text hd
Text
Mema
Number
Date/Time
Currency
AutoMumber
Yes/Ma
OLE Ohject
Hyperlink
Attachment
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The Wizard begins.

Lookup Wizard

This wizard creates a lookup column, which displays a list of values
you can choose from. How do you want your lookup column to get
its values?

@I want the lookup column to look up the values in a table or
{qQUETY.

) 1 will type in the values that I want.

» Accept | want the lookup column to look up the values in a table or query

> Click Next

Lookup Wizard

Which table or query should provide the values for your lookup
column?

Tahle: Contacts
Table: Settings

View

@.Lables () Queries @) Both

Cancel ] l < Back l Mext =

» Choose ClubNames as the table to provide the values to look up

» Click Next
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¥

Lookup Wizard

Which fields contain the values you want included in your lookup
column? The fields you select become columns in your lookup
colurnn.

Available Fields: Selected Figlds:
IleP-Jame
[ Cancel l [ < Back l Mext =

> Select ClubName as the field that contains the values to use in the lookup

column
Lookup Wizard
Which fields contain the values you want induded in your lookup
column? The fields you select become columns in your lookup
column.
Available Fields: Selected Fields:
[ Cancel l [ < Back I Mext =
» Click Next
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Lookup Wizard
What sort order do you want for the items in your list box?

‘fou can sort records by up to four fields, in either ascending or descending order,

1 g

l Cancel ] l < Back ] Mext =

» Click the down arrow and select ClubName as the field to sort

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

‘fou can sort records by up to four fields, in either ascending or descending order,

1 |ClubName w

Mone)

3

Cancel ] l < Back ] Mext =

» Click Next

The data from the lookup table is shown as a list, but the column is not wide
enough to display the full text in each row.

» Follow the instruction given in the dialog box to change the width of the
column, ensuring that the text in each row is fully displayed
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Lookup Wizard
How wide would you like the columns in your lookup column?

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

Hide key column {recommended)

ClubMame
Cannon Sparts Club
Fitness First
John Stanford Sports Centre
Oadby Town Football Club

[ Cancel l [ < Back I Mext = ][ Einish l

The Lookup Wizard creates a relationship between the two tables, linking the
Primary Key of the lookup table with the lookup field in the other table. So
although you selected the Club Name field as the field from which to get the
values, Access needs the ID field also because this is used to create the
relationship.

You will therefore notice a check box labelled Hide key column. This is ticked
by default since displaying it is usually no help to the user.

> Click the Hide key column check box to remove the tick

The ID field is displayed.

O iHide key column {recommended)

D ClubMame
Cannon Sports Club
Fitness First
John Stanford Sports Centre
Oadby Town Football Club

EoRE R T |

> Click the check box again to hide the ID field
» Click Next

» Type ClubName as the label to use for the column
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Lookup Wizard

What label would you like for yvour lookup column?

|Clubr-larne

Do you want to store multiple values for this lookup?

[] allow Multiple values

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

Cancel ] l < Back

» Click Finish

A message appears informing you that the table must be saved before
continuing. The message also verifies that the process creates a relationship
between the two tables.

Lookup Wizard

! "_\ The table musk be saved before relationships can be created, Save now?

Yes l [ Mo

» Click Yes
» Switch to Datasheet View

» Test the Lookup in the ClubName field

EEH SportsCiubs\
ID - ClubMName ~ | ContactN
* (New) ~
Cannon Sports Club
Fitness First

John Stanford Sports Centre
Dadby Town Football Club

You may need to change the width of the ClubName column in order to fully
display all the text.

» Save and close the table
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To view the relationship that was created by the lookup wizard:

» Display the Relationships window

> If necessary, add the ClubNames and SportsClubs tables to the window

= Relationships '

%
e — re
ClubMames SportsClubs @
¥ ¥ ID
ClubMame ClubMName
ContactMame
E-mail Address
Fhone
Fax Mumber
Address
City
State/Province
ZIF/Postal Code
Weh Page
Mates
=l Attachments
Attachments.Filel
Attachments.Filel
Attachments.FileT

The relationship between the two tables is displayed.

> Save and close the Relationships window

The above exercise illustrates that creating a lookup field can be both a useful
feature to have in a table and a convenient way to create a relationship
between two tables.
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SETTING FIELD PROPERTIES

Each field has an associated set of field properties, depending on the data type
chosen.

Many of the properties can be set by choosing from a list of available options but
others require you to type an expression or code in order to set the property.

This section discusses the Input Mask and Append Only properties. For brief
explanations of all the field properties please refer to Appendix A (page 175).

Input mask

An input mask sets up placeholders in a field and limits the amount and type of
data that can be entered in the field. It can also provide clues for the user
regarding the structure of the input required.

You use an input mask to provide some control over what values can be entered
into a field. For example, you might use an input mask in a product code field
where a specific number of letters followed by a specific number of digits are
required.

An input mask can consist of literal characters including spaces, dots, dashes and
parentheses. The property is therefore sometimes used as an extra formatting
tool.

You will create input masks for the Phone and Postal Code fields in the Sports
Clubs table.

» Open the SportsClubs table in Design View
» Select the Phone field

» Position the insertion point in the Input Mask box in the Field Properties
section

You can create an Input Mask by typing directly into the property box. A wizard
is also provided to help you with some of the most commonly used masks.

You will use the wizard to create a mask and then edit it by looking at the codes
given in Appendix A.

A button is displayed to the right of the Input Mask box.
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~] sportsClubs x
Field Name Data Type Description -
% |ID AutoMumber E |
ClubMame Number
ContactName Text
E-mail Address Text
Phone Text
Fax Number Text
Address Memo
City Text
State/Province Text
ZIp/Postal Code Text
Web Page Hyperlink
Motes Memo
Attachments Attachment
b
Field Properties
General |Loakup
Field Size 255 A
Format
Input Mask | [an] >
Caption
Default Value
Validation Rule
validation Text A pattern for all data to be entered in this field
Required Ma
Allow Zero Length Ma
Indexed Ma
Unicode Compression Yes
IME Maode Off
IME Sentence Mode Phrase Predict
Smart Tags v

This button launches the Input Mask Wizard.

> Click the button

The Input Mask Wizard is displayed, providing options from which to choose.

s

Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask works, use the Try It box,
To change the Input Mask list, dlick the Edit List button,

Input Mask: Data Look:

Postal Code LM25 40C

Password s

Long Time 13:12:00

Short Date 27/09/198%

Shart Time 1312 o
Try It:

[ editust | | cancel | [ mext> | [ Enish

» Use the scroll bar to view all the options available

> Ensure that Phone Number is selected

» Click Next
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A suggested Input Mask and the character that will be displayed in the field are
shown.

Input Mask Wizard

Do you want to change the input mask?

Input Mask Mame: Phone Mumber

Input Mask:

What placeholder character do you want the field to display?

Placeholders are replaced as you enter data into the field.

Flaceholder character: | w

Try It:

Cancel ] [ < Back H Mext = ] [ Einish

This page allows you to make changes to both the Input Mask and the
placeholder character.

» Click the down arrow for the Placeholder character to see the options
available

» Select the underscore symbol
» Click in the Try It box

This display is what you can expect to see in an empty Phone field when you
click into it.

Try It |( ]

» Click Next
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Input Mask Wizard

How do you want to store the data?
() With the symbals in the mask, like this:
[1425) 51365417

(& without the symbols in the mask, like this:
475702113105

Cancel ] [ « Back ” Mext > l [ Einish

The Input Mask that you have selected, includes extra characters (parentheses
and space) that will not be keyed in by the user.

On this page you can instruct Access to store the extra characters with the
input, or to just store the input without the extra characters.

You will store the data without the symbols in the mask. This means that the
parentheses and space will not take up any extra storage space in the table.

» Click Next

Input Mask Wizard

That's all the information the wizard needs to
create your input mask,

Cancel ] [ < Back

» Click Finish
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The code for the Input Mask is inserted into the Field Properties.

General |Lookup

Field 5ize 255 -~
Format

Input Mask 99997 00090009, _ E
Caption

Default Value

Validation Rule

Validation Text

Required Mo

Allow Zero Length Mo

Indexed Ma

Unicode Compression Yes

IME Mode Off

IME Sentence Made Phrase Predict

Smart Tags bl

To see the effect of the mask:

» Save the table and switch to Datasheet View
» Press the Tab key repeatedly until the insertion point is in the Phone field
» Key in the value 01161234

As soon as you begin to type in the digits, the characters and placeholders in the
mask are displayed.

E-mail Address - Phone - Fax Number

(il )

> Press Tab

A message is displayed informing you that the value is not appropriate for the
mask.

Contact Management Database

\ll) The value vou entered isn't appropriate For the input mask, (2239 "00090009;;_' specified For this Field,

ok | | Hep |

This is because you did not key in the correct number of digits.

The characters ‘9’ and ‘0’ in the mask represent digit placeholders. The ‘9’
placeholder can be left blank, but the ‘O’ placeholder must contain a digit. The
mask therefore allows for four digits in an area code section followed by either
seven or eight further digits.
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» Click OK to close the message
> Key in the remaining digits for the number 01161234567
» Press Tab

This entry satisfies the Input Mask, since the ‘9’ at the end of the mask is a
placeholder that can be left blank.

E-mail Address - Phone - Fax Number ~
(0116) 1234567

/\
The ‘9’ placeholder in the middle of the mask | 9922 ‘00p20p0s;;_| enables the user
to insert a space before the last four digits of the phone number.

» Click into the Phone field
» Change the entry to 0116123 4567
» Press Tab

The value is displayed as follows:

E-mail Address - Phone = |Fax Number ~
(0116) 123 4567

This Input Mask is not quite suitable if you wish to allow users to omit the area
code when typing in the phone number.

» Click into the Phone field for the second record

The placeholders are displayed and the insertion point shows which placeholder
is currently selected.

> Select the first placeholder outside the area code section

E-mail Address - Phone = Fax Mumbet -
(0116) 123 4567

] .

> Keyin 251 2345

» Press Tab
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The value is accepted since all the ‘0’ placeholders were filled with digits, but
the final display is not what is desired.

E-mail Address - Phone -~ Fax Number ~
(0116) 123 4567
(251) 2345

To change this, you need to refer to the table on page 176 showing Input Mask
codes and their meaning.

The character ‘!’ is used to cause the value entered to fill the mask from right
to left. In other words, it causes the value to be right aligned within the mask.

» Switch to Design View
» Select the Phone field

The exclamation mark is usually inserted as the first character of the Input Mask
code or just before the first semicolon.

» Insert an exclamation mark at the start of the Input Mask

@bgga | 00090009;:_ |

» Save the change and switch to Datasheet View

The phone number is right aligned in the mask, leaving the area code blank.

E-mail Address - Phone - |Fax Number -~
(0116) 123 4567
([ ) 2512345

» Switch to Design View and ensure that the properties for the Phone field are
displayed

Observe that there are two semicolons in the code.
The Input Mask code is made up of three sections separated by semicolons.

The first section contains the appropriate number and type of placeholders,
together with any characters that affect the formatting and any literal
characters that must be displayed in the field.

The second section has no effect on what is seen in the table or how it is
displayed. This section determines whether or not any extra characters
contained in the first part of the mask are stored with the data entered in the
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field. Entering a ‘1’ or leaving the section blank tells Access to store only the
data entered in the field. ‘0O’ tells Access to store both the data entered by the
user and the characters inserted by the mask.

The character in the third section is displayed in the field as the placeholder for
the characters to be typed.

The second and third sections of the input mask are optional and can be omitted
completely.

> Delete everything after the last ‘9’ in the Input Mask

19999+ 00020008 |

» Save the change and switch to Datasheet View

The phone numbers are displayed exactly as before.

E-mail Address - Phone » |Fax Numbet -
(0116) 123 4567
( )2512345

» Click into the Phone field of a blank record

E-mail Address - Phone = Fax Numbet -
(0116) 123 4567
{ )2512345

)

The underscore is the default character for the placeholders and is therefore
still used to display the Input Mask.

> Switch to Design View

> Add ;;# to the end on the Input Mask

1119399 “000200df;:= ||

> Save the change and switch to Datasheet View

» Click into the Phone field of a blank record

E-mail Address - Phone ~ | Fax Mumbet -
l:llllﬁ] 123 4567
| J 251 2345

The hash symbol is now used for each placeholder.
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Another field in the Sports Clubs table that can benefit from the use of an Input
Mask is the Postal Code field.

Postcodes are usually displayed using uppercase letters. An Input Mask can be
set to always display the letters in uppercase.

To begin with you will assume that all the postcodes that will be entered in your
table will be of the form LE1 9BH. In other words, two letters followed by a
single digit, then a space, then a single digit followed by two letters.

You will now set an Input Mask for this ensuring that the letters are always
displayed in uppercase.

» Switch to Design View and select the Zip/Postal Code field
» Type >LLO\ OLL in the Input Mask property

Refer to the table on page 176 for an explanation of what each of the characters
in the mask represents.

» Save the changes and switch to Datasheet View

» Press Tab repeatedly until the insertion point is in the Zip/Postal Code field

It is also possible to click directly into the field, but you must ensure that the
insertion point is at the first placeholder of the Input Mask.

» Type le21ab
» Press Tab

The postcode is displayed correctly formatted.

ZJ sportsClubs
E-mail Address - Phone - |Fax Number - | Address - City - |State/Provit » |ZIP/Postal C ~
(0116) 123 4567
( )2512345
*

» Delete the postcode
» Try typing only letters for the Postcode
» Try typing only digits

The Input Mask restricts you to entering six characters: two letters, two digits
and two letters in that order.
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Assume that you will allow users to enter only the first part of the postcode.

> Edit the Input Mask to allow both LE1 9BH and SW5
(Hint: Only the first part of the postcode must be compulsory.
Refer to the table on page 176)

» Check that the mask works as expected

One possible solution for the mask is >LLO\ 9?77 ‘9’ means that you can enter a
digit or leave the placeholder empty; ‘?’ means that you can enter a letter or
leave the placeholder empty.

You will alter the Input Mask once more, but this time you want to accommodate
all UK postcodes and you want users to enter them fully.

You therefore need to accommodate these four different types: LE1 9BH,
LE18 5XY, M2 6BD and M15 3LN.

> Edit the Input Mask to accommodate the above postcodes
(Hint: first construct the mask without the space character in the code and
verify that the different lengths and combinations of letters and digits are
accepted in the field. Finally set the mask to fill from right to left and insert
a space before the last three characters.)

» Check that the mask works by entering each of the four different postcodes

One possible solution for the mask is !>LAAA\ A?? Refer to the table on page 176
for an explanation.

Append only

This property is available for Memo and Hyperlink data types only. It is not a
difficult property to set; you have two choices: Yes or No.

When the property is set to Yes, Access keeps track of the changes to the field
values.

> Select the Address field in Design View

» Change the Append Only property to Yes by clicking the down arrow and
choosing Yes

Save the change and switch to Datasheet View
Click into the Address field of the first record and type 56 Parliament Street

Save the table to ensure that the value is saved

YV V VY V

Ensure that the Address column is wide enough to display the full text
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» Change the Address to 42 Garden Lane and save the table
» Change the Address once more to 35 Union Way and save the table

To view the history of the values in the field:

» Position the mouse pointer in the Address field of the first record and click
the right mouse button

» Select Show column history from the shortcut menu options

Text Filters 4
Contains "35 Union Way’
Does Mot Contain 35 Union Way”

Show column history...

A dialog box is displayed showing the history of the values.

History for Address

History of changes for:
Column name:  Address
Table name:  SportsClubs

[version: 24/02/2010 11:27:43 ] 56 Parliament Street
[Version: 24/02/2010 11:23:15] 42 Garden Lane
[Version: 24022010 11:28:28 ] 35 Union Way

> Click OK

The history information can also be displayed when viewing the data in a form.

» Close the SportsClubs table

» Close the Contacts Management Database
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REPORTS

A report is used to present data in a printed format.

In the introductory course you saw how basic reports can be created
automatically and you also used a wizard to create a simple report.

This section will demonstrate how reports can be designed and formatted to
your precise individual requirements. The procedure is more labour intensive
than using the wizard, but it gives you a lot more flexibility and enables you to
design reports exactly as you wish.

COMPONENTS OF A REPORT

Before you get into the design of the report look at how the page is split into
sections and understand how the sections are used.

Page Header € Page Header

Information in this section will appear
once on every page. This could

include graphics, command buttons, # Detai
and company address.

Detail

This section displays data from the
database. One record can be printed
on each page if you are producing a
letter, or a list of data taken from
several records can be printed on a

page.

# Page Footer

Page Footer

This section includes information that
shows at the bottom of each page,
for example a page number.
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Other sections can be added to a report:

# Report Header

# Page Header

¥ CourseTitle Header

¥ Detai

¥ CourseTitle Footer

# Page Footer

# Report Footer

Group Footer

Report Header

This can include information, such as a
title, for the report. It will be printed
only on the first page after the Page
Header.

Group Header

The group header shown in the
example is ‘CourseTitle Header’. This
is printed at the start of each group
and will usually include information to
identify the group, and possibly column
headings for the data that will be
displayed in the Detail section.

The group footer is printed at the end of each group and could include a field to
produce calculations based on data in individual groups, for example the total

number of students on a course.

Report Footer

Anything in this section is printed at the end of the report on the last page. It
could include fields that calculate overall totals for the report.
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REPORT CONTROLS

All information included in a report is held in controls. Any database object
inserted in the report is called a control. This section focuses on the controls
that are used to display data from the database, and display instructions to the
user. These controls are labels, text boxes, list boxes and combo boxes.

A control can be bound or unbound.

A bound control is attached to a field in the query or table that the report is
based on. Bound controls display data held in a field. This is the simplest and
most straightforward way to display data from the database.

An unbound control is not linked to a field. You therefore have to do more work
with this type of control. However, unbound controls are more flexible and
provide greater control over how data is displayed in the report.

An unbound control that contains an expression to combine data from two or
more fields, or perform calculations using data from fields in the table or query
is called a calculated control.

Text box

A text box is the main control used to display data. Usually it is bound to a field
and therefore will display data from that single field. However, it can also be
used as an unbound control, in which case you can type any text into it or use it
to create a calculated control.

Label

Labels are not used to display data from the database. Rather, they are used to
create titles, headings and any helpful text or instructions that you wish to
provide for the users.

List box

A list box control is usually bound to a field, and used to input data into the
field. When the box is clicked, a list of options is displayed. If the user selects
one of the options, this value is stored in the field.

Combo box

A combo box is similar to a list box and is used in the same way. It can be

identified by a down arrow at the extreme right of the box. The user needs to
click the down arrow to see the options available.
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AN ATTENDANCE LIST

» Open the 2010 Students database from C:\AccessIntermediate

The report that you will create is an attendance list for the Advanced
Pyrotechnics and the Sailing and Navigation courses.

Here’s what the finished report should look like:

List of students

Course title:

Advanced Pyrotechnics

Course Leader:

[
mn
(e

Guido Fawkes Room:

Expected number in this group

Samantha Martin
Katherine Smith
Bernie Charles
Harry Watson
Francis Tresham
James Lovele=:z
Richard Skinner

William Brown
= 32

Course gitle:

Zaziling and Mavigation

Course Leader:

William Bligh Room: H2.5a

Mary Lewis

Timathy Williams

Chares Norman

Chares Churchill

Expected number in this group= 5
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Create the Query for the report

You need to create a query to include just the fields that you are interested in
and to select the appropriate records.

» Create a query containing the following fields from the students, courses,
and tutors tables:

students courses tutors

FirstName CourseTitle Forename

LastName RoomNumber Surname
StartDate

» Include the correct criteria to select only the students on the Advanced
Pyrotechnics or Sailing and Navigation courses.

When you use the word ‘and’ as part of the query criteria, it has a special
meaning. If you type the course name ‘Sailing and Navigation’, the word ‘and’
will be used as a command telling Access to look for courses named ‘Sailing’ and
courses named ‘Navigation’.

You have two choices in a case like this:

1. Use a different field to select the records, for example the course
numbers.

2. Use double quotes around the full course name so that Access will know
that it is to be used together.

» Save the query with the name qryGroup

» Close the query
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Begin the Report

The Report Wizard will not produce the layout that you want so you need to
design the report yourself.

» Select Report Design from the Reports group on the Create tab

A blank report is displayed.

& Reportl _ = x

Click here :Hll|...1..-2-.-3-.-4-|-5-|-s-|-?-|-3-|-9-|-10-|-11-|-12-|-13-|-14-|-:
to select the ||| # Page Header
whole report

(the black

square indicates
that the report
is selected)

T =

# Detail

I T I I e

Click here
to select the
Page Footer

section

# Page Footer

=

! »

You may have to scroll down in order to see the Page Footer section.

» Minimise the Navigation pane by clicking on the Shutter Bar Open/Close
Button, to provide more space for working on the report

All Access Objects [ I33 I& Shutter Bar Open/Close Button
Tables 3

B3 courses
= students
B tutors
Queries

'ﬁj qryGroup

»
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The Properties Sheet

You can affect the look, size and behaviour of the report by changing some of its

properties.

» Click Property Sheet from the Tools group on the Design tab

The Property Sheet is displayed.

| Reportl A Prnpe.rty Sheet »
Selection type: Report

|E||-|-1-|-2-|-3-|-4-|-5-|-s-|-?-|-8-|-9-|-1u-|-11-|- Report v|

J # Page Header —

. Format| Data | Ewent | Other | All |

- Record Source [~
1 Caption =
- Pop Up Mo B
n MMaodal Ma

J # Detail Display on SharePoint Site  |Follow Table Setting

- Default View Report Wiew

N Allow Report View Yes

1 Allow Layout View Yes

- Picture {nonej

2 Picture Tiling Ma

- Picture Alignment Center

N Picture Type Embedded

3 Picture Size Mode Clip

- Width 12.335cm

4 Auta Center Ma

- Auto Resize es

N Fit to Page Ves

5 Border Style Sizable

Z Scroll Bars Both

) Control Box Ves

g Close Button Yes

N Min Max Buttons Both Enabled

- MMoveable es
J # Page Footer Show Page Margins fes

- Grid X 10

- Grid ¥ 10

1 Layout far Print Yes

- Grp Keep Together Per Calumn

2 — || Picture Pages All Pages
4 I | 2 Page Header All Pages

—'|||Page Footer All Pages 2

Properties exist for the whole report, for each section of the report, and for
each individual control on the report. The Property Sheet pane is used to
display the properties for any of these objects.

The whole report is selected, so the properties displayed are for the report, as
indicated by the word Report at the top of the pane.

Property Sheet b4
Selectiop type: Report

D |
Event | COther | All

Report

Farmat|| Data

REecord Source hed E] s
Caption
Pop Up Mo 0
Maodal Mo
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» Click the Page Footer selector

- | | | | | | |
Page Footer —)J # Page Footer
selector

\ 4

The Page Footer section is selected and the Property Sheet now displays the
properties for this section of the report.

.Y
& Reportl - I;r?pe_rty Sheet -
2 2 an

|:”"'1"'2'"3"'4'"5'"S"'?"'slllslllmlIlnl"<|PageFooterSection ) v|
J & Page Header

Format] Data | Event Other| All |

Mame PageFooterSection
1 Visible Yes

- Height 2em

- Back Color =FFFFFF
|| # petai Special Effect Flat
Auto Height Yes
Display When Always

1 On Click

- On Format

Cn Dbl Click

On Mouse Down

On Mouse Up

3 On Mouse Maove

- Cn Paint

Cn Print

Tag

e Footer

1 I 2

» Click the Report Selector (the square button just above the Page Header
selector)

Alternatively
e Click the down arrow at the top of the Property Sheet

e Select Report

The Property Sheet displays the properties of the Report.
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To indicate where the report should look for the data you need to set the Record
Source property.

The All tab on the Property Sheet shows all the properties for the selected
object. Choosing one of the other tabs will display only the properties in that
category. It is sometimes easier to find an individual property from the shorter
lists on the category tabs. For this exercise, however, there is no advantage in
selecting another tab because the Record Source property is at the top of the
list.

» Click the down arrow in the Record Source property

Property Sheet x
Selection type: Report

Repart w
Format| Data || Event | Other| All

Record Source

Caption COUrses
Pop Up faculties
Madal qryGroup

Display on SharePoint Site stucl_ents
Default View tutors

> Select qryGroup

The width of the report also needs to be changed. This can be done by dragging
the edge of the report, but the value can be set accurately in the properties.

» Click into the Width property

» Change the value to 15cm

Property Sheet X
Selection type: Report
Report w
Format| Data | Event | Other | Al
Record Source qryGroup -~
Caption
Pop Up Mo
Modal Mo
Display on SharePoint 5ite  |Follow Table Setting
Default View Report Wiew
Allow Repaort View Yes
Allows Layout View Ves
Picture {none}
Picture Tiling Mo
Picture Alignment Center
Picture Type Embedded
Picture Size Made Clip
< [[Width 15cm >
AUTT CETTET o
Auto Resize Ves
Fit to Page Yes
Border Style Sizahle
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=), | Fifteen centimetres is the approximate width to fit an A4 page in portrait
orientation, when the default margin size is taken into consideration. If you
make the page wider than 15 cm the document is likely to print on two pages
instead of one.

To save the report:

» Click the Save button

» Change the suggested Report Name to rptAttendance

Report Mame:

rptattendance

[ 0K l [ Cancel

> Click OK

The Design View of the report will look like this when all the controls are in

place:
Printed at the
[ GG beginning (first page)
LT [ e oftherepon
# Page Header
# ! ! ! |l <— Printed at the top of
Listof students each page
| | | | |
# CourseTitle Header
Repeated at the top
‘CourseTitle’ —> Coursk title:| Coursk Leader: | " of each group
Header and Footer CourseTitle =[Forename] &" " & [Su |Rcom: |R00m\|uml|
are the Group ! ! ! | | | |
Header and # Detail Repeated for each
Footer. This s the T 1 T | T T T T T ke suoen
ft;]eld you tahre going # CourseTitle Footer
0 group the | | | | | | | <
students on. — ="Expected number in this group = " & Count(*) Repeated at the end
‘ ‘ of each group
# Page Footer
LT T T T T[T e iameresen,
bottom of each page
# Report Footer
|="Total Expected = * & Count(*) [l Repeated at the end
(last page) of the
report

» Compare the above diagram with that on page 47 to see how the design
relates to the printed report
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Your design does not have all the header and footer sections needed for the
report, so these will have to be added.

First though, you will change the size of the Detail section.
The only control that will be added to this section is a text box to display a
student’s name. Also, the height of the Detail section will determine the space

used to display each name in the list; the greater the height, the larger the
space between consecutive names in the list.

> Position the mouse pointer to the top of the Page Footer bar

The pointer changes to a double arrow.

# Detail
Position the mouse
pointer here and drag
upwards to reduce
the size of the Detail

|_— section
L—
/
N 4
# Page Footer 2

> Hold the mouse button down and drag upwards

» Reduce the Detail section to one row of squares

# Page Header

# Detai

# Page Footer
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To add the Report Header and Footer:

» Click the Report Header/Footer button from the Show/Hide group on the
Arrange tab

'e < Report Header/Footer

i

Show/Hide

The Design page now looks like this:

& Report Header

# Page Header

# Detail

# Page Footer

¥ Report Footer

You will be using the Report Footer but not the Report Header.

» Drag the Page Header bar up to meet the Report Header bar

The Page Footer section will also not be needed.

» Drag the Report Footer bar up to meet the Page Footer bar

# Report Header
# Fage Header

# Detail

# Page Footer
# Report Footer
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To add the Group Header and Footer for the CourseTitle field:

» Click the Group & Sort button from the Grouping & Totals group on the
Design tab

The Group, Sort, and Total pane is displayed at the bottom of the Design page.

Group, Sort, and Total x

= Add a group |z} Add a sort

» Click Add a group

A list of available fields is displayed.

Firstiame
LastMame
CourseTitle
RoomMumber
StartDate
Forename
Surname

exXpression

» Click CourseTitle

A CourseTitle Header section is added to the design and a CourseTitle options
bar is displayed in the Group, Sort, and Total pane.

Group, Sort, and Total x

Group on CourseTitle ¥ with Aontop ™ » Mors & s

[.= add a group H‘E,L Add a sort |

Sorting is automatically defined for the group. The text ‘with A on top’, on the
options bar, indicates that the CourseTitle values will be sorted in ascending
order. The Group Footer, however, is not displayed by default.

To display the CourseTitle Footer:

» Click the More button on the CourseTitle options bar
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The bar expands to display all the possible options:

Group, Sort, and Total x

Group on CourseTitle ¥ with Aontop ™ « by entire value ™ B X
with no totals ™  with title dick to add ,
with a header section ™ , without a footer section ™ »
do not keep group together on one page ™ » Less

[{= add a group ”‘El Add a sort |

» Click the down arrow to the right of ‘without a footer section’
» Select with a footer section

The CourseTitle Footer is added to the design.

# Report Header
# Page Header

* CourseTitle Header

¥ Detail

# CourseTitle Footer

¥ Page Footer
# Report Footer

» Click the Group & Sort button to close the pane
You are now ready to put controls on the report.

You will start with the title. The title List of students needs to be put in a
Label in the Page Header section.

Access Intermediate (100510) 57 ©De Montfort University, IT Training 2010



» Click the Label button from the Controls group on the Design tab

abl)=H ~ [ # b= = - (i3]
Loga JDP—’EE"J “d N
B AEME n@I L5 X

Controls

Label

Text Box

» Click in the Page Header at the point where you want the Label control to
begin

» Type List of students in the label and press the Enter key

As you type, the Label expands to accommodate the text.

# Report Header
# Page Header

.« ||

| st o studdnts

# CourseTitle Header

Notice that pressing Enter does not take you to a new line in the label. To go to
a new line you would press Ctrl + Enter. Pressing enter takes you out of editing
the text in the label and selects the label, highlighting the border in orange.

Now that the label is selected you can change its format.

» Using either the Font group of commands or the Property Sheet, change the
Font Size to 20

The text is now too large to be displayed fully in the label.

> Drag the resize handles to make the label long enough and wide enough to
fully display the text

# Report Header
# Page Header

.« L.l ]
_[ISd of Etuﬁents
‘CoJrseTitlelHeadeL $‘\l Q\

RN

Resize handles
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For each group, you want to display the title of the course, the course leader,
and the room number. This involves displaying data from these three different
fields.

To display the Field List:

» Click Add Existing Fields from the Tools group on the Design tab

» Drag the CourseTitle field into the middle of the CourseTitle Header section

& Report Header
& Page Header

Cistof students

& CourseTitle Header

H
TCcurse title:| CourseTitle

o1 -
| |

Label Text Box

Two controls are added to the section: a text box in which individual course
titles will be displayed, and a label to inform the user that the data in the text
box is a ‘Course title’.

The controls can be repositioned by dragging.

» Move the mouse pointer over the border of the text box, but avoiding the
resize handles

The mouse pointer changes to cross arrows.

» Click and drag in any direction

# CourseTitle Header

] ‘ ‘ 1
TCcurseﬂﬂe:| CourgeTitle

}1 |

Click and drag when
the mouse point
looks like this

Both the text box and the label move together. To move each control
individually you need to position the mouse pointer over the square in the top
left corner of the control before dragging.
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» Drag each control by the handle at the top left corner to reposition them

near the left side of the page, with the label above the text box as shown
below

J # Page Header

Cistof students

J & CourseTitle Header

; i ourse’[i’[lel

CourseTitle
I |

J‘l "Detlail

» Change the view to Report View

& rptattendance = X

| »

List of students

Course title:
Advanced Pyrotec

The title is not fully displayed, meaning that the text box needs to be resized.

» Switch to Layout View

You can resize the control in Design View, but Layout View is ideal for this job
since you can see when the control is wide enough to display the text.

» Click on the Course title name to display the text box

> Drag the right border until the text box fully displays the Course title

» Select the label and format it as Italic

i rptattendance = 4

| »

List of students

Course title:
Advanced Pyrotechnics
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Detail section

The controls in this section repeat for each record taken from the database.

To create a list of names for each course, you need to insert data from the
firstName and lastName fields from the students table into the Detail section.

» Switch to Design View
» Drag the lastName field into the Detail section
For this report you do not need labels in the Detail section. To delete the label:

> Select the label

# CourseTitle Header

Coursg title: |
CourseTitle

™ I
Last nbme: LastMame

# Detail

# CourseTitle Footer

» Press the Delete key

» Drag the firstName field on to the report to the left of lastName
> Delete the firstName label

To align the two text boxes:

» Select the firstName text box

» Hold down the Shift key and select the lastName text box

Both text boxes are selected.

# CourseTitle Footer

# Detail

. [ — ' '
FirstName LastName

» Click Top from the Control Alignment group on the Arrange tab

& CourseTitle Footer

# Detail

FirstMName LastMame
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» Switch to Report View

& rptattendance - =X

| »

List of students

Course title:
Advanced Pyrotechnics

Samantha Martin
Katherine Smith
Bernie Charles I
Harry Watson
Francis Tresham
James Loveless
Richard Skinner
William Brown
-
1 m | »

A list of names is displayed.

> Scroll down the page to view the list for the second course

Calculated control

A list of names is displayed on the report, but the presentation would be
improved by removing the large spaces between the first names and last names.

This can be done by using a calculated control in place of the two text boxes.
A calculated control may be used to perform calculations on data stored in the
database, combine data from two or more fields, display text, or a combination

of these.

You use an unbound text box to create a calculated control.
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» Switch to Design View
> Delete the two text boxes in the Detail section

» Click the Text Box button from the Controls group on the Design tab

Text Box ——£>(abl JB \ [ # a2 [
1 AECFEES el N
Logo vz F—
H aEFEEe 5@ 0 L 3¢
Contrals

» Click into the middle of the Detail section

A label and an Unbound text box are inserted.

™ I I I
Tex19:| Unbound
# CourseTitle Footer T l T l

Label Text box

# Detail

> Delete the label

» Click into the text box and type the following:
=[FirstName] & “ ” & [LastName]

» Press Enter

This ‘expression’ will insert the value of the firstName field in the current
record, add a space and then insert the value of the lastName field.

Rules for creating expressions:

e An expression in a calculated control always begins with =.
¢ Field names must be enclosed in square brackets.

e Text must be enclosed within speech marks. In the example above, speech
marks are used to insert a space between the first name and last name.

o Different items within the expression: field names, text, etc. must be joined
by an ampersand.

» Save the report

» Switch to Report View
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& rptattendance = X

| »

List of students

Course title:
Advanced Pyrotechnics

Samantha Martin

Katherine Smith

Bernie Charles ‘B

Harry Watson

Francis Tresham

James Loveless

Richard skinner

William Brown

1 m | »

To reduce the space between the lines you need to reduce the size of the Detail
section.

> In Design View, ensure that the calculated control is selected

» Use the arrow keys on the keyboard to move the control as close as possible
to the top of the Detail section

> Drag the CourseTitle Footer bar up to the bottom of the control

# Detail

w - '
‘ ‘ ‘ ‘ ‘ =[firstname] & "' ‘ ‘
# CourseTitle Footer
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Counting records

To add a count for each group and for the whole report:

» Click Totals from the Grouping & Totals group on the Design tab

> Select Count Records from the list of options

Calculated controls are inserted into the CourseTitle Footer and Report Footer
sections, with the expression =Count(*).

& Detail

& CourseTitle Footer

. rr-
| =[firstname] &"" | |

Q:Counﬂ*]

# Page Footer

# Report Footer

&:Counﬂ*]

Count is one of the many functions available in Access. The asterisk instructs

Access to count all records.

» View the results by switching to Report View

@8 rptattendance

List of students

Course title:
Advanced Pyrotechnics

Samantha Martin
Katherine Smith
Bernie Charles
Harry Watson
Francis Tresham
James Loveless
Richard Skinner

William Brown

| »
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> Scroll down to see the count for the second group and for the whole report

More space between the list of names and the count value would be useful, but
of more importance, you need to include text to explain what these humbers
are.

» Switch to Design View

To add helpful text to the count, you could insert a label to the left of the
calculated control, or you could extend the =Count(*) expression to include
appropriate text. For this exercise, you will add text to the calculated control.

> Click the calculated control in the CourseTitle Footer

> Use the resize handle to extend the left border of the control so it aligns with
the controls in the CourseTitle Header

 CourseTitle Header

Coursp title: |
CourseTitle

1
# Detail

| ‘ | | | |=:fir5'tname] & "| | | | | |
# CourseTitle Footer
=Count(*)

» Click in the selected control to put the insertion point in the control

» Change the expression to the following:

=“Expected number in this group = ” & Count(*)
> Press Enter

> To create some space between the count value and the list of names above
it, use the down arrow key to move the control down within the CourseTitle
Footer (see the diagram below)

» Change the expression in the control in the Report Footer to:
=“Total Expected = ” & Count(*)
> Resize the control so that the full expression is displayed

> Move the control to the right of the report
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» Use the Underline tool in the Font group to underline the contents of the
control

# CourseTitle Footer

="Expected number in this group = " & Count(*)

# Page Footer
# Report Footer

="Total Expected = " & Count{*]

» View the results in Report View

Adding horizontal lines

To improve the design of the report and separate the course title from the list of
students, you will draw two horizontal lines in the group header.

» Ensure that you are in Design View

To draw a line above the controls in the CourseTitle Header:

» Click the line button from the Controls group on the Design tab

Line control s 5 N _E v r"—‘ 'Lil '. " |_-|—| 5
A | A« EH MEER = 3% |°\
Logo ¥ oo
H =aEREe 5@ llﬂ - B %
Controls

» Move the mouse pointer to the point in the CourseTitle Header above the
controls where you want the line to start

» Hold down the mouse button, drag the mouse to the right and release the
button where you want the line to end

While dragging the mouse, the line will be invisible if it is perfectly horizontal
and will only become visible when you release the mouse button.

If the line that you have drawn is not perfectly horizontal, to straighten it,
change the Height property to Ocm.

» Draw a second horizontal line, the same length as the first, below the
controls in the CourseTitle Header
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| # CourseTitle Header
| | [ [ [ | [ [ [ [ | [ [
I = N O A I
CourseTitle ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘
L L I . [ I [ | [ [
*

Cretail

To complete the report:
Drag the RoomNumber field to the CourseTitle Header
Edit the label control to display Room:

Italicise the label

YV V VY V¥V

Resize and reposition the controls as shown below

# CourseTitle Header

Coursg title: | »
CourseTitle TEom: | RoomMumt
I I I | I

# Detail

> Create a calculated control in the CourseTitle Header to display the
Forename and Surname of the course tutor (ensure that there is a space
between the two values)

» Edit the label control to display Course Leader:
> ltalicise the label

» Reposition the controls as shown below

# CourseTitle Header
—
Coursg title: | -Coursl? Leader:
CourseTitle =[Forename] &" " & [Su |F.’com.' |R00m\]umt|
I BN N S — I
 Detail

> View the results in Report View (your report should be similar to the one
shown on page 47)

> Save and close the report
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FILTERING

You can filter a report to display only the records that satisfy the particular
filter criteria.

» Open qryGroup in Design View

» Delete the CourseTitle criteria

» Save and close the query

» Double click the report rptAttendance in the Navigation pane

This opens it in Report View.

Now that you have deleted the criteria from the query on which the report is
based, it displays lists for four courses.

» Scroll down the report to check that all lists are displayed and that the total
number of students expected is 31

To filter the report to display only the lists for Advanced Pyrotechnics and
Sailing and Navigation:

» Click on any Course title in the report
» Click Filter from the Sort & Filter group on the Home tab
» Click the (Select All) check box to remove all the ticks

» Select the Advanced Pyrotechnics and Sailing and Navigation check boxes

4

A

Text Filters 3

(S isetect A |

|:| [Blanks]

Advanced Pyrotechnics
|:| Farensic Science

|:| Introduction to Database
Sailing and Mavigation

oK ] [ Cancel

> Click OK

» Check that only these two lists are displayed
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To remove the filter:

> Click Toggle Filter from the Sort & Filter group

To filter the report to display only the lists for which the Room number includes
the letter S:

> Right-click on any Room number value

» Point to Text Filters from the shortcut menu

=3 Copy

d=s

7 |

il
Equals... Text Filters 3
Does Mot Equal... Equals "55.8°
Begins With... Does Mot Equal "55.5°
Does Mot Begin With... Cantains "55.8°
Contains... Does Not Contain "55.8°
Does Mot Contain...
Ends With...
Does Not End With...

» Click Contains

> Type S in the Custom Filter box

Custom Filter E] El

Room: contains |5

[ OK ][ Cancel ]

» Click OK
» Check that the report displays lists for rooms S5.8 and S0.55 only

» Close the report

Saving a filtered report does not save the filter.

To save a filtered report you must create a query with the appropriate criteria
and base the report on the query.
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» Open the query qryGroup in Design View

» For the CourseTitle criteria, type “Advanced Pyrotechnics” or “Sailing and
Navigation”

A query is a specific request for the retrieval, creation, modification, or deletion
of data.

The lower pane in the Query Design window is called the QBE (Query by
Example) grid. This is where you specify the fields and criteria upon which the
query should act. This interface makes it easier for you to create queries, but
all Access queries use SQL (Structured Query Language). Access converts what
you specify in the Query Design window into SQL code.

To view the SQL code for the current query:

» Click the down arrow on the View button

View

E Datasheet View

a—

J+j‘ PivoiTable View

ih PivotChart View

SQL sgL View

|_L\\e_‘_/’ Design View

> Select SQL View

The SQL code is displayed in the query window.

ﬁqr;'-:]rr:-l.m - =B X

SELECT students.FirstMame, students.LastMame, courses, CourseTitle, courses,RoomMumber, &
tutars.Forename, tutars, Surname

FRCM {tutars INMER JOIN courses O tutors. [TutarlD] = courses.[Tutor]} IMMER JOIM students
OM courses.[CourselD] = students.[Course]

WHERE {{{courses.CourseTitlej="Advanced Pyrotechnics™ Or {courses, CourseTitle}="5ailing

and Mavigation™j};

If you know SQL you can use this view to build, edit, or troubleshoot your
queries.
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ACTION QUERIES

There are two basic types of queries: Select Queries and Action Queries.

A Select query does not alter the data stored in the database, but simply
retrieves data from one or more tables for the purpose of displaying it.

Action queries alter the data stored by performing additional operations on the
data selected. They are used to insert, modify or delete data from the
database.

To see the different types of queries:
> Display the query in Design View
The Query Type group is shown on the Design Query Tools tab.

— 1B it
' ' ::ﬂ ﬁ ' (D Union
Iﬁ e HI]:I’ = Mo @ Pass-Through
Select | Make

Append Update Crosstab Delete
Table @, Data Definition

CQuery Type

Notice that the Select type is highlighted, indicating that this query is a Select
query.

Query Type Explanation

Make Table Creates a new table and copies the results of the
query into it

Append Copies the results of the query into an existing table
as new records

Update Changes values of individual fields in one or more
existing records in a table

Delete Deletes the selected records from a table

Crosstab Summarises data by separating it into groups based on
one or more fields

Union Combines the results of two or more similar Select
queries

Pass-Through Used to send commands directly to a database server

Data Definition Used to create or edit database objects eg tables,
indexes, etc.
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In general, there are two steps involved in creating an Action query: you first
create a Select query that identifies specific records and fields, and then
convert the query to an Action query. However, the last three types listed
above are SQL specific and must be written directly using SQL code.

» Save and close qryGroup

You are going to look at two Action queries. First you will create a new table to
use for the exercises.

» Select the tutors table in the navigation pane (do not open it)
» Click Copy
» Click Paste

The Paste Table As dialog box is displayed.

» Type volunteers in the Table Name box

Table Marne:
volunteers
Paste Options

(73 Structure Only
(%) Struckure and Data
() Append Data ko Existing Table

» Ensure that Structure and Data is selected as the Paste Option
» Click OK
» Open the volunteers table in Design View
» Change the TutorID Field Name to ID and the Caption to Volunteer ID
» Save the changes
» In Datasheet View, delete all the entries from the Email field
B4 volunteers
Volunteer ID ~ | Forename =~ | Surname - | Telephone - Email = | Add New Field
1 Guido Fawkes 2543875
2 William Bligh 2546238
3 George Loveless 2546489
4 Alison Sparks 2542836
5 Mary Hopkins 2547621
* (New)

> Close the table
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Append queries

An Append query is used to copy records from one table to another. The fields
that you intend to copy do not need to have the same names, but they must
have the same, or compatible, data types.

All the students in the students table from Leicestershire (with postcode LE....)
need to be added to the volunteers table.

You will create and run an Append query to complete this task.
The first step is to create a Select query to pick out the appropriate fields and
records from the students table. The only data you are interested in are the

names, telephone numbers, and postcodes.

> Create a Select query in Design View with the fields FirstName, LastName,
Telephone, and Postcode from the students table

To filter all the records with a postcode beginning with LE:

> Type LE* for the Postcode criteria

The asterisk character is used as a ‘wildcard’ to represent any one or more
characters.

A question mark is used to represent any one character.

» View the query in Datasheet View to check that it has filtered the correct
records

-'_3,=-|QI.|er;'1

First name - Lastname - | Telephone - | Postcode -
Brown 2567657 LE7 3PS

Christopher  Wright 2652462 LE20 3MMN

Harry Watson 2105874 LE4 6JF

Bernie Charles 2743928 LE12 3DS

William Brown 2567657 LE7 3PS

Peter Harrison 2716849 LE17 3BH

*

> Switch to Design View
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The next step converts the Select query to an Append query.

» Select Append from the Query Type group on the Design tab

The Append dialog box is displayed.

Append To oK
Table Mame: | Z |
(%) Current Database

) Another Database:

» Current Database is selected by default

To choose the table that the records will be added to:

» Click the down arrow in the Table Name box

Append To m
Tahle Mame: 3
:
(%) Current Da C?Udrsei
students
) Another D3 fukors
r volunkeers

» Select volunteers
» Click OK

An Append To: row is added to the QBE grid.

Field: [Firsthame LastMame Telephaone Postcode
Table: | students students students students
Sort:
< Lppend To: > Telephane
T CrterE] Like "LE*
or

Notice also that Append is highlighted in the Query Type group on the Ribbon,
indicating that this is now an Append query.
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Warning

The two commands in the Results group on the Design tab perform different
functions for an Action query.

The Run command is used to perform the action specified by the query - in this
case append the selected records to the specified table. So use this only when
you are ready to add the records to the table.

The View command is used to switch between views and is useful to check which
fields and records will be affected by the query.

» Use the View command button to switch to Datasheet View

Only the Telephone field is displayed.

» Switch to Design View

Notice that Telephone is the only field identified in the Append To row.

This is because this field name exists in both the students table, where the data
is being taken from, and the volunteers table, where the records will be added.

You need to indicate where the data from the other fields should be stored.

» Click in the Append To box for the FirstName field

> Click the down arrow

Field: | FirstMame LastMame Telephone Postcode
Table: | students students students students
Sort:
Append To:
Criteria: ||volunteers.*
or: ||ID
Farename
Surname
Telephone
Email

Telephane
Like "LE*

The list of fields in the volunteers table is displayed.
> Select Forename

> Select Surname as the field to append the LastName data to

Field: | FirstMame LastMame Telephaone Postcode
Table: | students students students students
Sart:
Append To: |Forename Surname * |Telephone
Criteria: Like "LE*
or
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» Save the query using the name qryAddLEStudents

Notice in the Navigation pane that the Append icon is used to indicate the type
of query.

g

Queries

( #1)arysddlEstudents

qryeroup

» Check in Datasheet View that data from three fields are now displayed
There are two ways that you can Run the query to perform the specified action.
» Ensure that the query is displayed in Design View

» Click Run

A message box is displayed, informing you that 6 rows are about to be added,
and warning that you cannot use the Undo command to reverse the action.

Microsoft Office Access

You are about to append 6 row(s).

! Cnce you click Yes, vou can't use the Undo command ko reverse the changes.,
Are you sure you want ko append the selected raws?

es l [ Mo ]

» Click Yes to append the records
» Close the query
» Open the volunteers table

The six student records have been added to the table.

&3 volunteers
Volunteer ID ~ | Forename - | Surname - | Telephone - Email ~ |Add New Field
fl Guido Fawkes 2543875
2 William Bligh 2546238
3 George Loveless 2545489
4 Alison Sparks 2542836
5 Mary Hopkins 2547621
6 William Brown 25676857
7 Christopher  Wright 2652462
8 Harry Watson 2105874
9 Bernie Charles 2743928
10 William Brown 2567657
11 Peter Harrison 2716349
* (New)
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» Close the table
> Double click the query qryAddLEStudents in the Navigation pane

A message is displayed informing you that this will run the append query, and
seeking confirmation that you wish to continue with the action.

Microsoft Office Access El

You are about to run an append query that will modify data in your table.

! Are you sure you wank to run this type of ackion guery?
For information on turning off confirmation messages For document deletions, click Help.

Show Help ==

I Es l l Mo l [ Help

> Click Yes

Microsoft Office Access

You are about to append 6 row(s).

L.;

Once you click Yes, wou can't use the Undao command ta reverse the changes.
Are vou sure you want ko append the selected rows?

Ves ] [ Mo l

» Click Yes
» Open the volunteers table

The records from the students table are added a second time.

B3 volunteers
VolunteerID - Forename - | Surname - | Teleghone - Email - |Add New Field
i Guido Fawkes 2543875
2 William Bligh 2546238
3 George Loveless 2546439
4 Alison Sparks 2542836
5 Mary Hopkins 2547621
6 William Brown 2567657
7 Christopher  Wright 2652462
8 Harry Watson 2105874
9 Bernie Charles 2743928
10 william Brown 2567657
11 Peter Harrison 2716845
12 William Brown 2567657
13 Christopher |Wright 2652462
14 Harry Watson 2105874
15 Bernie Charles 2743928
16 William Brown 2567657
17 Peter Harrison 2716849
* (New)

» Close the table
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Update queries

An Update query can be regarded as a powerful and flexible Find and Replace
tool.

Using an Update query you can change the values of specific fields in all records
or selected records in a table. The new values for the fields can be taken from
other tables in the database or can be typed directly into the query.

You will use an Update query to add email addresses to the volunteers table.
» Create a new query in Design View
» Add the volunteers table to the Query Design

All the student volunteers will share the same email. The address is
‘dsu@dmu.ac.uk’. The student volunteers start with record ID 6.

For an Update query, you need to add to the query grid only the fields that are
to be updated and the fields that will be used to select the appropriate records.

» Add the Email and ID fields to the query grid

» In the ID column, set the criteria >5

» Click Update in the Query Type group on the Design tab
An Update To row is added to the QBE design grid.

» In the Update To row of the Email column, type “dsu@dmu.ac.uk”

Field: [ Email ID

Table: |vaolunteers volunteers
Update To: |"dsu@dmu.acuk
Criteria: »5

an

» Click Run

A message is displayed informing you of the humber of records that are about to
be updated, and warning that you that the procedure cannot be reversed.

Microsoft Office Access

You are about to update 12 row(s).

! once yvou click Yes, wou can't use the Undo command ta reverse the changes.
Are you sure vou want bo update these records?

fes l ’ Mo ]

» Click Yes
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> Open the volunteers table

The email address has been added to all but the first five records.

£ volunteers
VolunteerID ~ | Forename - | Surname - | Telephone - Email ~ | Add New Field

il Guido Fawkes 2543875

2 William Bligh 2546238

3 George Loveless 2546489

4 Alison Sparks 2542836

5 Mary Hopkins 2547621

6 William Brown 2567657 dsu@dmu.ac.uk
7 Christopher  Wright 2652462 dsu@dmu.ac.uk
8 Harry Watson 2105874 dsu@dmu.ac.uk
9 Bernie Charles 2743928 dsu@dmu.ac.uk
10 William Brown 2567657 dsu@dmu.ac.uk
11 Peter Harrison 2716849 dsu@dmu.ac.uk
12 William Brown 2567657 dsu@dmu.ac.uk
13 Christopher  Wright 2652462 dsu@dmu.ac.uk
14 Harry Watson 2105874 dsu@dmu.ac.uk
15 Bernie Charles 2743928 dsu@dmu.ac.uk
16 William Brown 2567657 dsu@dmu.ac.uk
17 Peter Harrison 2716849 dsu@dmu.ac.uk

* [Mew)

> Close the table

You will now use the Update query to copy the email addresses of the tutors
from the tutors table to the volunteers table.

» Delete the ID field from the QBE grid
» Add the tutors table to the query design

Access needs to know what the relationship is between these two tables. You
initially copied the tutors from the tutors table into the first records of the
volunteers table, so the ID numbers of the tutors should be the same in both
tables. The ID field will therefore be used to define a relationship between the
tables for the purpose of this query.

» Position the mouse pointer on the ID field in the volunteers table and
click and hold down the left mouse button

> Drag to the TutorlID field in the tutors table and release the mouse button

A relationship line is displayed connecting the tables via the ID fields.

volunteers tutors
¥ ID % TuterlD
Farename Farename
Surname Surname
Telephaone Telephaone
Email Email
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You now want to instruct the query to update the email field to the email values
from the tutors table.

> In the Update To row, replace the existing text with [tutors].[email]

Field: | Email
Table: |volunteers
Update To: | [tutors],[email] This means the value
Criteria: of the email field in
an the tutors table

» Save the query as qryEmailUpdate

» Click Run

» Click Yes to close the warning and complete the update
» Open the volunteers table

The five tutors’ email addresses are added to the table.

» Ensure that the email addresses are fully displayed

B volunteers
VolunteerID - | Forename - | Surname =~ | Telephone - Email + | Add New Field

! Guido Fawkes 2543875 gfawkes@uni.ac.uk
2 William Bligh 2545238 whbligh@uni.ac.uk
3 George Loveless 2545489 gloveless@uni.ac.uk
4 Alison Sparks 2542836 asparks@uni.ac.uk
5 Mary Hopkins 2547621 mhopkins@uni.ac.uk
6 William Brown 2567657 dsu@dmu.ac.uk
7 Christopher  Wright 2652462 dsu@dmu.ac.uk
8 Harry Watson 2105874 dsu@dmu.ac.uk
9 Bernie Charles 2743928 dsu@dmu.ac.uk
10 William Brown 2567657 dsu@dmu.ac.uk
11 Peter Harrison 2716849 dsu@dmu.ac.uk
12 william Brown 2567657 dsu@dmu.ac.uk
13 Christopher  Wright 2652462 dsu@dmu.ac.uk
14 Harry Watson 2105874 dsu@dmu.ac.uk
15 Bernie Charles 2743928 dsu@dmu.ac.uk
16 William Brown 2567657 dsu@dmu.ac.uk
17 Peter Harrison 2716849 dsu@dmu.ac.uk

* (Mew)

» Save and close the table

» Close the query

Before running any action query in a working database, it is advisable to first
make a backup of the database because the action cannot be reversed.
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SELECT QUERIES

Access includes wizards to enable you to find records that have been duplicated
within a table, and to select records in one table that have no matching records
in a related table.

Finding duplicate records

You will use the Find Duplicates Query Wizard to check for duplicate records in
the students table. You will consider a record to be a duplicate if it has the
same first name, last name, and date of birth as another record.

» Click Query Wizard from the Other group on the Create tab

> Select Find Duplicates Query Wizard

Simple Query Wizard

Crosskab Query \Wizard
: Find Duplicates Query MWizard
e Find Unratched Query Wizard

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

Ok l [ Cancel

» Click OK
> Select the students table and click Next
» Choose FirstName, LastName, and DOB as the Duplicate-value fields

This defines a duplicate record to be a record where the values in these three
fields are the same as another record.
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s

Find Duplicates Query Wizard

Which fields might contain duplicate information?

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

Available fields: Duplicate-value fields:
StudentID 7 |Firstiame
Address1 : d | Lastiame
Address2 .
Postoode -
Telephone

<

Cancel ] [ < Back “ Mext = l [ Einish

» Click Next

» Select StudentID as an additional query field

Find Duplicates Query Wizard

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:

Address2

Postcode -
Telephone
Course

=

(>>]
[<<]

<

Cancel ] [ < Back “ Mext = ] [ Einish

» Click Next

» Name the query qryStudentDuplicates

» Click Finish
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B grystudentDuplicates
First name -  Last name - |Date of Birth - | StudentID ~
William Brown 08-0Oct-82 29
William Brown 08-Oct-82 1
* (MNew)

The results show that there are two records with the same first name, last name
and date of birth.

This is a select query. It therefore does not alter the table. If you wish to
investigate further or delete one of the records, then this will need to be done
as a separate action.

> Close the query
» Open the students table
> Delete the record with Student ID equal to 29

» Close the table

Finding unmatched records

You will use the Find Unmatched Query Wizard to find out if there are any
courses that currently have no student bookings.

> Click Query Wizard from the Other group on the Create tab

> Select Find Unmatched Query Wizard

Simple Query Wizard

Crosstab Query Wizard

Find Duplicates Query \Wizard
"""" : {Find Unmatched Query Wizard

This wizard creates a query that
finds records {rows) in one table
that have no related recards in
another table,

[o]'4 l [ Cancel

> Click OK
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» Select the courses table as the table containing the records that you want to
be displayed in the query results

F

Find Unmatched Query Wizard

The query you create wil list records in the table you select below that have
no related records in the table you select on the next screen, For example,
you can find customers that have no orders.

Which table or query contains recards you want in the query results?

Table: faculties
Table: students
Table: tutors
Table: volunteers

View

® Tables () Queries i Both

» Click Next

» Select the students table as the table containing the related records

M

Find Unmatched Query Wizard

Which table or query contains the related records?

For example, if you've already selected customers and you're looking for
customers without orders, you would choose orders here.

Table: faculties

Table: tutors
Table: volunteers

View

@Iables ) Queries @) Both

| concel || <pax |

=

lext >

» Click Next

Access Intermediate (100510)

85 ©De Montfort University, IT Training 2010



A relationship already exists between the two tables, so this is reflected in the
wizard. If no relationship existed, you would need to follow the instructions to

create a relationship between the tables.

Find Unmatched Query Wizard

What piece of information is in both tables?

For example, a Customers and an Orders table may both have a
CustomerID field. Matching fields may have different names.

Select the matching field in each table and then dick the <=2 button.

1
2
3 Fields in ‘courses' : Fields in 'students’ :
4 1 Firstiame ~
2 CourseTitle LastiMame
4 RoomMumber Address1
HumberOfiviodules Address2
StartDate Postoode
Tutor Telephone
DOB
w
Matching fields: CourselD «=x Course
Cancel l [ < Back I Mext = } [ Einish

» Click Next

> Select CourselD and CourseTitle as the fields to be displayed in the results

Find Unmatched Query Wizard

Awvailable fields:

HumberOfiviodules
StartDate
Tutor

2>
[<<]

What fields do you want to see in the query results?

-

<

Selected fields:

CourselD

cancel | |

< Back

|

Mext = } [ Einish

» Click Next
» Name the query qryNoBookings
» Click Finish
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£ gryNoBookings

Course ID -

#* (Mew)

Course title

H Trade Unionism & Its History

-

The results indicate that no students are enrolled on the Trade Unionism & lts

History course.

» Close the query

Grouping

Queries can be used to group data from tables and calculate summary

information.

As an example, you will create a query to produce a count of how many students
are enrolled on each of the available courses.

» Create a Select query in Design View projecting only the Course field from
the students table on to the QBE grid

'@ Queryl
students
% StudentiD
FirstHame
LastMame
Addressl
Address2
Postcode
Telephone
DOB
Course
< )
Field: | Course
Table: |students
Sort:
Show:
Criteria:
an

To create a grouped display from the query:

» Click Totals from the Show/Hide group on the Design tab

A Total row is added to the QBE grid, with the default entry Group By.
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Field:
Table:
Total:
Sart:
Show:
Criteria:
ar:

Course
students
Group By

> Run the query

Each course is listed just once.

Introduction to Database
Forensic Science

This idea is sometimes used to display only unique values in a field. To be used,
for example, when creating combo boxes or list boxes.

» Switch to Design View

To count the students on each course you need to add a second field to the grid.
It doesn’t matter which field.

» Add the FirstName field to the QBE grid

» Click into the Total row for the FirstName field

» Click the down arrow to see the options available

Field:
Table:
Total:
Sort:
Show:
Criteria:
ar:

Course
students
Group By

< )

FirstMame
students
Group By V[
Sum

Avg

Min

Max
Count
StDev

Var

First

Last
Expression
|..'\..'h Ere

» Click Count

This will produce a count of first names for each course group.
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» Run the query

B Queryl
Course - | CountOfFirstName -
Advanced Pyrotechnics |+ 8
Sailing and Navigation 5
Introduction to Database 7
Forensic Science 10

To customise the name of the column:
» Switch to Design View
» Click into the Field row for the FirstName field in the QBE grid

» Type Number of students: to the left of FirstName

Field: [ Course Mumber of students: FirstMame
Table: | students students
Taotal: | Group By Count
Sart:
Show:
Criteria:
ar:
» Run the query
'flj Queryl
Course = | Number of students «
Advanced Pyrotechnics | % 8
Sailing and MNavigation 5
Introduction to Database 7
Forensic science 10

» Save the query as qryStudentNumbers

» Close the query
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Calculated fields

Earlier in the course you used a calculated control to combine first name and
last name values. Performing calculations on fields and combining fields can be
achieved within queries by creating new fields called Calculated Fields.

» Create a new query in Design View and add the students table to the design

Instead of projecting the FirstName and LastName fields, you will create a
calculated field called Name, which contains both the FirstName and LastName
values with a space between them.

> In the first column of the QBE grid, for the Field type:
Name: [FirstName] & “ ” & [LastName]

Field: | Mame: [FirstMame] &~ & [LastMame]
Tahle:
Sort:
Shaw:
Criteria:
or:

> Run the query

When you base reports and forms on queries with calculated fields, you can use
these fields in the same way as the fields defined in the tables.

If you need to use a particular calculated control in a number of reports, it will
usually be quicker to create a calculated field in a query and base the reports on
the query.

» Switch to Design View

Formatting a field

It is possible to format a field within a query. This enables you, for any given
field, to use different formats within the database.

> In the second column of the QBE grid, for the Field type:
BDay: Format([DOB], “mmm d”)

Field: | Mame: [FirstMame] & =~ & [LastMame] | BDay: Format{[DOB], 'mmm d’]
Table:
Sort:
Show:
Criteria:
on

This takes the value from the DOB field and displays it using the format specified
by the code mmm d.

> Run the query
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Date format codes include:

Code Description Examples
Format Value Display
m Displays the month as ## m 25/12/2008 12
7/4/1998 4
mm Displays the month as 00 mm 7/4/1998 04
mmm Displays the month mmm 25/12/2008 Dec
abbreviated to three letters
mmmm  Displays the name of the mmmm 7/4/1998 April
month in full
d Displays the day as ## d 25/12/2008 25
7/4/1998 7
dd Displays the day as 00 dd 7/4/1998 07
ddd Displays the name of the day | ddd 25/12/2008 Thu
abbreviated to three letters
dddd Displays the name of the day | dddd 7/4/1998 Tuesday
in full
yy Displays the year as 00 dd/mm/yy 7/4/1998 07/04/98
yyyy Displays the year as 0000 mmm-yyyy 25/12/2008 Dec-2008

» Switch to Design View

» In the next blank column of the QBE grid, for the Field type:
Town: Format([address2], “>”)

This formats the text as all uppercase (see page 176).

» Run the query

@ Queryl

Name - BDay - Town -
William Brown Oct 8 ROTHLEY
Charles Churchill May 15 AYLESBURY
Peter Haywood May 26 MAMNCHESTER
Matthew Quintal Feb 17 POOLE
Richard Skinner Jun 21 BEER
John Williams Feb 28 FROME
Charles Norman Mar 15 LYME REGIS
James Brine Mov 2 CONWY

» Save the query as qryFormatExamples

» Close the query
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Null values

» Create a query in Design View, projecting the FirstName, LastName and
Postcode fields from the students table on to the QBE grid

> Run the query

Observe that there are 30 records in total.

Record: M 1 of 30 L

» Switch to Design View

» Enter the Criteria LE* in the Postcode column
> Run the query

Observe that 5 records starting with LE were found.
» Switch to Design View

» Change the Postcode Criteria to Not Like “LE*”
» Run the query

The query has found 22 records. This may be surprising since you found that 5
out of a total of 30 records have postcodes starting with LE, implying that 25 of
the records do not have postcodes starting with LE.

The reason why only 22 records were found is that Not Like “LE*” finds all the
records with a value in the Postcode field that do not start with LE. It does not
look for records that do not have a value in the field.

Access uses the term Null for empty. To find all the records where the postcode
field does not start with LE, including null values:

» Change the Postcode Criteria to Is Null or Not Like “LE*”

> Run the query

The query has now found 25 records, including 3 with no postcode values.
> Save the query as qryNullValues

» Close the query
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FORMS

Much of the terminology and techniques used in creating and editing Forms is
the same as that used for Reports. This section assumes that you have worked
through the Reports section and are therefore acquainted with the basic
techniques involved in working with labels and text boxes.

While data may be entered directly into tables, users will find it much easier to
use a Form for entering and editing data. Forms make your database more user-
friendly.

Like reports, standard forms based on a table or query can be created easily and
automatically, and edited if necessary. However, if you will need to make lots
of changes to an automatically created form, you may find it more useful to
start with a blank design and create the form to your desired specification.

This section takes you through the process of creating forms without using the
wizards.

CREATING A FORM USING DESIGN VIEW

You will be creating the form below by starting with a blank form and inserting
each control individually on to the form.

Number of Modules
Course title: |Aduanced Pyrotechnics Course ID: 1 5
Start date: |Dﬁ September 2010 Room Number: |55.8 .?,
Name of Course leader: Guido £
Fawkes i+ Close Form

Record: M lofs LI i { Search

Apart from viewing and editing existing data, the form is intended to allow the
user to add new courses and enter course leaders for the courses. The course
leaders’ names are stored in the tutors table; therefore a Combo Box will be
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employed to allow users to quickly select the course leader from the list of
tutors, instead of having to type in the name each time.

In Design View the form looks like this:

¥ Form Head

e

# Detail

| Number of Modules
Coursd title: | ICGurseTitIe | Coursg .'D:l ICGurse INumbe
I I |
tortgotes i iS‘tar‘tDa‘te irmur TN OTTTET: i iRGGmI\ -a}r,
. .
Name|af Course leager: Tutor -
Surname |i* Close Form
# Form Footer
To create the form:
» Click Form Design from the Forms group on the Create tab
A blank form showing the Detail section is displayed.
@Forml - B X
D O N N e
|| # petail
;
2
3 4
.
5
[
7 L]
8
.
0
n -
4 I >
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» Minimise the Navigation pane
» If necessary, maximise the Form window
» Adjust the width of the form to between 18 and 20 cm (Il used 18)

The height of the form will be adjusted later.

It is possible to add Page Header and Footer sections and Form Header and
Footer sections to the form.

Page Headers and Footers are not normally used with forms. Forms are usually
displayed in Form View but Page Headers and Footers are not displayed in this
View. Designers only include these sections if the form is to be printed, or if a
control needs to be positioned where it cannot be seen.

The Form Header section is often used to add a title to the form, or a logo, or
navigation buttons, or simply for design effect since this section can be coloured
differently from the Detail section.

To add a Form Header:

» Click the Form Header/Footer button from the Show/Hide group on the

Arrange tab
|:‘|j:& Form Header/Footer

j-.l.l.l 44
| I‘

Show/Hide
You will not need the Form Footer.

» Drag the bottom edge of the grid to meet the Form Footer bar

DR N R N B Y T N B TR R

||| * Form Header

Al # Detai

||| # Form Footer
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Add a label to the Form Header section
Use the label to add the title Courses

Make the label as wide as the grid

YV V VY V

Amend the properties of the label so that the text is:

e Segoe Ul
e 28 point
e Centred

» Change the height of the label if necessary to ensure that the title is fully
displayed

> Modify the depth of the Header if necessary so that the label is centred
vertically

& Form Header

# Detail

» Save the form as frmCourses

Adding fields

First you need to indicate where Access should look to find the data to be
displayed on the form.

Earlier you used the Report Property Sheet to set the Record Source property for
a report. The method is exactly the same for forms.

> Click Property Sheet from the Tools group on the Design tab
> Ensure that the properties for the Form are displayed

Property Sheet b 4

ction type: Form
Cloom D v

Format| Data || Event || Other All

Record Source o]
Caption

Pap Up Mo

Modal Mo
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To set the courses table as the source for the form’s data:
» Click the down arrow in the Record Source property
> Select courses

The procedure for adding and positioning fields on to the form is also the same
as for reports.

To add controls bound to fields in the courses table:

» Click Add Existing Fields from the Tools group on the Design tab
» Drag the CourseTitle field on to the Detail section

» Resize and position it as shown below (see page 59 to review the method)

N T e N e N e e
J‘FormHeader

Courses

2
J # Detai

{ —m »
Coursg titlef |- CourseTitle

BN

> Drag the StartDate field on to the Detail section

|| # Detail

Coursg title | CourseTitle

u B | | I
Start flate: StartDate

S

To make the design look as professional as possible, you want the two labels to
be positioned the same distance from the left edge of the form.

» Select the Course title label, hold down the Shift key and select the Start
date label
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> With both labels selected, click the Left button from the Control Alignhment
group on the Arrange tab

|| # Detail

]

u
Coursfatiﬂet CourseTitle

Start dlate: StartDate

> Do the same with the CourseTitle and StartDate text boxes so that their left

edges are aligned

|| # Detail

1 N

Course titlef | CourseTitle

B |

Start gate: StartDate

TR

s

The next task is to make both text boxes the same width.

» Display the Property Sheet

> With both text boxes still selected, type 4.75cm for the Width property

> Press Enter

The arrow keys are useful when you need to move controls short distances. You

may need to move the Start

date label and text box vertically so that they are

closer to the Course title. To do this:

» Select the Start date label and the StartDate text box

» Tap the Up Arrow key repeatedly until the controls are positioned as below

|| # Detail

Cours

e title | CourseTitle

N »
2 |~ Startgater [ StartDate

3 I
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» Add the CourselD, RoomNumber and NumberOfModules fields to the form,
resizing and repositioning the controls as shown below

|| # Detail

) Nymberof Mgdules

- Coursp title | CourseTitle |C ourse D:| Coursel Numbe
I I I I | |

2 Start 'dle.i StartDate i oo \.II.JHIi:Jﬂr.i RoomN

3

» Drag the Tutor field on to the form
» Display the form in Form View

The lookup wizard was used to link the Tutor field in the courses table to the
tutors table, so a combo box control is added when the field is dragged on to a
form.

F=] frmCourses - = x
]
Number of Modules:
(oINS i1 [-H" clvanced Pyrotechnics Course ID: 1 ]
Start date: 06-Sep-10 Room Number: 55.8
Tutor: 1w

Record: W 1of5 [ B Search

It would be more useful, however, to display the tutor’s name instead of the
tutor’s ID number.

» Display the form in Design View

» Delete the Tutor controls from the form
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Adding a combo box

You will create a combo box control bound to the Tutor field, but displaying the
Tutor’s name instead of the ID number.

> Ensure that the Use Control Wizards button, in the Controls group on the
Design tab, is selected/highlighted. If necessary, click the Use Control
Wizards button to select it

» Click the Combo Box control button from the Controls group

Combo Box control

HSJ [abll Ag ﬂ@\m#“ =

) ot Label But OFECHE%
0go e abel Button _
B Box E@ﬁ_ﬂfﬂ@ =

Controls

Use Control Wizards

» Click on a blank area within the Detail section

A Combo Box and an associated label are added to the form and the Combo Box
Wizard is displayed.

=l Form1 Combo Box Wizard = = =
TR E e A
I—” ! ! ! ! ! This wizard creates a combo box, which displays a list of values you ! i
| & Form Header can choose from. How do you want your combo box to getits
_ values?
1 (® L want the combo box to look up the values in a table or query. |
H O Lwill type in the values that I want.

||| # Detai

(O Find a record on my form based on the value I selected in my
combo box,

Coursg title | CourseTitle
| |

2 Start 'cut-_'.i StartDate

3

'
4

: J L | |

z CombE‘ Unbound =~ [«

: ‘ i i ‘

||| # Form Footer

The text on the label may not be exactly the same as that shown in the diagram,
but that is not important since you will be changing it in due course.

> Note the different options that you can choose from the wizard

> Ensure that | want the combo box to look up the values in a table or query
is selected and click Next
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> Select the tutors table

s u

Combo Box Wizard

Which table or query should provide the values for your combo
bow?

Table: courses
Table: faculties
Table: students

Table: volunteers

View

@;Iables () Queries @) Both

Cancel ] [ < Back l Mext =

» Click Next

> Select Forename and Surname as the fields to be included in the combo box

s u

Combo Box Wizard

Which fields contain the values you want included in your combo
box? The fields you select become columns in your combo bos.

Available Fields: Selected Fields:

TutorID Farename

A W

[ Cancel ] [ < Back ] Mext =

» Click Next
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To sort the list by Surname:

» Click the down arrow and select Surname

Combo Box Wizard
What sort order do you want for the items in your list box?

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

(Mone)

Forename

Cancel l [ < Back I

=

ext >

» Click Next

> Ensure that there is a tick in the check box to Hide key column and adjust
the widths of the columns if necessary to ensure that the names are fully
displayed

Combo Box Wizard
How wide would you like the columns in your combo box?

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

Hide key column {recommended)

Forename Surname
William Eligh
Guido Fawkes
Mary Hopkins
George Loveless
Alison Sparks
Cancel l [ < Back I Mext = ll Finish

» Click Next
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To bind the combo box value to the Tutor field:

> In the Store that value in this field box, click the down arrow and select
Tutor

Combo Box Wizard

Microsoft Office 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 Office Access to do?

(") Remember the value for later use.
(#) Store that value in this field:  [Tutor

CourseID
CourseTitle
RoomMumber
MumberQfiviodules
StartDate

Cancel ] l < Back ] Mext = l[ Finish

» Click Next

The last dialog box of the wizard gives you the option to change the text on the
label.

» Change the default text to Name of Course Leader:

Combo Box Wizard

What label would you like for your combo bax?

Mame of Course Leader:

Those are all the answers the wizard needs to create your combo
b,

Cancel ] l < Back

» Click Finish
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. NN

Mame of Colrse LiTutor w

The extra text in the label has caused it to overlap with the combo box.
> Drag the label left to ensure that it is fully displayed
> Display the form in Form View

» Click the down arrow on the combo box

Mame of Course Leader: m w

™,
William Bligh‘?

Mary Hopkins
George Loveless
Alison Sparks

> Select Alison Sparks

The combo box list includes the Forename and Surname values as you specified.
However, only the Forename value is displayed in the combo box.

It would be useful to also display the course leader’s Surname on the form.
» Display the form in Design View
> Ensure that the Field List pane is displayed (see page 59)

» If there is not a Fields available in related tables section, click the Show all
tables link at the bottom of the pane

> In the Fields available in related tables section of the pane, click the plus
sign next to the tutors table to display the fields

Fields available in related tables:
4 faculties Edit Table &
4 students Edit Table
-] tutars Edit Table

TutarlD
Farename
Surname
Telephone

» Drag the Surname field on to a blank area of the form

> Select and delete the Surname label
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» Position the text box below the combo box as shown below (resize the text

box if necessary)

|\Iar‘r e of Jourse

Leads

I’!|

» Display the form in Form View

HENE

Tutor
[ |

Surname

W

The course leader’s forename and surname are both displayed.

» Use the combo box to select Guido Fawkes

Mame of Course Leader:

Guido

Fawkes

» In Design View, align the Course Leader controls below the Start date
controls as shown below

& Detail
Coursk title | CourseTitle
| | | | |
Start '-.-ur;'.i StartDate —
Name of Cojrse Leader: | Tutar W
surname
I I I
| | |
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Adding a command button

Most forms would benefit from a Command Button to take the user out of the
form and possibly into another form.

You will add a Command Button that will simply close the form.

» Ensure that the Use Control Wizards button is selected/highlighted in the
Controls group

» Click the Button control from the Controls group

i 2 bl Ag )\ L7 = = =B
[ ab K, m
:ji#‘ﬂ T:dl itfstt- et A

“ B o HEE L0 L X

Contrals

» Click on a blank area in the Detail section of the form

A rectangular button is added to the form and the Command Button Wizard is
displayed.

Command Button Wizard

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

Different actions are available for each categary.

Categories: Actions:
Record Operations Find Record
Form Operations Go To First Recard
Report Operations Go To Last Record
Application Go To Mext Record
Mizcellansous Go To Previous Record

[ Mext = l [ Einish

> In the Categories section, click Form Operations

The Actions section displays actions associated with this category.

> Click the Close Form action
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Command Button Wizard

What action do you want to happen when the button is

pressed?

Different actions are available for each cateaory.

Categories:

Actions:

Record Navigation
Record Qperations

Repaort Operations
Application
Miscellaneous

Apply Farm Filter

Open Farm
Print a Form

Print Current Farm
Refresh Form Data

Mext = J [ Finish

» Click Next

You can now decide what is displayed on the Command Button. You have the
choice of two images or display text only.

For this button you will use an image and add text to it later.

> In the Picture section, ensure that the Exit Doorway option is selected

Command Button Wizard

Do you want text or a picture on the button?

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

|Clnse Form

(O Text:

[ 5how All Fictures

Cancel ][ < Back ”_ Mext = J [ Einish

» Click Next

» Change the suggested name for the command button to cmdCloseCourses

» Click Finish
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The button can be resized by dragging the resize handles, but instead you will
set the size on the property sheet.

> Display the Property Sheet

> Set the Width to 2.5cm and the Height to 0.75cm

To display text on the button as well as the image:

» Change the Caption property to Close Form

» Click into the Picture Caption Arrangement property

» Click the down arrow and select Right to put the caption to the right of the

picture

Property Sheet
Selection type: Command Button

cmeClaseCaurses

“

Format| Data | Event | Other| Al

Mame cmdCloseCourse A
Caption Close Form

Picture Caption Arrangement Mo Picture C:

Mo Picture Ca k

Right

» Change the Font Size to 9

:
|

I EI_*E ose Farm

» Reposition the Command Button if necessary so that the form looks similar to

the image on page 94

» Save the form

» Switch to Form View and try the button
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SPECIAL EFFECTS

Although the Form is functional, you are going to improve its appearance by
adding colour and graphics. You will also add extra formatting to some of the
controls.

Graphics

You may want to include an image in a Form or Report for varying reasons. It
could be a logo that needs to be added to every Form or Report, or you may
decide to insert an appropriate image to enhance the visual appeal of a Form.

» Open the form frmCourses in Design View
To add an image below the Number of Modules controls:

» Click the Image button from the Controls group

1ﬂ ﬁ\\l_l - .lh bl_l —

s# ah o

L Text flhalﬁtt B OKS e
ogo e abel Button e e
? ﬁ?“:) Box = M G _lllll = S

Controls /I\

Image

» Click on a blank area in the Detail section

A control is added to the form and the Insert Picture window is displayed.

» Navigate to the folder C:\Popular pictures

Insert Picture E]@
Look in: |5) Popular pictures v @-| X i E-
My Recent A : A
L-:‘ Documents &
P U
@ Deskhop l & ‘ iy
o 5
o '
Documents i
_é My AGREE.\WMF AMCOMFUS, WIMF AMDISAST. WHMF AMHAPPY MMF
Cormpuker
&) My Metwork ..
< Flaces g Lt ?\:‘% ¥
o Training L g @ =t .’ ® x J
Documents ‘ 5 i §
Ahypc on
e
=" hostish...
AMIDEAR. WMF AMORGAMNLWMF AMPROEBLE.WMF AMYICTOR. WHMF ANWIN . WMF

< 2 M ™ v

File name: | -

Files of typet | Graphics Files (*wmf; *.emf; *.dib; *.brp; *.ico; *.CGM; *.EPS; *.GIF; *.JPG; *.PCT; * PNG; * WP

Tools - Cancel

» Select the image AMIDEAL
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> Click OK

The image is added to the form.

The image is large and therefore the form may have extended in width and/or
height in order to accommodate the image.

» With the image selected, click in the Size Mode property
» Click the down arrow

Property Sheet 0
Selection type: Image

Imagela L'

Farmat| Data | Event | Other All

MName Imageld -~
Cantral Source

Visible Ves

Picture AMIDEALwmf
Picture Tiling Mo
Size Mode Zoom

Clip h
Stretech

The options are Clip, Stretch, and Zoom.

The Clip option will cause the image to be cropped as you resize the control to
make it smaller. The Stretch option will stretch the image as you resize; if you
resize the width, then only the width will be stretched. The Zoom option
enlarges the image, retaining the original aspect ratio, as you resize the control.

> Ensure that Zoom is selected

> Scroll to the bottom of the image and drag one of the resize handles to make
the image smaller

> Resize and reposition the image so that the form looks similar to the diagram
on page 94

» If the image caused the width of the form to extend, drag the width back to
the original setting (see page 95)

» Drag the Form Footer bar upward to reduce the height of the form, leaving
no more than two or three blank rows below the controls

» Save the form
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Formatting controls

> Select all the text boxes and combo box

# Detail

‘ ‘ ‘ | N{imbe ofrﬂodules
TCourseﬂﬂe CourseTitle TC:lurse D:| Coursel Numbe
- [} | | | | [} B | -
Start '-.-m-_'.| StartDate TRoo \lunl'uzr.i RoomM S

rr @

| | | |
Name of Coprse Leader: | .Tu'tcur ~

Surname #Close Form

# Form Footer

» Click in the Special Effect property on the Property Sheet

» Click the down arrow

Border Width

Border Calor ’

Special Effect Flat bl
e w Flat

Raised

Sunken

Etched

Shadowed

Chiseled

> Select Sunken

To make the text on the labels slightly different from that in the text boxes:

> Select all the labels in the Detail section

# Detail

N = Numblr cgﬂ'{cduies} ]
Ccurs# title: |TCOurseTi’[Ie C{:urse ..P TCourse |\IumbE

u i I I I [ i i T ! |
S SlOTL OuLE. —|StartDate — woormWoeE— |[RoomN r‘_er

[
Name|of Codrse Ledder: | _TTu'tor ~

Surname ﬂ_"u ose Form

# Farm Footer
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> Set the Font Name property to Segoe Ul, the Font Size to 10, and Font
Italic to Yes

Using colour

The Form comprises two sections and several controls: text boxes, labels, and a
combo box. Each individual one of these components can be coloured
differently.

> Select the label in the Form Header

» Click in the Back Color property

A down arrow and an ellipsis button are both displayed for this property.
» Click the down arrow

A long list of options is displayed enabling you to choose one of the theme or
system colours by name.

Back Style
Back Colar

Alternate Row
Background Form
Background Light Hea
Background Dark Heax
Baorders/Gridlines

Text Elack

Text Description

Text Light

Text Dark

Highlight

Access Theme 1

Access Theme 2

Access Theme 3

Access Theme 4

Access Theme 5

Access Theme & hat

» Click the ellipsis button

A more conventional colour picker is displayed.

Back Style
Back Colar - FFFFFF |
Autamatic
Access Theme Colors
H N
EEN
Standard C rﬁ_/—- Light Blue
H B |
|
|
EEE
AEEEEEEEEN
HE EEEERE
Mare Colors...
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Select Light Blue from the Standard Colors section
Press Enter (or click on a different property) to see the colour change
Click outside the label in the Form Header section

Display the colour picker in the Back Color property

YV V VYV V V¥V

Select Light Blue 2

Automatic

Access Theme Colors

H N |
AEEEN
Standard Colors

| — Light Blue
Light Blue | ————=—>
O — Light Blue 2
[ |
HEN
FEEEEEEEER
HE EEEER

Recent Colors

Maore Colaors..,

Click on a blank area in the Detail section

Display the colour picker in the Back Color property

Select Light Blue 1

Select all the text boxes and combo box in the Detail section
Display the colour picker in the Back Color property

Select the lightest grey colour from the Standard Colors section

Press Enter (or click on a different property)

vV ¥V Vv VvV V VYV VY VY

In the Form Header section, draw a horizontal line at the bottom, stretching
right across the form

A\

Save the form

» Display the form in Form View

Access Intermediate (100510) 113 ©De Montfort University, IT Training 2010



OTHER PROPERTIES WORTH NOTING

The form is more visually appealing than before, but you may notice that the
label for the title and the horizontal line do not stretch right across the form.

Horizontal anchor

» Display the form in Design View
» Select the horizontal line in the Form Header
» Click in the Horizontal Anchor property

» Click the down arrow

Haorizontal Anchor Left

h
Left |2
Right

Both

» Select Both

This anchors the line at both edges, ensuring that, if the form is extended in
Form View, the line will also extend.

> Set the Horizontal Anchor for the label in the Form Header so that it is also
anchored at both ends

Enabled and Locked

These two properties work together to secure an individual control. By default
each control is Enabled and Not Locked.

» Select the CourselD text box

You do not want users to attempt to change the ID number. To ensure that
users will not be able to change this value on the form, you can either Disable
the control, or Lock it, or both Disable and Lock it.

When a control is disabled, it cannot be given the focus. In other words, users
are not able to click into it. It is also greyed out, unless it is also locked.

When a control is locked, users cannot make changes to the data even if they
are able to click into the control.
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The following table lists the effects of the different combinations of settings:

Enabled Locked Can select? Can edit Control
value? greyed out?
Yes No Yes Yes No
Yes Yes Yes No No
No No No No Yes
No Yes No No No

» By selecting from the drop down list, change the Enabled property to No and
the Locked property to Yes (Hint: You may find it easier to locate these
properties from the Data tab)

The Course Leader’s surname is another value that you do not want users to edit
or select, since this control is simply reflecting what was selected from the
combo box.

» Click the Surname text box

» Change the Enabled property to No and the Locked property to Yes

Limit To List

This property and the one that follows are available for combo boxes and can
both be found on the Data tab.

Limit To List enables you to decide whether or not users can type a value into
the control if it is not in the list. On this form the course leaders are to be
limited to the names that exist in the tutors table.

» Click into the Combo Box control

» Check that the Limit To List property is set to Yes

Auto Expand

This property will help users who decide to type into the combo box.

When Auto Expand is set to Yes, if the user starts typing into the control, Access
displays the first value from the available list that begins with the characters
already typed.

» Check that the Auto Expand property is set to Yes
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Tab index

When all the controls have been placed on the form, you need to check that the
Tab key takes the user from one control to another in a logical and helpful
order. If necessary, the Tab Index property can be changed for some controls to
ensure that the order is correct.

> Display the form in Form View
» Use the Tab key to cycle through the controls

The Course ID and Course Leader’s Surname are disabled and locked; therefore
these fields are skipped as you cycle through the record.

To practice reordering the tab sequence, you will change the order to:
Course title
Course ID
Number of Modules
Start date
Room Number
Tutor combo box
Surname
Command button

Course ID and Surname have been included in the list because every field must
have a Tab Index value even if they are to be skipped when tabbing.

» Display the form in Design View
Ensure that the Property Sheet is displayed
Click the CourseTitle text box

Select the Other tab in the Property Sheet

YV V. V V¥V

Note that the Tab Index value is O

This was the first field to be placed on the form, so it was automatically
assigned the smallest index value.

» Click the CourselD text box
» Change the Tab Index to 1

The Tab Stop property enables you to decide if an individual control should be
skipped when the user Tabs through the controls on the form.

> Since users are not allowed to change the CourselD, change the Tab Stop
property of the CourselD text box to No (this is considered to be good
practice, even though it is not entirely necessary since the Enabled property
is set to No and this also ensures that the control is skipped)
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» Change the Tab Index for each of the following controls:
NumberOfModules text box to 2

StartDate text b

ox to 3

RoomNumber text box to 4
Tutor combo box to 5
Surname text box to 6

Close Form com

mand button to 7

» Set the Tab Stop property for the Surname text box to No

» Verify in Form View that the Tab sequence is as expected, and that the
Course ID and Surname boxes are skipped

Alternative method for changing the tab order

> In Design View, select the CourseTitle text box (any text box would be okay)

» Click Tab Order from the Control Layout group on the Arrange tab

Section: Custom Order:

Form Header
Detai
Form Fooker

CourseTitle
CourselD

StartDate
RoomMumber
Comboll
Surname
cmdCloseCourses

NumberOfiModules

Imageld
Click ko select a row, or
click and drag to select
riultiple rows, Drag
selected row(s) bo move
them ta desired tab
order,
[ Ok ] [ Cancel ] [ Auto Order

To make StartDate

second in the order:

» Click the selection box to the left of StartDate to select the row

NumberOfModules
[%;tartDate
oomMNumber

Comboll

» Drag the row up above CourselD by dragging the selection box

» Drag RoomNumber above NumberOfModules

» Verify in Form View that the Tab sequence is as expected
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The other properties discussed in this section are general Form properties.

» Display the form in Design View
> Display the properties of the Form

Property Sheet b4
Selection type: Form

Farm

D etail

Farm I,

FormFooter L@

FarmHeader

Imageld b

Caption

When a Caption property is set for the form, this is displayed as a title on the
Form Title Bar when in Form View; otherwise the form name is displayed on the
Title bar.

The name frmCourses is not a useful title for the form.

> Select the All tab on the Property Sheet

» Click in the Caption property and type 2010 Courses

Pop Up and Modal

These two properties are often set in conjunction.

When the Pop Up property is set to Yes, the form opens in its own window above
all other open objects. Be aware that setting to Yes also disables the Views
group on the ribbon when the form is displayed in Form View, making it more
difficult to change to Design View.

When the Modal property is set to Yes, the form opens in a Modal window,
meaning that the user must close the form before continuing with another task
on the database.

This particular form does not need to be modal.

» Ensure that both the Pop Up and Modal properties are set to No
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Restricting available views

It is advisable to decide what view or views your form is designed to be
displayed in, and disable all other views.

» Restrict the user to only Form View and Layout View by setting Allow
Datasheet View, Allow PivotTable View and Allow PivotChart View to No

Allow Farm Wiew Yes
Allow Datasheet View Ma
Allow FivotTable View Mo
Allow PivotChart View Mo
Allow Layout View Yes

Record Selectors and Scroll Bars

The Record Selector allows the user to select and delete or print an individual
record. Itis a good idea to remove the Record Selector whenever this facility is
not needed because, apart from disabling this feature, it enhances the look of
the form.

» Set the Record Selectors property to No

Scroll Bars are also often disabled in forms for aesthetic reasons.

» Set the Scroll Bars property to Neither
» Ensure that the Auto Resize property is set to Yes

Auto Resize automatically adjusts the display of the form to the size that you
designed it. If it is set to No, the form appears in the way the user last saved it,
which can easily be too small if they resized it for some reason. Since scroll bars
will not be present to warn the user that the complete form is not displayed, it
is important that Auto Resize is set to Yes.

» Save the form
» Display the form in Form View to see the effect of the changes

» Close the form
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EXERCISE

Create a blank form in Design View

Display the Form Header (you do not need the Form Footer)

Make the width of the form 18cm

vV V V VY

Create a label in the Form Header, and use this to give the form the heading
Student Information. Change the font size to 22. Resize and reposition as
shown in the diagram below

A\

Set the Record Source for the form to be the students table

> Drag all the fields from the students table on to the Detail section of the
form and reposition and resize as shown in the diagram below (the darker
boxes are labels)

> Add a Command Button, named cmdCloseStudents, to close the form

=2 frmstudents S———

DR N O e R

J # Form Header

I- C ] e Poa [ N

LU o rTra Liuri

J ¥ Detail

1 -

- Course’[l‘[le:l Course A Ji# Close Form

z

3 First name: Last nfame: Addrass: |

4 |— FirstName LastName !*H ot ! Addressl S

N | | | | |Tc: wn/City | Address2 ||
1 ) i ) )

Ei Date g eI OB IZ‘GSTCodE | Postcode

: I —

- ITe ephofe: | Telephone

J # Form Footer lﬂ

1

Il 3
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» Ensure that the Tab Order is as displayed in the diagram below

Tabh Order Elgl

Section: Custom Order:

Form Header
‘Detal
Farm Fooker

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

Course

FirstName
LastName

DoB

Addressl
Address2
Postcode
Telephone
cmdClosestudents

(a4 ] [ Cancel ] [ Auto Order

» Save the form as frmStudents

» Change the form’s Caption to 2010 Students

» Display the form in Form View and check that all fields are displayed as

expected

» Use the Tab key to check the Tab Order

» Save the form

» Use the Command Button to close the form
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APPLYING AUTOFORMATS

Rather than define the format of each object in the form separately, you can
apply one of the AutoFormats installed with Access.

» Open the frmStudents form in Design View

When a form is opened the whole form is initially selected. This is important for
the next step, because AutoFormats are applied to the selected object(s).

» Click AutoFormat on the Arrange tab

A gallery of AutoFormat designs is displayed.

:‘
AutoFormat

-

Paper

> Hover the mouse over an AutoFormat design to see its name
> Select the Paper AutoFormat

The whole form is formatted using the colours and fonts from the selected
AutoFormat.

» Click Undo to remove the formatting

If Undo is not initially available, switch to Form View and back to Design View.

AutoFormats can be applied to individual sections of a form, or to individual
controls.

» Click the Form Header bar to select only the Header

> Apply the Paper AutoFormat
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The formatting is applied to the Header section only.

» Click Undo

User-defined AutoFormats

If you have a formatted form, and wish to use the same formatting on other
forms, you can create a new AutoFormat from your existing form.

You will save the formatting from the frmCourses form and apply it to
frmStudents.

» Open the form frmCourses in Design View
» Click AutoFormat
» Click AutoFormat Wizard

» Select None from the AutoFormats list (this is not strictly necessary, but is
good practice in case the AutoFormat gets accidentally overwritten)

ZEl AutoFormat o
Form AutoFormats:
Access 2003 -

Access 2007
_
Apex
Aspect
Concourse
Flow
Foundry
Median
Metro
Maodule
Label |Data
Morthwind “

» Click Customize

> Select Create a new AutoFormat based on the Form ‘frmCourses’

E Customize AutoFormat

Customize Options

@ECreate a new AutoFormat based on the Form 'frmCourses’,

|
(O Update 'Mone' with values from the Form 'frmCourses’.

(O Delete "None'.

This will allow you to create your own AutoFormats based on the
document you have open,

> Click OK
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» Change the suggested Style Name to ShadesOfBlue

==l Mew Style Name

Style Mame: Ok

ShadesCfBlus

» Click OK
> Click Close on the AutoFormat dialog box
» Close frmCourses

To apply the ShadesOfBlue AutoFormat to frmStudents:

> Ensure that frmStudents is open in Design View and that the whole form is
selected

» Click AutoFormat

» Click AutoFormat Wizard

» Select ShadesOfBlue from the AutoFormat list
» Click OK

One current problem with AutoFormat is that it moves labels to the right if the
contents are either centre or right aligned. This can be overcome by creating
your user-defined styles without special text alighment, leaving any such
alignment tasks to be done after the AutoFormat is applied.

The ShadesOfBlue AutoFormat includes an aligned label in the Form Header.
Some adjustment is therefore needed.

> Drag the Student Information label to the left edge of the form without
resizing it

» Check the right edge of the form and resize the width to 18cm
> Save the form

To prepare for the next example:

> Apply the None AutoFormat to the form
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AutoFormat options

When applying User-Defined AutoFormat styles, it is possible to omit certain
aspects of the style.

» Ensure that the whole form is selected in Design View
» Click AutoFormat

» Click AutoFormat Wizard

The AutoFormat dialog box is displayed.

» Select the ShadesOfBlue AutoFormat

» Click the Options button

Three check boxes are displayed at the bottom of the dialog box.

E AutoFormat o
Form AutoFormats:
Flow ~
Median Cancel
Metro
Module
Mone
Morthwind
Office Customize...
Opulent
Oriel
Origin

Label |Data

Attributes to Apply
Font Color Border

These attributes refer solely to the data boxes (text boxes, combo boxes, etc)
and labels. They have no effect on other controls, or the background of the
form itself.

To apply the AutoFormat without changing the background colour or border
effect of the data boxes and labels:

» Remove the ticks from the Color and Border check boxes

» Click OK

At present, these options do not work smoothly for the built-in AutoFormats, and
are therefore only recommended for use with User-Defined AutoFormat styles.

» Close the form without saving
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SUBFORMS

A sub form is a form within another form. Sub forms are useful when displaying
information from tables where a one-to-many relationship exists.

There is a one-to-many relationship between the tutors table and the courses

table. Each tutor can be assigned to many courses. The example that follows,
uses this relationship to illustrate the concept of a sub form.

Automatically creating a form with a sub form

> Select the tutors table in the Navigation pane (do not open the table)

» Click Form from the Forms group on the Create tab

=] tutors - = x
tutors
>
Tutor ID: !
Forename: |Guido
Surname: Fawkes
Telephone: 2543875
Email: gfawkes@uni.ac.uk
CourseID - Course title ~ |Room Numb¢ ~ | Number of Modules - | Startdate -
1 Advanced Pyrotechnics S5.8 5 06-Sep-10
* (New)
Record: M lofl LI 1 L Search
Record: M lofs L i Search

I
Sub form showing the course that the tutor is linked to

There are two forms displayed on the screen.

The main form has a Columnar layout and displays the fields from the tutors
table, while the embedded sub form (showing the course information) has a
Datasheet layout.

Sub forms usually have a Datasheet, Tabular, or similar layout that displays each
record in a separate row.

» Use the Navigation buttons at the bottom of the main form to scroll through
the different tutors

Courses can be added to a tutor’s list by using the sub form.

» Close the form without saving it
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Creating and adding a sub form manually

In this next exercise, you will create the form shown below.

E2] 2010 Course Lists - | X
Students on this course
Course title: |Advanu:ed Pyrotechnics |William R
Start date: | 06-Sep-10 |Richard Skinner

|James Loveless

Room Number:

’W |Francis Tresham

|Harry Watson

|Bernie Charles

|KaTherine Smith

|Saman1ha Martin

Record: 1of5 [ & Search

Sub form

Here the main form (also referred to as the Parent form) displays data from the
courses table, while the sub form (also referred to as the Child form) displays
information from the students table.

This arrangement is possible because there is a one-to-many relationship
between the courses and students tables, such that each course can contain
many students.

In the diagram above, the Parent form shows details of the Advanced
Pyrotechnics course and the Child form displays a list of students enrolled on this
course.

When a different course is selected, a different set of students is displayed.
You will edit a copy of the form frmCourses to create the parent form, create a

separate form to contain the student names as the child, and then put the two
forms together.
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To create the parent form:

> Select frmCourses in the Navigation pane (do not open the form)
» Click Copy from the Clipboard group on the Home tab
> Click Paste
>

Change the suggested name to frmCourseLists

Paste As

Farm Mame:

frmCourselists |

Ok l[ Cancel ]

Click OK
Open frmCourselLists in Design View
Change the title in the Form Header to Course lists

Drag the Close Form button to the left of the title in the Form Header

YV VvV Y V V

Delete the image and the Course Leader, Course ID, and Number of
Modules controls from the Detail section

» Arrange the remaining controls as shown below

B8] frmCourseLists - = X

DR O N R N R R R R O A R

||| # Form Header

z | EL"CIDSE Form
2
||| # petail 1
1 - "
- Coursg title: ||CourseTltIe
. 1 1 1 1 !
2 toTt oot i i:\LdI’TDEtE
3 iH OFFT Nri’moer. JI
B |R00mN
s L
5
g
7
|| # Form Footer -
4 il »
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» Change the Caption property of the form to 2010 Course Lists
» Change the Record Source property of the form to courses
» Save and close the form

To create the Child form:

» Click Form Design from the Forms group on the Create tab
» Set the Record Source property to students

> Place a text box on the form and create a Calculated Control to combine the
firstName and lastName fields with a space between the two values

» Resize the Calculated Control so that it is just wide enough to display the
text in full

> Delete the associated label

» Reposition the Calculated Control near the left side of the form and as close
as possible to the top

» Drag the right edge of the form towards the Control so that the space on the
right is approximately the same as that on the left

» Drag the bottom of the form up to the bottom border of the Control

l|-|-1-|-2-|-3-|-4-|-5-|-s-

|| # Detail
2 [=firstName] & " " & [lastName]

» Save the form as sfrmStudentList

Farm Mame:
sfrmStudentLisk

[ oK l [ Cancel

» Display the form in Form View

The name of one student is displayed on the form. To see the other students
you need to use the navigation buttons to scroll through the individual records.

Sub forms are usually configured to show the records as a continuous list.

» Display the form in Design View
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To display the names as a list:
> Ensure that the Form’s Property Sheet is displayed
> Click the Default View property

» Click the down arrow

Farm w

Format| Data | Event | Other | Al

Recard Source s
Caption

Pap Up

IModal

Cisplay on SharePoint Site

Default View Single Farm
Continuous Forms
Datasheet
PivotTahle
PivotChart

Split Form

» Select Continuous Forms

» Display the form in Form View

E3] sfrmstudentList - B8 X

>

William Brown
Charles Churchill
Peter Haywood
Matthew Quintal
Richard skinner
John Williams
Charles Norman
James Brine
James Hammett

James Loveless

» Display the form in Design View
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The other properties that you will set are mainly for cosmetic purposes.

» Set the properties shown below:

Object Property Setting
Form Record Selectors No
Navigation Buttons No
Scroll Bars Vertical Only
Detail Back Color Light Blue 1
(#EFF2F7)
Calculated Control  Back Color Light Gray 1
(#ECECEC)

> Save and close the form

To combine the two forms:

» Open frmCourselLists in Design View

» Drag sfrmStudentList on to the Detail section from the Navigation pane

» Position and resize the sub form control as shown below

2] frmCourseLists

(= 4

N N D N - N A O R

||| # Form Header

A

EL"CID:E Form

# Detail

itle: ||C0urseTi1I

B i:lar‘tDa‘te

]
qOTFT INOTFIoET: J

|R00mN

;sfr'nS‘tudemLisH ‘ ‘ ‘ ‘_
[tz a5 &
||| # Detail
- || =ifirstName] & " " & [lastName]
1 =
2 L]
3
4
; I
Ao »

A I L N I T~ T

N
i
L

-

» Change the text on the sub form label to: Students on this course

» Use the Format Painter to copy the formatting of the Course title label to the

sub form label
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> If necessary, drag the label up to fully display the text
» Display the Property Sheet for the sub form control
» Change the Special Effect property to Sunken
» Save the form
> Display the form in Form View
= 2010 Course lsts R
Coursette: [Fevancad Pyroteghs T w—
Start date: | 06-5ep-10 Richard Skinner

James Loveless
Room Number:

,F Francis Tresham

Harry Watson
Bernie Charles
Katherine Smith
Samantha Martin

Record: M 1of5 FOM b % Search

» Use the navigation buttons to scroll through the different courses

> Display the form in Design View

Adding a count on the parent form

You will create a calculated control on the parent form that displays the number
of students enrolled on each course.

> Add a text box to the form in the space below the Room Number
> Set the Name property of the text box to txtNumStudents

» Copy the formatting from the Room Number text box to the new unbound
text box

» Change the text on the associated label to Number enrolled
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» Reposition and resize the new controls as shown below

Coursg title: ||C0urseTiTIe
1 1 1 1 l
|startDate —

LOTL OOE

||‘1’-GH| INOTFIOET.

L

|R00m‘-.|

|.’\"un ber enfolled:

|Unbc|ur

Access does not allow you to count the records on the sub form directly from the
parent form. You need to create a control on the sub form to calculate a count
of the records, and reference this from the parent form.

» Save and close frmCourseLists
» Open sfrmStudentList in Design View

You now need to decide where on the form to place the control to count the
records.

The function of the control that you are about to create on the sub form is to
perform a calculation and hold the result, but not to display it.

There are two possible solutions. It can be positioned anywhere, including
overlapping other controls, with its Visible property set to No, or it can be
positioned where it cannot be seen when the form is displayed in Form View.

Page Headers and Page Footers are not displayed in Form View. You will
therefore create the calculated control in the form’s Page Header.

» Click the Page Header/Footer button from the Show/Hide group on the
Arrange tab

ES|E)
|j‘“‘ <— Page Header/Footer

Show,/Hide
A Page Header and Page Footer are added to the form.

There is no need to resize any of these sections because they will not be
displayed in Form View.
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» Add a text box to the Page Header

> Set the Name property to txtNumStudentsOnSub

> Set the Control Source property to =Count(*)

(this means count all records)

3] sfrmStudentList

Property Sheet
Selection type: Text Box

tetMumStucdentsOnSub

Format| Data | Event || Other

Mame
Control Source

=Count(*}

> Save and close the form

Farmat

> Open frmCourseLists in Design View

> Select the Unbound text box

You now need to set the Control Source of this control to equal the value of

txtNumStudentsOnSub.

The Expression Builder

Decimal Places Auta

All

w

bdMumStudentsCniub

L

The naming conventions of forms and sub forms can be tricky, so you will use the
Expression Builder to build the name for you. The expression builder organises

all the elements of the database into a hierarchical structure.

» Click in the Control Source property

> Click the ellipsis button to launch the Expression Builder

o |

Expression box —>
Cancel
LUndo
Operator buttons:[+ - *|ﬁ == ::<:=| and COr Mok Like| in Pashe | Help |
Current object E3JFrmCourselists <Form = A || <Malue ~
(3] Tahles <Field List > AfterDelConfirm
) Labeln AfterDelConfirmEmT
(3 Queries Linel17 AfterFinalrender
(#] Forms cmdCloseCourses AfterFinalrenderEn
(] Reparts Label4 AfterInsert
[¥] Functions CourseTitle AfterInsertEmMacr
Label& Afterlayout
Zonskant:
gouns atn * StartDate AfterLayoutEmMact
perators . Labeld AfterRender
(20 Cammon Expressions Roommtumber * || | afterRenderEmfdac
A\ /A

Expression elements
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The upper section of the Expression Builder contains an expression box where
you construct your expression. To build the expression, you can type directly
into the expression box, or locate elements using the three columns in the lower
section of the Expression Builder and paste them into the box.

» Double-click the plus sign by frmCourseLists in the left column of the builder
» Click the sub form sfrmStudentList

» Click the element txtNumStudentsOnSub in the middle column

» Ensure that <Value> is selected in the column on the right
>

Click Paste

Expression Builder E g|
[sfrmStudentList]. Farm! [txtNumStudentsonsub] | OF
Cancel
Undo
- *|ﬂ == <~:>| And Or Mot L|ke| Paste Help |
(=1 FrmCourseLisks # | | <Forms <halue=
(I - FrmStudentLisk <Field List > AfterUpdate
@] Tables Label3 AfterUpdateErmMac
& . txkMumStudentsOnsub| | AggregateType
Queries TextD AllowautoCorrect
(&1 Farms Page Header AutoTab
(%] Reports Detail BackZalar
%] Functions Page Fooker Backstvle
(] Constant Beforellpdate
onstants BeforelpdateEmfiz
1 Operataors w BorderColor b

» Click OK
» Save the form
» Display the form in Form View

» Scroll through the courses to verify that the count is working as expected
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5] 2010 Course lists - =X
Students on this course
Course title: William Brown
Start date: 06-Sep-10 Richard Skinner
[ James Loveless
lﬁ Francis Tresham
Harry Watson
Number enrolled: P EEres
I g Katherine Smith
Samantha Martin
Record: M 1af5 M B | ¥ Mo Filter [ [Search

» Close the form
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DATA ENTRY FORMS

The forms that you have already created can all be used to enter data into the
tables on which they are based. However, many database designers prefer to
create different forms for different purposes, and would present the user with a
blank form if it is to be used for data entry.

You will create the following form for the purpose of entering new students into
the database.

E5] 2010 Students - = x
!p Save Record ¥ Clear Form EL" Close Form
Course title: w
First name: Last name: Address:
| | Street |
Town,/City |
Date aof Birth: POt |
Telephone:

Create a copy of the form frmStudents and save it as frmStudentEntry
Open frmStudentEntry in Design View

Change the title in the Form Header to Student Data Entry

vV VYV V V

Drag the Detail bar downward to create space in the Form Header for the
command buttons

» Drag the Close Form button into position in the Form Header

¥ Form Header

jl* Close Form

| [ [ |
# Detail

» Display the properties for the Close Form button
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» Click the Back Style property

» Click the down arrow

Height
Top
Left
Back Style Marmal -
" » oot Transparent
- MNaormal

> Select Transparent

» Click the down arrow for the Cursor On Hover property

Pidure Caption Arra | Bagh
Wisible *
Cursor On Haover

Default k‘

Hyperlink hand

> Select Hyperlink hand (to help users identify this as a button)
To create a Command Button to Save the record:
» Create a new Button Control to the left of the Close Form button

» In the Command Button Wizard, select Record Operations from the
Categories column and select Save Record from the Actions column

Command Button Wizard

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

Different actions are available for each category.

Categories: Actions:
Record Mavigation Add New Record
Record Operations Delete Record
Form Operations Duplicate Record
Report Operations Print Record
Application iSayve Record
Miscellaneous Undo Record

> Click Next
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» Select the Save Record picture

Command Button Wizard

Do you want text or a picture on the button?

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

() Text:

@ Picture:

Save Record |

Check Mark

Browse...

[ ]shaow all Pictures

[ Cancel ][ < Back ]l Mext = ] [ Finish

Click Next

Click Finish

YV ¥V ¥V VY ¥V V¥V V V

Change the suggested name to cmdSaveStudent

Change the Caption property to Save Record

Display the caption to the right of the picture (see page 108)
Set the Back Style property to Transparent

Set the Cursor On Hover property to Hyperlink hand

Resize and reposition the button as shown below

¥ Form Header

Hy

:

ave Record

IClose Aorm

¥ Detail
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To create a Command Button to Clear the form:

» Create a new Button Control between the Save and Close buttons

> In the Command Button Wizard, select Record Operations from the
Categories column and select Undo Record from the Actions column

Command Button Wizard

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

Different actions are available for each category.

Categories: Actions:

Add New Record
Delete Record
Duplicate Record
Print Record
Save Record

Record Mavigation
Faorm Operation:
Report Operations
Application
Miscellaneous

> Click Next

> Select the Undo picture

Command Button Wizard

Do you want text or a picture an 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: |LInu:Iu:u Record |
[Jshow all Pictures
[ Cancel ] [ < Back ” Mext = l [ Einish

> Click Next

» Change the suggested name to cmdClearForm and click Finish
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Change the Caption property to Clear Form
Set the Caption to display on the right of the picture

Set the Back Style and Cursor On Hover properties as the other buttons

vV V V V¥V

Resize and reposition the button as shown below

& Form Header

[ ]
Eg,? Save Record ‘ e Cl%ar FDI’~T\ EL“ Close form

¥ Detail

» Insert horizontal lines above and below the buttons

To convert the form to a Data Entry form:

» Set the form properties listed below:

Form Property Setting
Pop Up Yes
Modal Yes
Record Selectors No
Navigation Buttons No
Scroll Bars Neither
Data Entry Yes

The most important property in the above list is the Data Entry property. When
the Data Entry property is set to Yes, the form no longer displays records from
the underlying table or query. The user is therefore presented with a blank
form.

» Close the Property Sheet

» If necessary, drag the bottom edge of the form down to ensure that all the
controls are visible

Save the form
Display the form in Form View

Enter any text in some of the fields

vV VYV V V

Click the Clear Form button to undo the entry
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> Enter the following data

(2] 2010 Students - = x
Eg,? Save Record x3 Clear Form EL“ Close Form
Course title: Sailing and Navigation v
First name: Last name: Address:
[Fred [Flintstane Street 345 Cave Stone Road

Town/City |Bedr0ck

Date of Birth: 30-Sep-60 T |BD13RI<
Telephaone: 2313166

> Click the Save Record button

Notice that there is no indication that the action was successful.

You will rectify this within the next topic by presenting the user with a blank
form once the record is saved.

» Close the form using the Close Form button
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MACROS

A macro is a tool that enables you to automate tasks and add functionality to
your forms and reports.

In Access, macros can be regarded as a simplified programming language that
you write by building a list of actions to perform.

Macros may be created as named objects, in which case they will be displayed as
objects in the Navigation pane, or they can be attached to a form, report or
control, in which case the macro will be embedded within the form or report,
and will not be displayed as a separate object.

Each of the examples used here will be attached to a control on a form and will
be linked to what is referred to as a ‘form event’.

A form event is an action that is associated with the form as a whole, or with a
control on the form. Often events are associated with user action. Form events
include: opening a form, selecting a control, editing the value of a control,
clicking a command button, closing a form.

Linking a macro to an event will mean that, when the particular event occurs,
the macro will run automatically.

Without you realising it, some macros have already been added to your forms.

You will view the macro that is embedded in the cmdCloseStudents command
button control.

If a macro is embedded in a form it will be listed as one of the property values
of the form.

» Open frmStudentEntry in Design View

» Select the Close Form command button

» Ensure that the Property Sheet is displayed
» Select the Event tab on the Property Sheet

The possible events associated with this control are listed.

Notice that the On Click event has an Embedded Macro as the value of its
property.
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The Macro Builder

Property Sheet
Selection type: Command Button

cmelCloseStudents

Format| Data | Event | Other

2n Click

n Got Focus
2n Lost Focous
On Dbl Click

On Mouse Down
on Mause Up
On Mause Maove
On Key Down

All

W

[Embedded Macra] v@e Launch Builder

The Macro Builder is the tool that is used to create, display, and edit macros.

To display the Macro Builder:

» Click the Launch Builder button in the On Click property

Action

COhjec Type
Ohject Mame
Save

2 frmStudentEntry @ cmdCloseStudents : On Click

Arguments
¥, , Prompt

Action Arguments

Prompt

Closes the specified window, or the active
window if none is specified. Press F1 for help

P

Comment

g

on this action,

The top section of the Macro Builder lists the Actions that the macro will
perform. This macro has just one Action: Close.

The bottom section of the Builder shows the Arguments for the selected Action
and also displays a description of any item selected.
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The Close Action will close the active window if no object is specified in the
Action Arguments, therefore it correctly closes the form on which the button
sits. However, to illustrate the process, you will specify the form
frmStudentEntry as the window to be closed.

» Click in the Object Type argument and click the down arrow that appears

Action Arguments

Ohject Type w@
Chject Mame b
Save Table

Query

Farm Select the type of object to close, Leave blank to
Report select the active window, Press F1 for help on
Macro this argument.

Maodule

Data Access Page
Server View
Ciagram

Stored Procedurs
Function

> Select Form

» Click the down arrow for the Object Name argument

Action Arguments

Chject Type Farm
Ohject Mame
Save

frmCourselists

f':'"c':""”ﬁ ) Enter or select the name of the object to close,
frmStudentEntry The list shows all current database objects of
frmStudents

the type selected with the Object Type

sfrmStudentlist argument. Press F1 for help on this argument,

» Select frmStudentEntry
» Click the Save button on the Quick Access Toolbar to save your changes

Notice that the selected arguments are displayed in the Arguments column in
the top section of the window.

You cannot use the Arguments column to set or change argument values. The
purpose of the column is to help you to read the macro when it consists of a list
of different Actions.

When a macro contains more than one action, each action is put in a new row.

Action names can be selected from a list or typed into the Action column, but
only the listed actions will be acknowledged and accepted.
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To see a list of Actions:

» Click in any cell in the Action column and click the down arrow

» Scroll through the list

Action
Close

%

AddMenu
ApplyFilter

Beep

CancelEvent
ClearMacroError
Close
CloseDatabase
FindMext
FindRecord
GoToControl
GoToPage
GoToRecord
Hourglass
LockMavigationPane
Maximize

Minimize w

To close the Macro Builder:

> Click Close on the Macro Tools Design tab

You have already saved the desired changes, so if prompted to save further
changes:

> Click No

Saving changes to the macro is not sufficient. You also need to save changes to
the form.

> Click Save on the Quick Access Toolbar
» View the form in Form View

» Check that the Close Form button works as expected

Adding an action to a macro

In the previous section, you used the Student Data Entry form (frmStudentEntry)
to enter data about a new student.

The Save Record button saved the record but gave no indication that the action
completed successfully (see page 142). You will edit the macro in the On Click
event property to present the user with a new blank record after the data is
saved.
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» Open frmStudentEntry in Design View
» Select the Save Record command button

» Display the Macro Builder for the On Click event property

2 frmStudentEntry : cmdSaveStudent : On Click - B X
Condition Action Arguments &
| OnError MNext
RunCommand SaveRecord
[MacroError] <=0 MsgBox =[MacroError].[Descript
b

Action Arguments

Goto Mext
Macro Mame

Enter a conditional expression in this calumn.
Type three periods (...] to apply the condition
from the previous row.

This macro currently has three actions: OnError, RunCommand, and MsgBox.

Before you add the new action to the macro, we will discuss briefly what each of
the existing actions mean.

The OnError action is used to specify how the programme should respond if it
encounters an error when executing this macro.

» Ensure that one of the cells in the first row is selected
The bottom pane displays the possible arguments for the OnError action.

» Click the Go to argument and click the down arrow

Action Arguments

Goto [ext it
Macra Mame Mext

Macro Mame
Fail

If an error occurs, Mext goes to the next action,

Macro Mame jumps to the macro name below,

and Fail halts and aborts the macro, For more
help, press F1.

T

There are three options to choose from. Read the description box for an
indication of what each of the options mean.

> Ensure that Next is selected
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» Click the RunCommand action

This action is used when you want the database to run one of the built-in
commands.

The Command to be executed is the only argument offered. Like most of the
other arguments, the value is set by choosing from a list of possible commands.

» Click the down arrow for the Command argument
» Scroll through the list

> Ensure that SaveRecord is selected

» Click the MsgBox action

This action displays a message box.

The arguments for this action enable you to specify the message, decide
whether to accompany the message display with an audible beep, choose the
type of icon, and enter a title for the message.

Message =[MacroError].[Description]
Beep Ves

Type Mane

Title

You can type the text for the message directly into the Message argument, or
use an expression to generate the desired message.

The message argument in this macro uses an expression to display a description
of the macro error.

This message box should appear only if an error occurs, that is what the entry in
the Condition column is designed to do. The action will be executed if the
condition is satisfied, in other words if there is an error.

The Condition column is not displayed in the Macro Builder by default. The
Conditions button in the Show/Hide group on the Design tab will toggle this
column on and off.

» Click the Conditions button in the Show/Hide group

The Condition column is hidden. To show the Conditions column once more:

> Click the Conditions button
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You will add an action at the end of the existing list that will empty all the

controls on the form.

» In the row below MsgBox, click in the Action box

» Click the down arrow and select GoToRecord

» Click in the Record argument and select New

L

2 frmStudentEntry : cmdSaveStudent : On Click

Object Type

Chject Mame

Recard Mew
Offset

Condition Action
OnError
RunCommand
[MacroError] <=0 MsgBox
GoToRecord

Action Arguments

b

Select the record to make current. You can select

the first or last record, an earlier or later record

[Previous or Next), or go to a specific record. You

can also go to a new record, Mext, Previous, and

Go To are affected by the Offset argument. Press
F1 for help on this argument,

e

Arguments =
Mext, E
SaveRecord
=[MacroError].[Description], Y«

MNew

This action is equivalent to clicking the New Record navigation button on the

form.
» Save and close the Macro
Save the form

>
» Display the form in Form View
>

Enter data for a new student on the Advanced Pyrotechnics course and
verify that the Save Record button works as expected

» Close the form
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Synchronising Combo boxes

The idea here is that when users select a value from one combo box it alters the
list of values presented in the second combo box, so that users are presented
with appropriate values from which to select.

One situation in which this is useful is when a long list of options is divided into
categories. Selecting a category from the first combo box causes the second
combo box to list the options for the selected category.

> Create a copy of frmStudentEntry and save it as frmComboSync
» Open frmComboSync in Design View

The intention is to replace the existing Course combo box with two combo
boxes. The first combo box will be used to choose the faculty and the second
will be used to choose a course within the selected faculty.

You will eventually delete the existing Course combo box, but not until you have
verified that the new boxes are working correctly.

> Drag the Course combo box and its label to the right to make room for the
new controls

# Detail

#cu'rse title: | | ‘ ‘ ‘

Course w

» Add a new Combo Box control to the form

» Choose to look up values from the faculties table

Combo Box Wizard

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

(=)l want the combo box to look up the values in a table or query.

) 1 will type in the values that I want.

() Find a record on my form based on the value I selected in my
combo box.

=

lext =

Cancel
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Combo Box Wizard

Which table or query should provide the values for your combo
bow?

Table: courses

Table: students
Table: tutors
Table: volunteers

View

@;Iables () Queries @) Both

Cancel ] [ < Back ] Mext =

» Select FacultyName as the field that contains the values to be displayed

Combo Box Wizard

Which fields contain the values you want induded in your combo
box? The fields you select become columns in your combo bos.

Available Fields: Selected Fields:

s

<

>> ]
[<<]

[ Cancel ] [ < Back ] Mext =

» It is not necessary to Sort the data in this example

» Ensure that the Hide Key column check box is selected as you work through
the Wizard

» The value selected in this control will not be stored in any of fields on the
students table, therefore select the radio button to Remember the value for
later use
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Combo Box Wizard

Microsoft Office Access can store the selected value from your
comba 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 Office Access to do?

(®){Remember the value for later use. |

() store that value in this field: w

[ Cancel l [ < Back I Mext = ][ Einish

» Use Faculty as the text on the label

> Reposition and resize the Combo Box as shown below

 Detail

Course|title: |

B
Faculty Unbound w Course v

> Set the Name property for this control to cboFaculties
» Save the form and keep it open in Design View

For the second Combo Box to display the courses in the selected faculty, you
need to create a query that will display the appropriate courses and use this as
the source for the list.

» Create a query in Design View
» Add the faculties and courses tables to the Design

» Add the CourselD and CourseTitle fields from the courses table, and the
FacultylID field from the faculties table

You want this query to display the courses for the faculty selected in the
cboFaculties control. An appropriate criterion must therefore be written in the
FacultylD field.

» Click in the Criteria row for the FacultylID field in the query grid
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You need to instruct the application to pick up the value from the cboFaculties
control on the frmComboSync form. This can be typed in if you know the syntax
for the expression, but for this example you will use the Expression Builder.

» Click Builder from the Query Setup group on the Design tab

Expression Builder

=% Builder

Query Setup

j'ﬁ Insert Rows J,f Insert Columns
= Delete Rows ' Delete Columns
aLI,EIReturr'u: All -

» Expand the Forms and Loaded Forms category and sub-category and select
frmComboSync

Cancel
Unda
+ - § *|&|=> <<s] and or mot Lke| ¢ paste | Hep |
] Queryl # | =Farm> | =halue = ~
[#] Tahles «Field List = AfterDelConfirm
(&1 Queries Labela AfterDel”onfirmEnmr
cmdClosestudents AfterFinalRender
(=1 Forms crdsavestudent AFterFinalRenderEn
(=1 Loaded Forms Linel? AfterInsert
L 'rrr|I:Z|:|r|'||:||:|5';.-'r Line1g AfterInsertEmMace:
8l E cmdClearForm AfterLayout
& pliil ' orms Labeld AfterLavoutEmmact
Sparts ! | FirstMame AfterRender
£ ? Label1 + | | AfterRenderEmMac %

Expression Builder

» Scroll down the middle column if necessary and select cboFaculties

Cancel
Undo
+ - f *|a|=> << and or mot Lke| (3| Paste | Help |
(=1 Forms A | Telephone A | =halue s ~
(= Loaded Forms Labels AfterUpdate
L [ o=y DB AfterUpdateEmMac
(i rmCombosin Label? AggregateType
(&1 All Forms Course AllowautoCorrect
(3 Reparts Labeld Allow alueListEdits
(&1 Functions AutEExFand
i BackiZalar
Constant: E
g O':'ns in * Form Headet Backstyle
perators ! Detail Beforellpdate
< > Farm Fooker * | | BeforelpdateEmtz %
Access Intermediate (100510) 153 ©De Montfort University, IT Training 2010



> Ensure that Value is selected in the column on the right

» Click Paste

Expression Builder E]@

Forms![FrmComboync]! [choFaculties] OF.
Cancel
ndo

+ - | *|&|=><<s| and or ot uke| () paste | Help |

[ Queryl # | |Labels | =Malue = ~

(3] Tables Te'ljeplhnne F\FterUpgate

. Labels AfterlJpdateEmMac

(31 Queries DOE aggregateType

(=1 Forms Label? AllowsutaCorrect

(=1 Loaded Forms Caurse AllowavaluelistEdits
P ComboSyn Labela AutoExpand
Faculky_Label BackCaolar
Al F ~
@ (&1 orns . choFaculties Backstyle
Reports Form Header Beforellpdate
< » Detail + | | BeforeUpdateEmMz ¥

> Click OK

The appropriate expression is inserted as the FacultylD criterion.

Do not run the query at this stage because the combo box cboFaculties does not
currently have a value.

> The FacultylID field is not to be displayed when the query is Run. Remove
the tick from the Show check box

> Save the query as qryFacultyCourses
» Close the query

The Combo Box Wizard will not be as helpful in configuring the second combo
box control, so you will switch off the Wizard and manually set all the necessary
properties.

To turn off the Wizard:

» Click the Use Control Wizards button from the Controls group on the Design
tab

JATJ? abl Ag ﬂﬂ\ﬁl#nhﬁ

) ot Label Butt EOMOHES
o0go £ abel Button _
i Box Qo a0 2

Controls

» On form frmComboSync, insert a new Combo Box below the Faculty
Unbound control
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» Set the Name property to cboFacultyCourses
» Select the Data tab on the Property Sheet

» Click the Row Source property and click the down arrow

Property Sheet b4
Selection type: Combo Box

choFacultyCourses w

Farmat| Data | Event | Other | 210

Cantrol Saurce

Row Source

Courses

faculties
qryFacultyCourses
qryFormatExamples
qryGroup
qryMoBookings
gryMullvalues
gryStudentDuplicates
qryStudentMumbers
students

tutars

valunteers

» Select qryFacultyCourses

This sets the query as the source of the list of values for the Combo Box.

» Ensure that the Row Source Type property is Table/Query
» Ensure that the Bound Column property is 1

The query will display two fields (columns): CourselD and CourseTitle. The
Bound Column property specifies which of these two values will be taken to be
the value of the control.

This is not to be confused with the value to be displayed. You will set this next.

» Select the Format tab on the Property Sheet

» Set the Column Count property to 2, since there will be two fields in the
query result

» Set the Column Widths property to Ocm;4cm

The Ocm for the first column means that the CourselD value is not to be
displayed. The 4cm value for the second column should be sufficient to display
each course title fully. If this value is not quite sufficient then it can be
adjusted later.

» Change the text on the associated label to Course title
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» Reposition and resize the control as shown below

# Detail
|fsurse title: |
Faculty Unbound w Course v
| | | | !
Coursg title Unbound w
First nfime: Last nfime: | Addrefs:
L IFirstName _|Las‘[\1ame !Srr gt ! Addressl
| | | |Tc vn/City | Address2
P ] 1 1
ZOf Birtm
Late gr et Lt |Pc_.‘csde | Postcode
|Tel'2p!'.cns' | Telephone

> Save the form
> Display the form in Form View

> Try choosing a faculty using the first combo box, then use the second control
to choose a course

Notice that there is a slight problem with the second control. It works as
expected when there are no values in the boxes to begin with, but once you
make a selection, if you then change the faculty it has no effect on the second
combo box.

To correct this you need to use a macro to instruct the application to update the
courses combo box whenever the faculty combo box is updated.

» Close the form and reopen it in Design View

» Select cboFaculties (the Faculty Unbound Combo Box)
> Select the Event tab on the Property Sheet

> Click the After Update event property

Any macro embedded here will be executed whenever the value in the
cboFaculties control changes.

» Click the Launch Builder button

No Macro, Visual Basic Code, or Expression is linked to this event, so the Choose
Builder dialog box is displayed.
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Choose Builder

Macro Builder
Expression Builder
Code Builder

O l [ Cancel

» Select Macro Builder and click OK
» Click the down arrow in the Action box of the first row
» Scroll through the list of Actions and select Requery

The Requery Action is used to update the data in a specified control by
requerying the source of the control.

» In the Control Name Argument type cboFacultyCourses

2 frmComboSync : cboFaculties : After Update - =2 X
Action Arguments Comment -
Reqguery | cboFacultyCourses E

=

Action Arguments

Caontrol Mame choFacultyCourses

Farces a requery of a specified control on the
active object, or a requery of the object if no
cantrol is specified. If the specified contral is
not based on a table or query, this action forces
a recalculation of the contral. Press F1 for help
on this action.

» Save and Close the Macro Builder
» Save the form
» Display the form in Form View

» Verify that the two combo boxes are now synchronised correctly
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The two controls work correctly, but they have absolutely no effect on the
student record displayed on the form. To ensure that the course selected is
accepted as the course for the current record, you need to create one further
macro.

» Close the form and reopen it in Design View

> Select cboFacultyCourses (the new Course title combo box)
> Ensure that the Event tab on the Property Sheet is selected
» Launch the Macro Builder for the After Update event

The Action that you need to use for this macro is called SetValue. This Action is
used to set the value of a field, control or property on a form or report.

You will find, however, that the SetValue Action is not available in the list by
default. Access regards some Actions, including SetValue, as having a higher
security risk and therefore does not display them in the default list.

To see all the available Actions:

» Click Show All Actions from the Show/Hide group on the Design tab

(_ _l_|_l
Macro Conditions |Arguments

Mames
Show/Hide

XY

il

> In the first row of the Macro Builder, display the list of Actions and select
SetValue

An exclamation mark appears on the left of the row. This is to warn you that
the selected Action will only be allowed to run in ‘Trusted Applications’.

Two Arguments are available for the SetValue Action: Item and Expression. Item
refers to the object whose value is to be changed, and Expression refers to the
value to be set. You want to set the Course field to be equal to the value in
cboFacultyCourses.

» Click in the Item Argument
> Click the Launch Builder button

> Expand the Forms and Loaded Forms category and sub-category and select
frmComboSync

» Select <Field List> from the options in the second column

» Select Course from the list of fields in the third column
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> Click Paste

Expression Builder

PX

[Forms]'[FrmComboSync] [Coursa]t Ok
Cancel
+-j*|ﬂ=><=:}| and Or Mot Like | paste | Help |
(#] Tables A | =Formz || Addressi
(#] Cueries | <Field Lisk> Address2
Labeld iCourse

(=1 Forms cmdCloseStudents DCE

(=] Loaded Forms cmdSavestudent FirstMame

I e Combo Sy T LastMarne

[F] all Farms Lineld Postcode

R . crdClearFarm StudentID
% epur_ s Labeld Telephone

Functions ! | Firsthame
b I * Labell hd

vV VYV V V

Launch the Expression Builder

the open form frmComboSync

Expression Builder

Click in the Expression Argument

Click OK to accept this expression as the Item whose value is to be set

Use the Builder to select the Value of the Combo Box cboFacultycourses on

Cancel
Undo
+- ¢ *|a|=><<s] and or mot ke| ¢ 3|  Paste | Hep |
(#] Tables A |DOB A | |[[=halue= A
(¥ Queries | |Label? | | AfterUpdate =
& Farms Course AfterUpdateErmMac
Labeld AggregateType
= Loaed Farms Faculty_Label AllowautoCorrect
L =G | | choFaculties Al alueListEdits
(3 all Forms AutEExFand
i BackiZalar
% FEthr_ s Form Header Backstvle
HnEtans ! Detail || BeforeUpdate
< | b Form Footer * || | BeforeUlpdateEmMz ¥

» Paste the expression in the Expression Box

» Click OK

> Save and close the Macro Builder

> Save the form
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» Display the form in Form View
> Select a faculty and a course using the two new combo boxes

You should now find that the selected course is now also displayed in the control
that is bound to the Course field (the original combo box). This verifies that the
SetValue Action is working correctly. The two new combo boxes can now
completely replace the original control.

» Close the form and open it in Design View
» Delete the original Course title Combo Box bound to the Course field

> Edit the macro embedded in the On Click event of the Close Form command
button so that the current form will close when the button is clicked

> Save the form
» Display the form in Form View

> Use the Close Form button to close the form
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COMPLETING THE USER INTERFACE

Usually a database application is organised in such a way that users never need
to use the Navigation Pane or the commands on the ribbon in order to
accomplish the standard tasks for which the database was designed.

The application will usually have a main form which opens automatically when
the database is launched. If the database is complex, the main form may not
display any data but act solely as a switchboard, with Command Buttons which
when clicked will open other forms or reports.

For this database you will use the form frmCourseLists as the main form. You
will first add four buttons to the form to enable users to input new students and
courses, print a list of students in course groups, and close the application.

» Open frmCourselLists in Design View
» Delete the Close Form button

» Drag the Detail bar downward to create enough space in the header for the
Command Buttons to be positioned below the title

» Drag the horizontal line down to the bottom of the header

Next you are going to create the Command Buttons as shown in the diagram
below.

2] 2010 Course lists - | X
Mew Student ‘ Mew Course ‘ Print Lists ‘ Close the Application ‘

Students on this course

| »

Course title: |Advanu:ed Pyrotechnics

Start date: | 06-Sep-10 Richard Skinner

James Loveless
Room Number:

W Francis Tresham

Harry Watson

MNumber enrolled: Fremie Jierles
10
Katherine Smith

Samantha Martin

This One L

Ann Other

Record: I Lof§5 [T i Search
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> Ensure that the Use Control Wizards button is selected

> Using the Wizard to select the appropriate object to be opened etc, as listed
in the table below, create the following Command Buttons

Command Button Action when clicked
New Student Open the form frmComboSync
New Course Open the form frmCourses
Print Lists Print the report rptAttendance
Close the Application Close the database application

» Minimise the Navigation Pane
> Minimise the Ribbon
> Save and close the form

To give a name to the application and configure the database to launch
frmCourseLists on startup:

> Click the Office Button
Click Access Options
Select the Current Database category

In the Application Title box, type 2010 Enrolment

YV V. VY V¥V

In the Display Form box, select frmCourseLists

Access Options @@

Popular - :
opuat _[J Options for the current database.

Current Database

Datasheet Application Options

Ohject Designers Application Title: | 2010 Enralment

Praofing Application [con:

Advanced
Display Form:

f|'n1C-qu'seLi5t5>
b Ear

Customize
Add-ins Dowument Window Options
@ Dwverlapping Windows
Trust Center O Tabbed Documents
» Click OK
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The following message is displayed.

Microsoft Office Access

Wau must close and reopen the current database For the specified option to take effect,

> Click OK

» Save the database on the desktop so that the file can be accessed easily

To save the database on the desktop:

Click the Office Button

Point to Save As

Select Access 2007 Database

Select Desktop as the place to ‘Save in’

Click Save

> Exit Access

» Double click the 2010 Students file on the Desktop

The application is launched with the title 2010 Enrolment on the name bar, and
the form Course Lists opens automatically.

» Verify that each button works as expected and finish by using the Close the

Application button to close Access
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IMPORTING FROM OTHER APPLICATIONS

If you have data already saved in a suitable format in a database, a spreadsheet,
or a text file, you can import it directly into a table. The table you import into
may be a new or existing one.

If you import into a new table, Access will create fields to match the data you
are importing, and also allow you to edit the Field Names and Data Types.

If you choose to import into an existing table, you must make sure that the field
sizes are adequate to contain the data. If there is a conflict between the field
size and number of characters in the data, the offending records will not be
imported.

The usual method for importing data is through the use of the Import group on

the External Data tab. However, in some situations, Copy and Paste is a viable
alternative.

COPYING DATA FROM EXCEL

If you have data saved in a workbook you can use Copy and Paste (the Office
Clipboard) to copy it directly into Access. A new table will be created and the
data copied into place.

> Open the enrolment database
> Launch Excel

» Open the PayRates workbook that is saved in C:\Accessintermediate

A B L D
1 | Course Leader Module Rate of Pay Hours
¢ Guido Fawkes  Dangerous Occupations £ 12.00 36
3 \William Bligh Tourism £ 12.50 30
4 |George Loveless Politics £ 15.00 24

Select cells A1 to D4
Click the Copy button on the ribbon

Switch to the enrolment database

vV V. V V

Click the Paste button on the ribbon
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The following message is displayed:

Microsoft Office Access

1 ) Does the First row of your data contain column headings?

Ves ] I Mo

As the first row does contain headings:

> Click Yes

The following message is displayed:

Microsoft Office Access

1 ) all ohjects were imported successfully,

» Click OK

A new table named Sheet1 is added in the Navigation pane.

» Rename the new table payRates

» Open the table and check that the information has been imported correctly

& payRates
Course Leader - Madule = | Rate of Pay - Hours -
Guido Fawkes Dangerous Occupations £12.00 36
William Bligh Tourism £12.50 30
George Loveless  Politics £15.00 24
*

» Close the table

» Close Excel
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IMPORTING DATA FROM EXCEL

You are now going to use the import method to bring data from a spreadsheet
into a new table.

> Ensure that the enrolment database is open

» Click Excel from the Import group on the External Data tab

'I'j =4 B o Text File
57 | P ¥

37 | ba? LU el L File
Saved ACCRss SharePaoint

Imports List ._»_‘;jr.-1-:|re -

Import

The Get External Data dialog box is displayed. From here you choose both the
source and the destination of the data.

Get External Data - Excel Spreadsheet

Select the source and destination of the data

Specify the source of the data.

File name: Browse...

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

(%) Import the source data into a new table in the current database.
If the spedified table does not exist, Access will create it, If the specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

) Append a copy of the records to the table:
If the spedified table exists, Access will add the records to the table. If the table does not exist, Access will create it. Changes made
to the source data will not be reflected in the database.

() Link to the data source by creating a linked table.

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

Cancel

To select the Excel file C:\Accessintermediate\Project information as the
source:

» Click the Browse button
> Navigate to the Accessintermediate folder on drive C

> Select the Project information spreadsheet
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File Open

Loak in: |[,i‘| AccessIntermediate v| @~ | X CiE-

s My Recent
Documents

@ Desktop

= 144
Documents
0
Cormpuker

\e Iy Metwork
Flaces

@ Training
Documents

‘e AhYPC ON
-
=" hostish...

File name: | " |

Files of type: |Microsoft Excel (*.xls;* xlshy* s *, xlsx) - |

[ Qpen ] [ Cancel

» Click Open

You now have three options regarding where and how the imported data should
be stored: in a new standard database table, appended to an existing table, or
in a new linked table. If you choose to create a linked table, changes in the
spreadsheet will be reflected in the table.

» Select Import the source data into a new table in the current database
» Click OK

The wizard begins.

» Ensure that the Show Worksheets option is selected

Sheet1 is the only worksheet containing data.

» Ensure that Sheet1 is selected
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EE Import Spreadsheet Wizard X
‘four spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?
(%) Show Worksheets H
. Sheet2
() Show Mamed Ranges Sheets
Sample data for worksheet 'Sheet1',
1frojectIDl ProjectName Frojectlescription FrojectBeginlate ProjectEndlate o
|zjapsB2 Gunpowder How not to blow yourself up B/30/2001 1/31/2001
|3ET145 Fireworks How to create a good show 1/10/2001 14/30/2001
|4 4745 Bailing How to navigate to world prz1/z0o01 Bs1/z001

Mext = ] [ Finish ]

» Click Next

» Confirm that the first row of the data contains the column headings (these
will be used as field names)

EE Import Spreadsheet Wizard X
Microsoft Access can use your column headings as field names for your table. Does the first
row specified contain column headings?
st Row Contains Column Headings
ProjectID |ProjectNawme [Projectlescription ProjectBeginbate |ProjectEndDate
|LjpDsE2 Gunpowder How not to blow yourself up PA30/2001 1/31/2001 -
|2E¥145 Fireworks How to create a good show 1/10/2001 /3072001
|3fpa745 Failing How to navigate to world B/z1/z2001 B/1/2001

Cancel ] [ < Back ] l Mext = ] [ Finish ]

» Click Next
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This step in the wizard enables you to select individual columns of data and edit
the Field Name, Data Type and Indexed property. You are also able to stipulate
that a particular field should not be imported.

=l Import Spreadsheet Wizard

‘fou can specify information about each of the fields you are importing. Select fields in the area below. You can then modify field
information in the 'Field Options' area.

Field Options
Field Name: | DR Data Type: |Text w
Indexed: ‘fes (Duplicates OK) w [] Do notimpart field (Skip)

ProjectlID |ProjectName [Projectlescription ProjectBeginbate |ProjectEndlate
unpowder How not to blow yourself up B/30/2001 1/31/2001 -
[Fireworks How to create a good show 1/10/2001 /3072001
[Sailing How to navigate to world B/z1/z2001 B/1/2001
M
»
Cancel ] [ < Back ] [ Mext = ] [ Finish ]

» Click Next

You need to decide if a primary key is required, and whether to let Access add
the primary key.

= Import Spreadsheet Wizard ¥
Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
= uniguely identify each record in your table. It allows you to retrieve data more quickly.
0 s
2w wnn wun
g ::: ::: ::: (®Let Access add primary key.
) s ki ik () Choose my own primary key, v
(O Mo primary key.
1D ProjectlID [ProjectName |ProjectDescription ProjectBeginbate |ProjectEndDate
1 DEEZ Gunpowder How not to blow yourself up B/30/2001 1/31/2001 -
Z T145 Fireworks How to create a good show 1/10/2001 4/30/2001
3 4745 Failing How to navigate to world Bsz1l/z001 BS1/2001
i
A | i
Cancel ] [ < Back ] I Next > I [ Finish ]
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> Select Choose my own primary key and use ProjectlD as the key

EE Import Spreadsheet Wizard X
Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
= uniquely identify each record in your table. It allows you to retrieve data more quickly.
R
2 nun wnn wun
g ::: ::: ::: () Let Access add primary key.
- @;ghoose my own primary key. EProjectID w
O.Ng primary key.
ProjectID |ProjectNawme [Projectlescription ProjectBeginbate |ProjectEndDate
unpowder How not to blow yourself up B/A30/2001 1/31/2001 -
[Fireworks How to create a good show 1/10/2001 /3072001
[Gailing How to navigate to world BAzil/z001 Bf1/z2001
M
kI 2
Cancel ] [ < Back ] [ Mext = ] [ Finish ]
> Click Next
.
» Change the name of the new table to projects

EE Import Spreadsheet Wizard

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

Import to Table:
projects

[ 1 would like & wizard to analyze my table after importing the data.
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A check box option invites you to have the table analysed. If you choose to have
it analysed, a wizard checks the table to determine if it needs to be split into
two or more tables, to avoid repeating the same field value in different records.

It is not necessary to analyse this table.
» Click Finish
If you need to perform this same import on other occasions, then you would

choose to Save import steps. You would then run the import, in future, by
selecting it from the Saved Imports option.

For this exercise you will not save the import steps.

Get External Data - Excel Spreadsheet @E|

Save Import Steps

Finished importing file 'C:\AccessIntermediate\Project information. xlsx' to table 'projects’.

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

Close

» Click Close

The projects table is added to the Navigation pane.

» Open the table to check that the structure and data are correct

» Close the table
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IMPORTING A DATABASE OBJECT

Tables, queries, forms, reports and macros can be imported from other
databases, but if there are differences in field names, etc, imported objects
may need to be modified before they can be used successfully in the current

database.

You will import the form frmStudentEntry from the 2010 Students database into

the enrolment database.

> Ensure that the enrolment database is open

» Click Access from the Import group on the External Data tab

> In the Get External Data dialog box, use the Browse button to navigate to the

folder C:\Accessintermediate

File Open
Look in: |5 AccessIntermediate
NS 2010 Students, acedb
Docurents | 1E20 - ontact management database. accdb
(} Desktap b:_]enrolment Jaccdh
E2]Laokup. accdb
= My
(S| Documents
oLl
Compuker
&% 3 Iy Metwark,
—~ Places
Training
(] Documents
g BhypC on

==" hostish...

File name:

Files of typei | Micrasoft OFfice Access (*.accdby*.mdby*. adpy* mday* accda;®. mdes* accde* ade)

Tools -

RIX
v] @~ Xmm-

» Select 2010 Students and click Open

> Ensure that Import tables, queries, forms, reports, macros, and modules

into the current database is selected
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Get External Data - Access Database

Select the source and destination of the data

Specify the source of the data,

File name: |C:'u\ccessIntermediate'QD10 Students.accdb | [ erowse...

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

(%) Import tables, queries, forms, reports, macros, and modules into the current database.

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

() Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected in the
source and vice versa, NOTE: If the source database requires a password, the password will be stored with the linked table.

OK ] [ Cancel

» Click OK
The Import Objects dialog box is displayed.
» Select the Forms tab

» Click frmStudentEntry to select it

Import Objects

Tables Queriesl Forms |Reports Macras | Modules

FrmCourselists K
frmCourses

FrmstudentEntry c |
frm3Students ance
sfrmStudentList

Select all
Deselect All

Options > >

[

> Click OK
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There is no need to save the import steps.
> Close the Get External Data dialog box
> Open frmStudentEntry in Design View
You will notice a green triangle in the top left corner of two controls: the

Course combo box, and the DOB text box. This suggests that there is a problem
with these controls.

» Click in the DOB text box
An Exclamation Mark icon is displayed on the left.

> Click on the Exclamation Mark to see information about the error and how it
may be corrected

# Detail
[ [ | | | [
Invalid Control Property: Control Source
Coursg title: Mo Such Field in the Field List
Edit the Control's Contral Source Property
Edit the Form's Record Source Property
First ngme: Help an This Error Addregs:
FirstName Ignare Errar t ! Addressl N
Error Checking Cptions... nACih | .-'-‘«ddrE;ssz
. - 2 el
P | !
Crote o Birth =
DOt qF S %IDOB |Pc_.‘ccde | Postcode
Telpphong | Telephone

The text indicates that the control is trying to reference a non-existent field.

Sometimes it may be that a corresponding field exists in the current database
but under a different name, and therefore this can be fixed by editing the
Control Source property.

On this occasion, no date of birth field exists in the underlying table so, to
correct the problem, either a new field will need to be created, or the control
must be removed. However, you will not make any corrections to this form.

» Close the form

> Exit Access
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APPENDIX A

FIELD PROPERTIES

Field properties are used to determine how Access handles and stores data, for
example a date. When you create a field, a list of properties is displayed. The
list of properties available is dependant on the data type chosen.

Field size

When a field has been specified as a text field, the field size can be set to any
value from 1 to 255. This specifies the maximum number of characters that will
be accepted in the field.

For number fields, the field size options are: Byte, Integer, Long Integer, Single,
Double, Replication ID and Decimal.

Field size

options for Range Decimal Places Storage Size
numbers

Byte 0 to 255 No decimal places 1 byte
Integer -32,768 to 32,767 No decimal places 2 byte
Long Integer -2,147,483,648 to 2,147,483,647 | No decimal places 4 bytes
Single -3.4E38 to 3.4E38 Upto7 4 bytes
Double -1.797E308 to 1.797E308 Up to 15 8 bytes
Replication ID Unique ID required for replication | n/a 16 bytes
Decimal -9.99E27 to 9.99E27 Up to 28 12 bytes
Format

The format chosen determines how data is displayed.

Numerical Formats

How data is entered

How data is displayed

General number 1234.56 1234.56
Currency 1234.56 £1,234.56
Fixed (2 places default) | 1234.56 1234.56
Percent 0.1234 12.34%
Scientific 0.001234 1.234E-3

Date Formats

How you might enter data

How data is displayed

General Date

18/4/98

18/04/98 23:39:00

Long Date 18/4/98 18 April 1998
Medium Date 18/4/98 18-Apr-98
Short Date 18/4/98 18/04/98
Long Time 10.15 10:15:00 PM
Medium Time 10.15 10:15 PM
Short Time 10.15 10:15
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Text Formats
How data is entered How data is displayed
>uppercase UPPERCASE
<LOWERCASE lowercase

Decimal places

With numeric fields you can set the number of decimal places to between 0 and
28.

If you choose Auto, the number of decimal places will be allocated according to
the field size.

Input Mask

Use an input mask to control what characters can be entered into a field. The
input mask is made up of special codes and placeholders.

For example, an input mask of LLO indicates that the field must contain two
letters and one digit.

Input Mask What it means
codes

Enter a digit (compulsory)

Enter a digit (optional)

Digit, + or - sign or space

Letter (compulsory)

Letter (optional)

Letter or digit (compulsory)

Letter or digit (optional)

Any character or space (compulsory)
Any character or space (optional)
5-/ Decimal point, date & time separators
Convert character(s) to lower case
Convert character(s) to upper case
Fill from right to left

Characters shown as literal

Ol | >~ x| o|o

—|=|v|al:

Caption

The caption property can be regarded as an alias for the field name. If a caption
is defined, this will be used as the field heading when the table is displayed in
Datasheet View. The caption will also be used to set the text displayed by
default in labels for forms, reports and queries.
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Default value

A default value is a value that is automatically entered into the field when a
new record is created. This is useful if it is possible to predict what the value in
the field is likely to be.

Validation rule

This property limits the values entered into the field.

For example, a validation rule of >1000 AND <2000 would ensure that only
numbers between 1000 and 2000 would be accepted in the field.

Validation text

Used in conjunction with the validation rule. If the user attempts to input a
value that violates the validation rule, then the validation text is displayed as a
message to the user.

Required

Used on any field to indicate that a value must be entered.

Allow zero length

Used with a text or memo field. Access uses two different types of empty fields:
the null field and the zero length field.

A field, for example ‘fax number’, might be empty because the person does not
have a fax humber, or because you do not know their fax number. Access allows
you to distinguish between these two situations. You can use a null value to
indicate that the information is not known, and a zero length value to indicate
that the information does not exist.

To enter a zero length value in a field, type two inverted commas “” into the
empty field.
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Indexed

Used on any field to speed up data retrieval. Similar to an index in a book, if an
indexed field is used in a search or query, Access will search the index, which is
much quicker than searching the whole database.

However, indexing many fields will slow down data entry, because both the
table and the indexes are updated. Use indexing wisely to get the best
performance from your database.

Index setting Meaning
NO No index
YES (Duplicate OK) Create an index on this field - different records are
allowed to have the same value in this field
YES (No duplicates) Create a unique index on this field - no duplicates
allowed (useful for information such as a National
Insurance number where there should be one only)

Unicode compression

This can be used in non-numeric fields to compress the data if fewer than 4,096
characters are stored in the field. It has no effect if the field contains more
characters.

IME mode and IME sentence mode

Used to control the conversion of characters and sentences in East Asian versions
of Windows.

Smart tags

Enables you to choose smart tags to attach to the field.

Append only

This is only available for memo and hyperlink data types. You can keep track of
the history of changes to the value in a field by setting this property to Yes.

If the property is set to No, then any previously saved field value history will be
deleted.
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Text format

This property is only available for memo fields and enables you to choose
between Rich Text (which allows a degree of formatting to the text) or Plain
Text.

Text align

Enables you to choose the default alignment for the value within the field. The
options are: General, Left, Centre, Right and Distribute.

Show date picker

This property enables you to choose whether or not to display a calendar control
when users edit a date/time field value.

Note, however, that if an input mask is set for the date/time field, then the
Show Date Picker property will be overridden and a calendar control will not be
available.
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