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How to Use This Book

Who This Book Is For

This book is for the reader who has never used this
particular technology or software application. It is also
for readers who want to expand their knowledge.

The Conventions in This Book

@ steps

This book uses a step-by-step format to guide you
easily through each task. Numbered steps are actions
you must do; bulleted steps clarify a point, step, or
optional feature; and indented steps give you the
result of the action.

@ Notes

Notes give additional information — special conditions
that may occur during an operation, a situation that
you want to avoid, or a cross-reference to a related
area of the book.

© Icons and Buttons
Icons and buttons show you exactly what you need to
click to perform a step.

O Tips
Tips offer additional information, including warnings
and shortcuts.

@ Bold

Bold type shows command names, options, or text or
numbers you must type.

O Htalics

Italic type introduces and defines a new term.

Sort
Records |

One way to quickly find a particular record is to

reorder, or sort, the records by a particular field.
You can sort by any field in either ascending (A to
Z) or descending (Z to A) order. You can also do a

multifield sort that specifies what field to use in the
event of a tie in the primary sort field.

==

Sort Records by a Single Field
(the Ribbon Method) e
Click anywhere in the field by bt

which you want to sort.

@ Click the Ascending button on
the Home tab to sort in ascending
order.

® Alternatively, you can sort in
descending order by diicking the
Descending button.
The data i sorted.

Sort Records by a Single Field

(the Right-Click Method)

© Right-click anywhere in the
column by which you want to sort.

@ Choose Sort A to Z from the

shortcut menu to sort in o 4
ascending order. i .,:::_<_Q

® Alternatively, you can sort in
descending order by choosing
Sort Z to A from the shortcut
menu.

The data s sorted.
-Note: Depending on the field type, the sort options

may bo diffen. Fo oxampe, for o Dote/Time
ild,th commands e ort Oiest fo Newest and
Sort Newest fo Oldest.

||

Sort Records by Multiple Fields [ = 7 7
@ Click Advanced on the Home tab.
@ Ciick Advanced Filter/Sort<g

Entering and Editing Data -

@ A query grid appears. |~ =
© Drag the fields you want to sort
by into the grid — in the order by
which you want to apply them.

@ For each field in the grid, click
here (e

Descending.
© Click Toggle Filter.

The datasheet i sorted by the
fields that you specified

™

records ina 1 remove
form? a sort?

All the same Press (I +
techniques for [ to undo the
sorting a last action (the
datasheet also sort). If you

work in a form, have performed

even though most forms show only | other actions since the sort, close the datasheet without saving
one record at a time. The sort affects | your changes:

the order in which records appear -

When you move among then by @ Right-click on the datasheet tab.

using the Next Record and Previous | @) Choose Close from the shortcut menu.
Record buttons. The record number

for each record stays the same. © At the prompt to save changes to the design of the table, click No.

|
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Are you new to Access or
upgrading to the latest
version? This chapter
explains how to create a
database as well as how to
navigate through the new-
and-improved Microsoft
Office Access 2010 interface.
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An Introduction

to Access 2010

Microsoft Access 2010 is a program for
creating databases to store business or personal
data. You can use Access to create, retrieve, and
manage large or small collections of information.

#00g *
o e M
© sop; S

2 S G oo

. m"‘kns%;
o
Scatag

.

Relational Databases

Microsoft Access creates relational databases —

that is, databases that can contain multiple tables
with links between them. For example, a business
may have a Customers table for storing customer
contact information and an Orders table for storing
information about orders placed. Each customer in
the Customers table has a unique ID, and each order
in the Orders table references a specific customer ID.

~
Ovdevrs
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Tables, Records, and Fields

In Access, data is stored in tables, and each individual
entry in the table is called a record. For example, in a
Customers table, the information about each customer
is a separate record. Each record is composed of one
or more fields that contain individual pieces of data.
For example, customer fields may include Name,
Address, City, State, and Zip Code.
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Datasheets and Forms

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

Filters and Queries

It is often useful to display a filtered view of a table. You can

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

Reports

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

format — complete with titles, headers and footers, and Scoft Avery  555-462:3357 T

H L 555-463-3455 555-4633455 ||
even logos and graphics. MoxLee @ 3554620000 2 acasonn|
Jim O'Malley 555-462-9090 pim O 555745279090,“‘

Kelly Benson 555-463-9080 555-463-9080||

e tors 555-462-7878 s 5554627878 ||

Anne Waters - 1631243 5554631243 ||

Chris WIS% ' 55.462-3528 DavidSmith 555462353 |

David Smith - 3227 > 5718 ﬁ!len Kirkley  555.46).571g ||

Allen Kirkley  5°%" 2 362 illic Eames 555-463-038) ||

Billie Eﬁ::,es 555-462-4183 5 |

Mark




Start and Exit

Access

Before you can create or open a database file,
you must first start Access. Access starts with the
File menu open and the New command selected.
From here, you can create a new database or
open an existing one. When you are finished
working with Access, you should exit the

program.

\ Start and Exit Access

Start Access

@ Click Start.

@ Click All Programs.

© Click Microsoft Office.

@ Click Microsoft Access 2010.

The Access program window
opens.

jﬁ Microseht Word 2010 r

=) Yahea! Messenger
< o

OF Microsch Ouslosk 2010 f

‘ Paint Shop Pro § »
_;(] Notepad v

lP_‘l"l Microsztt PowerPeint 2010 "

Q—) -l Programs.

A Micresoft Office 2010 Toch
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Exit Access by Using the
Close Button

@ Click the Close button ([=)).

Access closes, returning you to
your desktop view.

Exit Access by Using
the File Menu

@ Click File.
@ Click Exit.

Access closes, returning you to
your desktop view.
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How is the File tab different from the tabs?

The File tab in Access 2010 opens a menu, with il
commands arranged vertically. Each command ;

.—ﬁ m..‘--—u-.u-- DenbaiaTeen  saub

displays different options. It is equivalent to the & o

Office button’s menu in Access 2007.
@ To open the File menu, click the File tab.

@ To close the File menu, click any other tab (Home,

for example).
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Create a Blank

ODEYELETS

A blank database contains only a single blank
table and no other database objects, such as
queries or forms. It provides the freedom to
create exactly the objects that you want for
your project.

\ Create a Blank Database

@ Click File. QCm

@
e Click New. “ Hnilabla Tomplates Blank dutshase
. Q Mo
© Click Blank Database. “"Q
. ‘:ltwmnvb ] l & > -!J 3
@ Type a file name for the database. Do A e e e e
@]ty sccit Office com Templates P R — o p——
@ Click Create. Woieos 3
™ 3 L &
Recert Mooty Contacts s 81 oyt Pacye
po "
e Wy Fusthel sptag Dty
2} opnon ] ¢ E’
I o
® A new database opens, with a = Jr— =

new blank table started.
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Close a

ODEYELETS

You can close a database without closing Access 2010
itself. Multiple databases can be open at once, each in its
own copy of the application, but closing a database when
you are finished with it frees up your computer’s memory.

[ close a Database |
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@ Click File.

The File menu opens.

@ Click Close Database.

The File menu stays open, and the
New command becomes selected.
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Create a Database by

Using a Template

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

\ Create a Database by Using a Template
o CIICk File ﬂ—)“ Home  Create  FetemalData  Database Taals felds  Tble |

9 CIiCk New' M e Available Templates
[l Save Object Ac
@ Click the template category that i S brmndi + 3 Home
you want. 15 Open ;
. B Clase D.Ih\lmwa f o e {
@ Sample templates are Microsoft- e | 1.6 R |
supplied templates stored on your P e s e,
hard disk. @] MyBusiness.acedh Office.com Templates Search Offics com for tmplatss +
. i ) eventsacedt
@ Office Online Templates are L _ e 3 i) 8 ®
available from the Internet if you 8 8 _|H L& ol
Rocent Ansely Contacty Towties O Han-prafit Prajects
are connected. Q—»_ Tosks
Print
Save & Publish
Help
[zl Agd-ins -
2] Options

B it




@ Click the template that best
matches your needs.

Note: Under Sample Templates is a Northwind
Traders template, which provides sample data and
many objects. This database is used for many of
the examples in this book.

@ The screen for the template
category that you chose appears
on the right.

@ Type a name for the database file
or accept the default name.

O Click Download.

Note: If you chose a template stored on your local
hard drive, the hutton name in step 6 is Create.

® If you chose an online template, it
is downloaded from the Internet.

@ A form opens. Its appearance
depends on the template that
you chose.
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Welcome to the Assets web database
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What do I do if a Welcome or Getting Started
tab or window appears in the new database?
Just follow the prompts that appear. Depending on
the template, there may be instructions to read, a
video to play, or Web hyperlinks to explore.




Open a

Database File

You can open a database that you previously created

to continue developing its structure, typing data in it,
or analyzing its data. Database files can be stored on a
local hard drive or on a network or SharePoint server.

[ open a Database fie

LastName  First Name City
Ronda  Allentown
Lee Barrow

Clayton
Allentown
Dayton
Clayton
Clayton
Taylorville
Clayton
%ayiorvmfe
aylorvi]
Clayton o

Allentoyy

e Allentoyy

Browse for and Open
a Database File

@ Click File.
@ Click Recent.

©® If the desired file appears in the
Recent Databases list, click it —
and you're done. Otherwise,
proceed to the next step.

© Click Open.

Note: You can also press (5.0) + (2)) instead of
performing steps 1 and 2.

The Open dialog box opens.

@ If necessary, you can navigate to a
different location.

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

@ Click Open.

The database file opens.
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If a Security Warning Message Al B
Bar Appears

@ Click Enable Content.
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Why does the Security
Warning message bar
appear?

A security warning appears
when you are opening a
database that is stored in a
location that is not trusted,
such as a file you received as
an e-mail attachment, or when
opening a file that contains macros (sets of
recorded actions). The message implies that the
file contains dangerous content, but that is not
necessarily so; even a blank database can trigger
this warning.

How can I prevent the
security alert from
appearing?

After the first time you click
Enable Content for a
document that contains
macros, the warning will not
reappear for that document.
If the warning pertains to an
untrusted location rather than a document with
macros, you can prevent the security alert by
adding the location to your Trusted Locations list.
To do this, see Chapter 17.
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Understanding the

Access 2010 Interface

Access 2010 has a user interface consistent with those of
other Office 2010 applications, including Word and Excel.
It contains tabs, a multiple-tabbed Ribbon, and a status bar.

\ Understanding the Access 2010 Interface

©® File displays a 9
menu Of database % V ¥ | N md : Database [Access 3T} - Microsoft Access = @ 8
commands. Home Create External Data Kla[lluse'lfwlt Fields Talde : _ _— -] 0
M & tur 3 ascmding s setection = = New T Torahy L}} 8 Replace  Grargin Dretail) =1 -
. e L Qo ‘;' %l pemomaing Vg Advanced « Rﬁ‘ wBsave W spdumy ; " SwN B L U | A . “
[ } Tabs contain o Eromupaine | t rer | e K vdger BlMorer | T pswear A% S EWW
buttons and other | = e i
controls for working | - » : - Product Code - Nmm;m T - Description - ,,%;;:
. [Tl & |~ ® 4 NWTB-1 ind Traders Chai ]
with data. B Sadhup of Proshucs § sib NWICO-3  Norhwind Traders Syrup
3 ) T customers J 410 NWTCO-4 Northwind Traders Ca_jnn Seasoning 5
@ The Ribbon displays | = s e ¥sie NWIO-5  Norhivind Traders Olive Ol $
. A Enplorest ¥ 62,6 NWTJIP-6 Northwind Traders Bovsenberry d £
and organizes tabs. | = " — NWIDEN7  Norhwind Tradrs red Psrs = s
. e L % 88 NWTS-8 Northwind Traders Curry Sauce s
® Groups organize ~ gt G NWIDEN-14  Northwwind Traders Walnuts .
g B mwoice H 17 6 NWTCFVay N.nrt‘nwind Traders Fruit Cocktail 5
con’frols into R WA R R T
sections within tabs. W e e s $ 02,6 NWTJP-6  Northwind Traders Marmalade s
el s ma NWTBGM-21  Narthwind Traders Seanes
icki ici B & 344 NWTB-34  Northwind Traders Beer s
@® Clicking thls icon ; i - S R G :
opens a dialog box o it v 416 NWISG-41  Northwind Traders Clam Chowder
0 Puileges * 434 NWTB-43 Northwind Traders Coffee 5
related to the s g NWTCA-48  Notiviad Teades Choslse
group. i §E HUDHES NoSwi Bk D "
A e ¥ 531 NWTG-52  Northwind Traders Long Grain Rice
£ Ty 28T NWIP:56  Northwind Traders Gnocehi £
() T!le Record selector | -, ... e T am— .
displays the current | = e © 68 NWTS65  Norhwind Traders Hot Pepper Sauce §
=2 sme = 66 8 NWTS-66 Northwind Traders Tomato Sance ]
record number Haio eme NWID72  Norhwind e Morsarln 5
and allowsyouto |2 - ' Y
navigate to other
records.
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e . . Fiter g g = y Rv::‘—_:li I i3 W e Find Bsear [ A e
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B tiwsices * 176 NWTCFV-1y  Northwind Traders Froit Cocktail 5
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B onters status * 344 NWTB-34 Northwind Traders Beer §
B cden Tur Status i 49 2 m‘“ R MHM 3
i 416 NWTS0-41 Northwind Traders Clam Chowder
E1 Pitepes ¢ 4334 NWIB-43 Netthwind Tradecs Catise 5
=) Produas ¥ 4810 NWTCA-48  Northwind Traders Chocolate
:_"l Purchinge Cirder Detaily ¢ oma NWIDEN-51  Northwind Traders Dried Apples 5
S0 purchase Order status ¥ o521 NWTG-52 Northwind Traders Long Grain Rice
B ruchase ontens + s61 NWTP-56  Northwind Traders Gnocchi s
[ saies fieporns # 571 NWIP-57  Northwind Traders Revioh 3
B sumen + 658 NWTS65  Northwind Traders Hot Pepper Sauce £
= = 66 8 NWTS-66 Northwind Traders Tomato Sauce £
= ® 2% ) Narthwind Traders Mozzarella -
wa | o b | Record W Jof 45 M § Search 1 »
Data t |0 &
® Object tabs provide access to all open ® View buttons switch between various
database objects, such as tables, views of the selected object. The
reports, and forms. buttons are different depending on

what type of object is active. Hover over
a button to find out which view each
button represents.

@ The Navigation pane lists all available
database objects.

@ The scroll bars scroll through a

datasheet. @ The Quick Access Toolbar provides

shortcuts to commonly used features.
@ The status bar displays information This toolbar is customizable.
about the current object or view.




Change the Navigation

Pane View

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

and lists objects.

Display the Navigation Pane

@ 1f the Navigation pane is hidden,

click this button ([>").

The Navigation pane appears.

Hide the Navigation Pane

@ If the Navigation pane is
displayed, click this button ([<).

The Navigation pane disappears.
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D Company + Last Name - First Name -  E-mail Address Job Title - Business F~
4 I ACME Corporation Bedoes Anna Owner (123)555-1
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& 3 Charlaston Manufacturing Axan Thomas Purchasing Represents (13315551
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#: 10 Jackson Street Cafe Wacker Roland (1230555
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0 nventory Tansaction Trpes # 8 Harris and Sons Elizabeth Pu
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2] ower venaits sty = 13 Manson Mansions Ludick Andre Pu
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B i . 21 Ulne Packaging Concepts Tham Berna Ao
B i ai * 22 *Marketing Ramos Laciana Pu
st # 23 Wempen Consulting Entin Michael Pu
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Adjust the Size of the Navigation [ oues 5 | 0 ftemens =
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Open and Close

an Object

Last Name _ First Name

You can open any available database object from the
Navigation pane. The object appears in the main
window to the right of the Navigation pane; from
there, you can work with its content.

Open an Obied Al Access Objects = || 0 Cuntamers | 1] Employess |0 9 —— B
i fearen 5:) i) [l:ompmy Last Name + First Name - E-mail Address - Job Title + Business Pt -
T & = = MMMI&M.M Naney nancy@northwindtradd Sales Rep {123)555-010
(1 X nece:iss_tary, click a category to s~ Co— T T o
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. . o = 5 Northwind Tr Thorpe Steven - m
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A shortcut menu opens. 1 Etaree s T A e
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@ Choose Close from the shortcut [ 2= |0 Jledn SLicet s e ki
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T wwaizes
The object closes. Qg
I e
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= poduas
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View an

Object

You can display objects in different views. The available
views depend on the object type but usually include a
view for using the object, such as the Datasheet view, and
a view for modifying the object, such as Design view.

[ view an object |
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Select a View from a Menu

@ Right-click on an open object's tab.

A shortcut menu opens.

@ Choose the view that you want
from the shortcut menu.

Select a View by Using the
View Buttons

@ Click the button for the view that
you want.

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

@ To determine which view a button
represents, you can point to it to
see a screen tip.
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Entering data into a
database is one of the most
common activities that
Access users perform. This
chapter explains how to
enter data into existing
database tables and how to
edit, sort, and view the data
that you have entered.
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Enter New

Records

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

you to concentrate on one record at a time.

L Enter New Records |

6 Lo
'l Grant ?a\ge
$ \Q'Malley |Jim

9 Benson  Kelly
10 Waters |Anne

11Tyler  \Chris
12 Smith | David
13 Kirkley | Allen
14 Rames | Billie

Enter a Record into a Datasheet

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

The datasheet opens.

@ If there is already data in the
table, click the New Record

button ([»=]).

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

@ If the first field contains (New),
press (1-12) to move past it.

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

@ Type an entry in the selected field.

@ Press (27 to move to the next
field.

® Some fields have special selectors
that you can use to make an
entry, such as a calendar.

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

@ The next row in the datasheet
becomes active when you press
(21 at the last (rightmost) field
in a row.
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Enter a Record into a Form Al Access Objects AET =
Tables ® = .
.. 5 i G Event List
0 In the Naylgatlon pane' = Produsts Mew Event  Collect Data yis E-mail  E-mail List Erpons 3
double-click the form. T cappies = e — (3]
[ % e
 cunent Events Title
The form opens. et - -
THl et Details End
@ If an existing record appears in i 4—0 esaription
the form, click the New Record - o
button (B=]). B i) s
B Eeenms by wee
The form clears, ready for a new B niiea
record.

@ If the first field contains (New),
press (1-2) to move past it.

Tasks M 4 Tof? L] v Search
@ Type an entry in the selected field. [ e BTy 3
Tables ® - '
2 pems & Event List
@ Press (27 to move to the next =il T —— o
field, 2 s . :
i S cument bvents Title samPllhrMs‘J
@ Repeat steps 4 and 5 until all Fo o I i —D
. . . T En AR
fields have been filled in for that | 5 s sy \ s
- Duscriphion  Have your pet's picture taken with
record. e~ : pants

Curmant Events

]
The form clears, and a new record | & cemcwns
begins when you press () at Qe
the last field on the form.

Tothay s Everits

Lecation

Hamnilton County Humane Society

Aftachments

@

Can | skip certain fields?

Yes. Just press C] to
move past a field without
entering anything in it.

If the field is set up to
require an entry,
however, Access does not
let you continue past it
without typing something. In
Chapter 4, you learn how to
specify whether a field is required.

Do I have to complete the
fields in the given order?
No. You can click to move the
insertion point to any field.
You may want to do that to
skip several fields. You can
also start a new record early,
without moving through all
the fields, by clicking [»"]. In a
datasheet, you can also press the () key to move
down to the next row to start a new record.

[= ]



Navigate between

Records

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

| Navigate between Records |

® Move the insertion T fvents x
point to any field in >y Title v Sat - End - Location .

d b I k 1 Paws for a Cause 10/1/2010 10/1/2010 San Diego Fundraiser fo
any record Dy clicking 3 Santa Pix for Pets 12/20/2010 12/20/2010 Hamilton County Humane Society  Have your pe-
there. 4 Aduplion Exlravaganza 1/22/2011 1/23/2011 Forl Wayne Animal Shelter Dogs from me

5 Cypress Avenue Pet Days 6/15/2010 6/16/2010 Indianapaolis, IN Streat tair wit
[ ) C||ck here (lE) to & Pet Expross Pals 7/22/2010 7/22/2010 Hamilton County Humane Society  Dogs from mz
jump tO the ﬁrst * mw’;’ i!ennium Run for Fun 8/21/2010 8/21/2010 Hamilton County Humane Society Fundraiser fo
record. 3
@ Click here ([4]) to go to

the previous record or
press the () key once.

© Type a record number
here to jump to that
record.

@ Click here ([+]) to go to
the next record or
press the [ key once.

@ Click here ([1]) to
jump to the last record. $ $

CliCk here (Izl) to Recordi 14 4 Tof7 t"@ % Search 1 il v

start a new record.

® Use the scroll bars to
see other fields or
records.

| ]



You can edit database records from either a datasheet or a

form. After redisplaying the record that you want, you can
move the insertion point to the field to be edited and make
a change or delete the field entry entirely.

et Records |
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Edit the Content of a Field

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

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

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

9 Type your new text.

Delete the Existing Entry
in a Field

@ Drag across an entry to select it.

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

@ Press the key.

The selected text is deleted.

ent Details

| SsveandMNew E-mail Prin

Title Paws for *l:ause

Location san Diegci «—

Start Time 10/1/2010|
End Time 1_{1}1?201_0
Attachments O) [ )

Description

:ﬁm_dra iser for Indiana Sheltie Rescue

]necm.-hu 1o6f6 b Mo | o Filter | Search

E Event Details

- Event Details

| SsveandNew Email Print

Title 3 Caus
Location 'san Diego N .

Start Time 10/1/2010|

End Time 10/1/2010
Attachments 1)

Description

Record: M 4« 10f6  » M b [ T lo Fiiter | Search




Attach Files

to Records

In Access 2010, you can use attachment fields to
attach files from other programs to individual
records. For example, you may store an
employee’s résumé with his or her personnel
record. A single record can have multiple
attached files.

[ tach Files to Records |

@ Double-click an attachment field.
Note: Attachments can be placed only in .

Hachment ields. To learn how fo sef a field's fype |~ =~ x
arracnment fielas. 10 learn how 1o ser a riela's rype Location = Description = Vel -y 0]
fo attachment, see Chapfer 4. San Diega Fundraiser for Indiana Sheltie Rescue (1)

Hamilton County Humane Soclety  Have your pet's picture taken with Santa 200 Go)
® Ina datasheet' an attachment field Fort Wayne Animal Shelter Dogs from many locations will be available for adoption 250 dto)
T . Indianapolis, IN Street fair with proceeds going to the Cypress Avenue An 50 (o)
1S IndlcatEd by a paper dlp (m) Hamilton County Humane Society Dogs from many locations will be available for adoption 75 @[U]
The number in parentheses is the Hamilton County Humane Society  Fundraiser for Boxer Rescue Society o do
4
current number of attachments o
that the field holds.
The Attachments dialog box
opens.
@ Click Add. e =
aqtachments (Double-click to open)
|M_e
(o ][ com ]
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The Choose File dialog box opens. COoite =
@ Navigate to the folder or drive &)= » Libares » Documents » ~—0— [ 9 il Search Documents Pl
Where the flle iS Stored. Organize = New folder = > O e
Note: Windows 7 is shown here, and Windows = _ " Documents library PR
Vista looks very similar. If you have Windows XP, DY Eavorites Includes: 2 locations )
the dialog box uses Windows XP—style navigation = E‘:_""” I o =
. ! ubhic —
controls instead. S i 5 I \:E -
@ Click the name of the file that you BB nacsiop : ey 2
| Downloads 'I. 5 o ™
want to attach. s A
| Recent Places 233grades 0706092341 07060923423
@ Click Open. Limy i -
4 Libranes ;
[ Documents ,-‘ R |
& Music 7 ._ H}. T
| Pictures -
: 0706092312k Allizd Hzalth Aldlize
B8 Videos L Health-Final 5]
File name: 05 Buttons - - [Aﬂ Files VI
Open IVI [ Cancel I
@ The file is added to the list of files ‘Attachments =
in the Attachments dialog box. Attachments (Double-click to open)
.—)-u’y Allisd Haalth, xls
You can repeat steps 2 to 5 to
attach more files if necessary. e
O Click OK.
The file is attached to the record oevp M
and a (1) appears on the (6] e || e,
attachment icon.

Can | attach files from a form instead of a datasheet? e oo
. . | Event Details
Yes. In a form, double-click the Attachment icon (®) to open the :'{f_,“w:tm_ E,_l _!
Attachments dialog box. . e —
Lo an Diego
1 me 10/12m0
:l;v::.:; - <_. 10/1/2010

Description

Fundraiser for indiana Shelkie Rescoe

[T TR Semih




Open, Save, and Remove

File Attachments

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

\ Open, Save, and Remove File Attachments

Open an Attached File in Its

| Events
Native Program Location - Description - Volu - 0
# San Diego Fundraiser for Indiana Sheltie Rescus W)
_cli : Hamilton County Humane Society  Have your pet's picture taken with Santa w0 0
Double-click the attachment field
. Fort Wayne Animal Shelter Dogs from many locations will be available for adoption 250 do)
that contains the attachment. indianapotis, 1N TTETEED s Avenue An s o)
) COUNTY| apachments (Double-chek, to open) radoption 75 ]
The Attachments dialog box e fmr—| o do
opens i 0 (o)
. =
@ Double-click the attachment. ‘
SaveAs..,
The attachment opens in its native [ sepoiu... |
rogram.
prog o ][ coma |
©® Alternatively, you can click the
attachment and then click Open. i
ety
Save an Attachment Outside Location E Deseription - | Volu 2 0
Access #San Diego Fundraiser for Indiana Sheltie Rescus ()
Hamilton County Humane Society  Have your pet's picture taken with Santa w0 0
. . Fort Wi Animal Shelt Dogs fi locati il by ilable for adopti 250 3i0)
@ Double-click the attachment field | iudiunapoii s (NG = e Avenuean 0 o)
that contains the attachment. r adoption > g::;
The Attachments dialog box i 8
opers. o
@ Click the attachment. —
Save Al
© Click Save As. :
[ ][ cma |

| 2 |



The Save Attachment dialog box
opens.

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

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

@ You can change the name in the
File name field.

@ Click Save.

@ Click OK in the Attachments
dialog box.

The Attachments dialog box closes.

Remove an Attachment

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

The Attachments dialog box opens.

@) Click the attachment.
© Click Remove.

The attachment is removed from
the list.

@ Click OK.

The dialog box closes.

Entering and Editing Data chapter2

Attachms

{2 Save Attachment

Organize v

I Microsoft Office Ay

¢ Favorites

|
o Recently Change

.. Public
L Baoks

M Deskrap
& Downloads

. Recent

4 lihraries

OC} |_- ¥ Libranes ¥ Documents D‘J = | by || Search Dacuments

New folder -

Dell Webcam Dawnloads
Center

b i

Documents library
| Includes: 2 lpcations

|

Courses

Places

[ N—
LA ==

Mocheney = Documents -
4 Aied
File name:  Allied Health <_.
Save as type: | All Files
= Hide Falders a—)}» swe | [ canea |
e_» ok || cancal |

| Events L =

Location Description - anurw - [C]
# San Diego Fundraiser for Indiana Shelts Rescus )

Hamilton County Humane Society
Fort Wayne Animal Shelter

Have your pet's picture taken with Santa
Dogs from many locations will be available for adoption

. =51 ps Avenue An
COUNTY| airachments (oubie-rlick b npen) r adoption
/3)
Hemove }
[ o |
sayesll. |
Qo .

200
250
30
75
0

o

()
d(o)
o)
B(o)
B1o)
@0

@

Are there any
disadvantages to
using attachments?

Yes. Each attachment
is embedded in the
Access database, so
each one increases the
size of the Access file.
Access compresses
attachment files when

possible, but they still greatly add to the

file size.

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

Instead of attaching related
documents, you can hyperlink to them.
Set up a field's type as Hyperlink (see
Chapter 4) and then create a link to
the original file rather than embedding
the whole file into the database. The only
disadvantage of this method is that if the

original file is moved, you must update the link in Access.
In addition, if you send the Access file to someone else,
you must also make sure you send the hyperlinked files.

[= ]



Insert an

OLE Object

You can use the object linking and embedding
(OLE) field type to store data files of various

types. An OLE field has one advantage over @*\\\

an attachment field: It can maintain a dynamic X 0L OBJECT.
link to the original copy so the version in HANDL; wITy (';l RE
Access updates automatically. . 1 ARL

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

[ “insert an OLE Object |

@ Right-dlick on a field that has the f X
OLE data type. 10 Files ~| Expired =~ ClicktoAdd -
@ Choose Insert Object from the @1# Microsoft Word Document 5]
shortcut menu. : . -
(o) &
0(0) =2
o) &
Oto) 2
The Microsoft Access dialog box (o) z|
opens. i
@ Click the Create from File radio s
button (© changes to @). i
a—> Insert Gbject...

@ Click Browse.

‘Microsoft Access

() Create New |CiiUsersiFaithe! Documents),
- — e T lE C |
e—)—-g- Create From File [ Link

|| isplay as Iron

578>

Result

Inserts the contents of the file as an
F 5 object inko vour document so that vau
E may ackivate it using the application

which created it




The Browse dialog box opens.

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

O Click the file.
@ Click OK.

The Browse dialog box closes.

® If you want to create a link,
click the Link check box in the
Microsoft Access dialog box
(2] changes to [¥]).

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

© dlick OK.

The field shows the type of file
that you chose.

chapter2
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1 Browse

&®)

Crganize »

= Microsoft Office ae

o Favorites

41 Recently Change _

. Public

| Books
Bl Dosktop
& Downloads

= RecentPlaces

,':: b Libranes » Documents » J - | +5 | | Search Documents P

MNew folder = .~ [ @

Documents library

Amangeby: Folder =
Includes: 2 locations
WS e x
==
sk
library LifeSkills Malcaknvaice 10-

0§

. - a
= Libranes ]‘x] ‘xl J
_:‘-I Dacuments . §
o Music ki sl 4L
| Pictures - MalcaldnvoiceL1- MalcakInvaice 12- MayReading -
File name: fibrary v [AllFiles -
0K 17] | Cancel |
Microsoft Access EAE
File:  Miorosoft Office Word Document: 8
() Craabs New Ci\UsersiTaithe\Documentsilibrary.docs
& i Wtk
| Display as Icon

Inserts a picture of the file contents into

@_’@ your document, The pickure will be linked
o the file so that changes to the file will
be reflected in your document,

@

What does the Create New
option do?

Create New lets you

create a new embedded
object by using virtually

any program on your
computer. After you click
Create New, a list of object
types appears. Click the type
that you want and then click OK.

Why would I want to
use the Display as
Icon option?

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

Display
as P.P. Icon




Open, Edit, and Remove

OLE Objects

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

\ Open, Edit, and Remove OLE Objects

Open and Edit a File in an " ——————————— ———— =%
OLE Field Fmdnhlrlerlﬂdhnlb;:"h:u::i'ﬂ:l M W'“Mﬁm-o 0‘:& | EeS . :wrfd icktoAdd -
Have your pet's picture taken with Santa w0 Wy o
© Double-click a field containing an | 2o e e vaie e o enier P 5
OLE object. st ol | 9 - O @ v oo Compin e Vo o - = 34—9
The objectopensinthe | R T L Y VO
application that is associated with Pote o 2 W A - hae | A | Ba- - |41 | S o | Bt
its type. e =
@ Make any changes needed to the =

file.
@ Click the Close button ([=]) in the

OLE object’s application window i
tO CIOSEI It pp 1) What types of materials will vee acrepr?<—g "
) Eaoks anly ?I
| Pogedar2 | words s | B | 2 | . [[_Iiﬁﬁ?;lm\ = v o
@ Click Save to confirm the changes =i sus son e a1 —— 3
yOU made. |'II' Ha-M-is | Everts: Database [Access 20075+ Miciosalt Access = @ R
Hame | Creste  EetenalDota DamabaseToals  Fieds  Tahle a @
1 T W eecion - - e I Totals i Bag Beplace  Calibn iDetaily = E=E
The object closes, and the changes |2 . ¥4 Yo g A Tl g Bt MRy e
are SaVEd. \.um me it [ g 71 Q ﬂmn % U.dm « Elviire Find b= | - W Ah . == &
Remove an OLE obiect from w | ':I'M‘Em _ I .| ” B N N
- Description - Volunteers - ] Files g
a Field Fundraiser for Indians Sheltie Rescue w0 Microsolt Word Document:
Have your pet's picture taken with Santa 200 gu
. . . . Dogs from many locations will be available for adoption %50 @0}
@ Click the field containing the S R e B A e !
b' Ct Dogs from many locations will be available for adaption 7= o)
obje Fundralser for Boxer Rescue Soclety o o al
#* L.} Sio) -

@ On the Home tab, click Delete. '

You can also press the
key on the keyboard.

The OLE object is removed from
that record.

=



Enter Data in a

M“Itivalued Field Entering and Editing Data chapter2

A new feature in Access 2010 is the ability to store
multiple values in a single field. Instead of typing in the
field, you open a list and then click a check box next to
each value.

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

\ Enter Data in a Multivalued Field

@ Click in a field that supports » || =3 vendors |

muItipIe values. | 18] - | Product - |Prod Type = | Terms = | Mo - |.f:'f.'f.' New Field
i F 1 Widgets Induﬁ)—»
@ Click here to open the menu. % (New) ST

@ Click the check box next to Q. E L
each value you want to select [ 2% Net 10

(2] changes to [¥]).
d"z.

@ To enter a new value, click Q_Ei;_ _
here ([%). )

The Edit List Items dialog box T — B
opens.

Type each item on a separate line:
|Mek 30

@ Click in the list box and then type et 45

Net &0
a new value. 2% Met 10

Note: Place each new value on a separate line. Q—>

@ You can dick here ([=]) to select a
default value.

o Cllck OK befault'v'alue: I Iz_‘<(_.

The new value appears the next Q—IF ok || cencel |
time you open the menu.




Delete

Records

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

[ oelete Records |

Sarah

[Burrows [Editin,

\ Canton ]Art

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

To select multiple contiguous
records, click the first one and
then press and hold down the

(110 key as you click the
last one.

@ Click Delete on the Home tab.

@ You can also right-click on the
record and then choose Delete
Record from the shortcut menu.

You can also press the
key on the keyboard.

A dialog box opens, asking you to
confirm the deletion.

© Click Yes.

The record or records are deleted.

|u -~ |z
| Home Create

Clipboard

Fialds

Events : Database (Access 2007) - Microsoft Acces

Extemal Data Database Tools Table
3 8] Accendin 0r Salacting = B
% bt ,__1 fing . ﬂ = Naw X Totals tﬁ A Replace  Calil
— 53 Copy . = Save 7 speliing ®GaTh | B
View Paste Fitter Refresh Fins
b # Format Painter Ao ke fe FY K Detere = S More - l¢ sete~ | A
Views L Racords Find

Fundraiser for Indiana Shellie Reswe
| Have your pet's pic ! £
| Dogs from many lucations wIII IJe d\l’di|db|€ for adoption
| Street fair with proceeds going to the Cypress Avenue An
| Dugs from many lucations will be available for adoption

~ Fundraiser for Boxer Rescue Society

You are about to delete 1 record(s).
Eig IF you chck Yes, you won't be sble to undo this Delete operation,

fre you sure you want to delste thece records?
(e ]

Files

1) Microsoft Word Dc
@(‘?—N DeleteRecord |
|
Oi0) 4 cu
Ojo) Ga Copy
o) @ Paste
:E [taw Height,



Resize Datasheet

Columns and Rows

You can adjust the sizes of the columns in

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

[ Resize Datasheet Columns and Rows |

Entering and Editing Data

chapter2

Change a Column’s Width Cido-®~- - Events : Database (Access 2007) - Microsoft Access (Technical Preview)
.. . . Hame Create Eaternal Data
@ Position the mouse pointer in the W B oo e Tl T
heading area — to the right of the | *= j G2 copy e e Tardenced s M sae F speling - B2
column you want to adjust. i oy i ' ....I.\: Painter S —Frl i Toggle Tilter mrf:‘ Delete » B More~ ! . 1:¢ + A~ 4
Views Llhipboard Sort & Filter N
The mouse pointer (i) changes » || 23 venaors | ) cument bvents . :
p (%) g | 4 SLEH fitla -| }avﬂqﬁa—a End Time = ! Location -

1 Paws for aCausa

3 santa Plx for pets

4 Adoplion Extravaganza

5 Cypress Avenue Pet Days
& Pet Express Pals

*| (Naw)

to a double-headed arrow (+).

@ Drag to the left or right to adjust i
the width of the column. =

® Avertical line appears, showing
what the new width will be.

10/1/2010
12/70f 2010
1/22/2011
6/15/2010

7/, 22.10

10/1/2010 San Diego
12/20/2010 Hamilton County Humane Soclety
1/22/2011 Foil Wayne Anfmal Shelter
6/16/2010 Indianapalis, IN

/22/2010 Hamilton County Humane Society

T
© Release the mouse button when ome |EhIE T ek

Events : Database [Access 2007) - Microsoft Access (Technical Preview)

the column is at the desired width. Y f Y Lhsuscnang g saesion= sition  TTouk gy & e
. ——— ; 53 Copy %4 ing P Advanced = 152 B save & spelling =- B I U
Change the Height for All Rows Ve | Pae g e miipainter:| T A mesove Sort NP ToauleE ] a9 Datcte Bl More || R s
. . Views Clipboard Sort & Filter Recards Find

@ Position the mouse pointer to the |75/ Ve | 5 comentevemie'|

left of the records — on the Pl o -] fitle startlime o[ Endlime | Lacation v

P 1 Paws for a Cause 1f1f2010 10/1/2010 SanDiego
dIVIder between any two rows. 3 Santa Pix for Pets 12/20/2010 12/{20/2010 Hamilten County Humans Socety
The mouse pointer (%) changes 4 Adoption Extravaganza 1/22/2011 1/22/2011 Fort Wayne Animial Shalter
_ 5 Cypress Avenue Pel Days 6/15/2010 6/16/2010 Indianapolis, IN

to a dOUbIe headed arrow (+) } 5ok B fale Zizzianan bt S e 2 b D

Note: All rows will be changed equally; you cannot (New)

adjust one row separately from the others.

@ Drag up or down to adjust the
row height.

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

© Release the mouse button when
the row is at the desired height.



Sort

Records

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

[ sort Records |

Sort Records by a Single Field

(the Ribbon Method) Home Create rtemal Data Database Tools Fields Table
. ) ) A J ¥ Cut ; 21 Ascending 7 Selaction = = Hew X Totals B A Replaze €
o Click anywhere in the field by % prpa <O " %l pescending ¥ Advanced - p*‘:m Sswe  F speling Lﬁ? *Goor 1
which you want to sort. : MeaRsoR R e I A Jase e
Views Clipboarsd Sort & Filter Find
@ Click the Ascending button on g
h H t bt rt . d. D - Title Start - End - Location
the Home tab to sort in ascen Ing 1 Paws for a Cause 10/1/2010 10/1/2010 San Diego
Ordel’, 3 Santa Pix tor Pats 12/20/2010 12/20/2010 Hamilton County Humane Society
4 Adoption Extravaganza 1/22/2011 1/23/2011 Fort Wayne Animal Shelter
) Alternatively' you can sort in 5 Cypress Avenue Pet Days a 6/15/2010 6/16/2010 Indianapolis, IN
descendin Order b CliCkin the 6 Pel Express Pals 7/22/2010 28] 7/22{2010 Hamiltun County Humane Society
X g y g 7 Jennings Run for Fun 8f21/2010 8/21/2010 Hamilton County Humane Society
Descending button. * (New)
The data is sorted. i
5} Vendors j | Events
Sort Records by a Single Field Pl o - Title =] statTime -] EndTime - Location -
(the Right-C“Ck Method) | 1 Paws for acause 10/1/2010 10/1/2010 San Dlego
) 3 SantaPix for Pets 12/20/2010 12/20/2010 Hamilton County Humanea Soristy
0 R|ght_c||ck anywhere in the L 1 Adoption Extravaganza 1;22;’1011 1;22;2011 Fort Waynle Animal Shalter
. | 5 Cypress Avenue Pet Days 6/15/2010 6/16/2010 Indianapolis, IN
column by which you want to sort. i_l | e _ ity 715302010 Hariiton County HunsaE Sodety
ti {Neaw)
@ Choose Sort A to Z from the
shortcut menu to sort in @ pate [2)
ascending order. ;i it S
@ Alternatively, you can sort in
descending order by choosing oo .
Sort Z to A from the shortcut E e
menu. Does Mot Equal “Pet Express Pals®
. Contains Pet Express Paly™
The data is sorted. [Does Mot Contain "Pet Express Pals”

Note: Depending on the field type, the sort options
may be different. For example, for a Date/Time
field, the commands are Sort Oldest to Newest and
Sort Newest fo Oldest.

| 5 |
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Sort Records by Multiple Fields [~ cor  comom  omovenes | ren oo 2@
2 & G § | dseending  p Sebectin = s T Totals Gy Ay Beplace  Calibn Dt =111 == =
0 Cllck Advanced on the Home tab % s ||£ | pescenang '_fjm.meod'tq_i T spemng e THET B LU FFE - H
. T none vt | - e - ElMare- htaeas A-% -5 E¥E @
. . | views | Chbioand Sust B Fit Jirer By Fom beanls Firml Test Furmatting
@ Click Advanced Filter/Sort. [, e | . | ' «
! - Title S G amanced e sort : et i Desaription
1 Paws for a Cause 0 San Diego Fundraiser for Indians Shektie Rescue
3 Santa Pix for Pets _i 0 Hamilton County Humane Soclety  Heve your pet's picture taken with Santa
4 Adoption Fxtravaginza - 1 Fort Wayne &nimal Shelter Dogs fram many locations vwill b available |
5 Cypress Avenue Pet Days 0 Indianapalis, IN street fair with proceeds going to the Cypre
& Pet Exprass ual:l by 10 Hamilton County Humane Society  Dogs from many locations will be available f
7 Jennings Run for Fun 0 Hamilton County Humane Society  Fundratser for Boxer Rescue Soclety
* [New)
@ A query grid appears. B o cewon oeena -0
. . : v ) e E e
@ Drag the fields you want to sort e Womc | S8, Bt B sow: | B L EIRRIw- B
by into the grid — in the order by L ) -
which you want to apply them. s
@ For each field in the grid, dlick
here ([=]) to choose Ascending or
Descending.
e CIiCk Toggle Filter' Artachaients Fileiame
Attachmerity FileTyjar
The datasheet is sorted by the - eones
fields that you specified. i
3 %
1 == L4
r;:l: inu. Star = "
mm:: . Descending
et sorted) .
‘
|4 b
How do I sort How do
records in a I remove o e
form? a sort? MR

All the same
techniques for
sorting a
datasheet also
work in a form,
even though most forms show only
one record at a time. The sort affects
the order in which records appear
when you move among them by
using the Next Record and Previous
Record buttons. The record number
for each record stays the same.

22/ 040 Maritten County Humans Sedety
3 [===]

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

@ Right-click on the datasheet tab.

| 4 adoptic O e
*| iew) o

By, oo mank b save charges b the desin of

@ Choose Close from the shortcut menu.
@ At the prompt to save changes to the design of the table, click No.

EX



Display Summary

Statistics

One reason why people create reports and
queries is to extract summary statistics about
data, such as the sum or average of the values in
certain fields. In Access 2010, you can display
such information directly on the datasheet —
without having to create a query or report.

Display Summary Statistics /

@ Click Totals on the Home tab. MM o oo cowon  omeseno s oo )
M B G F 4 3| dseenaing ¥ e b Hew E Total - e Calibn Dl =111 -_ = —
@ The Total row appears below the | ver r 507 e Homom e e s T A A
_views Clpbinars = S 2 Fimey Revards Find Test Formatming 5
records. S
- End = Location = Description = Volunteers -
e CIICk here (E) to see the 10/1/2010 San Diego Fundraiser for Indiana Sheltie Rescue 100 :g::: Mic:
. . 13/ Hamilton County Hi 5 Have your per's picture taken with Santa 00 1)
avallable ChOICES fOl' the TOtal row. 1/23/2011 Fort wwnennl:al Shaltar Dogir:mpn:n\l’mmmwlll be avallable for adoption 250 Bty
6/16/2010 Ingjanapolis, IN Street fair with proceeds going to the Cypress Avenue An = b
o 7/22/2010 Hamiltan County Humane Sociely  Dogs from many locations will be avallable for adoption 75 i)
@ Choose a statistic from the Mmoot S il ’ 5
drop-down menu. - -
2
&
§
. The information appears in the ﬁ_lhme Créste  ExtemMDats  DatshaseTosls  fiedds  Table o @
= B BT 7 ) dseending ¥ nan S w Hew @W&u = Calibn {Deeail =111 =HE B
TOtal row. Sg 2 Co %l vescenang ¥ aduncea m¢=1l wlsme T spamg , PR B I B EF - H
| PO g bt Py | ™ i emove et Topglefier | i % pelen = BllMorer | Y soea- | A2 - - | | B
o Repeat steps 2 and 3 for each _\_-u:_w:\" Chpbrorand 3 Sust & Filter Bl Fitnl Tt Funmattiing 3
additional field for which you ' i Location : ;
. - 10/1/2010 San Diego Fundraiser for Indiana Sheftie Rescue wo iy wic
want to display a statistic. 72072010 Mamilion County Humans Saclety  Have your pet's picture taken with Santa w0l
1/23/311 Fort Wayne Animal Shelter Dogs fram many locations will be avallable for adoptian 30 o
H 6/16/2010 Indianapolis, IN Street fair with ds going to the Averue An s o
@ To hide the Total row, you can 722/ 2010 mm:;ﬁounwuumanesmm uo::rmm m-n::::mme naum:adnpn:n 75 lﬂ[u:
H 8/21/2010 Hamilton County Humane Society  Fundraiser for Boxer Rescus Saciety o dg
dlick Totals. s e G oo —
(== ! — —_— . = — — —  ———¢ = T




Print a Datasheet

Entering and Editing Data Chapter2

or Form

You can print a quick copy of a datasheet or form at

any time.
[ State

<k

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

i aarg
iy

IS5
i

i

\ Print a Datasheet or Form

@ To print only certain records, R ) IR . o [ e
select them. e L
Bl Save Dbjetas i
To select multiple contiguous st
records, click the first one and & ien
then press and hold down the O Csomieis
. ] Events.acedn
100 key as you click the & it
last one. @) e e
(@] sser tracking datn.
@ Click File. e
Recent
HMew
. share
The File menu opens.
Help

© Click Print. & Gt
@ Click Print.

The Print dialog box opens.

® You can dlick here to select a —
different printer. - .
@ You can dick here to enter a page s ) )
range to print only certain pages S SN oo s
(© changes to @). T RN ek
@® You can dlick here to print o f::,,m. r—®
only the selected record(s) g ' [
(© changes to @). gl (5 il
St ok Caml

® You can type a number here to
print multiple copies.

Click OK.

@ The datasheet or form prints. \7



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

Tables

As a database designer, you have the opportunity
to create tables in your database that match your
storage needs. You can create tables based on
templates that Access provides or you can create
your own tables. Before creating the tables,
however, you should spend some time thinking
about what type of data each table should contain.

Choose One Purpose per Table

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

Avoid Redundant Data Entry

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




Working with Tables

Plan for Relationships

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

Decide on the Fields to Use

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

Plan to Differentiate between Records

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

L Business Name
using a customer ID. The Good Rarth
51 Greiner Garden Supply
2 Growing Things
83 Flower Power
54 Wicker Park Gardening
258 | Allen's Greenhouse

250 Bloomin' Betty'
7 A New Leat "




Create a Table in

Datasheet View

You can create a table from Datasheet view,
adding new fields simply by typing the field
names into the column-heading placeholders.

This method works well when you need a
quick table consisting of just a few fields.

@ Click the Create tab. :
Create External Data Database Tools Fields Table
@ Click Table. N A 12 E&g Doacame 1 Frimescy Jx Bl
. View Tet  HMumber Currency E; il Dialsta oy [ Modif
A new datasheet opens with : B MereFieids - Fieid 52 Lok
. . Views _A-i-l & Delete F\-.\|_--:1'tlei
an ID field and a Click to Add o=
placeholder. e —3
. . * (New)| am Ig.g‘J
@ Click the Click to Add G e
placeholder. W cyreny
. ;'y Date & Tz
A menu of field types appears. I yectia
. . . u Luwkup & Relativnslip
@ Click the desired field type. e B,
Al [emo
W Attachment
g Hyperink
E Lalaulated Field »
E Faste as Fields
| &
e Type the name for the new field. n llome  Create  DrtemalData  Database Tools [riads | mble
. b G= :\}Date & Time 1 j‘llame& Caption " labl
O Press (Z7 to accept the field i a8 12 g B i Je B
name. View! | ek MmberiuTeny e pperiadiy o | 854 Fidd g lass i e
Views Add & Delste Properties
The menu of field types opens in NE
the blank column to the right so 0 -|OrderDate| ClicktoAdd -
you can create another new field % (ew)
if needed.
@ Repeat steps 4 to 6 as needed to
finish entering field names.
2
&
£
\ ’ 21



Save

aTa ble Working with Tables

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

0 Right-click on the table’s tab. Al i [ MyBusiness : Database {Access 2007) - MicrosoftAc
. File Home Create External Drata Database Tools Fields Table
g Click Save. ;] ﬁ ;j j i?Q ﬁj [l Farm Wizard Dm| ﬂ $ ] B report wizard
o Pl N = — = Havigation - == & abrels
® You can also dlick the Save button | [The B staune ey vy fom gk St e e,
([&) on the Quick Access Toolbar. Template |y ____ Toble; Queries Forms Reports
| =0 d Sawe J
| & e = | Customer » Salesperson » | Shipper « Clckioadd «
o B CloseAl
g Design View
',G__ Datasheet View
The Save As dialog box opens. Save As 7 ==
Table Name:
© Type a name for the table. . ...
Note: Access allows table names to include spaces, Q—’WJ ()
but you should avoid using spaces to make the

names easier fo refer fo in some types of queries.
“ Hame Create Esternal Data Database Tools

Use an underscore symbol instead. ] s Bty s _ -

- ™ = 73 = F. = Form Wizard S 3 % Fepoit Wizard
e Cllck oK Q IE‘ = j i@ I;——'@ :ij r=-| [l Havigatian » :J @ :—J = Labets

. Application  Table Table SharePoint Query Query  Form Form  Glank Report Report Oland

Parts~ Design Lists = Wizard Design Dengn Form E““" Fame:> Design Report

Y The table remains open, and its Templates : Tables Querles Forms Reparts
t t b » | ] Orders
new name appears on Its tab. [¢] ~ | OrderDate - | Customer - |Salesperson - Shipper - | ClicktoAdd -
* (New]

You can either leave the table
open to work with it or you
can close it. To close the table,
right-click on its tab and then
choose Close.




Create a Table

in Design View

You can construct a table in Design view to get

the exact fields that you want. In Design view, you
can create and arrange fields, specify field types and
properties, and enter field descriptions.

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

o CIle the create tab | 7 " '- Y | T Databiase iAccess FHT) = Mhcrusolt Accen = 5‘02
@ Click Table Design. : B feeroiaadl Sl
Repart Repom &lant Macrs
Design view opens with a new - o2
table started.
© Click in the first empty cell
beneath Field Name and type a
field name.
) Tabed *
Not‘e: Itis yoqd desig(r pradl:ce to begin with an = ""“E i) E Description -
ID field that will contain a unique value for each e
record. Number
Date/Time
@ Press (27 to move to the Data st
Y/ N
Type column. Sk calis
Hypurlink
A ([]) appears in the Data Type iy
Logkup Wizard...
column.
@ Click here ([z]) to select a data nesnsetis. :
| General Loskup|
type. hausml - Lo etage
Format
For a detailed explanation e T
- Smart Tags The data type determines the kind of values
of data types, see the section gy ot |nn..,.r:’§nhsr:‘m“:.:m.le: Fress F3 tor
“Understanding Data Types.”

L]



Working with Tables

® You can dick in the Description =) Tabler B
column to type a description for Field Name Data Type Description
the fIEId ID AutoNumber This field is filled in automatically

Note: Descriptions are only necessary if the
purpose of the field is not obvious from its name.

@ Repeat steps 3 to 5 to create
additional fields as needed.

Note: See the section “Set the Primary or
Composite Key” to set up the primary key for the | =) Tabtex'|

table. Fiald Namea Data Type Deseription
ID| AutoNumber This field is filled in automatically
Save your changes tO the table | Vendor Text Company name
h | ContactParson Taxt
and then close it. Addressl Text
| Address2 Text
Note: For more, see the section “Save a Table.” [city Toxt
| state Text : 9
P Taxt Please use 9-digit ZIP code if available
Country Text
ProductType Text
| Terms Text Far example, Net 30 or 2% Net 10
|Notes Memo
Attachments Attachment Attach any correspondance hare

@

Is it always necessary to
start with an ID field?
You should have one field
that contains unique data
for each record, but it does
not have to be named ID.

If you have your own
numbering scheme for this
unique field, set the data

Why can I not use spaces
in the field names?
You can use spaces if
you want, but it
makes it harder to
refer to the fields
when you create
functions and write
complex query specifications.

FIRST_NAME

type to accommodate it. But if It is better to get into the habit of not using
you do not already have a scheme, use spaces. You can simulate spaces by using the
AutoNumber to save some time. underscore character. You can also specify a

caption for the field, as explained in Chapter 4.

[ |



Open a Table

in Design View

To modify a table, you work in Design view. If you
do not already have the table open in Design view,
then you can go directly into Design view from the
Navigation pane or if the table is already open in
some other view, you can switch from that view to
Design view.

When the Table Is Not Open All Access Objects @) «
. ) . . Tables ®
@ In the Navigation pane, right-click Q B trems
on the table. T
Queries B g
@ Choose Design View from the B consmiren (K6 Y
Forms o :
shortcut menu. A weioe || Dot .
i 3 3 T Eventlist &y Collect and Update Data via E-mail
The table opens in Design view. Fieae—' weome
I8 a0 Events Hidein this Graup
I8 current Events Dejete

H eventoetais | & O
B Events Bywea 2 LOW)
u Today's Eventy

5 Table Propertiss
| Check Web Compatibility
When the Table Is Open in ﬂ—”z'"‘“ & drve (S i |
Another View .; i | = |ContactPers «
. . , Cd Closean
@ Right-click on the open table's tab. rl—0
= = 'r_!l Dratashyect View
@ Choose Design View from the i{—
shortcut menu. il Pirotchart view
The table opens in Design view.
@ You can also dlick here to choose MM oo e ptenio
Design View. [:@ e ml(
1:\.\' Faste # ilter

M ! Datashest View
| =]
=i Vendor -
| Il | PivetTable View
| ﬂ PivotChart View
M Deign View 4—.
otn




Rearrange

Fields

Working with Tables

You can change the order in which fields appear in a table.

The field order in Design view from top to bottom

corresponds to the order in a datasheet from left to right.
Field order also determines the default positioning of fields

on forms and reports.

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

Note: To move muliple contiguous fields, click the
first one, press and hold down (50113, and then

click the last one.

@ With the mouse pointer on
the selector, drag up or down
to move the field.

® A horizontal line shows where
the field is going.

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

1 Vendurs
Fiald Name Data Type Description
i Ip AutoNumber This field is filled in automatically
Vendor lext
ContactPerson Text
Addressl Text
Address2 Text
City Text
State Text
Zip Text Please use the 9-digit 2IP code if available
Country Text
ProductType Text
= Terms Text For example, Net 30 or 25 Net 10
Notes Memo =
Attachments Attachment Attach any correspondence here
1 Vendurs
Fiald Name Data Type Description
T Ip AutoNumber This field is filled in automatically
Vendor lext
ContactPerson Text
Addressl Text
Address2 Text
City Text
State Text
Zip Text Please use the 9-digit 2IP code if available
Country Text
ProductType % Text
= Terms Text For example, Net 30 or 23 Net 10
Notes Memo =
Attachments Attachment Attach any correspondence here



Insert and

Delete Fields

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

You can add a field at the bottom of the field list and then move it to
the position that you want. However, it is easier to insert a new blank
row directly where you want it in the field list.

Insert a Field

n Home < External Data  Database Tools Destan
H : d @ Lj\-lnsm Rows A =7 - Y B -2
@ Click the field that the new field BT =i My B D a8 B3
should appear above. | G TV s PROBTENS | Chon g e D INE
. . | Views Toals show/Hide Field, F | & Table Cvents Relationships
@ On the Design tab, click Insert = —
Rows. | Field Name Data Type Description
7o AutoNumber This field is filled in automatically
® A new row appears in the grid — Vendor Tet
ContactPerson ext
above the one you selected. Address Text
Address2 Text
@ Type a field name and choose a cry ext
. State Text
fIEId type as you WOUId norma"y' zZIP Text Please use the 9-digit ZIP code if available
Country Text
i
ﬂ—bTerms Text For example, Net 30 or 25 Net 10
" ProductType Texl B
= Notes Memo
n.; Attachments Attachment Attach any correspondence here
2
b
|

Delete a Field

n Home Create Extermal Data Database Tools

Destan
- - —ra Inserr Rows W =27 = :!,_-_ -
@ (lick the field that you want to = r@ s A B B = B
delete View " £ 14 o v Miclation T'I T p's.:u.g‘:t, Indexes (_:t‘!iﬂe Data Ri‘ﬂﬂrll;le Delete  Helationships 3 LI[!GE‘I
. = = Rul v Modlly Loskups s Hacros dacre rependencies
. . . . Views Tools Show Hide Field, Record & Table Cvents Relationihips
Note: To delete multiple contiguous fields, click the > e
first one, press and hold down (S22, and then Field Name Data Type Description
[Ii[k fhe Iasf one. 7 D AutoMumber This field is filled in automatically
Vendor Text
1 1 ContactPerson Iext
@ On the Design tab, dlick Delete Gt e
Rows. Address2 Text
. . City Text
The row is deleted, along with any state Text
- . zIP Text Please use the 9-digit ZIP code if available
data that the fields contained. S s
. Terms Text For example, Net 20 or 2% Net 10
Note: If you make a mistake, press () + () S
N ype Text
fo undo the deletion. o | Notes Memo B
ag—bgﬂhachmenﬁ Attachment Attach any correspondence here
5
L E‘

[ 5 |



Understanding

Data Types Working with Tables

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

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

Data Types
This table lists the available data types in Access 2010 and explains possible uses for each one.
Data Type Used For Notes
Text Text and numbers This is a general-purpose field containing any data. It has a limit of 255

characters and cannot be used for numeric calculation. Use this type for
numeric entries that will not have calculations performed on them, such as
telephone numbers and ZIP codes.

Memo Text and numbers This type has a limit of 63,999 characters. In the Access 2010 file format, it
can hold rich text with formatting. There are some limitations on usage in
formulas and functions.

Number Numbers only This type offers a flexible field size of 1, 2, 4, 8, or 16 bytes. It can also hold
symbols used as helpers for numbers, such as decimal points and commas.
Date/Time Numbers representing This type stores dates and times as 8-byte numbers. It only stores numbers
dates or times representing valid dates and times.
Currency Numbers representing This type stores currency values as 8-byte numbers. Even though the field
currency values might only show two decimal places depending on formatting, it keeps track

of up to four places to prevent rounding off.

AutoNumber | Automatically generated This type stores Access-generated values as 4-byte numbers.
numbering for each record

Yes/No Boolean data The value -1 represents Yes, and the value 0 represents No, but the field can
be formatted to display values as True/False, On/Off, or Yes/No.
OLE Object Embedded OLE objects Use this type when you need to attach external documents in a backward-
compatible database or when you need OLE linkage.
Hyperlink A text address representing | You can link to Web sites, e-mail addresses, files on your computer, files on
an external source a LAN, or virtually any other location.

Attachment Any supported file type This type works only in Access 2007 and Access 2010 databases. You can
attach data files from word-processing programs, spreadsheets, graphic
editing programs, and so on.

Lookup Wizard | Varies Depending on the usage, this type creates either a lookup list from data that
you specify or a lookup list from the values in another table. It can also be
used to set up multivalued lists.

Calculated The result of a calculation | This field type is new in Access 2010. You can use it to create calculated
performed on one or fields directly in a table; in earlier versions, you could create calculated fields
more other fields only in queries.

L]



Change a Field's

Data Type

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

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

o In DESlgn VIEW, CIICk here (E) to (Al d‘—'ﬂa I 0| Databasel:Uatabase (Access 2007) - Microsott Acces

open the Data Type list for the

f' Id Home Create Extzrnal Data Database Tools Design
1€ld. o7 Zaticet Raws = =, a AT
B ¥ & B 2 = E
- ! o =K Delete Rows a - = = ==
e Chck the new type \.‘?.J Pr:.n::ry Butlder et ¥ iigtion R vy Coolips Prc-:|h|:e'r't_' Inderes L:Ielgf_iﬂa_m E-En:ﬂl;ll?‘ﬁﬁe Relanonships ml:::‘zf;;twm
. Views Tools show/Hide Field. Record & Table Events Relationships
The type changes in the Data e — =
TYPE column. [ ?Ield Name Data Type Description
7o AutoNumber This fig| filled in automatically
@ Click Save (@) on the Quick — e T
Vendor Text
Access Toolbar to save the e s 20
changes to the table. Address1 Number
s omr—- O
You can also press (511 + (). aiy Currency
State AutoNumber
| Yes/No Please use the 9-digit ZIP code if available
Country ULE Object
Terms Hyperlink For example, Net 30 or 2% Net 10
- ProductType Attachment
E Notes Caleulated
= Attachments Lookup Wizard. .. Attach any correspondence here
2
| &
If the existing data violates the Microsoft Office Access =
rules of the new data type, a some data may be lost.
warning message appears. A rawﬂxmr;@w??ﬁemmmmmcmmmum. IF data is ost,
. Do you want bo continge aryway?
Note: Even though the warning may say that ILE’ —— P
records were deleted, they have not actually been -
deleted at this point; you can still change your mind. L

@ Click Yes to allow the deletion of
records that violate the new field
type’s rules.

@ You can also click No to abandon
the change.
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Understanding Primary

and Composite Keys

The primary key is the field by which each
record will be uniquely identified and by which
relationships between tables can be created. A
table usually has only one primary key. When a
unique combination of two or more fields’
values forms the primary key, it is called a
composite key.

Which Field?

Traditionally, the first field in the table is the primary
key. Using this convention makes it easy to browse
and sort records by this field. However, you may use
any field you like for it. You can use an AutoNumber
field to allow Access to assign numbering for you or
you can use a Number or Text field. The only limitation
is that the field must contain a unique value for each
record. The primary key field cannot be left blank nor
can it duplicate the value of another record.

Working with Tables

Composite Keys

In rare cases, a single field may not uniquely identify
each record. For example, suppose you have a table
that records which students have taken which classes.
It contains two fields: StudentID and ClassID. Neither
of those fields is unique for each record, but the
combination of the two is unique for each record. In
those situations, you may need to set a multifield
primary key (also called a composite key), in which
each record must have a unique combination of
entries in those fields.




Set the Primary

or Composite Key

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

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

set a Single Primary Key n Hame Create Extermal Diata DatabaseTools Deesign
. . . . - TeaInsart Rows = 0 i A
@ In Design view, click in the row for Efll tten: |0 B2 2 s B
the field that you want to set as Vew | 0o Ve aliution gty i | o TN SN AR | O
the primary key. _Views Toals Showi'Hide | Fislil, Record & Table Events Refatonshins
P ry Xey w | Z] Vendars
1 H Fil e Data Type Description
g CIICk Prlmary Key . P+ D - lﬁd AutoNumber This field is filled in automatically
dded
® Akey symbol ([%) appears to the o SetefTime
left of the field. Contacperson Text
Addressl Text
Note: The Primary Key symbol is an on/off toggle; ‘r"’;:“““ Tet
you can click i fo remove it. s e
] Text Please use the 3-digit ZIP code if available
Country Text
Terms Text For example, Net 30 or 2% Net 10
. ProductType Text
é Notes Memo
= Attachmeants Attachment Attach any correspondence here
2
| &
set a Mu.tifield (comPOSite) Key n Hame Lreate External Data DatabaseTools Design
. . . = “eaIns. aw i =77 - L, B F
@ In Design view, click to the left of sl . | & 2 2 = &
the first field that you want to v | [ Tk g PR OSS Cms Been | st ot
include. views Toals ShowHide | Field, Record & Table Events Refationshins
» || = vendors |
g Press and hold down D and 0 Field Name Data Type Description
. .. 9% vendor Text
then click to the left of additional ¥ Contactperson Text
v H DateAdded Date/Time
fields that you want to include. DateAdd oue
. - dress2 Text
© Click Primary Key. fiis
State Text
A key symbol ([¥) appears to the 7P Text Please use the S-digil ZIP code if available
- Country Text
left of each of the chosen fields. e o T R e
ProductType Text
- Motes Memo
E Attachments Attachment Attach any correspondence here
g
| &

[ 5 |



a Table

Working with Tables

You can rename a table at any time. Access automatically

updates all references to the table throughout the

database, so any forms, reports, or queries based on that
table continue to work. The table must be closed in order

for you to rename it.

@ In the Navigation pane, right-click on
the table name.

@ Choose Rename from the shortcut
menu.

The table name appears in Edit mode.

@ Edit the name as needed.

You can use the (G222 and
(2227 keys to delete one character
to the left or right of the insertion point,
respectively.

@ Press (F170) or click away from the
table name to accept the new name.

® The new name appears on the table.

o -
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Delete

a Table

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

PERMANENT DELETION
WASTEREMOVAL CORP,

@ Right-click on the table name.

n Home Create

External Data

Database Toals

@ Choose Delete from the shortcut L = 24 Ascending % selection i S
=3 Copy ;l Descending Y3 Advanced — = Save 'f? Spelling
menu. L= Faste J Farmat Painter Fites Sort W Tagale F||:'—.’F—'il.|i1:|>l>< Delete = [ o=
. YOU can aISO Click Delete on the Views Clipboard : 1l ¢ Filter Records
Home tab. All Access Objects ® «|
earen. Iz
Tables 3
. B orders
0—»?3 Vendars -
E Open
M Design View
Impart r
Export 13
.j,; Callect and Update Data via E-mail
!Z]j Rename
Hidein this Graup
Delete 4—9
& cu |
B3 Copy
3
= L
ﬁ Table Properties
@y Check Web Compatibility
A confirmation dialog box opens. Microsoft Office Access E
e Cllck Yes Do you want to delete the table 'Events'? Deleting this object will remove it from all groups.
i = For more information on how to prevent this message from displaving every time vou delete an object, dick Help.
The table is deleted. = s

5 |




Copy

aTa ble Working with Tables

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

@ In the Navigation pane, right-click on the R - cote Gtemaoma Db ool
original table. Vi & an

3 Copy

@ Choose Copy from the shortcut menu.

Views Clipbuard & Sont & Filler

All Access Dbjeas =
Seanch. F el
1 BN .
= Orders
B Veridoy 1| 2050
& Desian View
Import »
Export

T Collet and Update Data vl E-iuail
= Rename
HIde in this Graup

Defate
& o g
43 Comy
& st

& TableProperties
B ched web Compatibility

© Right-click on an empty area of the - |
Navigation pane. H

@ Choose Paste from the shortcut menu. /Y -
i r—— _TM;‘"'“ :
The Paste Table As dialog box opens. e j
@ Type a name for the copy, replacing the B pute 4—@
default name. By Mavigation Options
P search Bar
® Optionally, you can copy only the “
structure by clicking the Structure
Only radio button (© changes to @). ":”"“" s [6)
Note: If you do not select Structure Only, the copy will Q_'W&“m“ r:n,
also contain all the data. Q __ ypi

18 Structure and Data

o Click OK. ' Append Lata bo Existing Tabls

The copy of the table appears in the
Navigation pane. ‘ ,




'CHAPTER

Working
with Fields

Date:

Each table consists of one or
more fields. In this chapter,
you will learn how to set
field properties, and you

will create input masks and
validation rules to reduce
data-entry errors.
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Understanding

Field Properties

Each field has a set of properties that defines and controls it. These properties include basics
such as its size and format as well as rules for making entries, such as specifying whether an
entry is required or restricting an entry to certain values.

® General tab
The General tab contains most of
the properties you will work with.

©® Properties pane
When a field is selected in Design
view, its properties appear in the

® Lookup tab
The Lookup tab is primarily
for setting up lookup lists.

lower pane.
) Feente =
| Figld Name Data Type Description
¥ lio AutoNumber
Title Text
Start Time Date/Time
End Time Date/Time
| |Location Text
| Description Memo
Voluntears Numbear
Attachments Attachment
Files OLEObject
-
. Field Properties
Q=P oo =@
Field Size 150 -
o =0
Tnpuk Mask
Caption
Defaull Value
Oa]>v.1lldat|on Ruls The display layout for the fisld, Selet a pre
Validation Tedt lenned Tormat of Snter a custam Tommat. Press “
Required Yo ﬂ F1far help an formats,
Allow Zero Length Ho
Indexed ez (Duplicates OK)
Hnicade Camprassion (Tes
| IE Maodde o Contral
IMC Sentence Mode Phrase Predict
Smart Tags ¥

©® Drop-down lists
Some properties have drop-down lists
from which you can make a selection;
click the arrow ([=]) to open the list.
Other fields have Builder buttons ([=-]),
which open a dialog box that guides you
through the process of building an entry.

| |

@ Property information
When the insertion point is in a
property’s box, information about
that property appears here.

® Yes/No properties
Some properties represent
yes/no questions; these are
typically already filled in with
default values.



Understanding

Field Sizes Working with Fields chapter4

~
Each field has a size that limits the amount

of data you can store in it. There are
different ways of expressing the field size
depending on the type of field.

The following table lists the specifications for the data

types for which Field Size is a configurable setting. Many
field types do not allow you to set a field size. For a numeric
field, the advantage of choosing a field size that takes up
fewer bytes is that it results in a smaller database file. The
file size difference becomes more apparent the more records
the table contains.

Field Type Default Size Notes

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

Number Long Integer The choice of number format determines the number of bytes used to store it:
Byte: Integers from 0 to 255 (1 byte)

Integer: Integers from -32,767 to +32,767 (2 bytes)

Long Integer: Integers from -2,147,483,648 to +2,147,483,647 (4 bytes)
Single: Integers from -3.4 x 1038 to +3.4 x 1038 and up to 7 significant digits
(4 bytes)

Double: Floating-point numbers from -1.797 x 10308 to +1.797 x 10308 and
up to 15 significant digits (8 bytes)

Replication ID: A globally unique identifier (GUID), such as a randomly
generated ID number (16 bytes)

Decimal: Integers with a defined decimal precision with values between -1028
and +1028. The default precision is zero, and the default number of decimal
places displayed is 18.

AutoNumber Long Integer The same as Number, except there are only two choices: Long Integer or
Replication ID

[ o]



Change a

Field Size

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

are stored in a file.

\ Change a Field Size

For the Text Data Type

@ In Design view, click in the field
you want to change.

The properties for that field
appear.

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

© Type a new field size.

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

For the Number Data Type

@ In Design view, click in the field
you want to change.

The properties for that field
appear.

@ Click in the Field Size row.

A drop-down menu arrow ([~])
appears on the row.

@ Click here ([z]) to choose the field
size that you want.

Note: For a numeric field, size is expressed as a
number type. See the section “Understanding Field
Properties” for more.

=]

) Events
Field Name Data Type Deseription
7o AutoNumber
Title Text
Start Date/Time
End Date/Time
Locatiar| Text
Description Memo
valunteers Number
Attachments Attachment
Files OLE Object
Expired YesNo
Fietd Fraperties
Genersl gokup
Fiela Seze ] -
Fommat [
Angat Mask.
Caption
Default Value
Validation Fule A Tield name can be up 1o 64 characlens long,
Valdation Tesd Inciuding spaces. Press FI for heip onfield
Requited [ b,
Al Zer Length Ha
Indened Ha
Unitode Compreasion  Yex
TME Made Ma Contral
IME Semtence Made  Phrase Predict
Smart Tags =
) Events - — = = = —— i
Fiield Name Drata Type Deseription
¥ o Autonumber
Title Text
Start Date/Time
End Date/Time
Locatian Text
Description Memo
volunteers <J Number [«
Attachments Attachment
Files OLE Object
Expired Yes/No
Fietd Fraperties
Genersl Lookup 9
Fiela size Integer
Format
Decimal Fraces
Ingut Mask Long Integer
Caption ke The 5iz¢ and type of nUmDErs 1o tnter in the
Default Valuz ele field, The musl commen seltings are Double
Vabidation Rule Replein i | and Long integer. 1 this fisld wil be jained to
Validation Test Dl || b 11e1a i & Mary-10-0n8
Required Mo relationshi, this sething must be Long Integer.
Indened Ha
Smar Tags
Tewt Align General




Set a Field

Ca ption Working with Fields chapter4

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

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

Dates

@ In Design view, click in the field
you want to change. = =
; ) Start Date/Time
The properties for that field ena Date/Time
ml.m_ Text
appear. ephony s
i i | Attachments Attachment
@ Click here to type a caption. e Bcany
Note: The caption can include spaces and symbols
and can have up to 255 characters.
Fiehd Propeies %
General [Loghug|
Figdd Size Long Integer
New Vabues Increment
Format
Caplion EventID
praeded s DR Thie taliel fur the field when used on 3 farm 8
et Gone RS I e
‘ When you display the table’s E Mome | Créte  DtenMODsts  DatsbaseTools  lidd:  Table a @
- - 2 = e T U] s Uy Setecnion = o wtew  [Ebnh| A, Beplace  Calibn [Detail =l ===
dataSheetl the fleld’S captlon s da Copy ’IE il l'ﬁomd:g W adtvarieea = e ¥ s ‘559&»«9 Lﬁ - o:‘u BRI U EE m il -
appears as its column heading. bt O o o i i MM o g o S OO
Note: To check the caption in a datasheet, click the : et
i ; B paws fora Cause f1f2 oW Fundraiser for indiana sheltie Rescue
Save buﬂoq (T ) to save it and then switch fo N sty DS L I e
4 Adoption Extravaganza yaz/a011 1/23/2011 Fory Wayne Animal Shelter Dogs from many locations will be avalls
Datasheet view. a5 5
5 Cypress Avenue Pet Days 6/15/2010 6/16/2010 indianapolis, IN Street fair with proceeds going to the
& Pet Express Pals /22200 7/22/2010 Hamilton County Humane Society  Dogs from many locations will be avall
7 Jennings Run for Fun f2 fafa It ¥ 5 Y di for Boer H
* (New)
Total




Set a Field's

Format

A field’s format determines how its data will be displayed.
You can change a field’s format to update its appearance
in datasheets, forms, and reports.

The field format is most significant for fields that store data numerically,
such as Number, Currency, Date/Time, and Yes/No.

@ In Design view, click in the field
you want to change.

The properties for that field
appear.

@ Click in the Format row.

A drop-down menu arrow ([=])
appears on the row.

@ Click here ([=]) to choose the
format that you want.

@ For a Number or AutoNumber
field, the choices represent
different number types, such as
General, Currency, and
Percentage.

@ For Date/Time data types, the
choices appear as date/time
formats.

Destription
Arachments

 bvents &
Field Name Data Type Description -
¥ o AutoNumber
Title Text
Start Time Date/Time
End Time DatefTime

Location Tiext
Voluntears Number _ﬂ

Memo
Attachmant

Fiein Praperties

Gemeral '\l.m,
Farmat

Ingut Mask
Caption

Default Value
Valedation Rule
WValsdation Test
Required
sl

TME Bade

TME Semtence hlade
SmamTags

Teeut Align

Shaw Crare Pieker

[Generst juogrup 2’
Figla Size Long Mteger
Foemat
Decmat Placer
Ingut Magk Curensy 345870
Cagtion Eurg cinn [ )
Default Value Fivig HEH The display layout far e field. Select a pre-
Vabdation Mule Standara 345579 defined format or enger & custom femat. Press
Vabation Test Puacent Linoow FL for el on formats
Resuired Soentite JALE-03
Indened Ha
Smar Tags
Teat Align General
) Events | Suppliens %
] Field Name ] Drata Ty rescription
Vo AutoHumbar
|| Title Text
| Start Time Date/Time =l
|| End Time Date/Time
Location Text
Deseription Mamo
| volunkeers Number
Attachments Attachment
files OLE Object

Vighd Propartie:

Tuesday, ume 49, 3007
Medoim Date  18-Jun-07

Shoet Date 180

Lang Time 5:34:23 P

Mednim Tme 534 P

hotline, 3734

Thelinplay layout for the fisld Sefed a pre-
detined format ar enter a custom farmar, Press
F1rarnelp on tormats.

Mane

Gemeral
Far dares



@ For Yes/No fields, the choices
appear as ways of expressing yes
or no.

® For a Calculated field, all the
choices from all the other field
types are available because Access
cannot automatically determine
what type of data it will hold.

Working with Fields chapter4

Field Hame

al

BrataType Drescription
o AutoNumber L
| ITitte Taxt
| Start Time DateTime
[ End Time Date/Time
| Location Tt
| Description Mame
| volunteers Number
| attachments Attachment
(Files
Expirad -l
'
demeral Loohup
Format
Caption
Default Value
Valed ation Fule
Valiilation Tert
Tidered Ho Thie display Lapout for the fishd Sebect a pre-
Tt Align1 General | defined farmat ar enfer a custom famar, Pres
F1for help on formats.
s
Field Name: Data Type Deseription -
¥ o AutoNumber -
| Title Text
Start Time Date/Time
(End Time Date/Time
 Location Tiext
Volunteers Number
| Description Memo
Artachment
Ganeral Gate % SEETE A x
Lang Date Sunday, June 18, 1884 v
Megum Date  18Junsd =
Shnrt Date S/15/1594
Larg Time 53428 M
Megium Time 534 P
Shinet Time 1754
General Humber 2456750 - .
Cureny 345678
Eura 045679 -
Fised AT
Standard 345678
Fr— 1 Percent fee
General [Lookup) Seientitic S44E-03
bipregzion Toue Falie True I
Result Type Tes Mg o et |
Format = |
Caglion
Smart Tags
Teat Align General The display layout for the field. Sebect a pre.

detined formnt or enter & custom famat. Press
TL10r help on formats.

)

Why do some fields have a blank list for Format?
Certain field types have no preset formats. These include Text, Memo, and Hyperlink.




Set a Default

Value

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

PaymentType field.

| set a Defauit value |

@ In Design view, click in the field
you want to change.

The properties for that field
appear.

@ Click here to type a default value.

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

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

Note: The default value does not automatically
populate existing records.

1 Events i
Fleld Name Data Type Description -
¥ o AutoNumber .
Title Text
start Date/Time
End Date/Time
Location Text
Description Memo
Volunteers Number —
Attachments Attachment
Files OLE Object
Expired Yes/No
-
Fiell Progerties
| General jLockug|
Tiedd Size Irtegar
Farmat
| Decimal Places At
| Input Musk
| Caplian -
Dietault Value o 4—9 o
A wnlue Ehat i3 sutomatically éntered in this
Malldatien Aule Tield fex riew recanis
Valigation Text
Requered Mo
Indexed L
Smat Tagi
Tet Al Genersl
1 Bvents %
Location - Description + Volunteers [ Files
San Diego Fundratser for Indiana Sheltle Rescue 100 [L5Y] Microsoft Werd Docus
Hamilton County Humane Society  Have your pet's picture taken with Santa 00 Oy
Fort Wayne Animal Shelter Dogs from many locations will be available for sdoption 250 o
indianapolis, IN Street fair with proceeds going to the Cypress Avenue An 0 B
Harmiltan County Humane Society  Dogs fram many locations will be available for adoptian ™ \Bya)
Hamilton County Humane Society  Fundraiser for Boxer Rescue Sooety ] o)
. ‘—»n Byo)
675

Record B 4 dofd b WS | G

| Saarch 14



Make a Field

Required

The primary key field is always required for each record
in a database, but you can also make other fields
required without changing the primary key setting.
When a field is required, Access does not enable users to

skip it during data entry.

Make a Field Required

Working with Fields chapter4

@ In Design view, click in the field
you want to change.

The properties for that field
appear.

@ Click in the Required row.

A drop-down menu arrow ([=])
appears.

© Click here ([=]) to choose Yes.

When you enter a new record in
the table, a warning appears if
you do not enter a value in a
required field.

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

Field Name Data Type Description
2 ip AutoNumber

Title Text 4—0 =]

Start Date/Time

End Date/Time

I ncation Text

Description Memo

| Volunteers Number

Attachments Attachment

_Files OLE Object

Expired Yes/Nu

Field Properties
General Lookup
Field Size 1150 -
Format ]
Input Mask
Caption
Default Value
Validation Rule |
Validation Text | - E’
Required | Yes|
Allow Zero Length
Tndewad [N
Unirade Compressinn | Yes
TMF Made Mo Contral
TMF Sentence Maode | Phrase Predirt
Smart Tage bt
] . Youmustenter a walus in the ‘Events. StartTime' field.

‘Was this information helpful?




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

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

field, as with the primary key field.

@ In Design view, click in the field
you want to change.

The properties for that field
appear.

@) Click in the Indexed row.

A drop-down menu arrow
([=]) appears.

@ Click here ([=]) to choose Yes
(Duplicates OK).

This sets the field to be indexed
without forcing entries in it to be
unique.

@ You can choose Yes (No
Duplicates) if you prefer that
records have unique entries for
that field.

If you chose Yes (No Duplicates)
and you then try to enter an
identical value for two records,

an error message appears.

@® Click OK to clear the message
and then correct the error.

Field Name Data Type Description
% D AutoNumber

Title Text<—0 [=]

Start Date/Time

End Date/Time

Iocation Text

Description Memo

Volunteers Number

Attachments Attachment

Files OLE Object

Expired Yes/Nu

Field Properties

General Luokupi
Field Size 150 -
Format ]
Input Mask
Caption

Default Value
Validation Rule
Validation Text
Required

Allow Zero Length
Tndeeed

LInirnde Compressinn
TMF Mnide

TMF Sentence Maode
Smart Tags

Yes [Duplicates OK

Microsoft Office Access

=

The changes you requested to the table were not successful because they would create dupbcate values in the

h index, primary key, or relationship. Change the data in the field or fields that conkain duplicate data, remove the
= index, or redefine the index to permit duplicate entries and try again,

>t o) (o]

was this information helpful?



Apply

Smart Tags

Working with Fields chapter4

You can turn on smart tags for a field to make it easier to
cross-reference data between the Access database and
Microsoft Outlook (or another personal information and

e-mail program) and the Web.

\ Apply Smart Tags

@ In Design view, click in the field
you want to change.

The properties for that field
appear.

@ Click in the Smart Tags row.
© Click the [=] that appears.
The Smart Tags dialog box opens.

@ Click the check box for the type
of smart tags you want to use
(IZ] changes to [¥]).

@ Click OK.

When working in a datasheet, a
Smart Tag icon ([&) appears next
to a tag-enabled field when it is
selected.

® You can dick the Smart Tag icon
([@) to see a menu of activities
and then click the desired activity.

ZIP

Product Type
Terms
Notes
Attachments

Texl
Texy
Men
Atta

General |Lookup)

Field Size

Fomat

Input Mask
Caption

Default Value
Walidation Rule
Validation Text
Required

Allow Lero Length
Indexed

IME Mode
IME Sentence Mode
Smart Tags

255

1[999°) 00010000

| Bvenls | Suppliers
Ficld Name Data Type Description

¥ D AutoNumber This field is filled in automatically

Vendor Text Company name

ContactPerson Text

Address1 Texl

Addrass2 Taxt

City = SMW

State

| ] Finarnial Symbol

19 Pvailable Smarl Tays
| [ oate
sy — @ -
Phone Texl |

| [T Instant Messaging Contocts

I:PemmNam

Smaet Tag Details
et TI_*.!J_I.InMniu
Actions:  ad tn Contarts

QO =

is Mietd.

Ho
Yar
Ho

Unicode Compression  Yes

Mo Cantrel

Nong E’

8

Wl Country
£
*

EreNEr——

- | Phona

f217) 555-9391,| @ =

- |productType -

larms

Motas

| Telephone Number: {217) 555-9391 |
Addto Contacts |




Create an

Input Mask

You can create an input mask to help minimize data-entry

errors. Input masks provide a template for entering data into

a field, such as providing dashes between the parts of a
phone number and parentheses around the first three
numbers, like this: (317) 555-1298.

You can use one of the Access input masks as it is or you can customize it.

| create an input wask_|

@ In Design view, click the Save

0

All Events ; Datalrase {Access 2007} - Macrosolt Access = & E
button ([id) to save any changes h Hong foae et i ] Oevoe c@
you have made. (= o e g B D s B
@ Click in the field you want to g 2T S S It G tat s i
|| 0 Evenls. | 7T} Supplers | - - s
change. i Nacre et e .
LA AutoMNumber This field is filled in automatically -
The properties for that field e to AN
appear. — Ton
City Text
e CI'Ck In the InPUt MaSk row. :}:ﬂ :::: Pliase use 9-digit ZIP eode it available
Country Text
@ Click the [==] that appears. :,“:,,"u'm‘_g,, Te =
Terms Text For example, Net 30 or 2% Net 10
MNotes Memo
artachments antachment Attach any cormespondenoe here

The Input Mask Wizard opens.

@ Click the type of input mask that
you want.

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

@ Click Next to customize the mask.

@ If you do not want to customize
the mask, click Finish.

]

Mavigation Pane

Field Froperties

Generstlizars]

Figlg Size
Foamat

Input Mask

Cption

Defaull Value
alidation fule

validation Tewt

Required

A pattern for 8 dats to b entered in this field

Allow Zero Lengtn Tes

Indexed

Unicode Compression et

IME Mode
IME Sentence Mode

smart Tag

Ho Control
Hone
5

Tnnpouat Ilask Wizanid

Which Fga

To see how & stlected mask works, use the Try It box.
i chanae the Tnpuk Mask lst, dick the Edt List botton.

Tnpuk Marsk; Dsta Look:
a—bﬂl—“_f =]
5 |

Tip Code

SHE1-6T99 w
Eutension EINS
|Passrrerd Heenaas Il

Tirma PHEREY

= G
(s | o e—@

[ Edeyst | [ concel |

(6]



@ Modify the input mask’s code
if you want to.

@ Click here ([=]) to select a
different placeholder character
if necessary.

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

© Click Next.

( Click a radio button to specify
how you want the data to be
stored (© changes to @).

Note: This makes no difference unless you plan to
export the data; your choice here determines how
it looks when exported.

@ Click Finish.

chapter4

Working with Fields

Input Mask Wizard

Do wou want ko change the input mask?

Input Mask Mame: Phaone Murnber

Input Mask:

wWhat placeholder character do you want the field to display?

Placeholders are replaced as wou enter data inta the fisld.
Placeholdey characker: |

Ty It |

= |

[ Caneel ] I < Back ]l Met = M“

Input Mask Wizard

How do you want to store the data?
® ‘With the symbols in the mask, like this:
(976) 472-3491

b~ (@) Without the symbols in the mask, like this:

63121454
The input mask code appears in
the Input Mask row in the field's
properties.
Cancel ] I % Back J[ Mest = Mj
How do I create a custom input mask? [ cporacter Use
Input masks use characters to represent the o Single digit. required
types of data they will accept. This table : g _g_ : q_
shows the most commonly used characters. | 2 Single digit, optional
For more characters, look up “Input Mask # A digit, space, plus sign, or minus sign
Character Reference” in Access Help. - -
L Single letter, required
? Single letter, optional
A Single letter or number, required
A Single letter or number, optional
& Any character or a space, required
C Any character or a space, optional




Create a

Validation Rule

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

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

Create a Validation Rule

@ Click OK.

Note: You could have simply typed the
validation rule into the row and skipped steps
3 to 5, but the Expression Builder’s tools can
be useful for complex expressions.

L - . e "
@ In Design view, click in the field T — Deseription -
you want to change.  Suppler0s Number
o AutoNumber
; ) Product Code Text
The properties for that field Product Name Tout
Description Memo
appear Standard Cost Currency
List Price Currency -
@ Click in the Validation Rule row. e P | T [l o otary s e s 15
Quantity Per Unit Number
. Discantinued YesNo
© Click the [==] that appears. e
Category Text
Attachments Attachment
= __Field Frogerties '
General i’[.]'.;
Fietd Size Long integer
Farmat
Decimal Piacer Aute
Inpul Mask |
Caption
o ) L 3
Validation Test validation rules.
Reguired Na
Indexed Na
Smart Tags
Teat Align General
The Expression Builder dialog TExpresion Blier =
box opens i f oo vk k) I ) <5
' a—»:-a E‘J
i (ol ]|
@ Enter the expression that o
represents the criteria you
want to speafy_ mlmrmauum Expression Categories Exprossion Yokues
| 1By constares
I d Cpwrakors

=
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@ The validation rule appears in
the Validation Rule row. General Logkuy
Fizlel Size Lang Integer
@ Click here to type the text for the Format
Decimal PI Aut
error message. Inff:l':;asffes s
Caption
Default Valus
Validation Rule N a— o
Validation Text Target level must be 0 ar greater
Required Ma
Indexead Ma
Smart Tags
Text Align General
When the rule is violated, a ‘Microsoft Office Access
custom error message appears,
containing the text you specified 0. Targetlevel must be 0 or greater
in the Validation Text row.
. a—)F 0K Help
@ Click OK and then retype the | |
field entry. ‘Was this infarmation helpful?

Q)

How do I use the Expression Builder?

The Expression Builder can guide you in determining the correct syntax for an expression. There are many
types of expression content available, including functions, constants, and operators. For example, to enter
the expression from the preceding steps (>=0) you would do the following:

Eupression Bulier =

@ Click Operators.
Enber an Exprespon ta «sdsts the dats n ths fekd:

@ Click Comparison. Q i@

© Double-click >=. o
The >= characters appear in the expression at the top of R TR wy‘f‘

the dialog box. T o b

L ) Couratars mm_@
O Typeo. ad S— 3 |

@ Click OK.




Create a Record-Level

Validation Rule

| DATE DATE
ORDERED:| | SHIPPED:

You can construct a record-level validation rule to create
validation conditions that involve more than one field.

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

Create a Record-Level Validation Rule

@ In Design view, click Property ~  [WE - . — -0
Sheet. BECES, & o 3 i Q = 135
View Ay Eudiler Tesk \ullulahuu {1 s, Crnerala Pmame(dek ﬁdahumllun Ohbjet
i = ||y o2l Moty Lasdups 4,, Diependmdia
The Property Sheet for the entire |-~ Tl e s izttt
bl All Access Objects () || Events. — o . |m:‘;: s x
table appears. . “log o Tk i~ P
. . . . = produds Title Text | Rena Gay When Disconnedt o =
@ Click in the Validation Rule boxto | - ™ stat Owa/rima T -
H 2 St Eng Date/Time 2:".:1"“““ :dll Right
type the expression. B oo e peiten e
. Forms T v;unme: N:n:wber ;'::::: m':nl::.!m“m"" -
@ Click here to type the error @ trowomis attachments Attachment e . "
e T /L] OLE Object oy
message text. o | expired Yes/No E“?ﬁ.“.b:“ﬂ%m tta
All Eventy 141 el
@ Click Test Validation Rules. P—— F;;".“,E.“’;:'..d i
I8 e petails
I peentsoywes =
B Today's Brets
If the table contains data already, ]
then a warning appears that the 4 * Tor o dake s the Reaured snd
data must be checked. et e et
® Click Yes.




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

® Click Yes.

If existing data violates the new

rule, then another warning appears.

You can either keep the new rule
or change it if this happens.

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

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

A confirmation dialog box opens.
@ Click OK.

The check is complete.

Working with Fields Chapter4

Microsoft Office Access

You must save the table First.

_l_-’-‘:. Microsoft Office Access can't test your data until you save the design changes you made.

Do wou wank ko save the table nowy

« ) Cw)

‘Was this information helpful?

B

Microsoft Office Access =

Existing data violates the new record validation rule.

" Do you wank o continue testing data with this new rule?
JA * To continue testing For other new rule violations, click ves,
* To continue ko kest only the old validation rules, dick Mo,
* To stop testing, click Cancel,

.—)P Yes ‘ [ Mo ] [ Cancel ]

‘Was this information helpful?

Microsoft Office Access

| | Al daka was valid for all rules.

Co o

Was this information helpful?

)

How do |
construct a
validation rule
that contains
field names?
You can type field
names directly into
an expression by
enclosing them in
square brackets:
[StartDate].

What happens to existing
data that violates the
validation rule?

Nothing happens to it; it is
allowed to continue to exist.
However, new records will
not be permitted to violate
the rule, and if you ever edit
the record that violates the
rule, you will not be able to
save changes to it until you fix the violation.
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Working wi
Relationships
and Lookups

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

Relationships

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

LastName = First Name City State -~ Zip
1 David — Ronda | Allentown IN 46140
2 Wong Lee Barrow IN 46148
Cramer  Jean Clayton IN 46147
Allen I

ick

0147
IV 46146
IV 46146
INN 4614y
N 46140

Common Fields

For a relationship to exist between two tables, they
must have a common field. For example, the
Customers table may have a CustomerID field, and
the Orders table may also have a CustomerID field.
The two tables could be joined, or related, by that
field. The field type must be the same in both tables
for a relationship to exist. One exception is that an
AutoNumber field can be related to a Number field.

The Primary Key and Foreign Key

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

Customer
The Good Earth
Greiner Gardening

Growing Things
Flower Power
Wicker Park Gardens
Allen’s Greenhouse
Bloomin’ Betty's

A New Leaf

Heritage Flower Shop
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Referential Integrity

Relationships can optionally be set to enforce
referential integrity. This prevents the foreign key field

from containing values that do not appear in the

primary key field. For example, in the Orders table, a ORDERS
CustomerlID value could not be entered that had no Egggr* ID#| g
valid corresponding entry in the Customers table. This gggg 0
would prevent users from entering orders for L3yg— 3362 83
nonexistent customers. N g 9

Cascade Update

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

|
|

Cascade Delete

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




Create a Relationship

between Two Tables

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

\ Create a Relationship between Two Tables

Open Relationships View

@ Click the Database Tools tab.
The File menu opens.

@ Click Relationships.

The Relationships window opens.
It there are not any relationships
yet in the database, the Show
Table dialog box also opens.

Add Tables to the Relationships
Window

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

@ Click a table you want to add to
the Relationships window.

© Click Add.

Note: You can double-click the table instead of
following steps 2 and 3.

©® The table appears in the
Relationships window.

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

@ Click Close.

| *]

M Keternad Dath | Databiase Tools

@
L .| A Diatabase Dacumenter il () 1) -
y - N e = ag ¥
e 1 93 Y o =
L = S Aralyze Petformance .
Compack amd Visual  Run Redationships - . Actess  SharePomt | Addin
feepair Datatiave | Basic Mams T dnatyze bsle Server Darabase -
Tasls Macrs fielatianships anmalgze hbave Dot Ada-ins
Al = Wy Brrsmr = & =B
Mame  Creste  EstenadData DatabaseToals  Acdohat Design a @
3/’ % U (s Hide Talsle E
5 B pirect Retarianships
et ship Brep Shaw Tlose
Pelationhips D Rriekorihin Repars Talite 3% Al Retationshiprs
Tool Reistioninip
w | = Relatiombis x
Show Table L
Tables | Quenes | both
P — —
Emplyres
r Qrder Detsds
_0_';!_"_’__ Cistamiers Orders
. e Produts « g
Hamrase Vi Puchiase Qrder Dotk
Company Purchase Order Status
Cintuine Last Hame Purchass Orders.
Salespersan Firr Hame Sales Reports
shipper Eomail Address iz
2 tah Tke
& Busingss Mone
=
g‘
; e_., s |MJ
=
1 »




Create a Relationship

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

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

@ Click the Enforce Referential
Integrity check box if desired
(IZ] changes to [¥]).

@ 1 you clicked the Enforce
Referential Integrity check box in
step 3, you can do either or both
of the following:

@ Click the Cascade Update
Related Fields check box

(2] changes to [¥]).

® Click the Cascade Delete
Related Records check box
(IZ] changes to [¥]).

@ Click Create.

A connector appears between the
two fields.
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n Hame Create E;
[ ¥ Clear Layout

2

Felt

Relationships
Tools

=8 Redationship Repart

wtemal Data Database Teals Asrabat Drasian
B S Hide Table E
— B3 pirect Relationships
Chine

e
Table B4 Rely

Refationships

Orders
o iy !

Orderbate
Custamer
Salesperion
Shipper

Cuslaimens 1
] &
Camprany 2

Last Mame

First Hame

C-mail Address
Jab Tirle

Business Phane ™

» = . Relationships °
Related T =
Orelnrs
Cancal |
[=] customer D
- | 2ainType. |
Orders Customers x
®x B Y [croate now..
T | ¥vm - 7| Enforce Rieferential Integricy E
arderbate Campany
P Ciistamer R || Corstlt Lipalat v Redetrad ikl
Talepeon First Hame Cascade Delcte Reloted Rocords
Shipper Fomail Adlilress
g Jab Itle Type: Cne-To-Many
[ = _Dusiness Phone ™ |

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

@ On the “Many” () side, multiple records can have the same value for the

joined field.

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

@

What is a join
type?

A join type '
dictates what
happens in a

WYY 4
N

query or another
combined view
when there are
records in one

table that do not have a corresponding
entry in the other table. The default join
type is to include only records where the
joined fields from both tables are equal.

How do I change the join type?

@ Click Join Type in the Edit Relationships dialog box.
@ Click a join type radio button (©) changes to @) in the

Join Properties dialog box.

@ Click OK in the Join Properties dialog box.

@ Click OK in the S T——
Edit Relationships | o= o= =
dialog box.

¥ rforcn Refwertl resgrey

Cavend

| [ennee

Y
Wu

— 0

¥ Comace
7 Camadn

P |mm

- 1!
.
Peltrste Tre:  Ore-To Mary .
s
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o 'Ceders’ whire Hat ford fiskds are el

3 Irckade AL vecords from Trdery'aref crdy thoss recseds fram
st amary’ e s kard b srw epenl
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Edit a

Relationship

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

\ Edit a Relationship

@ In the Relationships window,
double-click the connector Orelers Customers
between two tables. ¥ 7 I P
OrderDate Company =
The Edit Relationships dialog Custamer Last Hame
box opens. Salespersan First Mame
Shipper E-mail Adldrass
lab Title
Business Phone ¥
@ Click or deselect the Enforce ‘Edit Relationships (=]
Referential Integrlty check box TablefQuary: Related TablefQuery: _9
(D Changes to ) ’Customers v]Orders v]
. . Cancel
@ If the Enforce Referential Integrity ID [+] customar -
check box is clicked, you can do L
either or both of the following: ¥
Q Create Mew, .,
. /| Enf Ref tial Integrit -
@ Click or deselect the Cascade e RETETErtal ey
Update Related Fields .—->|:| Cascade Update Related Fields
check box. .—0>D Cascade Delete Related Records
® Click or deselect the Cascade Relationefip Tynet | Gne-To:Many
Delete Related Records
check box (|1 changes to [V]).
@ Click OK.

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

[ =]



Remove a

Relati ons h i p Working with Relationships and Lookups |{S:EV(SY 5

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

one of the fields.

[ Remove » Relationshp |

0 In the Relationships window, All Access Objects @] « [:; Relationships
right-click on the line between Tables 2
the two tables_ =1 customers Customiss | Orders
- j Employees %I e - ? 1
g CIICk Delete. , Company o | % Edit Relationship...
T arder Details Lask Mame = ; R | g
= orders First Mame Ll i)
= E-mail Address Shipper
Praducts Jab Title
j Suppliers Business Phone ™
A confirmation dialog box opens.  [Micresoft Office Access ==
9 CIICk Yes' L Are You sure you wank to permanently delete the selected relationship from your database?
The relationship line is removed. 3 =

Note: You cannot undo a relationship deletion.

You must re-create the relationship if you want
it back.




Arrange the

Relationships Window

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

Arrange the Relationships Window /

Move a Table in the e

Relationships Window e

@ Click and drag a table’s title bar to
a new location.

The relationship lines stay
connected.

@ If you need more room, you can
use the scroll bars to scroll down
Or across.

Quders
| Yo

OrdeDate
Custamer
Salesperson

Product [
Deaipbon

||||| Srandard Cose

0
R -
Shapper { »

Lmail Address

4
s
Jaals Tithe i
L Buiingss mond | L Busitiess Phoe
0

Resize a Table's Field List T —— ¥

@ Position the mouse pointer at the
bottom of a table’s field list and
then click and drag up or down
to shrink or enlarge the list box
(% changesto ).

You can also click and drag a field
list's side border to expand the
box horizontally or drag the lower
right corner to expand in both
directions.

Supplisris. |

Pradue Code
Product M
Deaipbon
Srandaed Casr

Salesperson
Shapper

| » ]



Print a Relationship

chapter 5

Report

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

Print a Relationship Report ]

o On the Design tab, CliCk H da-0o-|= | eistonzais '| MyBursiness : Database (Access 2007} = Microsolt Access
= = Home Create wtemal Data abase Toals crobat | Seshgn
Relationship Report. " el
e K Chear Layaut = ; AR E
|<da|§:|'|(anuu Bl Keaticshi it ble 2% A Belationships "
Ta !\ | et natvps
A printable version of the I e Aaoin
Relationships window H= 1R K [EE HERLOH
appears in Print Preview. size Margins [ pnt Dota only | (Portan{Landzcape Cotanns Page | Zaom | Gne | Tuo Hore Euel  Ted  POF  Email Hlore
b . Seup Page | Pages Pages~ File  orips ¥
& Size Page Layout Zoom Data
Click Print. =
o = -
The Print dialog box opens. e | :
— nane: |1 A <—._~| Propestes
@ Set any printing options if e e | S P
y p g op 10Nns I Typ: HP Photostmart CA700 senss
needed: or— | B
. g i hase Crder 1D
@ You can dlick here to choose a o i . ol
; . Arst hame A Norrber of Coples: 1
different printer. st At e - 3y o Recevd
131 s213l Colste  Jed To Imventory
. - Shu e Selected Record(s) 12 lntory D
@ You can dick here to increase i e e .
- = Sehp... - ok | [ cocel
the number of copies. i e ?F
. £ odhuct IO = .
@ Click OK. i o
I | btpice
The report prints out. e Do ocand
e Purchase Order 10
E-mal Address
ETT—
mm Sugplier s -
Hone Phene o | SoclerDeyvae 2
Mobie Phone ]
Product Code
Product Name
Descripton
Standard Cost
I T 1 o & i 1




View Object

Dependencies

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

database.

The Relationships window does not need to be open for you to view

object dependencies.

View O

ject Dependencies

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

@ In the Navigation pane, click an
object you want to examine.

@ Click the Database Tools.
@ Click Object Dependencies.

Al 9™ ie T ] MyBusmess : Databiave GAceess 297) + Micrasoft Access = @ B
Hame  Cresre  Estemadfoma DambaseThals  Aoobat | a
: T o
=7 X tersos 'j SRS A E
1 B2 nirect Retarianships
Edir Shanw Clase
Pdationtign, =8 Delamonship Report Sho W Al elationiiies
Tools Relationinips
| 41l Access Objects ) o || = Relationships | Txi
Tables )
= customen P Purclune Oudet Details =
1 m -
2 tploress ??’ - Purchase Ordes |
=] ol Details peinhd Pruduct & |
by u -
= eusden First Mame: | &u‘iﬂ::: |
Eomadl Addres:
T Fradues AR Dare Receined
| Po i
S purchase Oraer etats Baruiness Phane ™ | L Posted B lmen ™)
S Purhase Orer statug J i |
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LE
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[ e 21 Aralyze Petformance
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Server Damhase

Marve Drata Adaktns

Sabes Annalywn adust Code
Zales Analy Produdt Code ™
Praduce ltame
T Paduat Bamaction:
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Raarder Level
T custome Lint Aok Ll
T customer Cirders Sulifarm
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-
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The Object Dependencies task
pane opens.

@ Click a type of dependency
to view:

® Click here to see objects that
depend on the chosen object.

@ Click here to see objects that the
chosen object depends on.

@ If any queries, forms, or reports
are based on the table, they
appear here.

@ Click a plus sign ([F) next to an
object to view its own
dependencies.

The object's dependencies appear.

@ If any of those dependencies have
plus signs ([#]) next to them, you
can also click them to expand
them.

@ Click here ([X]) to close the task
pane when finished.
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e
(7 8
o

Object Dependencies x

Table: Customers Refresh
@ Objects that depend on me

— (" Objects that T depend on

[= Tables
1

Crders

=] Queries
Mone
[=l Farms
Mone
=] Reports
Mone
=] Ignored Objects
E Unsupported Objects
a GQuery: Product Transaction)

=l Tables
B B Orders
B Table: Customers
B B Table: Employees
.——> EH  Table: Orders
j Table: Order Details
ﬁ Query: Order Summary
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Why would I need to view object dependencies?

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

Is there any way to see all the
dependencies for all objects at
once?

Yes. Use the Database Documenter
feature to do this. For more, see the
section “Document the Database.”

[ ]



Document

the Database

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

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

| pecumen e paavese|

@ Click the Database Tools tab.

Home Create External Data Database Tools <J

Click Database Documenter. % ' = i3l 2 Database Documenter g i el |
9 »5 ﬁ -! i TQJ Banslzepefomance | = :u* ; jﬁ o
The Documenter dialog box ey | R e (e erioes | B Bl SQU Acoss sharefoint | Addins
opens Toals Lilini Refationships Analyze Mave Data Add-Ins
H = =l Documenter
@ Click the All Object Types tab. o e
: % Moddes | fE) curentDatabase | 5 Am:jecnmes<——9
@ Click the check boxes for each
object you want to incIude E E3 Product Traussaclions Subfoem fur Product Delsits - [ oK *—6
I8 Customer Sdoress Hook e
(=] changes to ). ¥ B Customer Phone Book
W & Emploves Address Book
- F i IR 3 Hirnl .
® You can dick Select All to select BB romEnRS Dt
s [Csekan 3o —®
all objects. ¥ 8 Morily Sales Report i =
gmmm =] [[pescectl
. ’ i elationships
@ To include the database’s = . * [ oo

properties, click here.

@ To include the Relationships
diagram, click here.

@ Click OK.

The information appears in a
report in Print Preview.
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@ To zoom in on the report, dick it.

n Fring Previes Acrobat s @
_ _ EP i /) E) @ ENE s GEeEeEE B
You can c||ck agam to Zoom Out_ Puant - Size Marginy [T Privt Data iy Postait Landscape: Galus P:';JII‘. Zoom :; :r?.;: PL|1J: Eriel Eu'-l f‘i; Emil - Mure CI‘-;-:::H
® You can also drag the Zoom slider | » |14 esasemsen - e =N NN W W
(F*) to change the zoom level.
@ Click Print. s g
Erogedies
AhensetisdShade: = Mernaetiack ThemeColatn 3
AtenaeBekTink 1w BackShade: 00
BadkTint: 100 Damshee¥ oreShade: 00
DatmheetForeThemeldaln & DatashesForeTnk 00
Datsherttridinechade: 100 DamsheeCridinesThemeCal 3
s Datssheetondinest nt: 100 DamCrested: S{2/2009 253184
a Defadliiew: 2 DiglarVeevsOnSharePorts 1
[ Flercricod: False: U [puid (EDEFHESE742-4177
2 SR - r—— phrideriitriemsi
% HameMap: Long binary dats Qederihyon; Faiee
2 CrderfyCri and: True Ceentation; System
ReadOnlywhenDaconnacted Felse RgcordCount P
T e W T
WetForPotProcessing: Faive WESTemplateiD: 105
Columns
Hame_ L Eed
piul 2 Le.l'ﬂ.hmﬂ' . 4
. - FggregaleType: -1
The Print dialog box opens. Nodoamte.  rim
AppendOrly. Faw 1.4
- - 0 - Page 1 M 1 13
@ Set any printing options if needed: |is . - AT o
® Click here to choose a different —_ B
printer. Here [ — ey
Sratus: Oifine; Dwm
@ Click here to increase the number | [z, “acoms
H =00 toFile
of copies. s e
. L Bt of Copesi |<(—.
© Click OK. i 1ooh
22l o Colses
. Seectend Recandi) H o
The report prints out. == Q ———

@

How do 1 get out of Print Preview?

@ Click Close Print Preview on the Print Preview
tab to go back to working with the database.

| T Pt
FH Erpont iwertet shindto in

i
faecolarin 3

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

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

© For additional formats, click More and then
choose a format from the menu.




Understanding

Lookups

A lookup is a relationship between a certain field in
a table and either a list of items from another table
or a manually created list.

Users entering new records can use the lookup to select from a list
rather than having to type an entry in the field. This reduces
data-entry errors and makes data entry more intuitive.

Relationships Based on Numbers

Relationships between tables often work best when
they are based on numeric values. For example, the
CustomerID in the Customers table may be a number,
so the related Customer field in the Orders table
would also need to be a number. But when a user is
entering a new order, he or she probably does not
know the customer’'s ID number without looking it up.

Lookups Match Numbers to Names

A lookup cross-references the related table and
displays “friendly” fields that help users find the right
record. For example, you could set up a lookup for the
Customer field in the Orders table so users could
choose from a list of customer first and last names
and be shielded from the customer ID numbers.
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Lookups Based on Tables

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

‘Arkansas
indiand
Mississippl

Lookups Based on Existing Relationships

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

Lookups Based on Lists That You Type

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




Create a Table for Use

as a Field Lookup

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

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

Create a Table for Use as a Field Lookup /

o CIICk the Create tab n Wi Llei:ed Datatisia Taols - @
@ Click Table Design. DS GBSO @ LN B,
g | oo RS S 20| ™ S B2 Wit S P it
A new table opens in Design view. = WrBumess : Databave hecess 2007) « Wicrosolt Access =& =
Hame  Creare  Estemadfoma DatabaseThads  Aoobat Design o @
1 [ el Ko oo |
© Type 2 name that describes il © 3 ; 2
the Ilst_ bl : o0 Modity Lookipi | * Shest i
o | » |} '“‘"L . : i X
Note: Thf.* name does not need fo exactly lpaich : o R — s
the field in the other table that will be looking up 7 stated Text 4—9
from it.
@ Set the data type as appropriate.
Note: Text is usually an appropriate data type.
@ Click Primary Key. r
&
® Akey (%) appears next to the i
field, indicating that it is the e S ] e
primary key. T
i 1
Caplion
Default Value
Validation Rule Afield name can be up to &4 chaneters long,
Validation Text incleding spaces. Préss F1 101 help on tield
T —
Indexed T (Mo Dupticstes)
Unicade Compression Tes
IME Mode Ho Control
IME Sentence Mode Hone
Smart Tags




@ Click the Save button ([&).

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

The view switches to the
Datasheet view.

(® Type the records into the table.

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

@ Right-click on the table’s tab.
@ Click Close.

The table closes.
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Why go to the trouble of
creating a table?

A table makes editing the
lookup list later much more
convenient. With a lookup
that consists of manually
entered values, the only way
to edit the values is through
the field's properties in

Design view, which can be inconvenient. A lookup
table can also be reused for multiple lookups in

different tables.

Does the lookup table
have to have a
primary key defined?
No. That is not necessary.
However, assigning a
primary key for every
table is considered good
housekeeping practice in
a database. In addition,
setting a field as a primary

duplicate values.

key is a good way to ensure that it contains no

[ ]



Create a Field Lookup

Based on a Table

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

Create a Field Lookup Based on a Table ]

@ In Design view, click in the Data
Type column for the field for
which you want to use the lookup,
click the drop-down arrow ([=]) to
open the menu, and then click
Lookup Wizard.

Note: Make sure you are working in the table and
field that should use the lookup, not the table
containing the lookup values.

The Lookup Wizard opens.
@) Click Next.

w | Customen
Fleld Name Data Type Deseription
¥ o AutoNumber
Company Text
Last Name Text
First Name Text
E-mail Address Text
Job Title Text
Business Phone Text
Home Phone Tixt
Mobile Phone Text
Fax Number Text
Address Meme
City Text
é State/Province Text -
= 7IP/Postal Code Text
2 Country/Region Memao
—; Weh Pace Number
i 1 patefTime - _Field Properties.
General [Lookup! Currency
Fisla Size £ AutoNumber
fomat__ Yes/ho
rpul Mzl :
Exgiion OLE Object
Diefaull Valur Hyparlink
Walidatinn fule Artachment The data type determines the kind of values
alidation Test . o ARBT ugers can store in he Thesd. Fress FI for
Recuires = Calculated kg o vt byt
Allow 2¢ro Length No
Indexed Tes [Dupicstes O8]
Unicoge Compression Tes
IME Mode Mo Control
IME Sentence Mode Phrase Predict
smant Tags

Laokup Wrard

Ths

dys & ek of

walues
bt b gat ks valuss?

yous £an chosss From. How do you wank your lockap

@ 1T wark the looks [ inaLalde
qury.

o 1wl Lype in Lhe values that T mant,

e ]
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@ Click the table that contains the
lookup values.

Note: This can be a table that you created
specifically for the lookup or an existing table that
serves other purposes in the database.

@ Click Next.

Laakup Wizard

‘which kable or query should provide the values For wour lookup
columin?

Table
Table

i Purchase Order Details
t Purchase Crder Status
Table: Purchase Orders
Tahle; Sales Reports

Table: Shippers
Mrw

Table: Strings i
Tahle: Sunolier

Wiew

@ Tables () Queries () Both

Cancel H = Back [ Nex¥:> l

@ Click the field containing the
values.

@ Click the Add Field button ([=]).

The field moves to the Selected
Fields list.

@ | there are other fields in the
table that you want to appear in
the lookup list, repeat steps 5
and 6 to add them.

Note: Access adds the primary key field
automatically if you do not explicitly choose it.

@ Click Next.

Loakup Wizard

‘which Fields contain the walues you want included in your lookup
column? The fields you select become columns in wour lookup
calurn,

o

Available Fields: Selected Fields:

W
HE

P

Cancel H < Back. [ mex{> ]

@

Can I use a query instead of a table?

Yes. A query is a sorted or filtered version of a
table or a combination of tables. When two or
more tables have relationships between them, you
can create queries

Can I set up lookups without using the
wizard?

Yes. You can use the Lookup tab in the field's
Properties, placing a SQL (structured query

[Eern—

that join the data
from them into a

language) statement in the Row Source box (@).
You will probably not want to create lookups that
way, but you might use the boxes on the Lookup

single datasheet. ?::fm:;}d tab to make

That way, you can S minor

use data from ML e changes R B
multiple tables as to a lookup

if the data resided || cwa |t without

together in a single having to

object. For access to completely

any queries, click Queries (®) (© changes to @).

re-create it.

-



Create a Field Lookup

Based on a Table (continued)

You can sort the list as part of the lookup

specification. This can be useful if you want the list
to appear in the lookup in a different order in one
usage than in another. The lookup table’s records
need not have been entered in any particular order

because the values can be sorted later.

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

© 1 you want to sort the list, click
here ([=]) to choose the field
name.

Note: The default sort order is Ascending.

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

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

@ Click Next.

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

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

@ Click Next.

Laakup Wizard

‘what sort order do you want for the items in your list box?

‘¥ou can sork recards by up to Faur Fields, in either ascending or descending

order,
{Mone)
: |

Cancel H < Back 1 Nex!} l Einish

Laakup Wizard
How wide would wou like the columns in your lookup column?

Ta adjust the width of a column, drag its right edge to the width vou want, or double-click
the right edge of the column heading ko get the best fit,

| States <—®

_ Blahams
Alaska
Arizona
Arkansas
California
Colorado

rnneckicnk

i | »

Cancel H < Back. I mex!‘;\- ][ Einish
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(® You can modify the label assigned Lokip Weiaid
to the field. T \what label would you like Fgayour lnokup colurmn?

State,i'Province|

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

@ Click Finish.

Do wou want to enable data integrity between these tables?

[|Enable data integrity

@) Restrict Delete
Do you want to store multiple values For this lookup?

[ &llow Multiple Yalues

Those are all the answers the wizard needs ko create vour
lookup calumn,

Cancel J [ < Back et 2 16
A prompt appears, asking you to Lookup Wizard
save the table.
. __[) The kable must be saved before relationships can be created, Save now?
(@ Click Yes. A

m—* Yes ] | Mo

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

©

How can I make changes to the lookup?

To make small changes, use the Lookup tab in the field's i ol =
properties. If you need to re-create the lookup, you first need i,
to delete the relationship that the Lookup Wizard created: el

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

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

© Press CEED.
@ Click Yes to confirm.




Create a Field Lookup with

Values That You Specify

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

@ In Design view, click in the Data - cosomens I *
. Figld Name Data Type Description =
Type column for the field for 70 Autonumber
. Company Text
which you want to use the lookup, | sname rest
. First Name Text
click the drop-down arrow ([+]) to | =maiaseres Text
. Job Title Text
open the menu, and then click Business Phone Text
- Home Phone Text
Lookup Wizard. Mobile Phane Text
Fax Number Text
Note: Make sure that you are working in the fable | %5 Lol
and field that should use the lookup, not the fable State/Province Text
.. ZIRfPostal Code Text
containing the lookup values. oty Reglon Toxl =
Wih Pagp Text | -
— {Mamia _Field Progerties
Gener g Nomber I
Fiend Size w0 Date/Time 1
:"“"‘“ 5 Currency |
ey AutoNumber t
Detault Value Yes/No |
Validation Auls OLE Dbject lr::lu: type l-:lflmlﬂ:;l:!flhl!:' m’u'nn.‘m
::Ilﬂl:::ll\‘m - H]le“lnk | | il ”(.:!1;‘51,“!“:'3. e38 F1 tor
Algw Zero lingth N Amachment |
Indreed a Caloulated '
s N m_ﬂ
IME Sentence Mode Fhuase Predict
Smart Tags i |
The Lookup Wizard opens. Lot Wl
. - - wishest youl cisn chogee From, M;nywmm::;;
@ Click the I will type in the o B o
values that | want radio button a B ek bt skmiu kM ke s o
(© changes to @). .1 e
© Click Next.




@ Type the values that you want to
display in the lookup list.
Note: It is common to use a single column. Use

multiple columns only if a single column cannot
adequately represent the values.

@ Click Next.

O You can modify the label assigned
to the field.

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

@ Click Finish.

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

‘hat values do wou want to see in vour lookup column? Enter the number of columns wou
want in the list, and then type the values you wank in each cell,

To adjust the width of a colurn, dragits right edge to the width you want, or double-click
the right edae of the column heading to get the best fit,

Murnber of columns; 1

i Coll
A‘United States 9
| |©anada
;f_ Mexico|
*|
Cancel I | = Back. [ &ex! s ] | Finish

Laakup Wizard

whiat label would you like Foegaour lookup column?
Country/Region J

Do wou wank to enable data integrity between these tables?

Da wou wank to skore multiple walues Far this lookup?

[ Allows Multiple: Yalues

Thaose are all the answers the wizard needs ko create your

lookup calumn,

Cancel | | < Back.

@

How can I change the values on the list?

Are users limited to only the

On the Lookup tab of the field's properties, the Row Source box
contains the values you specified for the list, each one in
quotation marks, separated by semicolons.

values on my list?

No. The default display control is a
combo box, which also enables

@ If you need to modify the list,
type your changes directly
into that text box, making sure
you keep the correct syntax
with the quotation marks and
semicolons.

e Leship

m—

Vit
L fr e T—

users to enter their own values.

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

[ » ]



Set Up a

Multivalued Field

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

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

Set Up a Multivalued Field ]

@ Follow steps 1 to 15 in the Lesokup Wicard
section “Create a Field LOOkUP T what label would you like For your lookup column?

Based on a Table.” o Terms
You can aISO fO"OW Steps 106 ~— Do you want to enable data integrity between these tables?
in the section “Create a Field

Lookup with Values That You

|Enable data integrity

Cascade

S e (@) Restrict Delete
pecrry' Do you want ta store multiple values For this lookup?
@ Click the Allow Multiple Values 2 G
ChECk bOX (I:l Changes to ) Those are all the answers the wizard needs to create vour

lookup calumn,

@ Click Finish.

concel| [ 2mtk. | et 3

A warning appears about Whcrosolt Ofice Access =
chan_glng the field to store o You heve changed the Terms ook ol Lo tore bl vees. You vl ot be bl o undo
multiple values. T opoumntto T ————
. Yes No
@ Click Yes. e



@ Click View to switch to the
Datasheet view.

A prompt appears, asking you
to save the table.

O Click Yes.

® The lookup is created and is
displayed with multiple values
allowed in the chosen field.

Note: See Chapter 2 for more on entering
valves into @ multivalued field.
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Acrobat Desian

Cliphoard Sort & Filter
» | =| Customers. %
rield Name Data Type
# |1ID AutoNumber
Company Text
| Last Name Text
| First Name: Text
| E-mail Address Text
Job Title Text
Business Phone Text
'Home Phone Text —
|Mobile Phone Text L <
|Fax Number Text %, Youmust first save the table.
| Address Memo '-Q-' .
" ity Text = Do you wank ko save the table now?
E State/Province Text | No
= |ZIp/Postal Code Text
'.E | Country/Region Text B
| ™ Wiah Page Hunerlink
- @
¥a 35 Replace  Calibn (Detail) =
I'ﬁ HGcoTo- | B I U
Find s setect é e
Find lext Formatting
x
F ZIP/Postal C ~ | Country/Reg ~ Terms - WebPage .=
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What are the drawbacks to using a multivalued field?

Multivalued fields are incompatible with Access versions 2003 and earlier. You cannot save a database in
an earlier format if it includes multivalued fields, which may be an issue if you later need to share your
data file with someone who only has the earlier version. Furthermore, you cannot convert a field from
multivalue to single-value; you have to delete it completely to make the database compatible, and you
lose all the data that was stored in that field for the entire table.

1]



CHAPTER

Finding an

Filtering Data

Access 2010 provides many
ways of locating individual
data records within your
database. In Chapter 2,

you learned about sorting

a datasheet—one of the
simplest methods of looking
something up. In this
chapter, you learn about two
other ways to search for
data: using the Find feature
to find a text string and
using the Filter feature to
show only records that
match criteria you specify.
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Filter to Show Only Blank or
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Filter by Selection ...
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Filter by FOrM.n s
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Understanding Find

and Replace

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

© Find What EPT I e e e 5 LY ST DR
. OrderIT - Employes - Customer - OrderDate - ShippedDate - ShipVia - Ship Name - Ship Addre: - Ship City -~
You can specify a text s 46 Zare |v|TvanhooProdn  4//2010 4/5/2010 Shipping Company A  Sven Mortens 123 gth Stroet Salt Lake Cit
String or numeric va'ue . 47 el Neipper Fairfield Restm.  4/8/2010 4/8/2010 Shipping Company B Franciseo Pér 123 6th Street Milwaukee
. * 48 Maliva Sergienk Harris and Son  4/5/2010 4/5/2010 Shipping Company B Elizabeth And 123 Sth Street Portland
that you want to find. # Helpiniosl Vallow Vol Pai alefsmin’ aleiznin Shinine Comnane AL Johin Rodwat 780 25th Strel Chiicago
" 51 Anne Hel i snd Repis By 1 789 26th Stred Miami
® Look In W 55 Nanoy i | Frd [Reploce oo Jung Lee 78 agth Steet Deaver
You can limit the . o v e =D o ) e e v
R oW
search to a certain ® T [Lcamesl ]| foho Edward 123 12th Steec Las Vegas
8 ] fizaboth And 129 Sth Street Portland
fleld. # MrPdil’W ’H [hristina Lee 123 4th Street New York
& a =0 oo Jung Lee 780 20th Stres Denver
) Match ¥ CitstchCater [} Saarch Fieids As Fomatzed fhomas Axen 123 30d Street Los Angelas
# TS 577200 STYTZ0TD COMpANY isco Pér 123 6th Street Milwaukee
You can look for exact b 66 Jan Kotas Harrisand Son  5/24/2010 5/24/2010 Shipping Company C Elizabeth And 123 8th Street Portland
i 67 Mariya Sergienk Jackson Street  5/24/2610  5/24/2010 Shipping Company B Roland Wack 123 10th Stres Chicago
matChes Of t_he WhOIe # 68 Nancy Freehafer Gaither Cateric  5/24 /2010 Ming-Yang X 123 7th Street Boise
field or partial matches. | = 69 Nancy Frechafi Jackson Street | 5/24/2010 Stipping Company’A’ Roland Wack 123 1oth Stre( Cliage
= 70 Nancy Frechafe Kendall Propert  5/24/2010 Shipping Company C Peter Krschne 123 11th Stree Miami
® Search . 1 Naney Frechafer ACME Corpora  5/24/2010 Shipping Company € Anna Bedees 123 1t Strect Seattle
® 72 Nancy Freehafe: Banfield Desigr 6/7/2010 &/7/2o10 Shipping Comp C Amri h R 789 28th Stre¢ Memphis
You can search above % 73 RobertZare  IvanhosProdu  6/3/2010  6/5/2010 Shipping Company A Sven Mortens 123 gth Street Salt Laks Cit
¥ 74 Michael Neipper Fairfield Restar 6/8/2010 6/6/2010 Shipping Company B Francisco Pér 123 6th Street Milwaukee
or below the currently & At e S T B B o A S P
selected record. ! 76 Aune Helung L Yellow YokPes  6/3/2010 __6/5/2010 Shivwing Company A Joha Rodma 790 25th Stres Chicago
Fecordi W 4 1Tofd6 W ¥ i Unfittered | Search | k)
@ Match Case @ Found String
You can choose whether the search is case-sensitive. The found string is highlighted in the datasheet.
Replace With Find and Replace )
The Replace tab has a Replace With text field, in which you ] Fachee _
can enter the replacement strin FodWhots Rabert =] Crmie)
P 8 R =0 =
Lok In: Currenk document || &
©® Replace button P e 4=
You can click Replace to replace one instance of what you = ekt G=@)
are searching for and move to the next instance. '
@ Replace All button

You can click Replace All to do a global replace. Be cautious
about doing so; it might replace more than you intended.

=



Find Data by Using

Find and Replace Finding and Filtering Data

You can use the Find feature to locate a text string or
numeric value within any field in a datasheet. You can
search in one particular field or you can expand the search
to include all fields.

o If you plan to limit the search to Craate  EdemalData  DatabaseTools  Acobat  Fields  Table
only one field, click in that field's ut 9} Ascending 7 Selection - =i tew I Totals 2, Repl eorgia {Detall -1
C0|umn _ in any row Loy i ? 2| bescending ¥ advanced = s;a%}n s@swe  F spaning ‘ﬁﬁwpn Iryg | fFFEn
' Tormat Painte ﬁ‘,n—mm-mn W Toanlelilber | ay» 2% Delete ~ B More - it Selet- | A0 - By~ E =3
g On the Home tab, Cllck Filld_ ward W Soit & Filter Revords Find Texl Fenmnatting
. H IL- Employee - Custo - Order Date - | Shipped Date - Ship Via - Ship Name -  Ship Addre: -
The Fmd _and Rep_lace dlalog bOX 30 Anne Hellung ~ a  1/15/2010 1/22/2010 Shipping Company B Karen Toh 780 27th Stree
opens, with the Find tab g1JanKotas  DanubeEngine 1/20/2010  1/22/2010 Shipping Company A Christina Lee 123 4th Street
displayed- 32 Man) a Sergienk La“ son Title 1/22/2010 1{22&010 Shlppmg Compam B Jolm Edward 123 12ﬂ1 Stree
9 Type the text you want to ﬁnd- 34 Anne Hel —R—m L?—Iw '|.m-.l|r.|.-| Tae !73 ﬂl‘h Strest
s joo Jung Lee 789 29th Strec
@ Click here ([=]) to choose either i Rl iy <—O e o ) | Ly
c“rrent Fleld or current 38 Anne Hel o = = " L r.mml_J kmritansh Rz /8y »8th Stree
Document. 39 Jan Kota, " ; e ' Hlizabeth And 123 8th Street
40 Mariya : e foland Wack 123 10th Stree
@ Click here ([=]) to choose what 41 Nancy By g Vang X 123 7th Street
42 Naney Fif land Wacl 123 10th Strec
you want to match. N = — — ; eter Krschne 123 11th Stree
Note: The choices are Any Part of Field, Start of 44 Nancy Froshafel ACME C""P“a 3f~4"‘°‘° o — AN Bedoce 1123 15t Stoece
Field, and Whole Field. 45 Nancy Freehafe: Banfield Desigr ~ 4/7/2010  4/7/2010 Shipping Company C Amritansh Re 789 28th Stre¢
! . 6 Robert Zare Ivanhoe Produ /5/2010 /5/2010 Shipping Company A Sven Mortens 12 Street
4 4/5/ 4/5/ pping Compan; 3 9th
. 47 Michael Neipper Fairfield Restan ~ 4/8/2010 4/8/2010 Shipping Company B Francisco Pér 123 6th Street.
o Click he_re (E) to Chof)sg up or 48 Mariya Sergienk Harris and Son. ~ 4/5/2010 4/5/2010 Shipping Company B  Elizabeth And 123 8th Street
Down if you want to limit the 50 e Hallonest, Vallow vaites A ela0te 4/5/2010 Shipping Company & John Rodma: 780 25ih Stree
search to one direction. 51 Anne Hc]lung.—l. ﬁp?;- D.c].i\'cr_\' 4/5/2010 4/5/2010 Shi]?.pi..ng Cc.mpn.n_v C |Run Lin ',789 26th Stroc
55 Nancy Freehafe Charleston Man 4/5/2000 4/5/2010 Shipping Company B Soo Jung Lee 789 2gth Stres
o You can click here to make the ;:::R\\ Cenecini Fai.rﬁ;l:. Res:cm 4?;';;\:rztllvz:l 4:;;:;:2010 Shippi.ng Compan_v;' Frm-lci‘scoll.’:: 123 biﬁlreet
. Kotas Danube Engine  4/23/2010 2010 Shipping Company A Christina Lee 123 4th Street
search case-sensitive (D Changes 59 Mariva Sergienk Lawson Title 4/22/2010 4/22{2010 Shipping Company B John Edward 123 12th Stree
to ) araa b Wb | Unnirersd | Search 1 w
© Click Find Next. e R
find | Replace |
The datasheet view jumps to the | ruwha:  oner &
first instance and highlights it. ()

Look In: Currant Hald B
© Click Find Next tofind the next | v sysstri - e—E)

instance. S
&»ijm Case  [7]Soarch Ficlds As Formatked

(O Continue clicking Find Next until

the instance you want is found. h’




Replace Data by Using

Find and Replace

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

o If you plan to Iimit the replacement n Wamg | Craste l-femlllll;l Databas ei{oh Acebit | Feeldi  Table a @
- . . - ’ v A ] slection = o Wtew T Totas
to only one field, click in that field's - . “f' Moo Bamers | S one  Drans B0 o
. " e T oo e s Rl |
column — in any row. v | paa e duis
BErT =
: Ordes IL - Employee - C Date - Shipped Date - Ship Vi - Ship Name - Ship Addre - Ship Gity -~
@ On the Home tab, click Replace. - ,,m;:.:..,v e | il B Mo :.,.,;L“i,'h ﬁ,ﬁs::;:..':
® J Danube Engine l}'ﬂm 1/22/2010 Shipping Company A Christina. 123 York
A H “ ?\?:ma Sergionk l.awinn Tme 1= 1/22/2010 smppmg Campnm B John Edward 123 12th Strec Las Vegas
The Find and Replace dialog box S A _ S Ao el S
" " 34 Anne Hel hrfsting Lee 123 4th Street New Yark
opens, with the Replace tab AR s [ et m;”mn
- 36 Mariya 5 = [=1 [ Fednies | | [homas Axen 12 JMSH:HiLnaA.n elas
displayed. M *'44—9 (4] e | v oy s i e
. . 36 Anne Hel | wTw L Coel || Lwcivansh Rz 780 26th Stres Mermphis
© Type the text you want to find. N el
E - 40 Mariya § i P fTa | _m;‘\'ﬂxﬂgﬁl\x:ﬁn
. s = 41 Naney =l i
@ Type the text you want to substitute § —TT naacan et Wk 2 106 S g
# 43 Nancy WETET TTOpeT 3 SR oMy - Krschne 12 13th Stree Miami.
for the found text. % 44 Nancy Frechafe ACME Corpora.  3/24/2010 Anna Bedecs 123 151 Street. Seattle
- 45 Nancy Freehafe Banfield Desige ~ 4/7/2010  4/7/2010 Shipping Company € Amritansh Rz 789 38th Stres Memphis
e Clle here (E) tO choose e|ther = 46 Robert Zare Ivanhos Produ  4/5/2000 a/s/200 Shunm: Cemwm A S\“ Mortens 129 9;!\ Suﬂl Salt Lake C:r
= i 8 Mariya Sergionk Harris and Son /52010 /5/2016 Shipping Company szabeth And 123 Sth Street Portland
Current Field or Current A AR P S B s W o S N e T
Document. - 51 Anne Hellung-L Zippy Delivery 4/5/2010 4/5/2010 Shipping Company C Run Liu 784 26th Stres Miami
" 55 Nancy Freehafes Charleston Mar 4/5/2010  4/5/2010 Shipping Company B 500 Jung Lee 760 20th Stres Denver
. * 56 Andrew Cencini Fairfield Restme  4/2/2000 -1 f4/2010 Shipping Company € Francisco Pér 123 6th Street Milwaukee
@ Click here ([=]) to choose what you e l:wh?]w- /] RS S UG A AR T R sl b i
+ 54 Mariva TRMN. wson Title dlz/2000 -1-:?-!5‘3- ipping Company lahn Wl 127121 Ter 15 Vegas b
want to match. Becord M| Jef 38 b W b5 | e eh 1 *
Note: The choices are Any Part of Field, Start of Field, e —
lmd WhOIe F’eld . 30 Anne Hellung-L ACME Corpora 1/15/200 1/22/2010 Shipping Company B Karen Toh 780 27th Stred Las Vegas
: 3 gidanFotas  DunubeEngine 1/20/2010  1/22/2010 Shipping Company A Christina Lee 129 4th Strest New Yark
. e a2 3[-nu Snrprnl\ Lawson Title 1/22/2010 1/22/2010 Sb-ppuu; Cumpum B John Edward 123 13th Stree Las Vegas
@ Click here ([=]) to choose Up or . wdion ogmye ia R R
. . - 123 4 ew Yorl
Down if you want to limit the search . 59 390 S Dt
. . . 23 3rd Street Angelas
to one direction. . o Pés 153 60 Stwet SEvacled
5 ftansh Re 789 26th Stres Memphis
. o izabeth And 123 8th Sereet Portiand
@ You can dick here to make the . o | o ik 3 0 S i
search case-sensitive ([Z]] changes . T — i ey g o v
to ) * 7aun ST ConpRny© Peter Krschne 123 11th Stree Minmi
i 3/24/2000 Anna Bedecs 123 158 Street Seatile
. af7fae 4/7/2010 Shipping Company C  Ameitanch Rs 769 26th Stres Memphis
© Click Find Next. . - ool S Cmpe A S s S e Lt
*. 47 Michael Neipper Faicfield Restms.  4/8/2010 2010 Shipping Company B dsco 6th Street
. . . £ 4B Mariya Sergienk Harris and Sen.  4/5/2010 4/5/2010 Shipping Company B Elizabeth And :;ssh Street Portland
©® The datasheet view jumps to the first % 5oMane HellngL Velow YakPai  4/5/2010  4/5/2010 Shippiag Company A John Redimai 789 25th Sew Chicago.
. . . . #* 51 Anne Hellung-L Tippy Delivery 4/5/2000 4/5/2010 Shipping Company C Run Lin 78g 26th Stres Mimmi
instance and hlghllghts It. . 55 Naney Freshafi Chasieston May : 4/5/2010 Shipping Company B Soo ung Lee 759 25th St Denver
56 Andrew Cencini Fairfield Restav  4/3/2010 4/3/2010 Shipping Company C Francisco Pér 123 6th Street Milwaukes
"1l 58 Jan Kotas Danube Engine  4/22/2010  4/22/2010 Shipping Company A Christing Lee 123 4th Street New York
== u?:a:“:“: ?em;nk‘l.a:?l«:n I:IP. .h':i-':u:n 4/z2/2010 Shivoing Comoanv B John Edward 123 12th Stree 1.1»-\&15 i



(O Click Replace.

@ If you do not want to replace that
instance, you can click Find Next

to bypass it.

@ The next instance of the text is

highlighted.

@ Continue clicking Replace or Find
Next until a message appears that
says Access has finished searching

the records.
@ Click OK.

Finding and Filtering Data

IL - Employee -

Customer - Order Date - Shipped Date -

- Ship Name - Ship Addre: -
78y wyth Stree
A Christina Lee 123 4th Street
7 = |dward 123 12th Strec
th And 123 Bth Strest

Ship Via

ha 23 4th Street

BRI ng%’,@g 20th Stree

B s Axepgglad 3rid Street
|:mu ‘mjmsﬂhsttwt

msh Rz 789 28th Stree
(Reokoco® | | ki &1 12 B Street
Wack 123 10th Stree

st ANE X 127 7th Street

30 Anne Hellung-L ACME Corpora  1/15/2010 1/22/3010 Shipping Company B Karen Toh
31 Jan Kotas Danube 1/20/2010 22/2010 Shippi
92 Mariva Sergien] Find and Replace
5 Mihsel e ——TT |
34 Anne Hellung 1 | e Yo
Fi at:
35 Jan Kotas
36 Mariya Sergien Replace vikh: Bob
137 Laura Giussani| Look In; Current document [« |
98 Anne Hellung-] | Match Any Part of Ficld [ ]
39 Jan Kotas Search Ml [«
40 Mariva Sergien| [ I match Caze search Helds s Formattad
41 Naney Frechafs ar =t
42 Nancy Freehale: Jackson Street 3/24/2010 4/7/2010 Shipping Company A Roland Wack 123 10th Stree

43 Nancy Frechafe: Kendall Propert  3/24/2010 Shipping Company C Peter Krschne 123 11th Stree-
44 Naney Freehafe: ACME Corpora  3/24/2010 Anna Bedees 123 1st Street
4/7/2010 4/7/2010 Shipping Company C Amritansh Rz 789 26th Stree
4/5/2010 4/5/2010 Shipping Company A Sven Mortens 124 gth Street
4/8/2010 4/8/2010 Shipping Company B Franeisco Pér 123 fith Street
4/5/2010 4/5/2010 Shipping Company B Elizabeth And 123 Bth Street
4/5/2010 4/5/2010 Shipping Company A John Rodma 789 25th Strec
51 Ann® Hellung-L Zippy Delivery 4/5/2010 4/5/2010 Shipping Company C Run Lin 8 26th Stree
55 Nancy Freehafe: Charleston Ma1  4/5/2010  4/5/2010 Shipping Company B Soo Jung Lee 780 2gth Stree
56 Andrew Cencini Fairfield Restat 4/3/2010 4/3/2010 Shipping Company C Francicco Pér 123 6th Street
58 Jan Kutas Danube Engine  4/22/2000 4/22/2a10 Shipping Company A Christina Lee 123 qth Street
59 Mariva Sergienk Lawson Title 4/22/2010 4/22(2010 Shipping Company B John Edward 123 12th Stree
17atds * M ¥ & Unhiterad | Search 1 |

Microsoft Office Access

| o

E=

Micrusoll, Offie Access finished searching e reconds, The search e wes nol fousd,

)

How can I replace all instances at once?

® Instead of clicking Replace, click Replace All. Be careful, however, that
you do not make any unintentional replacements. For example, even
though Robert prefers to be called Bob, his e-mail address might still call
him Robert; a global replace operation would change the e-mail address
and make it incorrect.

Find and Replace
Fnd | Replece
Findwhat:  [Robert
Feplace With: |Hob
Look In: Current. document [ w]
Match: Ay Part of Field ||
Search: a (e
Match Case

Search Fisids ds Formatted

s

[«] | Andnest |
| mopisce
Ty

What is the Search Fields

as Formatted check box,

and why is it

unavailable?

@ If afield's Text Format
property is set to Rich Text
(in Design view), the field
can hold formatting as well
as text. For such fields, you
can search for strings
formatted a certain way.
By default, most fields are
plain text, so this check box

is not available.



Filter to Show Only Blank

or Nonblank Entries

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

)

\ Filter to Show Only Blank or Nonblank Entries

D, il
Filler al 9 Eduaks B4

Apply the Filter E Wome | Crame  EtemMDMt.  DstibaseTosli  Acebdt | Fhds e
[ e _Ir b ascending w zﬂ ﬂ 3 Replaze  Geargia Denal) -1

@ Click in the column for the field
you want to search — in a row
where that field is blank.

@ On the Home tab, dlick Selection.

© Click Equals Blank to show only
blank entries.

St B4 Filk Betwesn.. fecards

@ Alternatively, click Does Not

=wdeh: B LU EIE

o
b5 Remove Sort bn-sllvl(walll.ml*"h‘a“'.‘.'m‘ R tetea- | A - % - B '.. EB

Fitml Tk Fusmaltiing

& 4: Naney Fruhnﬁu Jackson S:rm sfuf:mu 4/7/a010 Shipping Company A Roland W’ado 1:3 10oth Stree C!:Snagn

Equal Blank to show only §| + a7 Michaol Noigper Faichld Restar  4/8fa0i0 4/ = ]
ek 3 L o AnetHelung L Yo Yok P 4//aote ” e ’ mm’mmw
% oa i nm .
o Records that do not match the E Wome | Crae DOt OasbaeTasls  Amobst | Rl Tibe
pe . . = ) < T e——" s Sebeanan = . mtew T Totaly . eplace  Geargia iDemail) =
speCIflcatlon are temporarlly \;K [_—_- g oy P_IIE % oeemnmg ¥ advances % VF spaing ﬁ =R B LY EIE o E
hidden. | e g eer | ;jnmm.s..[vja._mm - oo EMares M e A% - EEE B
_Vbews Clphoard 15 Soat 2 Filter Bevards Find Teet Formating
Remove the Filter OrderIL-  Employoe = Customer - Ordor Date - Shipped Date=  ShipVia = Ship Name - Ship Addre: = Ship Gty - &
. i fe umwmm s!ufm 1= mu-mxusmsnnm: Z
@ Click Toggle Filter. T e B S tee et
The fllter iS removed. B ' .. Naney Frechafe: Jackson Sl fu.n’éom Shipping Company A ml 123 10th Strw Qs- I
Nofe: To reapply the same ﬁl’er[ dick Togg’e _. 71 Naney Freehafe: ACME Corpora 5f24i'?ﬂtﬂ Shipping Company C | Anna Bedecs 123 15t Street Seattle 1
Filter again. [ Cer o

1oe




Filter by

SEIECtiO“ Finding and Filtering Data

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

0 Click in a field that contains the DatabaseTools  Acrobat | Fi Table
value for which you want to filter.  |sccending [\& seatian '<_ﬁ faw BT Lﬁ 3 Replace  Gearaia (Detail
. . Descending Equals “Cramer” il = G0Te- B I U 2
Note: For example, to filter for Owner inthe Job ... .\ powpoceaus-ommer = Bnores ™™ L meas A G-
Title field, you would click any instance of “Owner.” | sorsfit  congams owmer s Fiod Test Farmatting
. . Does Hot Contain “Owwner” 3¢
@ On the Home tab, click Selection. | . [.cName - FirstName -  E-mail At»o\ T B ot Homte
. . Bedecs Anna \'nerl (122)555-010
@ Click the option that you want. Ciatae S Avisais O tiayeesins
i . Axen Thomas Purchasing Represent: (123)555 010
Note: The Equals options look only for entries f22 Chuistina Pirdiaing Manager (Ba)sasois
matching the entire field. The Contains options look ODounell  Martin Owner (123)555-010
for the specified entry as any part of the field. Pérez-Olaeta Francisco Purchasing Manager (123)555-010 r
Xie Ming-Yang Owner (1231555-010 F
Andersen Elizabath Purchasing Represent: (123)555-010
Mortensen  Sven Purchasing Manager (123)555-010
Wacker Roland Purchasing Manager (123)555-010
Krschne Peter Purchasing Manager (123)555 010
@ Only records that match the filter o R - ©
are dlSpIaYEd Ascending €z Selection - i New  F Totals w3 Replace  Geargia {Detail) -1 ==
. . Descending 75 Advanced - c] o 5ave & speling ST~ B I U EE B -
@ Click Toggle Filter to remove the |- . [ 1usa .cggmmﬂmm cEvorer | "™ Gseear | AV @ EEE B
ﬁlter When fmlshed Sort & Filter Records Find Text Formatting
®
» Last Name - First Name -  E-mail Address - Job Title -i" Business Pt - Home F
Bedecs Anna (123)555-010
Gratacos Sols Antonio (123)555-010
ODonnell Martin Owner (123)555 o10
Xie Ming-Yang Owner (123)555-010
Bagel Jean Philippe Owner (123)555-010
Hasselberz  Jonas Owner (123)555-010




Filter for

Multiple Values

Filter by Selection works well, but it finds only one
value. For example, you cannot set it to find people

with job titles of either “Owner” or “CEQO.”

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

that field, and you can select multiple values for which to filter.

@ Click in the column for the field
you want to filter.

Note: You can click in any row; it need not be a
row containing a value you want to include.

@ On the Home tab, click Filter.

@ You can also click the arrow ([=])
to the right of the field.

A Filter pane appears below the
selected field.

@ Deselect the check box next to any

value that you do not want to
include ([¥] changes to [C])).

@ Click OK.

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

@ Click Toggle Filter to remove the
filter when finished.

owneyrs

Names

U Fred Taylor
U Tim Jackson
o Sandy Scott

U Jake Mansfield
¢ Bill Nevada
23

¢ Sarah Jefferson

_CEOs

\U PattyLizbon
= Jim Smith

= Levi Girradelli
¥ Bebo Donaldson

" Pamela Mansfield
v Barry Mansfielq

Filter

il vsmomang ¥ sdvanced + S
el :
T W ToggleFiler | am=  $% Dedere = T More

n Moms | Creste  DxtemaDats  DatabaseTools  Acrabat  Fisidi  Table

4} dseending

51}

= Bsae T soding

Rieor

- New E Torals e Replace G

+ ACME Corporation
-Banfield Dsign

3 Chm-hmm Mnnuﬁmg

i= Last Name - First Name -

8l zoramz

i sptIwa

Teur Bifters

e Al
7] #aniy
o ACHE Corparation
7| Bafield Desigin

|| Lhirteston
[¥] tranube Engmneenng
| Erchesan Landsaping

E-rnil Address

-
&
0
%
&
s g ] Fairfvsid Festarants
& . Gaher Cateing ¥
= . i '
| &
B| - e—» o] [ ane ]
i % e —
* " L _ Bagel Jean Philippe
| 1 Autior Miconi Catherine
d 19 Singletan M1H Smms Fygrrer Alexander
- 20 and Sons § i Gearge
= 21 Ulne l’ae_.lﬁpl_\_;_ﬂ‘w Tham Bernard
= 22 Viceroy Marksting Ramos Lucians
£ 23 Wempen Consulting Entin Michael
4 24 XCito Productions © Hasselberg,  Jonas
= 25 hﬂnw\'akl’w]"hnnin.g_ Rodman John
- 26 Zippy Delivery s Liu Run
s 27 ACME Corporation | Toh Karen
|| fecord M« ijofdg. 4. MWD &ummem um
n Mome | Creste  DasmMOaty  DatabaseToels  Amebat | Fieidi Talite aﬂ
kxj” & o i’ | ascending :(, Leecnian = &~ Hew E .T-\nl'. A, Replace  Geargia m«mum o = o Fi=dl =
Sy Cony sescemimp W Advarioed + il ] =4h: B LY EIE 1.
View | Ful Filt ————— fefim Find .
& F #armar Paine Lfmgwm A= 9% Delere = [ Mare = 3§ %
e R e e RRearie, L L
» [
= Company 4 Last Name - First Name - E-mail Address Job Title - Business PI -
¥ 1 Bedees Anna Cwner (123)555-01¢
L} 2 Banfield Design Gratacos Sols Antonio Owner (123)555-010
= 3 Charleston Manufscturing Axan Thomas Purchasing Represent: (123)555-01¢
. i) > 4 Danube Engineering Lee Christina 1asing Manager o1t
& & Fairfield Restaurants Pérez-Oleeta Francisco Purchasing Manager (123)555-01¢
= 27 ACME Corporation Toh y { g
[ 28 Banfield Design Raghav Amritansh Purchasing Manager (123)555-01¢
8 29 Charlaston Manufacturing Teoa Boo Jung 1 Manager
* (New)



Using Text

Filters Finding and Filtering Data chaptcr6

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

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

\ Using Text Filters

0 Cli(k in the CO|Umn f0r the ﬁEId Create Frtf‘tml ““'.‘f... ﬂl&!lu\r*lfh.lfl\ Acrabat r.?irlrls Talile -. . ) N ) |
you Want to fllter o f ansccmlmg W Sefection - oy = New X Totals m a4 Neplace  Georgia [Detail) =1 =
Copy .- % | Descending T Advanced = Ft:'fr.:ih Hsave T speliing e wGopr B L U | .| E

Note: You can click in any row; it need not be a Format Pairtsr b penoiefon W ToggleFilter | ane X Delsts + B bore - ltseete AW G EEE

Recarids Fini Teut Franmatmng

row containing a value you want to include.
@ Click Filter.

@ You can also click the arrow ([=])

il samzroa

to the right of the field. ' ke
. L Equal...
A Filter pane appears below the . o i iy
selected field. rris @ % :frrfdf:;":;;:u" Dioes Nt Begin With..
. . < [¥] chartestan Mamifarring Conigins...
9 Cllck Text Fllters. ! - : [¥] panune Fngineenng Dioes Mat Cantain..

V] Exchesan Lanascaping PR
(9] Fairmiald Rastaurants
[¥] Gaither Latenng

4 m

Prores Bt Brad Witk

@ Click the text filter you want to _ -
apply. e St [

Note: For example, fo find all records that contain
a certain text string, you can choose Contains.

Purchasing Manager

The Custom Filter dialog box
opens.

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

Note: You can remove the filter by clicking
Toggle Filter, the same as with any other filter.



Filter by

Form

Filtering by form enables you to filter by
multiple fields and specify criteria for as many
fields as you like.

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

us“‘g AND n Home Create External Data Database Toals Acrobat Fields Table .
0 On the Home tab, click % = el ? 4| Ascending ¥z selection - =ilew X Totals
— 53 Copy il Descending 7j Advanced - Save ‘.? Spaling
Advanced. o | it = WS
2 ¥ Farmat Painter 37 RemoveSort| W& Clear All Filters
g Click Filter By Form. Lo Llipheard sort S TIE g Filter By Form
£ 7] customers | ¥ Apply Fitter'Sort
1D 8 Company _{? Advancad Filter Sart... ~ First Name ~
® ACME Corporation z. Anna
+ 2 Banfield Design L@ sne s Antonio
|& 3 Charleston Manufacturing - } - Thomas
|E 5 Etcheson Landscaping 11 s Martin
& 6 Fairfield Restaurants s e a Francisco
|E 7 Gaiﬂ:ler Cz_lte_ring Xie Ming-Yang
A Fllter by Form Sheet Opens' n Home Create External Data Database Toals Acrobat
Note: If you previously performed a filter | %o 4 sscending 7 Selection
operation, the existing filter specification may e i ending ¥ Advanced - !
appear. Delete any unwanted criteria. < Format Paintes % remave sort 7 Togale Filter
Views Cliphoard Sart & Filter
@ Click here ([=]) to open the list for > | T customers Fiterby Fom
a field to choose the value that ID Company <I-aibue First Name
you want. J-._.;\IE L.-:::-r_m: :
I Banfield Design [
9 Repeat step 3 for other fields as e o Rk
needed. Danube Engineering
. . Etcheson Landscaping
e Click 'I'oggle Filter. Farchiald Restaurits
. . Gaither Catering
The filter results are displayed. Hobiesmi S
Ivanhoe Productions
Jackson Street Cafe
- Kendall Properties
E Lawson Title
s Manson Mansions
= Nester Statuary
2 Oberon Media
\ ’ = Pike's Peak Market -




Using OR

@ On the Home tab, click
Advanced.

@) Click Filter By Form.

A Filter by Form sheet opens.

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

9 Click here ([=]) to open the list for
a field to choose the value that
you want.

@ Click the Or tab.

A blank Filter by Form page
opens.

@ Repeat step 3 to select another
criterion.

Note: Fach page represents a separate criterion.
Records are included that match the criteria on any

page.

O Click Toggle Filter to apply the
filter.

Finding and Filtering Data

u)[" % Cut [7 11 Ascending .'_f} Seledtion - ! s v E Totals
S copy 2| peccenaing | ¥ advanced v"J—gﬁe o speting
View ; Fillter A _
¥ ¥ & Clsar Al Fiters t i
oL Siphoard Somt 2T g Eiler By Form
» || ) customers L. ApplyFiter Sort 1 s |
Lk Company M Advanced Fiiter zont - |First Name -
= |l ACME Corporation Anna
& 2 Banfield Design " s Antonio
i 3 Charleston Manufacturing — Thomas
] 4 Danube Engineering S Christina
+ 5. Eteheson Landscaping ' Martin
g 6 Fairfield Restanrants a Francisco

U vany T siled ¥ Tot

il T advaniced =
L 7 Toggle Filter g -

view Uipboard s sort & Hite fecords

1D Company
"ACME Corporation”
ACME Corporation
Banfield Design
Charleston Manufacturing
Danube Engineering
Etcheson Landseaping
Fairficld Restaurants
Gaither Catering

Harris and Sons

Ivanhoe Productions
Jackson Street Cafe
Kendall Properties

TLawson Title

e | et | |

+[1]

Manson Mansions

Nester Statuary

Oberon Media

Pike's Peak Market -

Navigation Pane

e .

@

Why are there already criteria in the form?

If you previously performed a [F&inei-

filter operation, the last filter | % ceraifiees

that you ran appears in the ? Bty o

form — for your convenience. |3+ "™
A hdvanced Filter Sort

Delete it from the form if you
do not want it.

@ Another way to clear all old criteria is to click the
Advanced button (from the datasheet, not from
the Filter by Form page) and then click Clear All
Filters. If the Clear All Filters command is not
available, there are no previously used filters to
clear.

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

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

company
"ACME Corporation” Or "Colvin Enterprises'l |_-_

only if the Or condition involves multiple fields.

L



Save a Filter

As a Query

You can save a Filter by Form filter as a query so (
you can rerun it later without having to set it up
again. When you save a filter, a new query is created
as a new object in the database. It works just like
the queries you learn to create and modify in
upcoming chapters.

Save the Filter
Hame Create External Data Database Tools Acrobat
@ Create a filter and then display it . cos | Ascend o
in Filter by Form. B By S S
Y =3 Capy 3_‘ Drescending Lrj,ﬂkdvancﬂecl 41—9 =
Note: See the section “Filter by Form” for help if Ple o | (FIRRE G =
needed. Do not apply the filter yet. e i el 'H
h b click Cliphoard 7 Sort & Fily \g Eilter By Form 4_9
@ On the Home tab, cli Customers: Filter by Form L ApplyFilter/Sart
Advanced.
9 CI' k S A D Company Y/ Aclvanced Filter Sart,..
ick Save As Query. d—» Charleston Manufacturing’| | 2. 034 rram query..
m Save As Query
Delete Tab
>< Clear Gridl
= Close
The Save As Query dialog box opens.  [saye As Query
@ Type a name for the query. Query Name:
. \Chatleston Manl.|Fau:I:uring|4—9
@ Click OK. B
\ ’ e—+ (0]4 ] | Cancel



Finding and Filtering Data

O Right-click on the Filter by [ I _
Form tab. T

@ Click Close.

Navigation Pane

Looktor (B 7

Run the Saved Filter All Access Objects

1 Chateston Mamsachming

Seann 1 o =] Company

@ In the Objects list, double-click the (1 T Co—— | W ool o
query (filter) that you saved. S customers Eends ol ey

Sl tmiployees Lended

® The results open in a new -

0 tnvertary on Hald
datasheet. 5 oo o Ond
3 mventory Purchased
A tnvertary Sakd

Mol

1 tvsice ata

T Ovder Dstails Extended

5 Owder Price Tomals

5 oraer suntorals

3 Ovaer Summsary
ot Categary Sabes by B
F Pradus Orders

S Produd Purchases

1 Product Sabes by Category
E1 Produce Sakes Ony by Emplay..
1 product Sakes Torsl by Date
A Products on Bach Duder
A Purchase Details Evtended

A1 Purchase e Totals
i L vl mecard: 0« 3et2 v W[ § ter | Saarch 1

What is the difference between a filter and a query?

A filter is not saved. If you want to reapply it later, you must set it up from scratch. On the other hand, a
query is saved, allowing you to reuse it. A query is also more versatile than a filter. A query can include a
filter, but it can also include one or more sort levels, data from multiple tables, and input prompts.

s



CHAPTER

Creating Sim
Queries

Queries enable you to save
specifications for sort/filter
operations as reusable
objects. They are the
backbone of any data
retrieval system and enable
users to quickly pull the
needed information from
large tables. In this chapter,
you will learn how to create
simple, effective queries that
sort and filter the data from
one or more tables.




Understanding Queries ..........cccoouemreseesnnnnses

Create a Query with the Simple
(O TTT-T VAT, V7 -7 { [

Start a New Query in Query
DeSigN VIEW....cccoeeemmmmmsssssssssssssssssssnsnnss

Insert, Arrange, and Remove
Query Fields.... e
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Combine Criteria .......cocoumnmnmsmsnsssnsnsssssssnsnsnnss

Limit the Records Returned........coceeeveeeun...



Understanding

Queries

Queries are like costumes that tables wear. They display the data from the table in some
modified way, such as sorted by a certain field or filtered to show certain values in a field.
In Design view, a query appears as a grid at the bottom of the window, into which you

drag fields from the table or tables.

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

® Tables

A query can pull fields from more than one table, provided

they have a relationship between them.

@ Field lists

Each table’s complete field list appears in a

separate window.

“ Home  Create  Edtenal Bata  DatsbaseTooh  Acobat Deign
T'l .. j——4| = @0 A Ej )" T Union dhm  CmbeTRows z o 5 propey et
. vl $ % * @ pasraughn — . (k)| 5 Tante names
View Run | (Select | Make Append Update Crosstah Dielete Show | Takali Parameters
. Tible WDataDenntion . Typle SN A Rretumn: ARl
_ Rewits | = ety Trpe 1evy Setiip toiv, Hide
w | 3] Product Purchases
Sapplives Purchase Orders Purchage Cliider Details ]
tm --\‘|  Purchase Order| | im |
Company Supphier I Purchase Gider I
Last Hame | Creaved By Produc 1D
First Hame | Submitted (ate Cpuantity
w Bl Address Crestion Diate Uit Cost
Job Tide Status 10 Dae Recetred
Busingss Mhang Expacted Late Podted To Inventer, |
Hame Phane Shipping Fes Trveentary I |
Molrile Phone Tares |
Far Hhumbrer Fayment Date
Addreds Payment Amati
& ity bt Pagmient Metho *
&l
== —
2 Fielt | Creation Date [ Quantity uUnit Cost Transaction: Purchase” Company Name: Company Posted To Inventary
% Table: | Purchase Orders Purchase Order Detal Purchase Qrder Detall Suppliers Purchase Order Details
L Sort- | Arcending
Show: | 7 £ 7 £l 2
ﬁnew True
|
1

@ Add a field
To add a field to the QBE grid, double-click it in the
field list or drag it to the grid.

112

® Select a field

® View button

To run the query,
click View.

QBE grid

This grid, called
the Query By
Example (QBE)
grid, contains the
fields chosen to
be in the query —
one field per
column.

To select a column on the grid, click the thin bar

above the field.
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Field ® Table
The Field row shows the field name. The Table row shows what table the field came from.
Fleld: i[_rentm:%'ate iQuanmv | Unit Cost ' Transaction: “Furchas| Company Name: Lomil’nma To Inventory . sol’t
r A!:::I.l‘:::;rdzu :P|.!Il|lﬂ5E C-lulﬂ Delai| Purchase (_)ljd:r Dtlali B Suppllzum . iPl"l“ﬂ!\E Order Delai The Sort roW
Lfr:':n"; t = - A== “@=> e =0 = indicates the
A field(s) by
which the
results should
be sorted.
4
® Show ® (Criteria ® Or
A field can be omitted from the The Criteria rows hold any Additional criteria can be entered
results by deselecting its check box. filters you want to apply. in the Or row.



Create a Query with the

Simple Query Wizard

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

You cannot use this wizard to set up any filtering.

\ Create a Query with the Simple Query Wizard

(1) On the Create tab, click Query B D& m R
Wizard. Application | Table Table SharePoint | Query Query
Parts = Dresigin Lists = Wizard Design

Templates Tables l“l‘.‘l‘.}

The New Query dialog box opens.

‘@,: ; j ] Form Wizard

j Havigation »
Form  Form  Blank

Design Famm %I-Imcrumn-
Farms

o E 3 IS, Report Wi
< = 2 2 Llabals
Feport Report Blank

Design Report
Reparts

| »

@ Click Simple Query Wizard.
©® Click OK.

The Simple Query Wizard opens.

@ Click here ([=]) to choose the
table (or other query) from which
you want to select fields.

@ Click a field.
O Click here ([=) to move the field

Navigation Pane

- Find Duplicates Query Wizard
Find Unmatched Query Wizard
This wizard creates a selecl guery
From the fields you pick.
@ .

to the Selected Fields list.
I_Sm!gle Query Wizard

® You can also click here (=) to ——
move all the fields at once. | 4

@ Repeat steps 5 and 6 to pull more
fields from the same table or |

query. |

© If needed, repeat steps 4to 7to |
pull fields from another table or

query.
© Click Next. -

| Tables/Guerica
Table: Customers

Which fields do you want in your query?

You can choose from more than one table or query. |

=



(O If you selected at least one
numeric field, a prompt appears
for a detail or summary query.
Leave Detail selected for a query
that includes all records.

@ Alternatively, you can select
Summary to summarize the data
rather than show every record

(© changes to @).

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

@ Click Next.

(® Type a name for the query,
replacing the default name.

@® Click Finish.

The query results appear in
a datasheet.

Creating Simple Queries chapter7

Would you like a detail or summary query?
T & .@_,@ Detail (shows every field of every record)

2 | ma - 3 £
3 | cc o .‘_—-)r_. Summary
I | bb -

2 | dd et
3 | dd =

L]
bhb

dd

Cancel ‘ l < Back J[ ue:ét> ] | Finish

What title do you want for your y?

Customer Addressesl

That's all the information the wizard needs to ceate your
query.

Do you want to open the guery or modify the query's design?

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

Cancel J I < Back Finish

@

Can | use fields from any
combination of tables?

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

What are those other queries in the New Query dialog box
used for?

They are for several types of special-purpose queries that are
difficult to set up manually:

® A Crosstab query summarizes and groups data in a two-
dimensional grid.

e A Find Duplicates query locates records that have the same
value in a specified field or fields.

e A Find Unmatched query locates records in one table that have

no corresponding entry in a related table. For example, you

could find customers who have no orders.



Start a New Query in

Query Design View

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

[ Start a New Query in Query Design View |

@ On the Create tab, click Query Design.

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

@) Click a table that you want to include in
the query.

® You can also click the Queries tab to e
choose a query to use as a table. This Gk
allows you to base one query on another.

© Click Add.

MNavigation Pane

a

1|

@ Repeat steps 2 and 3 to add more tables.
@ Click Close.

The selected tables (or queries) appear as

field lists in the top part of the window.

R T T

@ You can drag the edge of a field list to =i Pl i

enlarge the box. e | s s s tve O 0 | | B e

@ You can scroll through a field list, but it is
sometimes more convenient if you can
see more of the fields at once.

@ Drag a field into the first empty column in

the query grid.

You can also double-click a field name to E

place it in the grid. i :
K]

If you need to add another table, you can refee @Y =

drag it into the top part of the query o -

window from the Objects list.

® You can also click Show Table on the
Design tab to reopen the Show Table —
dialog box to add another table or query.

=
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o Dl"ag more ﬁelds into the grid as n'rhme.’.;_reﬁ" t-b;—mm/w; \I:mh.\iel;ols- “laoh:l! Desion —— T - e - = @
f i\ nian am  afniertfows ' nsert Colimns 5 Prapem Sheer
needed. P. “'*“Jl P '|° Af' i I.x _Enjl K):: @ Fas Tisugh j # petete Commin TE " [:l | B e ames |
in Wake Append Uplate Crosstab et oy L o | 5 Ao 1  Totah Pameters
Note: The fields can come from different tables as — L L -
queryl i
long as the tables are related. .
[ ovten OrderDeals.
@ Click View to check the query lowsn. BEM raee E
- . Emplayes Ty Quntay
results in Datasheet view. ‘ ot ‘ inipre
Cirder Date Digount
Shapped Date Status I
The results appear in a datasheet. i P =
Ship Mddress
‘ S it P
Shap TP Postal Cou
% _ Slugr Courtry Regie ™
3 |
§
3 -
4 13
Fielg: | Customes ID Cudei Dale Frodud I Quaniity Uni Price I J
r;:: | Cders Tndlens irdes Debails Cuder Details Crdes Details
Show: | v 4 9 v 4
Ciiteris: |
K] »
H Al H‘—g = B B
e CIICk the save button (g) % Home | Creste  EtenalData  DatabieTooh  Acobat @
. b & o 31 dscending ¥ Sefection - mthew  E Touals 4, Fenlace  Cabbn -l iz =
. T i copy A Demeending T advanced - 5 S 7 Tuslling =T+ B 1 U IR H .
The Save As dialog box opens e 2l
@ i r T t ‘:,‘,\h W Daters - Ftdore - " st A-" & FEE
Type a name for the query’ Wiew | '_Iu..'.ll - |_FL R o | ’_.: Tt Formasreing .
o Iy S ~ < - = A ..‘
replacing the placeholder name. Customer - OrderDate - | Produc - Quanmity - Uniterice - z
ACME Corpor=]  1/15/2010 Northwind Tral 100 $14.00
. ACME Corporatic 1/15/2010 Northwind Trar 30 53,50 .
m Cllck OK Danube Enginee  1/20/2010 Northwind Tra: | Save s L ES
Danube Enginee L20/2010 Northwind Trai Qury Name:
- Danube Enginee 172072010 Northwind Tra: Infoemation
The query is Saved. Lawsan Title 1/22/2010 Marthwind Tra iii
Lawson Tithe 1/22/2010 Northwind Tran ok | | concel
Harris and Sons 1/30/2010 Northwind Tra L a0
Danube Enginee 2/6/2010 Northwind Trai 0 5920
Charleston Man 2/10/2010 Northwind Trai 10 S12.75
| Charleston Many 2/23/2010 Northwind Tra: 200 59.65

vs)

What is the Run button used for?

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

'

@
Fun

What if the query results are
not what | wanted?

Rather than saving your work (steps
9 to 11), click the View button on
the Home tab to return to Query
Design view. Make any changes as
needed and then preview your work in the
datasheet again.

74
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Insert, Arrange, and

Remove Query Fields

When you double-click a field to add it to a query, it
appears in the first empty column. If you want to
insert it somewhere else, you must use a different
procedure. You can also rearrange fields after placing
them in the grid and remove any fields that you added

by mistake.

\ Insert, Arrange, and Remove Query Fields

Insert a Field in a Specific
Position

@ !n Query Design view, click at the
top of a field's column to select
the field that the new column
should appear to the left of.

@ Click Insert Columns.

@ A new blank column appears.

@ Drag the new field into the blank
column.

Note: As a shorteut, instead of inserting the
column, you can simply drag the new field on top
of an existing one; a new column is automatically
created fo the left of it.

=

N o orer tamuionm omween [ Py
BE Y et ¢+ A 1 = BE: ¥ « T e b
e j EY *1 D i ough 1 e #' Deleve Calumns 2 17 [T Taie tiames
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T tudertts v ::“m'
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o Hane Biane
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Critesin:
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i | B ; Z "Bl i
Ve (S tshe Sepand Undats Croah oty 0 she | s I Picamstens
e 1 b | i
=
I Customers -
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poil First Hame
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Shippa it
Shig N .uu“;:ﬁmm
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Shig tate Provinice h‘;"m«
Ship T Pastas Cou froh
] i Courtry Rege ¥ | ==
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i 1 3
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Critesin:
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Remove a Field

the grid.

Move a Field

Creating Simple Queries chapter7

o

“ Mome  Creste  EtemaDats  DitabaseTools  Adobat Design = @
. ) Jlj ! ﬂ ! %! -! a£:=| ?‘-! Unian _] Fos Insert Bows :ﬁ‘ Bnsert Catimng Z ) .?-n.q.m_\ et
@ (Click the top of a field's Ve bun[Sdnt| e gy Uit s Daae e s | B Peimaes P
column to select it. poue X 2 st
|| queryl *
@) Click Delete Columns. e
. PP | V| GG
Alternatively, you can press tpdegeets ||| || qunees s
Customer [y p—] Unit Price FirstHame
It sk e
The field is removed from S ke el
S e i Pt
Shap ZF Postal Gos :;:""“
é ey Couy feyir T State Provmce
i
i 4 » 7
Field | Customes ID Order Date Produd ID Quantity Unil Price
Table: | Oiders Orders Cider Details. Ordes Details Order Delaily
@ (Click the top of a field's column L - . ’ : v
to select it. &
@ Drag the bar above the field left PP
or right to move it. L d :
® Ablack line shows where the T o R T,
field is being dragged. e @ ’ . J .
When you release the mouse
button, the field moves to the
new location. q 3
How do I remove a (1) | What
‘s fi H - Clrcler -
table’s field list from I.&#Rgmm,e Tahle happens
Query Design view? 2 1 if I remove
S i : -
To remove a table’s field list: | Properties.. a table
Cirelero that has
@ Right-click on the title of Praduct ID fields in
the field list. Quantity use in the
LInit Price -
. uery grid?
@ Click Remove Table. Discount query g
Status 1D Those fields are deleted from

Date Allocatec
Purchase Oreler ID
Inventary ID

the grid. Adding the table back
again does not automatically
restore them in the grid; you
must manually add the fields.
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Set Field

Sorting

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

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

\ Set Field Sorting

@ In Query Design view, click here
([=]) to open the drop-down list
in the Sort row. Figld: | Order Date i Company | Produst 1D | unit Price | Quantity
- Table: |Oraert Cutty Oraer Details Oraer Details Oraer Details
son ' : :
@) Click Ascending for an A to Z e -
sort.
® You can also click Descending
for aZ to A sort. £
@ To turn off field sorting, choose Al d - |z [0 Morthwind : Database (Access 2001) - Mic
(not sorted) Home  Creste:  CxemilData:  Dotabseidls  Aeobat: |  Devign
ﬁ ! gg = ' q=' )‘ )“' 0 Union et ElnsetBows B Insart Columng
| : Ha - Ta B - AT 3 5
9 Repeat Steps l and 2 for Other View Run Select | Idake Append Update Crosstab Delete & ussctheondh ]fg‘v g :{J S RS
" . - Table o Data Definition | Typje o Pailde AR Retuime Al
fields if needed. i Ui iy el
- » || 2 ouem’|
@ Click View to check your work. :
Oitiers _“‘_"1”:2'_‘__ L'umfmers. =
The results appear sorted by the o AN A oam T o)
chosen field(s). et e o T e
3 Order Date Discount il
You can return to Query Design e sww STk
view by clicking View again. St Home Eaasthene
Ship &ddress
St Clty Mabile Mhane
Ships State Provine: Fiax Mursbier
Ship ZP Postal Cor | 2:‘1”’”
] | Ship Country egi ™| -
E TP Fostal Code
3 | S
H
=z
1
Field: | Customer ID Order Date Froduct ID Quantity uUnit Price
Table: | Orders Orders Order Detans Order Details Order Details
Sort:
Showe &l ] ] i @
Criteria:
or
!

Ready |



Add an Alias 7
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to a Query Field

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

To change the wording of the column heading in the query results, you can create

an alias for the field.

\ Add an Alias to a Query Field

@ 'n Query Design view, click at
the beginning of the field name
in the Field row and then type

the alias, followed by a colon (:).

@ Repeat step 1 for other fields if
needed.

@ Click View to preview the
change in a datasheet.

©® The datasheet column(s)
appear with the alias(es).

@ You can return to Query Design
view by clicking View.

Figld: | Order Date Lempany | Praguct: Unit Price Quantity
Table: | Qrders Customers | Orger Detaily | Order Detalls | Crder Detalls
Sort: | Ascending | f
Show: L] i L v ]
Critesin:
or
1
™ R A R L PSR Morthwind @ Database {Access 2001} - Mic
Home Creale Extermnal Data Database Tools Acgbat Crenign
@ s |' ‘ﬂ" /' x' 10 Unton -,fﬂ FelnsetRows  f Insert Columins
s 8 . * @ rass-nrouan ' Detete Columns
Pun  |Seledt| Male Append Update Crasstab Dalete Show =
Table 7, Data Definition | Typje sl Psturn: Al -
Query Type Quiery Setup
= Morthwind : Diatabase {Access 2007} - Microsoft Access
Hame Create Fatemnal Data Datahase Taols Acrabat
b7 - ® T 3] Ascending V2 Selaction » ﬂ = Mew X Totals 3 Replace
e 23 Cop! < %l vescending ¥ Advanced - = 8 save F speing = GoTor
View | Pate Filtar Rafrash ind
. # Format Pamte )5 Remove Sort T T Allr % Delete - B More - I Selet -
Views Clipboard Sort & Filter Records Finil
| » || 3] quenn |
Order Date - Company . Pmdud‘—. >,
1/15/2010 ACME Corporation Northwind Traders Beer

1/15/2010 ACME Corporation
1/20/2010 Danube Engineering
1/20/2010 Danube Engineering
1/20/2010 Danube Engineering
1/22/2010 Lawson Title
1/22/2010 Lawson Title
1/320/2010 Harris and Sons
2/6/2010 Danube Engineering
2/10/2010 Charleston Manutacturing
2/23/2010 Charleston Manufacturing
3/6/2010 Fairtield Restaurants
3/10/2010 Banfield Design
3/22/2010 Harris and Sons
3/24/2010 Jackson Street Cafe
3/24/2010 Galther Catering
3/24/2010 Jackson Street Cafe

Navigation Pane

Northwind Traders Dried Plums
Northwind Traders Dried Paars
Northwind Traders Dried Apples
Northwind Traders Dried Plums
Northwind Traders Chai

Northwind Traders Coffee

Northwind Traders Chocolate Biscuits Mix
Northwind Traders Chocolate Biscuils Mix
Morthwind Traders Chocolat,

Northwind Traders Clam Chowder
Naorthwind Traders Curry Sauce
Northwind Traders Coffee

Northwind Traders Chocolate

Northwind Traders Green Tea

Northwind Traders Coffes

Morthwind Traders Boysenberry Spread

1]



Understanding

Criteria

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

Numeric Criteria

You can specify a fixed numeric value as a criterion for
a number field. Type the number directly into the
Criteria row in the grid. You do not need quotation
marks or any special formatting for it. Access interprets
dates as numbers too. When using a date, enter hash
symbols around it: #12/15/2010%. If you forget the
hash marks, Access usually adds them for you.

Text Criteria

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

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

Use Description Example

< Less than <30

<= Less than or equal to <=#1/1/10#

> Greater than >100

>= Greater than or equal to >=50

<> Not equal to <>"Denver”

Like Matches a pattern of characters Like “Denver”

And Matches two or more conditions >5 And <10

Or Matches any condition “CO" Or “CA”
Between ... And Matches values in a range Between #1/1/10# And #1/15/10#
In Selects from a list of values In (“NM”, “NY”, “NJ")
Is Null Includes the record only if the field is empty Is Null

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

* Wildcard, substituting for any characters 462*

? Wildcard, substituting for a single character 4627




Filter a Query for

a Spec

fic Value

The simplest type of criterion is one in which you are
specifying a single value. Only records containing that
value in that field are included in the results.

\ Filter a Query for a Specific Value
m Home

>
i i
Select | Make Append Update Crosstab Delsts

Filter a Query for a Numeric
Value

@ 'n Query Design view in the
Criteria row, type the value you
want to filter.

Note: If the value is a date, enclose it in hash
marks: #12/15/2010#.

@ Click View to check your work.

Note: If you enter criteria for more than one

field, only records that match both criteria are
included in the results. Multicriteria queries are
covered later in this chapter.

Filter a Query for a Text String

@ In the Criteria row, type the text
string you want to filter, enclosed
in quotation marks.

Note: If you forget the quotation marks, Access
usually adds them for you.

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

=

The ACME Corporation!

)\

View

Fun

Craate Extarnal Data

20+ A

Database Tools

a0 Unien

* @ ra-Miough

Acrobat

“re et Rows

= Delete Rowes

Show |
z. Crata Definiion = Table -_N Builder

or

bt Table
i Results Query Type Oiiery Setup
» |3 Quetyt
Orders Order Details .ﬂ““?"“"
| . - Crder ID p
¥ onero Product I v :D.m i
tmplayee 1y Quantity it
Customer ID = Unit Price F“t ”ame
Order Date Discount [m I:’::
Shipped Date Status I el
Shipper I Date Allocated ¥
<HiE RAme Businecs Phone
Ship Address Hame Phone
Ship City Mabile Phone
Ship State Provine: ;:-uhlumbﬂ
Ship ZIP Postal Cut my'“‘
| Ship Country Reqle ¥
! - lipcmuny Begl © State Province
& AP Pastal Code o
= I Sl
& L -
|
B
=
a
=
4]
Fiela: | Order Date Company Product: Product ID | Unit Price Quantity
Table: | Orders Customers Drder Details Order Details Order Details
Sort:
Show [c] @) @l ]
Criteria: | «#12/15/2010#
on
Field: |Order Date Compary | Product: Product 1D Quanlity
Table: | Orders _CUS{DMEIS :Qlﬂﬂ Detalls Order Detalls
Sort: | Ascending |
Show: 7] ] =]
Crtena “ACME Corporation™




Specify a Range

Of Values Creating Simple Queries chapter7

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

Comparison operators work with all kinds of criteria (text, dates, numbers,
and so on).

\ Specify a Range of Values

Use a Greater-Than or Less-Than
Range Product: Product ID LInit Price Quantity

0 In the Criteria row, type the Order Details Crrder Details Crder Details
comparison operator that you

want to use: |I| [ @
= lﬂl

> greater than

< less than

>= greater than or equal to
<= less than or equal to

= equals

@ Type the value to which you want
to compare it.

Note: The value can be a number, date, or fext = ;
string. Remember to enclose fext sirings in Product: Product ID Unit Price Quantity

quotation marks. Order Details Crrder Details Order Detgdls

[ | |

EBetween 1 and 10

Use a Between Range

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

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

© Type And and then add a space.

@ Type the higher value in the
range.




Specify a List

of Values

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

of the values on the list.

There are two ways to create a list of values. You can separate each
value with the word Or or you can use the /n keyword and then place the

values in parentheses as a group.

\ Specify a List of Values

i<

Create a List by Using Or

@ In the Criteria row, type the first
value and then add a space.

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

@ Type the word Or and then add a
space.

© Type the next value and then add
a space.

@ Repeat steps 2 and 3 to include
as many items for the list as
needed.

Create a List by Using In
@ In the Criteria row, type In (.

@ Type the list of values, separated
by commas.

Note: If the values are fext strings, enclose each
one in separate quotation marks. Make sure that
the commas are outside the quotation marks. You
can use spaces fo make the criteria easier fo read,
but Access ignores them unless they are within
quotation marks.

© Type).

=

Product: Product ID | Unit Price
Crder Details Crder Details

[ ¥

Cuantity
Cirgar Details

10rl0or lﬂﬂ Or 500

b b

Product: Product ID | Unit Price
Crder Details Crder Details

[

Quantity
Crder Details

7]

In (1, 10, 100, 500]




Hide a Field in

the Query Results

You can hide a field without removing it from the query
grid. This is useful when you need to include a field in a

query in order to use it as a criterion but you do not want

that field to show up in the results.

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

\ Hide a Field in the Query Results

@ In the Show row, deselect the
check box for the field you want
to hide.

@ Click View to check your work.

The datasheet opens, showing
the query results. Only the
records that match the criteria
appear.

©® The field providing the criteria
does not appear.
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EST 2 B

#! /! )‘! T Unan

@ PasTaraugh

Field: | Order Date Company Product: Product ID | Unit Price Quantity
Table: | Orders Customers Crder Details Order Details Crder Details
Sort: |Ascending
Show: @ @ @
Criteria: "ACME Corporation”
or
4 L
Al M~ 3 .| Murthwnd ; Database {Acces 2007 - Microsolt Access = & B
Mame Create EstenalData DatabaseToals  Acobat Design a @

% nsert Lotumns

j atnzert Rows 5F Froperty Shest
S peee hovws | B Delere Columns

B Tahie Hames

X dF[?]

View fun | Selevr ‘lll:bllz Append Update Crasstab Dielene o i Do rr;l-;.: 2 pudass At i e | Totals Panameters
Fesum ety Trpe iy St show Hide
&{ I’ i] Aveniding .fr Selectan - 2 = Hew E Tatah H Replace  Cabibn 1n -z s
- £ Descending ¥ advanced = P ogilime W ipang = G T B LT =l .
W [ : : r’:‘lllz'\h » IS T Fiil i selea- | A - W = | B
3 - CHphaard . Sart & Fitter Revardy Fina
Ear— x
Order Date ~ Product = UnitPrice - Cuantity = -
h1s/201 = Boer £14.00 100
1/15/200 Northwind Traders Dried Plums 2150 30
1/20/2000 Northwind Traders Dried Pears 530,00 10
1/20/2010 Northwind Traders Dried Apples $53.00 10
1/20/2010 Northwind Traders Dried Flums 53.50 10
1/22/2010 Nerthwind Traders Chal 518,00 15
1/22/2010 Northwind Traders Coffee 545.00 0
1/30/2010 Northwing Traders Chocolate Biscuits Mix 59.20 30
2/6/2010 Northwind Tradeers Chocolate Biscuits Mis 53.20 bl
2/10/2010 Northwind Traceers Chocolate £12.75 10
2232000 Northwind Traders Clam Chowdier £9.65 200
2 3/6/2010 Northwind Traders Curry Sauce $40.00 17
‘E 3/20/2010 Northwind Traders Coffee 596,00 300
2 3/22/2010 Northwind Traders Chocolate $12.75 100
; 3/24/2010 Northwind Traders Green Tea 5299 200
3 3/24/2010 Northwind Traders Coffee 545,00 300
3/24/2010 Northwind Traders Boysenberry Spread 525.00 10
3/24/2010 Northwind Tradiers Cajun Seasoning £22.00 10
3/24/2010 Northwind Traders Chocolate Biscuits Mix 53.20 10
3/24/2010 Northwind Trachers Dricd Plums 150 bl
/742000 Northwind Traders Green Tea sr98 S0
3f2a/2000 Northwind Traders Chai $18.00 F
3/24/2010 Northwind Traders Coffee $36.00 b
3/24/2000 Northwind Traders Green Tea 52499 ol
4/7/2010 Northwind Traders Clam Chowder 59,65 50
4/7/2010 Northwind Traders Crab Meat 518.40 50




Combine

Criteria

You can use multiple criteria to define your filtering
conditions. Criteria combinations can be exclusive (And)

or nonexclusive (Or).

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

by a certain customer.

[ combine Critra |

Combine Exclusive Criteria
(Using And)

@ Create a criterion for a field.

Note: See the preceding sections for help if
needed.

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

Combine Nonexclusive Criteria
(Using Or)

@ Create a criterion for a field.

@) On the first empty Or row, create
a criterion for another field.

Note: You can also create a criterion for the same
field in step 2, but if working with the same field,
it would be easier to use the word Or in the Criteria
line, as you learned earlier in this chapter.

=

Field: | Qrder Date Company Product: Product ID
Table: | Orders Customers Crder Details
Sort: | &scending
Show [F [#]
Criteria: |#12/15/2010% “ACME Corporation”
or:
4|
Field: | Order Date Company Product: Product ID
Table: | Orders Customers Crder Details
Sort: | Ascending
Show: [ ¥l
Criteria: |#12/15/2010%¢ |
or: "ACME Corporation”
4|




Limit the Records

Returned

In addition to the various criteria that you can create, you
can also limit the number of records that a query returns.
You can limit it either by a number or by a percentage.

For example, you could show only the top 5 records or you
could show the top 5%.

Creating Simple Queries chapter7

[ Limit the Records Retumed |

@ In Query Designview in the field [, eier s,
by which you want to impose the 2
limit, click here ([=]) to choose EFE
Ascending or Descending.
Note: The limit refers to the first field by which the
query is sorted, if any. If there is no sorting
specified, it refers to the leftmost field. P fore  cete  EtemaiOns  DatbaseTook  Aaobst | Deagn
. .. = > B @D Union i Salnsert Rows 3 Insert Columns
@ Click here ([=]) to choose the limit B e A x! © rentirinit: | I | s i [ ol
& R dake A Lp: L Jejate Sha "
that you want. View Run  |Selet IT?I:I«: ppend Update Crasstal Defet S T:‘m‘: 50 e [ |T
Resdiits Query lype uery Setup g
© Click View to view the filtered list. | » |5 aum =
5%
Orders Order Details Customers 259
. - Cider ID - 1 : e Al
7 order o - Product I ‘ —| 7 {:Domuam'
Employes I Quantity
Custamer I = Ui Brce = ::‘;':I"::'“'_
irder Date =, Discount
Shipped Date Status 1D f-:::l;ddrm =
Mppen DateAliccated 17 B‘:slnc:s Phane
Ship Hams
Ship Address Hame Phone
Ship City Mobile Phone
Ship State Froving: Fax Humbyer
Ship PPostal ot :‘ﬂ:"m
! L___Ship country/Regii State Pravinee
'! TP Pastal Cade =
s b
o
2
=
‘ 1l
Field: |Order Date Company Product: Product ID  Unit Price Quantity
Table: | Orders Customers Order Details Order Details Order Details
Sort:
Show = o @ @ @
Criteria:
'ir
o




CHAPTER

Creating Mor
Complex Queries

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

In this chapter, you learn
how to take advantage of
the powerful tools for
special-purpose queries

in Access 2010.



Understanding Summary Queries

Create a Summary Query with
the Simple Query Wizard...........

Create a Summary Query in Query

Design VieW.......cccoveemmmmmnsnsnanas

Understanding Calculated Fields.
Create a Calculated Field...............
Understanding Action Queries.....
Run a Make Table Query...............
Run a Delete Query..................

Run an Append Query..............

Run an Update Query..............
Prompt the User for a Parameter
Understanding Parameter Syntax




Understanding

Summary Queries

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

©® No individual records @ Group By @ Average
Individual records do not appear in the A summary query The UnitPrice field has been set
results of a summary query. Each row in the typically contains only a up to use the Average function to
query datasheet represents a summary of a few fields. It needs only average the unit price values for
group of records. It is possible but not typical the field(s) by which you the month as a whole. Access
for a group to consist of a single record. want to group the data automatically generated the
and the field(s) by which column title Avg Of Unit Price.
N N G o L v Y
. . . The Quantity field has been set
3 \ .
4 ::::!'amm - Avg of Unit price ~ | Sum Of Quantity field by dwlh |ctll1]_the datalls up to use the Sum function to
g e = grOEprev\.l rn r'S el);f:mp = sum the Quantity values for the
" anuary 2010 s2215 215 g?f;ere(; ¢ m‘:)'; tise >a month as a whole. Access
| lune 2010 527.79 315 a .
B M 000 o s automatically generated the
| may 2010 517.98 2 column title Sum Of Quantity.

Aggregate Functions

Summary queries summarize data using aggregate functions built into Access. These are math operations that
calculate statistics about the data. Some of the aggregate functions require the data to be numeric, such as
Sum; others, such as Count, work on any data type.

The following are the available aggregate functions:

Function Purpose

Sum Totals numeric values

Avg Totals numeric values and divides by the number of records in the group

Min Finds the lowest value (smallest number, first text alphabetically, earliest date)

Max Finds the highest value (largest number, last text alphabetically, latest date)

Count Finds the number of records in the group

StDev Calculates the standard deviation. This is used to see how close the values are to the average.

Var Calculates the variance. This is another way of measuring how close the values are to the average.

First Finds the first record’s entry in the group

Last Finds the last record’s entry in the group

Expression Allows a custom formula to be entered

Where Refers the query to the Criteria row. This enables you to include fields in the query purely for criteria
purposes without grouping or calculating by that field.

| 12
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Simple Query Wizard Summaries Sinple Qus Wi

© Summary Options Would youlike a detail or summary query?
When you choose a summary query with the (©) Detail (shows every field of every record)
Simple Query Wizard, a Summary Options S M
button becomes available in the wizard. R R e : Summary Options ..
4 || Bummmm= :
5 lee| Goq=-====~ -
3
1 | a3 |12
2 leccl 8
3 jea] 6

Cancel || <Back ][ Mext> |[ fminish

@ Select the Calculations
You can click check boxes for each calculation that

Summary Options

What summary values would you like calculated? ok
you want (|| changes to []). Each check box that N . I
. 0 0 Field Sum Avg Min Max Cancel
you click translates into a column in the query i
008 ; | Quantity o o
results, so choose carefully to avoid information [ =
Unit Price E' EE [l |:|

overload.

[] Count recordsin
Order Details

® Query Design View Summaries . = . .
Field: | Order Date By Month| &vg OF Unit Price: Unit Price Sum Of Quantity: Quantity

In Query Design view, you can display Table: Order Information Order Information

a Total row in the grid. For each field T (Groun By Avg i Stam

included, the Total row must be set Shour 7] 7]
Criteria:

either to Group By or to one of the
functions shown in the previous table.

on

Expression
Where

LA




Create a Summary Query with

the Simple Query Wizard

The easiest way to create a summary query is to use
the Simple Query Wizard, as you learned in Chapter 7.
As part of the wizard, you can specify a summary query
and then set up the calculations that you want to use.

\ Create a Summary Query with the Simple Query Wizard

o On the Create tab’ click Query “ Home | Create | EdtemalData  Damabasepol

Wizard D SED RLBEOR mE LI RIS
. R | ™™ e | Wasee oo | T Daran o S Moreromy | M2 G0N S0 M s b
The New Query dialog box opens. | e e Quae o
@ Click Simple Query Wizard. o
© Click OK. =
The Simple Query Wizard opens.
T wisrd sotes ooy
Frioen the Halds you pick.
2
| &
; f
§ [ ok ] [ concd
@ Click here to choose the table (or
other query) from which you want
to select fields.
@ Click a field.
O Click here ([=) to move the field
to the Selected Fields list. o
smple Query Wezard
® You can also click here ([>=) to | sk oyt sy
move all the fields at once. [ == | ou o does bummre s b .
@ Repeat steps 5 and 6 to pull more o
fields from the same table. i
© I needed, repeat steps 4 to 7 to E:::?m_
pull fields from another table. [stans
rchoe order 0
© Click Next. LT

1]
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( Click the Summary radio button
(© changesto @).

Simple Query Wizard

@ Click Summary Options.

cc
[«

A Bl (e

e

The Summary Options dialog

Would you like a detail or summary guery?

() Detail (shows every field of every record)

0 ,,é

: Summary Optons ...

11

box opens.
@ Click the check box for each

calculation that you want to
perform ([ changes to [V]).

(® If you want a record count, click

Summary Optians

What summary values would vou like calculated?

the Count records in table Field Sum Avg  Min Max
name check box ([C] changes Quantity o s
to (V). Unit Price OB O

Table name will be replaced by
the name of the table or query
from which that field is being
taken. It is Order Details in this
example.

(@ Click OK to return to the Simple

Count records in
Crder Details

Query Wizard.

@

Which fields should I use?

A summary query is clearest and
most concise when it uses very few
fields. Include one field by which to
group and then only the fields by
which you want calculations to
appear for those groups. If you use
more fields than that, the datasheet
becomes so complex that it defeats the purpose of a
summary query — to summarize a large collection of
data in a concise format.

Can I choose fields
from different
tables?

Yes. The same rules
apply as with a detail
query. Fields can come
from different tables as
long as those tables
are related. Consult the
Relationships window (Filec>Relationships)
if you are not sure about the relationships.

-




Create a Summary Query with

the Simple Query Wizard (continued)

When creating a summary query in which the field by
which you are grouping has a Date data type, the
wizard enables you to select a grouping interval for the
dates. You can group by day, month, year, and so on.

This option alone makes the wizard very valuable. It is easy to set up such
intervals in the wizard, but it is very complicated and difficult to set them up
manually in Query Design view.

\ Create a Summary Query with the Simple Query Wizard (continued)

@ Click Next. Simple Query Wizared

Would you like a detail or summary query?

@) Detail (shows every field of every record)

A
o]
4]

G ][ < Back ][ Next > ]| ks

If the Group By field is a Date data

Sirnple Query Wizard
type, you are prompted for an

How would vou like to group dates in your query?

interval. =
. .. 1 E () inique: date/tme [
(® Click the grouping interval that 2 o o [ R
R 1,%9? =
you want (© changesto @). : o
(@ Click Next.

102 | vt ] (<[> ] [



(® Type a name for the query here,
replacing the default name.

@ Click Finish.

The query results appear in a
datasheet.

¢l) Widen the columns if needed to
display the column headings.

Note: To automatically size a column to its
content, double-click between the column headings.

Creating More Complex Queries

Simple Query Wizard

What title do you want for your query?
Order Quantities by Month|

That's all the information the wizard needs to ceate your
query.

Do you want to open the query or modify the query's
design?

(@) Open the guery to view information.

() Modify the query design.

[19)

Finish

chapter8

|H<'—m|¢
Home

Create

He M R

Marthwind ; Database (Access 2007) - ||

External Data Database Toals

= 'j 58] Form Wizard
-l
g

i Mavigation =

fretiey

=
[

To manua[[y size it dmg the "’ghj border of a Application | Table Table SharePaint | Query QOuery  Form  Form  Blanl
. ! Parts = Design Lists = Wizard Design Design  Farm EI Iare Farms ~
column heading. 5
Templates Tables Cueries Farms
@ Click the Save button ([id). s || =31 Order Quantities by Mﬂnﬂn\
I [T Order Date By Month -*Tg-@lnit Price ~ | Sum Of Quantity -
The query definition is saved. ¥ v

$23.02 985
| February 2010 $10.53 230
|January 2010 $22.15 225
June 2010 $27.79 315
| March 2010 $21.34 1092
May 2010 $17.98 95

@

Can I make changes to a
summary query after
creating it with the wizard?

Yes. You can edit it in Query
Design view. In most respects, a
summary query is just like any
other query. However, it has a
Total row in the grid that detail
queries do not have. You will
learn more about summary queries in Query
Design view in the next section.

When I view the query in Query Design
view, why is there a weird extra field that
starts with “Year”?

‘ Year([Order Information] jOrder Date])*12 - DatePart{m’ [Order Information].[Order Date]j-1

When you specify grouping by a date range, the
Simple Query Wizard adds a formula that
represents the interval. Its syntax can be quite
complex; that is why it is best to create such fields
with the wizard. Widen its column in the grid to
see the entire formula at once.

=



Create a Summary Query

in Query Design View

You can also create a summary query in Query Design
view by specifying the fields manually. If you know
exactly what you want and if the syntax you need is
not complicated, it can be faster to use this method
than the wizard.

[ create a summary queryin Query Design View |

@ On the Create tab, click Query T :_n,..u..:] EEEge————————————— o)
Design. a||;.f-:|mn 1::' E - | B S| b | TlHasgmnan - ‘r|_; ﬁ -—I & tanets A Ciass Madine
plan i S e oy | T 0 O v+ | PO R R T
A new query design window _ [ [y - = =i %
opens, and the Show Table dialog [ s -
box opens. Tabs |t joti—
. T
@ Double-click a table that you want -
to include in the query. Repeat as il S 7
ded ™ -
needed g .
® You can also click a table and F S
then click Add. % = = [3)
3 O i [ o
@ You can also click the Queriestab |2, e
a'nd add an eXIStIng querY’ lUSt “ Home  Creste  Etemallats  DwtabdieTooh  Adobit esan 2 @
I|ke you W0u|d d table. E ! ,ﬂj = I! q-! )1 E:nq . .:{-Iln-mll .j S v Raws ;::Imm-.‘nmmm Z .:Fl[‘,] Ig_r_*_n_lzf_ﬂif!:"
9 CI k CI View  Fun  |Select | Mabe Appeid Update Croutab Delete ::M ::""'" St ‘,'\H M" ﬁ‘:““‘:;""m . Tolib Paumeten i
ic ose. .m“" I Talibe e 7, Data Drefinaman e N B "..,“,‘ » euiim: Cigion
; » |31 quenn =
The selected tables (or queries) : S 1 £
. . . Custamers gy _Cinders oy Orider Detaily ol
appear as field lists in the top part = *.L\& . STl o =
of the window. Tt H damen | | ratutd
Tt Mame Order Date Quandity
. Eemail Address | Shapped Dage | Uaie Price
@ Drag the fields that you want on Loswme o |l e | (L o =
to the grid.
@ Click Totals. X
&
i
2 4 » i
aeg.n Cider 1D s Guartity| ‘EJ
Table |Customen Oiders Cuder Details.
::L: ¥ /| v

| il |



the grid.

perform.

@ Click View.

@ Click OK.
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@

The Total row appears on [ e IS Etemallats  DaabaseTooh  Adobat | Ueman — > @
3 o I Unkan & DcTnsemRows ) Insert Cokumig | | T Propemy dhet
E * | I! *! 1‘1 B K! @ P Tesugh j t ;‘mr\.ul'.uum | z | l:F[,,] I%ﬁlTaTn;
'.'IEw Fun :l‘n\ !r:‘-:.: Appenl Update Croutal Delete 2, st Definmian ;{:I‘I‘Iv: A ﬁn«mm' A = !WI.I\ Parameters
. H Results Juery Tipe Query Setip Shaw Mide
© For each field, click here ([=]) e = %
to choose the calculation to . S -
Customers Crder Onides Dretaily .
to Sl || vomen R i i
Compary | | Lmptoyes IO Order i
. ast Hame Custamer Pradut
@ Leave one field set to Group resiime ‘ g s
. E-mall Address Shapped Dane nit Price
By; these groups will form ovme =] |L_sheper ¥ pucome I~
the rows of the results.
]
£
£
£
s .
4 »
Fiele | company Oraerin Quantay =
Table |Customen Qr Cuder Details. -
Total | Gioup By
!l?:: ¥ ¥ [l
Criteria:
Lln Expression | 2 :
| Ready B - | | 11 dE el
The query results appear in Em .|<—9 7 et Acees Gl
a datasheet. Hame Creatre Enternad Data DM.\.\M‘I?mI\ Aahat = a
b & G} ascending  Gr seection - P I fotals i o Feplace . Calibe =11
) % ! cony H:'t % | bescenmng V) ddvanced = “m!]m = -y ';f% @t B IO EE
@ Click the Save button (/). | P g dyreprio ¥ B2 ovee B | ™ e A3 E 2
The Save As dialog box opens. e B e [ametean -
AEMFCUPPUI’IUUH L] 245
© Type a name for the query, e st
replacing the default name. Bansbe ingineering “"““7“34_9
beemoes Lo
hanhoe Productions £l THO
lackeon Straat Cafe L} 65
The query is saved. W] St : =
21| | Yellow Yak Party Planning 2 50
‘5 iy Deelivinry 4 s
H
How can | rename the column headings? Can | sort and use filter
Use an alias, as you criteria in a summary Order Date
learned to do in o ot Quanty Quanty <] query? Orders
Chapter 7. In Query |orger petails Yes. A summary query is just |°°""®
Design view, type Sum like a detail query in most
an alias and a respects. You can even <#1/1/2007%
colon in front of include a field in the query
the field name in that does not appear in the
the Field row. query results just for filtering.




Understanding

Calculated Fields

You can use queries to generate new columns on
the fly that calculate values based on the contents
of other fields. For example, you could create a
Cost column in the query that multiplies

Quantity by Unit Price.

Assign a Column Name

Use the same technique for
naming the new column that you
did with aliasing in Chapter 7, but
do it in a blank column. Type the
new name at the beginning of the
Field box and then follow it with
a colon.

Tatal: =]

Write the Expression

After the colon, write the expression — | Total:[Unit Price]*[Quantity]

that is, the math formula — by using
standard math operators, with field
names enclosed in square brackets.
For example, to multiply the Unit Price
by the Quantity, type the following:

]

[~]

[Unit Price]*[Quantity]
Here are the math operators that Access recognizes:

Addition +
Subtraction -
Multiplication *
Division /
Exponentiation




Create a

Calculated Field

You can use calculated fields to generate information \ e QUANTITY
about each record. For example, you can test the effect of NS 3 * X UNIT PRICE
increasing prices by 20% by creating a new column that \ o

multiplies the existing list price by 1.2.

\ Create a Calculated Field

Creating More Complex Queries chapter8

Create a Calculated Field

@ In Query Design view in the
Field row for a blank column,
type a title for the new column,
followed by a colon (©).

@ Type the formula to calculate.

Note: Remember to enclose field names in
square brackets.

Set a Number Format for the
Calculated Field

@ Right-dlick on the calculated
field.

@) Click Properties.
The Property Sheet opens.

© Click here (=) to choose
the number format for the
calculated field.

@ Click here ([X]) to close the
Property Sheet.

Field: | Product Name List Price New Price: [List Price]*1.2 [«]
Table: | Products Products
Sort:
Showe
Criteria:
on
4 fin
Mew Price: [List Price]*1.2 =
%X Toatals
el
| Table Mames
"y .III
3 Cop
g5 Paste
N Build..
( Zoom..
E Emperties...‘——?

Selection type: Field Properties

General |Laokup

Description
Faormat

Property Sheet x(—g
— ©

bcurrengy =

Decimal Places || General Number 3456.789
Input Mask Currency §3,456.79
Caption Euro €3,456.79
Smart Tags Fixed 345679
Standard 3.456.79
Percent 123.00%
Scientific 346E-03




Understanding

Action Queries

Action queries modify records based on
criteria that you specify. Unlike a select
query (the type of query you have worked
with so far), an action query makes
permanent changes to the table.

R AR

Selet | Mabe &ppend Update Crosstab Delete
Tablz & Dt Defimition

Query Tipe

Types of Action Queries

In Query Design view, the Query Type group has
buttons for the various types of queries. Here are the
action queries that are available:

Make Table: This creates a new table; it is a way of
copying records from an existing table to a new one.

Append: This adds records to the end of an existing
table. This is a way of copying records from an
existing table to another existing table.

Update: This changes values across the entire table
based on criteria that you specify. For example, you
can increase prices by a certain percentage.

Delete: This deletes records from the table based
on criteria that you specify.

Paste Table As T EE
Table Hame: oK |
Backup of Products Table
Paste Cptions ancel
Struchure Onhy

@ Struchure and Data
| ippend Data bo Exsting Table

Be Careful!

Because action queries make permanent changes
to tables, you should back up a table before running
an action query on it. One way is to copy the table
by selecting the table in the Objects list, pressing

(21 + (2), and then paste it by pressing (2] + (1.
In the Paste Table As dialog box, specify a name for
the copy, and make sure that Structure and Data is
selected as the Paste option.

To avoid accidentally re-running an action query later,
either delete it from the Objects list when you are
finished with it or hide it there by right-clicking on it
and then choosing Hide in This Group.

To unhide hidden objects, right-click on the bar at the
top of the navigation pane and choose Navigation
Options. In the Navigation Options dialog box, click
Show Hidden Objects and then click OK.



Run a Make

Table Query

Creating More Complex Queries

chapter8

A Make Table query creates a new table. You can use this
query to archive old records, for example, or to split a
table into two separate tables based on the status of a
certain field. After making the new table, you could then
run a Delete query to remove the records from the

original location.

[ Fun a Make Table query |

@ Create the query as you would W e g et wrmner G : —2.8
th 3 Q - 2 L~ - ! +! /! Er.n| x! 0 Unian j e trsert Rows -I E 5[1] I%.T‘ET"_‘_':T
any.O e.r query In Uery View Fun | [Beiet| Hake Appmd Update Croistdh Detee ::::::::'m Show | o st @R;‘;lm ™ FUTERTIR o
Design view. Mo
. § BETD L] BN Il o | E N %
Note: Make sure you include all the fields that —_— — z
the new table should contain. Also, make sure P . | s
your criteria capture the needed records. Compary Sanioestd
First Name Order Date
® To include all the fields for a e | e
table, drag * from the field list %
to the grid. N =
. d % “;:* :3::::: Orders
a HMHT I & R |
® Toact o_nly_upon certain records, i 25| ° Ll ® s ] E E al
enter criteria. 3 2|
3
@ To check your work before ‘
running the query, click View. |
4 »
SICk vll)ew agal_n to return to “ Hume  Crete  Eenad Dy Databas= Tacls Design )
uery Design view. . = —!—‘,._Bm T e e B Froenives
ry _g . ]\g rEn ;}j :Iig ;Amu:m |||m.:-.- Cravsmal ::E» 9 Pare T ash ‘.9.... "m' T _'I T:,%‘ ,.,,,,,‘I,:z]m?a“"“f"‘“:
@ On the Design tab, dlick Make oo i D] v Sum -
Table. » ] A =
Custosness Ondens 1 = 5
. ke = ke T B
The Make Table dialog box N e l. .95.4__9
OpenS. Last Hame cuy| TR Nome: | S50 Tramsactions| [=] s
First Hame On & Current Database _—
Eomadl Acldress | shi i
@ Type a name for the new table. | D Bt
Ex -
Note: You can optionally choose to save the 4 : 3
new table in another database. Filt: [customrst e e
! ‘l;: Eﬂlﬂlm! Orders
. & piisl 7 3
e Cllck OK _§ r.:v:“u: : »-1.?.1..':01%- i b - & .
: |
@ Click Run. 2
Access creates the new table.
1 »




Run a Delete

Query

A Delete query removes records that match the criteria

you specify.

Delete queries are useful whenever you need to purge a table of a certain
type of record. For example, you can use a Delete query to remove products

from a supplier that has gone out of business.

[ run a pelete query |

@ Create the query as you would
any other query in Query Design
view.

® Include criteria that identify the
records to be deleted.

Note: This query will act on entire records,
regardless of the fields you include. Therefore, you
need to include only fields by which you want to set
up criteria.

@ To check your work before
running the query, click View.
Click View again to return to
Query Design view.

@ On the Design tab, click Delete.

@ The rows in the grid change. The
Sort and Show rows disappear,
and a Delete row appears.

© Click Run.
A warning dialog box opens.
@ Click Yes.

The records are deleted.

=0

“ Mome  Creste  Cetemal Data  DatabaseTook Design = @
E ] ? ] *' ;\‘ . ! I Lintan -_;a;l SatnsemRows | nser Cakimr Z - A Prapermy iheet
. o Is J * @ eneTeough | S [abere b [k | 5 mabeniames |
Visw P znn\ Mike Appeml Update Cooustal Dete 0 | Sho L 5 Rewem 31 .| Totah Parameters
ity Query Tips Gy Setup haw Hide
» ilm %
2 -
Ouen_____ :
| =
| \?omrlt =|
EmpluyeeID |
Custamer T
Grder Date
Shapped Dare
Shepperd ¥
4 »
Fiéid | Ordens.® Cider Date
! Tabie: |Crders Qrders
K Sork:
= Shew ¥ =
a Criteria 12000
g an
4l 3
“ Home Estemal Dats  Dagabage Took Deting =2 @
E +' ;\‘ . }‘! T Linian -_k;l DatnsemRows | neer Catimr E e A Prapeny dheet
Lo T ; @rateugh | ) | S _ LI Eveer)
View P | Gt |ue Aarpretl Upddate Crovital | ndm){“mmmm o | ; Pasaisters
Resnir Guen Tipe Qrery Setip S Hide
N Er— = x
| Oudens ]
IR 1 -:
arder I = TR — e —
Yratereetiv L9 Microsoft Access (=7=]
| Custamer 0 o A b & T s
Grder Date
Shapped Date s ek Ve 4
T e you sure you vt bo deliste the selected reconds?
Shuaw Heslg 2> i
i *
g Ha
Field: | Qraers. Cirder Date
2 Table: | Orgers Crders
= Deletr< Whire
po Criterix ~ w1200
i ot
2
4 r




Run an Append

Query

You can use an Append query to copy records from one table
to another table. Appending records does not remove them
from the original source.

The receiving table must have the same fields as the original table. You can use the

Make Table query to create a new table with the same structure or you can copy the
table and include only the structure in the copy, as shown in Chapter 3.

[ Fun an Append Query |

Creating More Complex Queries chapter8

Long Stemmeg
Aoses

Afzuzznnﬁzing,l’
Spider

Estemal Data Design

[ e P Databaie Tooks
et o1 A [ 4 5o

@ (Create the query as you would

i TSlmetRows ) Tset Colunms & Propety Shet
any Other query. e [T s ® @ P Teugh — | S pedsteRows ;‘ Deelete Sobumins E & _gnmrumn
' j 1 ppend Update Crositab [elste o2 Dists Defition -\'l.ll?r: Bk S i Al | Totak Farameten
® Include criteria that identify the T ) s e
records to be appended to ' s :
another table. All fields for the . =
records will be appended. P i
Produdt Code
@ You need to specify only the | Deotan 51
field(s) containing the criteria. !
Including all fields makes it easier T
to check your work. ] EE
] g“: Yes = i

@ To check your work before ' fz. o
running the query, click View. =
Click View again to return to
Query Design view. ;

@ On the Design tab, dlick Append.
The Append dialog box opens.

@ Click here to type the table name '
to which you want to append. MR v S mamiod DmbieRcs ] Ceosn _ -

ﬁ ! ,gj - |! I i! '.1 }(. (0 Union .,,:\j Saimetflows  f Insert Calumns z ‘9[.’] P‘_l;_::-_:;m%m

* @ PaseMraugh
View  fmun  [Seleer Mabe |[Append| Update Crossab Debere
- hie

@ Click here ([-]) to choose from
a list of tables in the current rous

ey Tipe

Show
o DA DEAAMAN  Tapie SN Builder

SR neeefows | B Detete Calumng
Torals Parameters
A naume A1

Query Setuy Shaw Hide

database.
e Click OK. Aopend To

The dialog box closes. Bk Cote D tunie

Creseription
O Click Run.
1

A warning dialog box opens. e —-

@ Click Yes. g Tt
R Yot s acoend e sascadrangt
The records are appended. oo [l P

Note: The records are not appended where it
would violate data integrity rules, such as duplicate
records not heing allowed for a certain field.



Run an Update

Query

LLORAL Opp),

An Update query does not add or remove vorrery Coge Cos Gy

records from the table. Instead, it changes
the value in a particular field for all records LongStenmmed
across the board. For example, you can use

an update query to increase or decrease the S Hagons |y

. { spiider 50
prices of products by a fixed amount by { hrsomther, Sg
using addition or by a percentage by using “ns v
multiplication. 56, 9

[ Fun an Update Query |

@ In Query Design view, click g'“""rﬂ“‘“’ ‘:w . - o L
9 rt = i *. e— U T nkan “j e Tvsen Raws  § ﬂmxf&lmm 5-_ b Propemy |E:-r
Update. Ve | st e Ao o D §0 T g | N TR o, [ ]
® An Update To row appears _— e ———
in the grid. — ] o
R |
H suppheriDs
Supplier G |
Produd Code
Praduct Hame
| pesmpton ¥
1 » -
:ne f =
2 umnﬂ-(—.
& | e
_E ar
H
2
| Als 2
@ Double-click the field you want [l v == “;“"j”"‘ N Ly i T T —
to update, E . m s *' ’!I x @ P Thrsugh =| S Dalete A Desere Columns z [l Ig_‘;ﬂﬁﬁ:i
'n'l:w L] ig=l Mae MPE!M"M‘I‘!IU\NI[III Deiste JBIHMMN\II S A Buiitder " o x ! Faametens
Talde - Tahibe -
® The field is placed into the grid. |5 75 am s : o e .
Products 2
[ Supplier 04~ |
Produdt Code
Produd Name
Deaiption
smandard Cast
hiowitnt 151 2
1 .I'
Field: | NN -l
Table: |Produrts
2 | UpdateTe:
& Criterie
N
4 *




© In the Update To row, type the
formula to use for the update.

A 10% increase in the list price is
shown here.

@ Click Run.
A warning dialog box opens.
@ Click Yes.

The query runs and updates the
values.

Creating More Complex Queries chapter8

“ Home &1 Erternal Dats  Database Tools Design a8
z Cal . Y B 1 R >
i *' 4 H‘===| ' 0 Union o DalnsertRows Y Bnsert Columng o 5 Froperty Jnelet
E . ~ ] - x' @ Pass-Thraugh j = W' Delete Colimin . E ] | B rabate e |

@

Navigation Pane

View  fun

sl

S queens

Selet Make A|\||m.1iupmr Cravamaly Drelers
Tl |

Shosw Parameters
WL DAt Detmition  Typje S Busder

Cusery Setun Show Hide

Pradhicts
[ suppherIDg |
Froduct Code |
Produc Hame 5
Desengtion

Standlard Cost | P -
List Price I
_ Fevide levdd (7] Yo are abogk in updabe 45 row(s).

]-! O o click Vs, you cant ok i chy X
sure

Wou want o update these recordsi »
L T T

Field: | List Price
Table: | Pradusts 9
Update To: |[List Pricels1.1
Citeri: |

o |

Kl

@

What is the correct
syntax for an Update
To formula?

Enclose field names in
square brackets and use
standard math operators:

+ (addition)

- (subtraction)

* (multiplication)
/ (division)

A (exponentiation)

Do not use any currency symbols, and express

numbers as plain digits.

What are some
examples of
formulas?

Some examples
include the following:

e To increase Price % )
by $2: [Price]+2

® To decrease
Price by 5%:
[Price]*0.95

® To decrease Price by one-third: [Price]*0.67

e To multiply Price by itself: [Price]*[Price] or
[Price] 2

=



Prompt the User

for a Parameter

Instead of creating many similar queries, you can
create one query that prompts the user for a value to
use as a variable. For example, if you use the same
query to look up addresses in different states, you can
create a parameter that asks for the state each time the
query is run.

\ Prompt the User for a Parameter

Create the Prompt

Fleld: | Company
Table: | C [«

| state/Frovince

Sort:

Show: ] 144}
Criteria:
or

@ (Create the query as you normally
would in Query Design view.

@ In the Criteria row, type the
prompt message in square

Cust

| ]
[Which SlaleT

brackets. Creats  Extemal Data

B <=0 o A

Select | Makes
Table

Note: You can be brief, as shown here, or you can
provide much more direction than that. For
example, you could clarify the instruction by

Vi Run

Results

Database Taals

Append Update Cracstah Delats

Query Tipe

Mresign

x' 0 Linton

* @ PasTuough
W, Data Definition

Zealncert Rows ' Tnsert Calumns
= Delete Rows

_-:-\Bulld-er

B

Show
Tabls

#' Detete Columin
Aj Return: Al

Quety Setup

adding [Please type the two-character state |51 quen |

| ¥

abbreviation:].

Customers
Maobsile Phone &
Fax Humber
Addrass

Test the Parameter
@ Click Run.

Note: Because this is a select query, there is no |
difference between Run and View. You can use
either one. i

Ly

Stata/Provinge

P Postal Code
| Country/Realor ¥ |

Enter Parameter Value | 0 |25
\Which State?

e

Field:
lable:
Sork:
Show: Il 3
Criteria:
or

City

Custamers

Company
Customers

The prompt for the parameter
appears.

@ Type the variable in the text box.
© Click OK.

The datasheet opens with just the
records that match the variable.

Navigation Pane

-

State/Province
Custamers

¥
[Which State?]

Note: If you want o re-run the prompt from
Datasheet view without returning fo Design view,
press (0010 +

=



Understanding

Parameter 5yntax Creating More Complex Queries chapter8

One of the difficulties in creating a parameter prompt
is making it easy for users to enter the values that they %
want without generating an error or unwanted results.

To help with this, you can

and combine it with other criteria to permit a variety

of responses.

modify the basic prompt -

BN

“‘
)
B l&ﬂ‘
L Lo
\-\

Here are some examples that use the state prompt from the preceding section as their basis:

Entry in Criteria

Permissible Responses

[Which State?]

Entire state abbreviation

Like [Which State?]

Entire state abbreviation

OR

Any portion of field contents with a wildcard. For example, use €* to see CA, CO, and CT
or *A to see CA, IA, PA, and WA.

Like [Which State?] or Is Null

Entire state abbreviation

OR

Any portion of field contents with a wildcard

OR

Press (ZL.03 or click OK without entering anything to display all records.

Like [Which State?] & “*”

Entire state abbreviation

OR

Any portion of field contents with a wildcard, where the wildcard applies to the value in
any position. For example, *A displays all values with A anywhere in their name.

OR

Press (31129 or click OK without entering anything to display all records.




Creating

Forms

Design\View]

Contact Name

Company

First Name

Last Name

Job Title

Home Phone

Cell Phone

Address

Date

Forms provide an easy-to-use
interface for data entry and
editing. Forms are especially
helpful for databases that
will have less-experienced
users assisting you because
on-screen forms can mimic
familiar paper forms. In this
chapter, you learn how to
create forms, group and
arrange fields on them,

and define their tab order.



Understanding FOrms........cccccocveeremsmscsmsesnnnnses

Create and Save a Form.........ccccoeeueeeccunnnnees
Create a Form with the Form Wizard .........
Create a Form in Layout View .......ccceeunueee.
Create a Form in Design View .......cccceeeenuee
Delete a Field from Design View..................
Arrange Fields on a Form........ceececnnneece.
Group Fields Together ...
Define the Tab Order on a Form.......cccceee...



Understanding

Forms

A form is a view of one or more tables that is designed to be used for data entry and editing.
By creating forms, you can make your database more user-friendly for inexperienced users
who need to enter and edit records in it.

© One Record at a Time ® Object Display
The default form shows the fields as fill-in boxes for In Datasheet view, imported objects such as graphics
one record at a time. This makes it easier for users to appear as text names, but on a form, depending on the
enter a new record without becoming confused by data type, Access might be able to display them as they
the multiple rows and columns of a datasheet. actually appear. For example, pictures of employees can

be displayed with each employee record.

E Customer Detals

#P Elizabeth Andersen

General ._lzlrders |

® Form Header
A form can have a
running header that

Company E-mail

Primary Contacl

First Name Elizabeth appears the same no
Last Name Andersen matter Wthh rECOI‘d
Job Title Purchasing Represenlalive 2 2

O Notes is displayed. You can
Phona NHumbers PUt anYthmg YOU
Rusiness Phone (12315550100 want in this header.
Mobile Phone In this example,
(122155500t hyperlinks to other
Addiess forms appeal‘,
Strect Daathseet making it easy for

the user to navigate

Aty
ciy Portland between forms.

State/Province OR
Zip/Postal Code 99993

l_.nlln'll'_-"f—_\’ﬁt USA

|Record: W+ 1of2s » m» sarn <=0 |

©® Search @ Record Navigation
To search for a particular record, a user can type a word or To move between records, users can use the
phrase in the Search box and then press (... The records Record Navigation buttons. These are the
are filtered so that only records that contain the word or phrase same as in a datasheet, but they are more
appear when the user scrolls through them with the record useful here because you cannot see other
navigation controls. Click No Filter to remove the filter. records without them.

=



Creating Forms

@ Tabbed or Pop-Up Forms

A form can appear on a tab, as shown here, or as a pop-up window,
as shown on the preceding page. This is controlled by the pop-up

setting in the form’s properties.

Multitabbed Forms

A form can consist of multiple tabbed
pages, with different form controls on
each tab.

¢

w | 23] Oedes Details x
q" Order #30
Status. e . = ErRC A

® Datasheet-
Style Forms
There are

Cyatormer

ACME Corporation

lw| Salesperson
I

ENpE Address Order Dale

Grder Details | Shipping Information | Paymment Information
Product s oy -
|=] 100
> 30

¥

unit Price -
$14.00
$3.50

Disesunt -
5.00%
5.00%

Total 130

Navigation Pae

L

Record M« Jof46 kW B Search

® Subforms
A subform shows the records from a different table
or query that are related to the main record shown.
For example, the orders for a particular customer
are being pulled from the Orders table depending
on which customer is chosen in the main form.

Anne Hellung-Larsen E]

Tatal Price -

several design
styles for forms
besides the
standard one
shown on the
preceding
page. For
example, a
form can
resemble a
datasheet and
can show
multiple
records at
once.

1/15/2010

Status -

Invoiced

51,330.00
599,75

Invoiced

$1,420.75

©® Navigation Buttons
This subform does not have navigation buttons at the
bottom. That's because having two sets of buttons (one
for the main form and one for the subform) would be
confusing. Navigation buttons are turned off with the
Navigation Buttons property for the subform.

=



Create and

Save a Form

Access 2010 makes it very easy to create several
simple types of forms based on a table or query.
Just one click will do it.

You can create three types of forms this way: a plain form; a
split form, showing both the datasheet and the form at once;
and a multiple-item form, showing multiple records.

Create a Basic Form | I T o
L i DO MR-t ] R | @ £ 000 R ST
@ In the Objects list, click the table e e = e
or query you want to use. All Acgass OBjects RET = b 5K
. =3 < :| Customers 3
@ On the Create tab, click Form. 5
Empleyee Pvdeges ACMNE Corporafion Seottie
B tapleree
The form appears. & i
T meemeery Tamuaman T
® A subform appears, showing a ~eydoamy
related table, if any useable o b = =
relationships exist. o 2315880100
Mo
= e
I maduas
T wirchass Ordee Detam
E purchuse Order Stanu
1 e e
T saie Repors
s EETE
O g Orger i+ Employes « Ofcer Dot + Shipped Dot Ship Vin * Ehip Nama + Ship Adidre
2 e Q ¥ 44 Naney Freshat  3/24/2010 nm Sacdac 123 1ot Stee
- i | g T T R s
Create a Split Form [ e Y
] ] n : : _'ﬂ fﬁ‘l -mj : ‘j ﬁl!om wizand L:.::::mmn ) :f‘,:;‘,“,l:‘.,,,
@ In the Objects pane, click the table W B R e ). o
or query you want to use. = = : - =
. == S :| Customers | 7] osumse i
@ On the Create tab, dlick More 5 o W S —
Forms. - [ g ||
© Click Split Form. il ' o
B mwokes ke
® The form appears in the upper . o
part of the screen. e s
e Cwner =
@ The datasheet for the table or = : :
. O madums s} Compony = Lozt Hame - Fin Nome = | E-mal Address = Jobyi=
query appears in the lower part 2 rwomaomvem | |1 AGHECarpreten Eadhes Avew
of the screen. Il ||y ity o ey
2 sales Reporn 4 Danubs Engineering Les Christing
B shes 5 Elchesen Londscoping O'Dorrsll Mo
O thgpen *6 Klﬁ"’»elc ie!lﬂil’a’.‘! Perar DIDI=I'1 Francisco
o 7 Gaither Coferng i Ming-Tong
2 tmngs ] Harrls and Sons Anderssn  Eizobeth
~ ’ ) wilpecot w 1ot v We | Ummass | Seen L]



Creating Forms

Create a Multiple'ltem Form “ Home Create Exvernal Data Danabase Tools Deugn Armangs Famat
. . T e ;aj & ] Form Wizard I8, repor wizard 22 Module
@ In the Objects pane, click the table |, .‘L :‘ s ol s e ,:1 rim j R b r"ﬂn ; H =l | ) -t
t it Lt | Weard Design Design Form 3””"0""1 Pt 22 Visual Baskc
or query you want to use. 7 mwe | quenes R
3 = 55 Objects LR jm—u _______ I D Sl il B B T TUW e
@ On the Create tab, click More g el ST .
Forms' o1 cuumnm‘J R FobtRba s Einott fouotas
R . =] Employes Privleges - & pa T 5t Nare E-mall Acldress
© Click Multiple Items. o s ACME | _ na
B i Corporalio _--__]| Bodal Dialog
® Aform appears with multipl_e B iy sy 7 onfieid 0e [l meetcet RIS
records visible at the same time. S D
Tnvoice: | J PrvolTable
T orderDetalts 3 Charleston P Thomas
= order Detaits Status Marufactiuring
T orders ||
A Orden Status 4 |Danube Lea Christing E
T cirders Tar Sranuy
= Pivilegss
=1 Producty s |Etcheson Q'Dennel Martin
T Purchase Order Details Londseoping

d‘—ﬂ | |
Home | Creste | EdemalDats  DotsbaseTool  Design  Amange ot

;‘_-J :] ; : ‘:ﬂ ngﬂ : j A rorm weard _n—_| g I I8, repont wrzard o3 tadute

save a Form Ayt | oo e Syt Sum G Fom ot SO gt gt g 3 2O
T Talyl= Dusie Fom Report | Macros & Cude
0 CliCk the save button (|j). eess Obyects =y | Customent = = == e === T ==
. o i _] Customers
The Save As dialog box opens. . el m s
Save fe CEER[ ™ Name
S Employes Prinlege: r
T name for the form. ¥ 1] A romtine: arne
@ Type aname for the o = o @
. Inventary
9 Cllck OK. =] tventory Tansaction T pe &h’ o || Cenesl | IT P c
T Inventory Transamons i Selsona fene
® You can right-click on the form tab | = e _ _ _

and then choose Close from the
shortcut menu to close the form.

@

What other form types can I create? = More Forms ~
From the More Forms button, you can create the following:

© Datasheet: This looks just like a regular datasheet, but it
is actually a form. This is useful when you want to show
a datasheet on a subform, for example.

® Modal Dialog: This looks just like a dialog box, but it is

actually a form. This is useful for creating navigational
menu systems.

@ PivotChart: This is a graphical type of PivotTable, in which
you can experiment with different charts that summarize
the data. PivotCharts are covered in Chapter 14. Jj i ®

© PivotTable: This is a configurable PivotTable view of the
data. You learn more about PivotTables in Chapter 12.

What if 1 do not
want a subform
on a form created
with the Form
Dratasheet button?

You can easily delete
it. Select the subform
@|soa thick border
appears around it
'@ | and then press
Delete 8

Multiple te ms

Split Form

i Modal Dialogweg—|

i% PivotChart <eg—

191 ]



Create a Form with

the Form Wizard

The Form Wizard enables you to create a form

based on more than one table or query, not

necessarily using all the available fields from

them. With the Form Wizard, you gain some
flexibility without having to do all the form

design work yourself.

www.jacobmansfield.com newslett

Suabscribe

Contact Info:

Phone # ().
e-mail address:

@ On the Create tab, dlick Form
Wizard.

The Form Wizard starts.

Alldo- o=
File Home | Craate

Pants *

Templates Tables

B EEm

Application  Table Table SharePoint Cuary  Ciiery
Design Lists *

Marthwand : Database {Access 2007} - Microsoft Access

R Form -A-mrdd;j-% i | B report Wizard
ElHavigation = = s | tabels

Fepart Repoart Blank
Ue&ign. Repart
Reports

External Data Ditabase Tools

W& BT

Design  Form %ll.lor\:rgnus'
Famms

Wizard Uesign
Quiaries

@ Click here ([=]) to open a menu of
tables and queries.

@ Click the table or query from
which you want to pull fields.

Form Wizard

TablesfQueries
[Table: Customer:

Table: Employee Privileges
Table: Employees

Table: Inventeory Transactions
Table: Invoices

Tahie: Order Detais

Table: Crder Detads Stans
Table: Orders

Table: Crders Status

Table: Imventory Traneaction Types

Which fields do you want on your form?

You can choose from more than one table or query.

@ Click a field.
@ Click here ([=]) to move the field 3 E

Form Wizard

m

to the Selected Fields list. =k
obles/Querics
Note: Add fields in the order in which you want L_*_; Tusionen

them to appear on the form.

® If you make a mistake, you
can remove a field by clicking

here ([<).

¥ou can chooge from more than one table or query.

Which fields do you want on your form?

[+

Selected Fields:

=



@ Repeat steps 4 and 5 to add more
fields from the chosen table or query.

@ Repeat steps 2 to 6 for other tables
or queries if needed.

Note: If you choose fields from more than one table or
query, they must be related.

@ Click Next.

If you chose fields from two different
tables or queries, you are asked
which one should be the subform.

© Click the option that best represents
the layout that you want.

( If you would rather have a linked
form than a subform, click the
Linked forms radio button

(© changes to @).
@ Click Next.

Creating Forms

Farm Wizard
Which fields do you want on your form?
You can choose from more than one table or query.
Tables/Queries
Query: Order Details E)d:ended<—a ==
Available Fields: Selected Fields:
Order ID 7 | City s

Product ID = | State/Province

ZIP fPostal Code
| Country/Region

Status ID

Date Allocated Order Details Extended,ID
Purchase Order ID Quantity |
Inventory ID b

Evtandad Dri

(o] o

Farm Wizard

How do you want to view your
data?

ID, Last Mame, First Name, Business Phone,
Address, City, State/Province, ZIP Postal
Code, Country/Region

Order ID, Quantity, Unit Price

by Ord Deiﬁds Extended

(@) Form with subform(s) F‘ Linked farms

| Cancel H < Back I Next> [ Finish

@

Can | use fields Form 1
from more than two ‘
tables or queries?

Yes. But you are not
prompted for subform
information. Instead,
all the fields appear on
a single form. It is
possible to create

Is it okay to not use all the
fields from the table or tables?
Yes. But keep in mind that users
filling out that form will have no
way of entering values into the
fields that do not appear on the
form. With an AutoNumber field,
that is not a problem because the
user cannot enter data into that field anyway, but any

subforms within subforms using Form Design | other field will be blank if it is not included on the form.

view but not using the wizard.

- ]



Create a Form with the

Form Wizard (continued)

The Form Wizard is useful not only for selecting the
exact fields to include but also for choosing a format
and appearance for the form. You can also change
the fields and format later in Form Design view, but
it is often easier to specify upfront what you want via
the wizard.

@ Click a radio button for the Fanm Wizard

IayOUt you want for the form What layout would you like for your subform?

(© changes to @).

Note: If you are creating a form with a subform,
this screen asks you to choose the layout for the
subform rather than for the main form. For a
form/subform layout, the main form is always
Columnar when constructed by the wizard.

(® Click Next.

|

®

Y

Cancel || <gack | mext> |[ Enish

(@ Type a name for the form, Farm Wizard
replacing the default name.

(® If you created a subform, type a R

name for the subform, replacing
the default name.

@ Click Finish.

~ What titles do you want for your forms?

Form: Customers

Subform: Order Details Extended 5ub_fqrm__<—®

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

Do you want to open the form or modify the form's design?

@ Dpen the form to view or enter information,
() Modify the form's design.

=




The form appears in Form view.

® Some of the labels may appear
truncated; you can fix this
problem in Form Design view.

"

Note: See the section “Arrange Fields on a Form”
for more on fixing truncated fields.

Creating Forms

=] Customers1 |

Name Anna

ame Bedecs

Business Phone |(123)555-0100

123 1st Stree

®

\

=~

Seattle
ate/Province (WA E|
P = 99999
USA E|
| OrderlD - | Quantity - | Unit Price - -
 |aa 25 $18.00 o
| 25 446.00
|44 25 $2.99
v 40 $18.40
* -
Recard: |4 1af4 L Search
Do I need to save the form 1 made a mistake; g
before I close it? how do 1 delete Customer Orders fubeacm
= pen
No. When you the fo"!,' | luSt Custamers L =
H Fal  LayoutView
-SPECIfy da name created. Employee Details | | B
in step 14 and Delete the form as ; B2 Design View
optionally in you would any other Employee List F— ’
step 15’ you ObjeCtI Employes Orders ! 'i F—

are supplying
the file names
to be used. Access
automatically saves the form
and subform, if applicable, with
those names.

@ Locate the form in
the Objects list.

@ Right-click on the
form name.

© Click Delete.

@ In the warning
dialog box that
appears, click Yes.

o

Hame

Inventory List
Inventory to reord X
Lagin Dialag By
Order Details

Order Details Exte [%f
Order Details Exte *

Orelar lict

Hidein this -:-r-:i i
Delete

View Properties

Check Web Compatibility

=



Create a Form

in Layout View

Layout view lets you create a form by dragging and
dropping fields onto a blank page. It is not as
flexible as Form Design view, but it is much easier
because you do not have to worry about fields and
labels lining up correctly or using consistent spacing.

Create the Form IR c oo | tteiin  Gmtwehen | Desn  Amine gt - @
. R EED KR ESFCE=V 58 = BEn..
@ On the Create tab, click Blank i | Dl W A ot .| Pt i e~ | LTy Wb, | SR G dutite
Farti = n:;gn = | i Desgn Deugn Form o Mare Fate Design Rapas ﬂ\‘""-_-l!--ll
Form. w [ rema . Fiel List ®
. L4
A blank form appears, along with [ S e e
. . 3P Show g tables
a Field List pane.
@ Click Show all tables.
i
® Alist of all the tables appears; %ﬂn T Vet G e T Wb 5 @ )
each table’s field list is collapsed. L e ey T —
© Click [ next o a table N M o o e O 11
' o T — N ——"> e
A list of the fields in the table e ﬂ rebs bt e .
o =i L1 Lo Tvie ]
appears ([# changes to [=]). e ?,_2
. . . Fir: Anna mll_e |
@ Drag a field from the Field List e — it
onto the form. S5 e
Hsbile one
. - Fax Humbrer
You can also double-click a field e saws
to add it to the form. : et
d Cotinrtry Regeon =
@ Repeat step 3 to add more fields. § s S
i Sraves Bilit Tatile
@ Continue with the following steps
if the labels are truncated, as
Shown here. ':‘I‘ﬁ:’\::fkm = f."r'nhlr_-_.;
-y ool
1 by i Y iy
# Iventory Tansacions o Table
# vosces it Tole |

| reont wocaor2s M| G Search 53 b Pk b € —
Lot veen =16



Adjust the Spacing between
Labels and Fields

Creating Forms

Foaml

>

@ Click a label to select it.

@ Position the mouse pointer
between the field and its label
(% changes to «).

@ Drag to the left or right to change

ID |1

Jok [Owner

d 123 19t Street

s [ACME Corporafion
i Anna
s [Bedeoe

\

«44—9 :

the spacing. =
The change affects all fields, not Ball e
just the one that you dragged.
Adiust Label Alignment “ Ho Creste  DtemalDats  DatabaseTool | Design  Aman g% Fomat i -'.\_g
Note: By default, labels are left-aligned. You can ;l A i H;:_l. o .}“‘: il 55 Q' el
make them right-aligned with the fields if you prefer. | oo o ™ s o Tt romi :
w || 3] Fom % Farld List %
@ Position the mouse pointer above '| 8 al, e T
the top label so that a black arrow c ACHE Corporation t”
appears (s changes to ¥) and sy HaHaa|
then dlick. Eoma i
Chwner Hame Phon
The entire column is selected. s T e i
@ On the Home tab or the Format
tab, click the Align Text Right
button ([=).
All the labels are right-aligned.
\
Can I rearrange fields after S ——
placing them on the layout? 5 1
Yes. Follow these steps: : |ACME Corporation

@ Click the fields label to select it.

@ Press and hold down (E1171) and
then click the field to also select it.

@ Position the mouse pointer over
either the field or the label
(% changes to %).

@ Click and drag up or down to move
the field and its label.

© A horizontal line shows where the
field is being moved.

Name: Anna

3 ne:l Bedecs <—Q

Owner

Seattle

WA




Create a Form

in Design View

Design view provides the most flexibility for creating
forms, although it can be tedious and time-consuming.
You can create a form in Design view that arranges the
fields and labels in exactly the way you want them. Fields
and labels are not restricted in their placement, as they are
in Layout view.

T

Design|View]
Contact Name

Company

First Name
Last Name
Job Title
Home Phone
Cell Phone

Address
Date

“ TR R
i EE

Sppliomen | Tible Table Shareome
Farts Pewgh  dh-

@ On the Create tab, click Form
Design.

Estermal it
g

Datahase Taoh

j— Arom wed
|

Demn fmnge  Famar

| Repan

A new form appears in Form ”.|?'.".".‘, . -
Design view. T
® The Field List appears.
Note: If the Field List does not appear, click Add
Existing Fields on the Design fab. :
- State Prownce
@ If you have previously expanded % koo
any table’s field list, it still appears f ;. _g«m
expanded. T
@ |f a table’s field list is not o
expanded, on the Field List, click : S
next to the table from which ‘ T
you want to select fields. ls (35 I
The [# changes to [=], and the RN e | oo T Tomibm bt Touly S W B[ | Breme
list of fields appears. :*]"“ R SR e v -~ o J a "
© Click and drag a field onto the e e
design grid. _ i o
Both the field and an associated Sism M |
label appear. / =y
@ This is the field label. " @
2l TP Possal Gade
@ This is the field. E_ : ' P et
@ Drag and drop more fields onto ol i
the form. :
Note: You can drag more than one field at a fime : EFIEST»%? -
by selecting multiple fields on the Field List before : o AN
dragging. Hold down (S2) and then dlick the Shoas
fields you want. s B o e

=




Delete a Field from

DESig“ View Creating Forms

You can either remove an entire field, including its label, or
remove only the label. When you remove the label, this
enables the field to remain on the form but without a label.
This can be useful, for example, when you want a single
label, such as Name, followed by two different fields, such

as FirstName and LastName. It can also be useful when l ;onﬁn
fields on the form are obvious and do not need labels to ,'“—fr‘.n,en
name them, such as Notes or Memo.

Delete a Field and Its Label

@ Click the field — not its label — to
select it.

A dark selection box appears
around the field.

@ Press (EED.

Both the field and its label are

deleted. : : S

- |First Marmgst: :: First Name

Delete a Field Label

@ Click the field label — not the
actual field — to select it.

A dark selection box appears
around the label.

@) Press (0.

The label is deleted, but the field
remains.

[t Raaage]

Last Name

Note: You cannot delete the field but leave its
label. You can, however, place freestanding labels
on a form. See Chapter 10 for more.




Arrange Fields

on a Form

One advantage of working in Form Design
view, as opposed to Layout view, is the
flexibility it offers in arranging fields. You can
freely drag a field around on the grid or make a
field align or conform in size with other fields.

Resize a Field or Label Box

When you hover the mouse over a selection handle on a selected
field or label, the mouse pointer () turns into a two-headed arrow
(+b or +). If you click and drag at this point, the field or label box is
resized.

Move a Field

When you move a field, its label travels with it. To move a field, position
the mouse pointer over the border of the selected field or label — but
not over a selection handle — so the mouse pointer turns into a four-
headed arrow (i becomes %). Then, click and drag the field to its new
location.

Move Only the Field or Only the Label

Each field and each field label has a larger selection handle
in its upper-left corner. If you drag the box by that selection

handle, it moves separately from its associated objects. So,
for example, you can move a label independently of its
field or vice versa. This can be useful if you want to place
the label closer to the field or above the field.

]



Creating Forms

Align Fields and Labels

It is often useful to right-align or left-align a series of fields or field labels.
You can select several fields and then click one of these buttons to make
the fields align neatly with one another. On the Arrange tab, click Align and

then choose an alignment from the menu that appears.

HH

| W g

= =
++|""JJJ—I£I

SizeSpace| Allgn | Bring  Send

| -

|to Front to Badl
To Gricd

Left =

Right [
Tap
Bottom

Make Field Sizes Consistent

Sometimes, a form looks best when all the fields are the same size. You can
select multiple fields and then use the Size/Space button’s menu from the

Arrange tab to apply a standard size.

Ta Fit

To Tallest

=]

3l

=] Toshorest
B ToGrid

[ To Widest
i To Harrowast
Spadng

Hke Egual Hornizantal
-:J;‘ Increase Horizontal
e pedease Horizontal
% Equal Vertical

%I Tnirease Vertical

‘:!,': Diaraass Vertical

Grid

1| Gnd

}“‘if Ruler
q:. Snap to Gnd
Grouping

I+  Group

Align Fields in a Grid

You can quickly place fields in

a Stacked or Tabular layout by
selecting them and then clicking
the Stacked or Tabular button
on the Arrange tab. Doing so
makes the field and label boxes
consistent in size and position.

Haome Create

ines Stacked Tabular Remave

Table

External Data

Database Toals Design

Arrange Farmat

Merge  Split




Group Fields

Together

When moving fields around, it can be easier to
work with a block of fields than to select and
move each one individually. You can group
several fields together so that any actions you
perform on the group are applied to all
individual fields within that group.

@ In Form Design view, drag a
marquee around a group of fields
to select them.

Note: To create a marquee, click and drag an
imaginary box from a spot above and to the left
of the fields to a spot below and to the right of the

Famat 2 @
fields. You can also press and hold and - = gy [0 By T, B
then click each field that you want to select. s R g tamy o
. Tivle Fosation -sn' L
@ On the Arrange tab, dlick =2 _ = e -
Size/Space. S e B
B et
© Click Group. & miien

B Te Hamewest

pacig
ol Egual Hustzartal

@ To ungroup the fields, you can
follow steps 1 to 3 and then click
Ungroup.

Note: Grouping works only with fields that are not
part of a layout grid (stacked or tabular). If the
Group command is unavailable, select the fields
and then click Remove Layout on the Arrange
tab to remove them from the grid.

Navigation Pane




Define the Tab

Order on a Form Creating Forms

The tab order is the order in which the insertion point —
moves from one field to another when the user presses

(). The default tab order is the order in which the fields
were added to the form. However, you can change this to

Membership Info
Name " Jacoh TAB
\ >

Ace
SEx T——

any order that you prefer.

@ On the Design tab, dlick Tab
Order.

The Tab Order dialog box opens.

@ Click to the left of a field name to
select it.

@ Drag the selected field name up
or down in the list.

@ Alternatively, you can click Auto
Order to set the tab order based
on the positions on the form.

Note: Auto Order orders fields from top to bottom.
If two fields have the same vertical position, it
orders them from left to right.

@ Click OK.

The dialog box closes, and the
new tab order goes into effect.

MEMBERs /P —

- @
T A g 1 1
Tirie 4
‘f,j A4d Evisting Property  Tab i:
oy Dare and Time Fisids Sheet Onder
_ Header | Foater Taol ]
x
Y R R R TS R R e gy g
[E ]
Custom Order:
Last Name |
|Business Phone
E-mail Address
Tk o oW, o
chek and ol
rs. Drag
riprrls) bo move
tham bo disired tah
Eoo ][ cwcn ]| momr#—.




CHAPTER

Modifying an
Formatting Forms

>

The basic forms you created
in Chapter 9 can be improved
by applying formatting and
by using special sections,
such as headers and footers.
In this chapter, you will learn
how to use formatting and
design features to make
forms easier to use and

more attractive.




Display the Header and Footer....................
Resize Sections of @ FOrm ....oveeeeceeeecceens 177
Select Sections of @ FOrM ..uumeeeeeeeeeeeenees 178

Add a Form Title......coeeeeeecccemsennacacas 179
Apply a Theme......oocerrrmrermrmsesmsmsmsmsmseseseseses 180
Apply a Font Theme or Color Theme.......... 181
Create a Custom Font Theme.........ccccoevuruee. 182
Create a Custom Color Theme.........cccevenuee 183
Create a Custom Theme........ccccoeererercrcrcnnnnnns 184
Browse for a Theme to Apply.....cccoceeeemrmrnee 185
Adjust Internal Margins and Padding......... 186
Add a Label ... 187
Format Label Text........cccovererssnscscscscsmsananas 188
Change the Background Color.........ccccvenuee 190
Use a Background Image..........ccocecrcemrmrnranas 191
Add a Hyperlink ... 192
Add a Tabbed Section..........ccceevcecrcrmrmraranacec. 194
Insert a Logo or Image........ccccecuemuece ...196

Set Conditional Formatting .........ccceceeemrunucas



Display the Header

and Footer

. [DesigniView]
Each form can optionally have a header and a footer, v

where you can place information that should be the
same, regardless of which record is displayed. This can
include a title, buttons that open other forms or
hyperlinks, and so on.

There are two header/footer sets: form and page. The form header/footer
appears on every form on-screen; the page header/footer applies to each
printed page when you print the form.

\ Display the Header and Footer

@ In Design view, right-click on =] Customerst
one of the section bars (such [ e o s e, o See w b W W i B S ) A R DL W S L S
as Detail). W
: | T Build Event...
@ Click the desired header/footer: : ' 23 Tap Order..
Form or Page. Vaste |
Note: The commands are toggles; click one again : Fill Back Calar | W
fo turn the header/footer display off. 1 Alternate Fill/Bacl -_..|...| ,
@ The header or headers appear I [77] Buler
at the top of the form, with i ; : Grid

their own title bars. i : | Page Header/Faoter

Form Header/Footer

@ The footer or footers appear
at the bottom.

Business Phone % Properties

Address

Statei'Pr.ouince

J # Page Footer 4—.
J!
1

# Form Footer




Resize Sections

of a Form Modifying and Formatting Forms chapterlO

Header and footer sections start out small vertically, but you
can enlarge them as much as is needed to hold the content
that you want to place there. You can also resize the main

section of the form — the Detail section — to accommodate
the fields there.

It is also sometimes helpful to temporarily enlarge a section so you have more room
to work and then tighten the spacing up again when its content is finalized.

Resize Sections of a Form

@ In Design view, position the mouse [ o s v ww mw o un WP B B BT DD 10 BN T D N0 I HE 2
pointer at the bottom edge of a | T || # Form Heade
section of the form. e

For example, to enlarge the Page
Header section, position the mouse
pointer at the top of the section
divider below it.

The mouse pointer (%) changes to a
vertical, double-headed arrow ().

@ Drag up or down to change the i : State/Province ' '

height of that section of the form. e ————— =
® The form footer does not have a j - ZIP/Postal Code

divider below it : e — I E

@ To enlarge the form footer, drag
its bottom border down.

Note: If you want only the header but not the
footer, or vice versa, resize the unwanted section so
that it takes up no space at all.

Note: If you do not want the header and footer af
all, turn them off, as described in the section
“Display the Header and Foofer.”




Select Sections

of a Form

After turning on headers and footers, you have a

multisection form. Each section can be separately
selected and acted on. For example, you can apply
themes, which are covered later in this chapter, to
individual sections.

To make sure that formatting applies to the correct sections, you must

learn how to select a section and how to select an entire form.

\ Select Sections of a Form

Select an Individual Section

@ In Design view, click the title bar
of the section that you want.

The title bar turns black,
indicating that the section

beneath it is active.

Select an Entire Form

@ In Design view, click the square in

IR
the upper-left corner of the form. [ ][] # Form Header

=—:|ﬁ;5 C

A small black square appears
within the square, indicating that

the form is selected. ) # Page Heade

® Any individual section title bars BB
that were previously selected || # Detail

become unselected.

ZZ"}

1 First Name

1) Business Phone

Last Name

=



Add a

Form Title Modifying and Formatting Forms chapterlO

A form title appears in the form header and provides a
name for the form. If the form header does not already
appear when you insert a form title, Access turns on the
form header.

You can manually create a form title by adding a label text box to the form
header area, but Access makes it easy by providing a button on the Design tab
specifically for this purpose.

| dd 2 Form Tie |

o |n Design or Layout \/ieW, on the Home Create External Data Database Toals | Design | Arrange Farmat I

Design tab, click Title. — 'Aa I covors - == Hago
= A e e @@ o
©® |If the form header was not View | Temes [&] Fonts:x =] men. | B Dateand Time
already ViSibIe, it now appears, .\u'lew Themes Contrals Header / Foater

containing a box with dummy ?_» S fom |
text, such as Form1. ol <—.

g Type the teXt for the tltle Home Create External Data Database Taols | Design | Arrange Farmat I

@ Click outside the box when | =] j e
finished. g

7 | Ima qe %Date and Time
Because the dummy teXt was Header / Faater
already selected, typing new
text replaces it.




A theme is a preset collection of formatting that you can
apply to your form. Themes are used consistently across
all Office 2010 applications to apply formatting, allowing
you to standardize color and font choices for everything
you create, regardless of which application you create it in.

Generally speaking, themes define three formatting elements for the object to
which they are applied: fonts, colors, and object effects. However, in Access,
only colors and fonts are affected.

\ Apply a Theme

0 In Design or Layout VieW, on the “ Home Create External Data Database Toals | Design | Arrange

. NEAa=0QEE;

Farmat I

Insert

T Image~ E;Datemcl'ﬁme

Hogo
5] mitle

Header | Faoter

a itrals

Design tab, click Themes. E ]
A gallery of themes appears. View | [Themes| [&] Fonts »
@ Click the theme that you want. :—:‘—: In this Database
. . 2 == A
@ You can point to a theme without L || smmmme I
clicking it to see a preview of it on ':"cusmm
the form. | ﬂ..idqj
Built-In
fi. 1 Aa_) ﬂ Aa
' [Aa ][22 7] [Aa ’M Aa ’]
£ll-11Aa_H |Aa_7|[Aa ’E U
.E 2- :--FCIH- :.----- LU | EEEEE.
‘g Lé] Browse far Themes,.,
EI 5 fﬂ Save Current Theme..,
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Apply a Font Theme

or Co I or Th eme Modifying and Formatting Forms |0 apt erlO

Applying a theme changes both the fonts and the colors
used. If you want to change only the fonts or the colors,
you should apply a font theme or a color theme instead.
Each has its own separate gallery that you can access from
the Design tab.

Like regular themes, font and color themes are consistent across all Office
applications and can be shared among them to create consistency among all the
business documents, spreadsheets, databases, and presentations you create.

Apply a Font Theme or Color Theme

Apply a Font Theme m Home  Creats  EtemalData  Database Tools Desipn | Amange  Format
. . = o ) i Hioge
@ In Design or Layout view, on the o=l E,T Ac=l (@8 : ;] g:-:_ .
Design tab, click Fonts. o e e
™ Em— S
A gallery of font themes appears.
@ Click the desired font theme.
The new fonts are applied to
the form.
R
&1
E .
B
-
: ‘ ?r::klin Gothic M.,
Aﬂ Frankiin Gothic Bogk -
ur Lreate Hew Teme Fants
Apply a color Theme m Home  Create  Extermal Daabaie Toolks Design Amange  Format
. . = :."'.'.\..-H“N"‘J,-_ | o ’il'm
@ In Design or Layout view, on the :.,,] %T..;:T : = MQEE ;nﬂv N
Design tab, click Colors. g L — S " esie tooie

» || ool grmmmmmm omee | |

A gallery of color themes appears.
@ Click the desired color theme.

The new colors are applied to
the form.

uuuuuuuu

Sreate Hew Theme Culens.
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Create a Custom

Font Theme

A font theme is a combination of two font choices: one
for headings and one for body text. If you do not like
any of the font themes that Office provides, you can
create your own by defining any fonts you like for the
heading and body placeholders.

Any custom font themes you create are also accessible by other Office
applications, such as Word and PowerPoint.

\ Create a Custom Font Theme

@ In Design or Layout view, on the
Design tab, click Fonts.

A gallery of font themes appears.
@ Click Create New Theme Fonts.

The Create New Theme Fonts
dialog box opens.

@ Choose the desired fonts from
the Heading font and Body font
drop-down menus.

The Sample preview box shows
what the heading and body fonts
look like.

@ Type a name for the new font
theme in the Name box.

@ Click Save.

The new font theme will be
available in the font theme gallery
the next time you use it.
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Create a Custom

Color Theme

A color theme defines colors for 12 placeholders that Office applications
use when formatting a document. Not all these colors are used in Access
when formatting a form, but they are all used (or at least available) in one
way or another. For example, the Hyperlink color placeholder defines the
color of underlined hyperlinks in tables and forms. In addition, whenever
you use a color picker — such as on the Font Color button’s drop-down

Modifying and Formatting Forms chapterlO

menu — the colors from the current theme are available for selection.

You can create your own custom color themes if none of the existing ones meet your needs. Just like with font themes, you

can share color themes among all your Office applications.

Create a Custom Color Theme

@ In Design or Layout view, on the
Design tab, click Colors.

A gallery of color themes appears.
@ Click Create New Theme Colors.

The Create New Theme Colors
dialog box opens.

@ Click the color button for one of
the placeholders.

A palette of color choices opens.
@ Choose the desired color.

@ Repeat steps 3 and 4 for each
placeholder you want to change.

O Type a name for the new color
theme in the Name box.

@ Click Save.

The new color theme will be
available in the color theme
gallery the next time you use it.

“ Home Lreate External Data Latabase leals | Desan -lrvan{le romw:
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Create a

Custom Theme

You can create a theme that combines your preferred fonts
and colors so you do not have to go through the two-step
process of applying a certain color theme and a certain font
theme each time you want to format a form or other object.

First, you define the form’s colors and fonts the way you want them. You can do
this by applying any of the preset color and font themes or by creating your own

[DesigniView

Contact Name

Company
1 Name

:
o
é —_—

24

custom color and font themes, as you learned earlier in this chapter. Then, you use

the following steps to save them as a new theme.

Create a Custom Theme

@ In Design or Layout view, apply
the colors and fonts that you want
to be used in the theme.

@ On the Design tab, click Themes.
A gallery of themes appears.
@ Click Save Current Theme.

The Save Current Theme dialog
box opens.

@ Type a name for the theme in the
File Name box.

@ Click Save.

The new theme will appear in
the Themes list the next time
you use it.
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Browse for a

Theme to Apply Modifying and Formatting Forms chapterlO

The list of themes that appears when you click the Themes button is
compiled from two specific locations on your hard disk. The built-in
themes are taken from C:\Program Files\Microsoft Office\Document
Themes 14, and any custom themes you have created are taken from
C:\Users\username\AppData\Roaming\Microsoft\Templates\Document
Themes (where username is the name you are logged into in Windows).

If you want to apply a theme that is stored in some other location, such as on a network or on a CD
that a coworker has given you, you must browse for it.

Browse for a Theme to Apply

0 In Des[gn or Layout v|eW’ on the (LW Home  Create  Extemal Data DatabaseTowls | Design | Amange  Format -3 |
H H - | ;ﬁLugo
Design tab, click Themes. = \ - .
’ View :-ma"si@f"'m‘ | L\S‘— "a_bl— Aﬂ i] j QJ ﬂ j : g %;:I:E.lml'ﬂln—
A ga“ery Of themes appears' "'l;\-; h‘““:o“ s . - itrols ¥ Header F-J-.'-?el-
@ Click Browse for Themes. =1 Ac ; T :
ol
E J
| E 3 Enamus sEEEEE |
B | |3 rowsefor Themes..
il
I | 5y save Current Theme..,
I 5. I ’
The Choose Theme or Themed b al v e Bl
Document dialog box opens. (€ =[T > trnes » Documents » = [ |[ sesrep Documents 2]
@ Choose the theme or other file i Nuviite bt
. |#| Dacuments - :
from which you want to apply g PULﬂUIﬂﬁ-‘flEﬁ'lbidFY Arrange by: Folder =
font and color settings. = Pictures g
B Videas PO ek aic s M hchlue 9
® You can choose a data file from i (vt ;ﬁ:‘?’“ff"“‘ )
" - A Hamegrou| ] ey Jources ns references.docx
another Office application to copy SO e 8] s resume by 09.docx ~<—— B
theme settings from instead of & Computer e ';C‘""c‘ _ El’ii’.ld
- - - L Lacal Dusk [ L My Spore Creations 1fe’ Ldutx
directly choosing a theme file. "'f el S Wi
3 $ecyele Bin | PowerPaint = Violence and Utopia docx
e ClICk opell Bl FWINDOWS, . € | Remodeling
« . L. ALTFF | Retirement
The theme is applied. L oassembly _ Jiswed
File name: ACME thinx - | emes and Themed Do |
Taoh + [ Open [ [ comed |
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Adjust Internal

Margins and Padding

The margin setting for a field is the amount of space
inside its box between the edge and the text. You can
adjust the margins for individual fields, but forms look
better if all the fields have the same margins.

The padding setting is the amount of space outside the box. When you adjust
the padding, you change the amount of space between fields and between a
field and its label.

\ Adjust Internal Margins and Padding \

Change the Margins [pata  Databasa Tools Desigh | Amrange | Format g P 7]

. B . B B @ seetiayaur D0 1ierge Al Contral Marging +| T — . Eh
@ In Design view, select the field(s) | = <. M Jooe e ST o=l
Ingst  Interr et TIr " 1Al Mone Sirespace Algn  Bang  Send

you want to affect. Below

B sdlect Row

Selecting the section bar does not | = cusomess
select the fields; however, you can
lasso the fields you want.

| & rorm Header
4l Customers
To lasso fields, drag an imaginary Gl
box around them while holding " L€ Detai
down the left mouse button.
When you release the mouse
button, everything inside the area
you dragged across will be

selected.
@ On the Arrange tab, click Control
Margi“sl [Data Database Tools Design Arrange Format & e
B Il selectiayout M ——  [&] Contral Margins = Wa = L—‘J Eh
. . . T M E = e + it
e Click the margin setting you want. 1_‘% I—'{ 1._% 8 setect Cotamn | [[1] 5l Vet % B convotpadding o] <> L - - = Dd
nie s 3 . 2 ove  hove Size/Space Align nng e
Bedow  Left [ select Row Bl 5plit Harizontal Up Do - = L Front te Bad
The mal'gln Settlng is applIEd to Rows & Merge | Split Maove Sizing & Ordering !
the selected fields. ' =

Change the Padding
@ In Design view, select the field(s) |
you want to affect. .

@ On the Arrange tab, click Control
Padding. Q
@ Click the padding setting you want.

The new padding setting applies
to the selected fields.

Note: You can also change margins and padding
in Layout view.
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Add a

l. ab el Modifying and Formatting Forms chapterlO

A label is a text area that is not connected to a field or
function. It exists on a form purely for informational
purposes. Earlier in this chapter, you learned how to create
a form title, which is a type of label. You can also manually
create other labels anywhere you like in the form.

\ Add a Label

Fruit Enthusiast of America (FEN)
Membership Form
A —
Kyle Allbaugh
- 765.55

®

5.3‘}1
. Male

o In Design VieW on the Design tab’ _ Home  Greate  EdtemalData  Database Tools Design

Amange Fomat

. i i -
click the Label button (/z). L N [ e | Wi O] B =15
. Vew e o+ | 5 BE] [Asres- (ol 15 *| mage- jz:::;mme e St O ::'1
The mouse pointer changes from e hetes Conmrels Header  Foste tosls
I to *a. » || 22 Customess1’
I R R T N [ i

@ Drag a box where you want the
label to be and then release the
mouse button.

A label box appears, containing a
flashing insertion point.

Navigation Fane

© Type the label text.

@ Click outside the label when
finished.




Format

Label Text

You can apply some of the same types of formatting to m Font and Size
a label as you would to text in a word-processing qotstang | Changer
program, such as changing the font and size and

applying bold, italic, and underline formatting. \ \ (

<

The main difference is that in Access, text formatting is available only when Move «5
the outer frame of the label is selected; you cannot select different tX‘c’t‘m{;,'g::;ggy‘g‘vghe itl;m A
formatting for certain characters within a single label box. =

\ Format Label Text

@ In Design view, click the frame of M e oweceamc S =0
7 Lalreisa - ottty Gothic iDetaill |~ o . 1 == M - Hiadlid
the label you want to be I sebect Al Century Gothic (Henderh A, g Badground | f sl B PECE IS
formatted. e e v
: 0 by
Y - oy % Aharoni mwTar ., - = - PR e Thr 3 5.
ou can select multiple labels at EEEIER kippibond
once by holding down E111] as Cust .
. e - ik
you click each one. : e =
| Fr Aparajita Ereusr
You can format both labels you " T i pssing PR

i Anal
T Anal Black

have created yourself and labels
that are associated with fields.

@ On the Format tab, click here ()
to open the Font list and then
choose a font.

Mavigation Pane

You can also use the Font list on

the Home tab_ “ Home Create Estemal Data Databrace !onll . Arrange T ormat & 0
3 i ) 2 Labis + Covtuy Gothic Detail B J . 5 B ; & shape il ~
© Click [F to open the Size list and  [muns 375 & 200 fm 50 e Bgm e ) due ot EIV
then choose a size. it T } e L e magoms__|_____c otz Fomating -
Custnmersi B =

@ Click one or more of these
buttons to apply formatting:

& Form Head,

. BO|d ::tumu
@ ltalic '
® Underline

Mavigation Pane

ote/Province  [v]"
P/Postal Code
mh-.\;- .




@ Click an alignment button:
® Left

@ Center

@ Right

0 Click [~ to open the Font Color list
and then choose a color.

@ To place a colored background in
the label box, click [~ and then
choose a color.

You can click Transparent to
remove the colored background.

\
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Can | format the text
in a field?

Yes. Just select a field
instead of a label and
then apply the formatting
as you learned in this
section. It works exactly
the
same
way.

What is the paintbrush BN = o conion

button on the Format
tab?

This is the Format Painter
button. It copies
formatting from one place
to another. To use it:

@ Select a label or field
that is already
formatted correctly.

@ Click the Format
Painter button (7).

@ Click the label or field
to which you want to
apply the formatting.

Havigation Pane

= tabe

& ['oim Hes g

@l 1 omers

= Cenmury Gathie {Detail)

Database Tools Do) Amange
-y - ;4—9 -

Select All B sy A-2-|EER s

Farmat

Bad grotmid
mage =
Bac ground

I=] = -

+.| Business Phone
| Address
| Clty

" state/Province  [v]

IP/Postal Code

ounitry /Region
iridpiabraeiisribiiiei) |

If you want to click more than one field or label in step 3, double-click
instead of single-clicking in step 2. Click the button again to turn it off

when finished.
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Change the

Background Color

You can set a background color for each section
individually. For example, this would allow the form
header to be in a contrasting color to the detail section.
Alternatively, you can set all the sections in the same color
for a uniform appearance.

Change the Background Color

o In Design VieW, Click the tltle bar “ Home  Create  Extemal Data Database Toals Desian Amange | Format
Of the Section. #* FormHeader - - Farmatting v j _I
The title bar becomes black. Jrswet - 5 {—|— 2 E— B s " iaw Core
Selaction o Avtamatic imber Background
1 - = l Theme Colors
(2) On the Format tab, click [ to > (|Gt \‘ — ' NPT T
display the available colors. . EEENEN

||aIFIili|

Standard Coloas

1 H EEEEEEE
|

=

HEN
EEEEENEN
""" AEEEEEEEN
] 'EEEn
r|rg1‘l!nenl(nlm(
. | I |

@ Click More Colors.

-

Navigation Pane

The Colors dialog box opens.

® Click the Standard tab to choose
from basic colors.

® Click the Custom tab to define a
color numerically.

@ Click OK when you have selected
a color.

The color is applied to the
background.
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Use a Background

|mage Modifying and Formatting Forms chapterlO

A background image can add interest to a form. As the name
implies, it sits behind the fields, providing a backdrop. For
best results, choose an abstract image rather than a photo of a
person or building.

By default, the fields have a solid filled background, so they will contrast nicely with
the background and stand out for easy viewing. If you prefer the fields to blend into
the background, set the fill for each field to Transparent, as you learned to do in the
section “Format Label Text.” Labels are already set to Transparent fill by defauit.

Use a Background Image

# FormHeadsr  +

0 On the Format tab, C|ICk m Hame  Credte  EdemalDats  DatibaseTools  Dasign  Amange l‘"“ n

Background Image.

[E5 3wt an

B A-D- EXE §% B2

Q Click Browse. e

The Insert Picture dialog box

opens.

9 Navigate to the folder containing I Migosofeoffice & Pictures library Ay Falde
the image you want to use. P e
[ Deskrop 4
@ Choose the image. Mok |
A Wl Becent Places
@ Cdiick oK.
3 Librane:
. . 4| Docume ity
The image appears behind all & b
sections of the form. g —
Note: To remove the background image from the o T

form, on the Design tab, click Property Sheet.

Choose Form from the drop-down menu on the
property sheet. Click the Format tab and then
delete the file name from the Picture property.



Add a

Hyperlink

Hyperlinks on a form are like labels, except that they are

live links to the destinations they represent.

The hyperlinks you learn to create in this section exist only on the form; they
are not stored in database fields. If you want to store hyperlinks in a table,
you can use a Hyperlink field type. See “Change a Field's Data Type” in

Chapter 3 to learn how to change a field type to Hyperlink.

\ Add a Hyperlink

@ In Design view, click the bar of the
section in which you want to place
the hyperlink.

@ On the Design tab, dlick here ()
to open the gallery in the Controls

group.

© Click the Hyperlink button (&).

The Insert Hyperlink dialog box
opens.

Note: The Controls group’s gallery contains many
different content types that you can insert in a
form. You may want to explore some of the others
on your own.
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View | Themes Fants =

Views Themes

T
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View | Themes Fants =
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Farmat
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g | Set Contral Defaults

|m Use Contral Wizards

-

iﬂmgo
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Insert

Image~ @Dateand'ﬁme
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@ Type the URL in the Address box.

@ You can also click Browsed
Pages to choose a recently
used URL.

@ Type the text that should appear
on the form.

O Click ScreenTip.

The Set Hyperlink ScreenTip
dialog box opens.

Note: A screen tip is text that pops up when the
user points af the hyperlink with the mouse pointer.

o Type the screen tip text you want
to use.

© dlick OK.

You are returned to the Insert
Hyperlink dialog box.

© dlick OK.

The hyperlink is added to the
form in the upper-left corner of
the section you chose in step 1.

(D Click the hyperlink’s frame and
then drag it to the desired location.

Modifying and Formatting Forms chapterlO

Insert Hyperlink

Text to display: Northwind‘J

Link ko
@ Lok in: =& Documents
Existing Filz ar T
‘Web Page Electronic Arts
C’:%rl"dZ':t Trivoices
'y (€] My Data Sources
Chbject in This My Spore Creations
Datghase Browsed PowerPoint
Pages Remodeling
Retirement
Saved
_mail Recent
E-mail Address Firse M aratione
|T:l| 02 - Human.mp3 =
o Address: (htkp: P, nortbwind-traders, com 4—“ |Z|
Hyperlink : = :
EBuilder
[ Ok ] | Caneel |
Insert Hyperlink [CFE=
hipk oy a5t Set Hyperlink ScreenTip l—i—I@
@ Hoolein ScreenTip text: 0
Existing File or Click here to wisit our corporate headquarters site| <
Web P
et currer] Mote: Custom ScreenTips are supparted in Microsoft® Internet Bookmark...
_ Folde Explorer® wersion 4 or later,
Object in This  —— | Cancel |
Database Browsd
Pages Remodeling
Retirement
Saved 6
_mail Recent
E-mail Address S M o ation:
|11 02 - Humnan.mp3
o Address: | Rttpef v, northwind-traders, com
Hyperlink = = =
EBuilder

ok | | Cancel

@

Can | hyperlink to other locations besides the Internet?

Yes. A hyperlink can link to any file in any location, including your
own hard disk or network; it does not have to be on the Internet.

By default, in the Insert Hyperlink dialog box, the current folder
contents are displayed. You can browse your hard disk or network
locations using this interface to choose any accessible file.

&) E mail addross:
Existiray File ur
'eb Page

Subject:
Question about Web site

| Objact in This
Database

malko:irl Dnorthwind-traders.com

Regently used e-mall addresses:

;;|1<-—.

E-qupail Ak

What does the E-mail Address
type of hyperlink do?

@ ltinserts a hyperlink that, when
clicked, opens a new message
window in your default e-mail
program. To set up an e-mail
address hyperlink, click the
E-Mail Address button in the
Insert Hyperlink dialog box and
then fill in the fields provided.
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Add a Tabbed

Section

When there are too many fields or labels to fit on a
form at a useable size, you can use a tab control to
create multiple tabs, or pages, on the form. Like the
tabs on the Ribbon in Access, the tabs on the form can
be clicked to switch to their associated set of fields and
other controls.

Add a Tabbed Section

Add a Tab “ Hoame Create L-tfml_um Database Tooks Desian Arrange ro.-n
AJ Mcon- = s
@ On the Design tab, click the Tab jm m_jun_n;,u..h, 6 e [0 E ;,ig“ -
Control button (). ot et o

@ Drag to create a rectangle
representing the tab area and
then release the mouse button.

A tab control appears on the form
with two tabs.

MNawvigation Pane

9 Click a tab. “ IIM Credte L-tlmal UJH D}hlnsc fonh Design lrﬂ nge ntmﬂ B & e
N =T s O 4 [Tl
A frame appears, representing Yo E‘n Bron - | [0 P01 As =i Q o fe I e e [y 0 2
that tab's page. — e Foe =5l x
@ Click Add Existing Fields. — —
The Field List pane appears.

@ Click the plus sign ([ changes to
[=]) next to a table name.

Fax Humiber
Addres

iy

State Provence
P Pastal Cade

The list expands to show that
table’s fields.

Navigation Pane
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@ Drag and drop fields from the
Field List onto the frame.

Note: You can also add nonfield items, such as
labels and hyperlinks.

@ Click the other tab to add fields
to it.

Add Another Tab

@ Click the outer frame of the tab
control.

@ On the Design tab, open the

control.

Rename a Tab
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st Hame
st Hlame
E.mail dddress
o Title
Busings Phone
Hume Pluarse
Wbl Phone
Fax Humber
Addres

City

Creste  bfemalDats  OatabmeTool | Design

e\ 2

Threnes

»

lﬁm_qryﬂﬁ

Anange

=

5

Fatmat

QJ °|j j _ﬂlq

E(.n

Heades  Faster

Tma J

g Field Lt x

+ | Flelds ayattable far ths viow

@

Vo setgontrol Detaum = Custnssers Lt Table -
Controls gallery and then click o o
the Insert Page button ([ ). E;‘Im
Another tab appears in the tab u:'l‘:i
e
(| Femat [ oata [ event [iotner [ s |
Captian Easir Indeamartinm
@ Right-click on the tab you want e o
to rename. v v
@ Click Properties. = =
@ In the Caption box, type the text -
that should appear on the tab. |
|
|
How do | How can I hide a tab Property heet %

delete a tab?
Right-click on
the tab and
then choose
Delete Page
from the
shortcut
menu.

without deleting it?

To hide a tab, set its Visible
property to No:

@ On the Design tab, dlick
Property Sheet.

@ Click [=] to choose the tab
page.
© Click [=] to choose No.

Selaman Type Page

Pd\.lc.i

uh—g

rormat | Data | Event | Other | AN |

Caption
Page Index
Visible
Ficlure Type
Picture
Widlh
Height

Top

Left

| Advanced




Insert a Logo

or Image

Just as the Title feature inserts a label in the form header,
the Logo feature inserts a graphic in the form header.

If you want to insert a graphic anywhere else, you can use the Image feature.

Images are like logos, except that you can choose where to put them and you can

define the size of the frame.

Insert a Logo or Image

Insert a Logo

@ On the Design tab, click Logo. 1 ’E‘W Ag B [T @ﬂ Ella

L] mitle

T Image~ % Date and Time

a—Pag |

Aclel Existing Pr

5

The Insert Picture dialog box opens. Cotitios Header | Foater 7
@ Click the picture to be inserted. 1 e — . ==
© Click OK.

The picture is inserted in the Form b s =

Header section. & =[E» tibrares » Pictures » Pl

Depending on the resolution of the I P (W S =~ 0 @

image file, it may cause the Form

Header section to expand. The form
header may also change its —
background color. B Desktop

Resize a Logo ﬂ@“g:j::mn
@ I needed, expand the Form Header o) Music
section to make room for the image § :I‘::‘:’ |
to be enlarged. | 32&»{2::}1;:;: ;a k|
9 Click the logo. File name:  3200261257_f09 Lcfeddf.jpg

@ Drag a corner selection handle
to resize the frame (Iy changes

Microsoft Access E: Pictures ||brary
Includes. 2 locations

& Downloads
. Books
% Recent Places

Arrange by:  Folder =

WVacation

collarLjpg

m.|

- ’GlaphicsFiles (“Jpg:"jpeg;” jpe VI

ok |

Cancel

I

to ™).

— s s

# Form Header
Note: If you do not maintain the proportions, exira B
blank space may appear on either the sides or the

top and bottom, but the picture will not be distorted.

=
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Insert an Image [ e [ T T L P i s )
. . j Adl Blcolurs + | R = :j Hiega jlﬂ ;\1 1|g. 1
@ On the Design tab, lick Insert Ve | e e | 1001 A =l (O @[S ] B omenenn e - &
Image. [_W:{-m I m,‘__;@ ’
@ Click Browse. e =
. . w| | = Punues s Grand Canvon » 4—' E 2|
The Insert Picture dialog box e —
Oigancze = New loider =- 0 @
opens. 2 Misrosoft Ofice A P:r!urF\Ilbmly Gl
@ Click the picture you want to .:.:.m,
. kol
= | ! i !
©® Navigate to a different location i P
if needed. I
& Dotuments a
. .I' B
@ Click OK. -t
B videos
i Trowel I‘NNHIJFB FlilMJFE 5
Fide e PLOLMLIPG Iw l»kal-lylm-ig e [k
[ By

The mouse pointer changes from

N to ‘@

@ Drag the mouse to create the
desired picture frame size and
then release the mouse button.

The picture appears in the frame
you just drew.

)

How can | make sure a picture DstbsieTools | Deion | Amnge  fommat | - )
has exact measurements? : ) | W e e ™
) . . | o 5 - £ -y
Set the picture’s Height and Width fa =i (1 @ [/ 5 =| 2o g:mmm raggoma e =;.
PrOPel’tieS: ! Cotitialh Header F-m‘.w. a.lh Tooh
g d ; - , 3 mw&mm x
. . e — R TTRREEEL e
@ Click the picture. i o
. . Farmat | pata | Bwent [ Omer | an |
@ On the Design tab, click Property ot Ll el -
Sheet. Adure Tpe sharea_ 3
Picture Tiling Mo
@ On the Property Sheet, click the e
Format tab. ?:?m ?j':? (5)
@ Click in the Width field and then oo i Snamasi
type a value in inches. =y e
@ Click in the Height field and then Fipetink Add
= . Hypesfink Subaddress
type a value in inches. | Gt Sy rop

[1=7]



Set Conditional

Formatting

Conditional formatting applies certain formatting if
RioToctAe CLIb

the data in a field meets a condition that you specify o
and other formatting if it does not. For example, you Ny

Douler 1+

could set up a Balance field to display its value in red if
the balance is negative or you could color the Order
Total field gold for customers whose order amount
exceeds a certain value.

[ set Conditionsl Formating |

@ In Design view, dlick the field you I e e Emen meen v m o

want to format TignaL il i | E = . "ﬂ"f—'gm ;
" ] setect il B4 U A-D- EEN 3% 03 ":‘:{'J""L'“' at 3 : m_u.,: :“
No’e: Make sure fhﬂf yOU seled Ihe f’eld’ not - -Je’lf.-:ll an : Farit Pty Eath groninil Conbiol Fommatting
its label. =

@ On the Format tab, click
Conditional Formatting.

The Conditional Formatting Rules
Manager dialog box opens.

© Click New Rule.

The New Formatting Rule dialog Coon | [l ] [
box opens. T Ea]
@ Click a rule type. . - 0 |
Cernjuarm Lo olbwr reconh,
6 Click [=] to choose a condition. 5t ke decrptns
Tormat only cells where the: -
@ Click [] to choose a comparison | =" S —— =
operator. y
@ Click here to type the value or

) ol ]

text string.

=



@ Choose formatting in the Preview
area to define the formatting for
records where the condition is met:

Bold

Italic

Underline
Background Color
Font Color

The Enable/Disable button toggles
the display of the formatting.

© Click oK.

The new rule appears in the
Conditional Formatting Rules
Manager dialog box.

Modifying and Formatting Forms

chapterlO

‘New Formatting Rule

Select a rule type:

78 |

Check values in the current record or use an expression
Compare ko other records

Edit the rule description:

Format only cells where the:
Field value Is

P iew:
HEMIER AaBhCCYyZ2

[ [
B greater than or equal fo Bt

|| Cancel ]

Conditional Formatting Rules Manager

Show Formatting rules For: |

=]

(7=

l‘ﬂﬂew Rule l | i Edit Rule ] [ 7 Delete Rule ]

Rule {applied in order shown)

Farmat

( To add another rule, you can

@ Click oK.

Note: You do not see the results immediately
because you are in Design view.

@\

</

Yalug == 100

repeat steps 3 10 9.

The conditions are applied to the
selected field.

haBbCoyz

M [o]4 ] ’ Cancel ] I Apply

You can switch to Form view and
then scroll through a few records
to check the conditional formatting.

Why would I want to use
the Enable/Disable
button?

You can toggle off the
conditional formatting with
the Enable/Disable button for
either Default Formatting or
for any of your conditions in order to preserve
your conditional settings without using them
all the time. For example, perhaps you only
want to use conditional formatting when a
form is viewed on-screen, so you would turn it
off before printing the form.

How do 1 delete one of the multiple conditions

that 1 have set up?

® To remove a rule, open the Conditional Formatting
Rules Manager dialog box, click the rule you want to
delete and then click Delete Rule.

[T — TER
Frow formatting rues for: i Yokl

s apphed s order shesen)
Wik 3 150

# b Fude | | W EdtBaie | | K Colete Bk




Reports

yle Allbaugh
559) 555555

corey Bamavd
555) 5555552

Fric Cox

(59 555553

Jason puff
555) 55 5554

Jacoh Fag\xe(
(55) 5555552

Fm,,m"

Wesly Day )
(559) 553*55)6

Tony GoyeY

() 5555598

Kyle Groninger
(555) 5555559

Mike
Goyer Toy
Kyle

Reports are views of your
data, as are forms, queries,
and table datasheets, but
reports have a special
purpose: They are designed
to be printed. A report can
have more elaborate
formatting and layouts than
other objects you can print.
You can create basic reports
with default settings or you
can create custom layouts
by using the exact settings
that work best for your
situation.




Understanding Report Views .........c.ccccceuueee.
Create a Simple Report.........ccoorerreecsernrnee. 204
Apply a Theme to a Report.......ccoovrmemmeecee. 205
Preview and Print a Report.........cccormeuuee. 206
Create a Report with the Report Wizard ...208
Create a Report in Layout View ........ccocnue.

Set the Page Size and Orientation...............
Change the Report Layout Type..........c.......
Set Page Margins .......cocooeeemmsssssssssssssssnnnns
Set Control Margins and Padding................
Format Report Text.....ccocercssssssscsccnenee
Size and Align Report Fields...........ccccu.......
Insert a Page-Numbering Code.....................



Understanding

Report Views

You have several choices of views for working with
reports. Each has a specific function for which it is

best suited.

Print Preview
Print Preview shows the report exactly as it

[T r——e——

will be printed. It shows page margins by Customer Address Book s
simulating the edges of the paper
on-screen. If the report is too wide to fit on A
- - EXzatefh Andersan 123 8 Exrest Podand W s
the paper, it is truncated where the page Comame s 4o e oo w ooms s
break would truncate it. You cannot edit . e e s = R
the report in Print Preview. NnBRaial® cobuaie S - s -
Arna Bemcs 123148 Street. Seale WA 9999 s
E
John Dawarsy 2313 Btreet Laavegn W ooy s
Abbe a0 EDrer 160 19 Etret Lod Angika = L] LB
ucnaw! Entn T8 73 Gtreed. Porlang oR L GA
G
Dunmt Galgechms 455 188 Etreet San Fepncmce A pame s
Antored Grataces Selsona 121 Ind Sweet Bosn ua 9 LF-
Carios iy 450 14T Gtreet Damver @ e A
o 4
LT N Mo Fe 4
Report View [ ——— x
Report view shows the report approximately Customer Address Book Ty G 12
as it will be printed, but it does not simulate
the edges of the paper on-screen, so you A
cannot see the actual margins that will be P e 7 i " — —"
used. Even if the report is too wide to fit on . e it s Z - o
the paper, it still appears on-screen as one . T o o w
whole page. You cannot edit the report in Aos i st o . e
Report view. _
Eowmthy LN 1m S Lan Vepm e Ll usA
Menandet Lggerer T T St Lk Angeies cA "W (-2
Michas! Entn. o TE9 2 Sheat. Podland oR o usa
G
Dl Gotdachraa 456 108 Steeet San Franciscn = o -2
Amores Geatacos Sotiena 123 Ind St Boston A L] usa
Cafes Grilo A8 VR Sheet Dewrront co L] s
H
Jonas Hasseize TR 240 Shreet St Lakn Clty ur e usa
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Layout View

Layout view enables you to configure the
overall formatting and layout of the report

[ e—pva——

Customer Address Book

but not to change individual elements, such A
as text boxes. You can add grouping and ST PR oy o s 7
sorting levels, totals, and other information oo o Pkl Lovsogine o ooy G
B
as We” as apply themes' Jean Prikpes Bagel LA TR Shwet Seame wh i Usa
i Dedecs L1 st Seame wh ubeee usa
E
John Eawarty L 1m St Las Vepss w L usA
Menandet Lggerer _?II 10m Street Lk Angeies cA W (L)
Michasl Extn. 7B 27 Shest Potand oR Lo usa
G
Danesl Gostachmaa 450 100 Shwet San Francisco ca ] usa
ARores Geatacos Setsena 123 2nd St Borton A L] usa
Cazs Sale 455 140 Shent Dt €0 L L4
H
. Jonas Hasseizeg TRE 240 Seeet. St ey Caty ur L usa ; ad
Design View pe——— 2
Design view is where you can fine-tune the e e e s Sy
fields and labels to be included on the avall ke riss b .-TJ.,_R.._:;_ ‘
& Page ki

report. Only in this view can you add and
remove fields and add nonfield controls,
such as labels. The report in Design view
often bears little resemblance to the
finished layout. For example, compare the
Design and Layout views shown here;
Layout view shows approximately how the
fields will appear in the actual printout.
However, Design view shows items
according to section and does not always
place everything where it will actually be. As
you are learning to use Design view, it is
often best to begin the report by using the
Report Wizard or another automated
method to help you set up the fields.

# Fie ds Fieadn

‘[=UCase(Left(Nz([File As]).1)) |

=

=y

]

=

# Fage Footer

& Beent besten




Create a Simple

Report

Rather than print a form or datasheet, you may
prefer to generate a report. By using the default
settings, you can create a report very quickly.
You can then save the report for later reuse or
simply re-create it the next time you need it.

\ Create a Simple Report

@ Click the table or query in the ST 3 f i
Obleds IISt' Home Create External Data Database Toals Design Amange Format Fage Setup
. = Frw| i =, FormWizard  § Report Wizard
@ On the Create tab, click Report. 2 EO8 M K il ol
Applicaion  Table Table SharePoint Cuery Query  Form  Farm  Blank 3“ " Repart Report Blani
H Party * Deagn Lists = Wizard Daugn Design Form 5] Mere Forms = Dasign. Repart
The report appears in I-ayoth Templates Tables Queries Forms Reports
VIew. Al Access Ubjects * <« | |8 customerss ;
3 £arCh, P
© To save the report, click the Save | ..., A ; 20
button (E). =z Custolnen‘J Q CUSTOmerS
= Cinplayes Privileges [EseEne ._._“- - e ‘o
T employeec g il o
1 tventory = || ACME Bedecs Anna
T mwentory Tansaction T. J Corporation
1 tnventory Transactions 2 | Ronfleld Design Grotocos Antonio
Bl taveices Solsona |
B order Details 3 | Charlestar Axen Thomas
T Order Details Status Marufacluring |
T orders 4 | Danube lee Chiisliric
23 Ordens Status Frluirlt—:i—:n’ng
3 Orders Tax Status 5 |Etcheson O'Donnell Martin
B eiviteges Landscaping
3 rrodudts 4 | Fairfield Pérez-Olasta Franclsco
T purchase Order Detalls Restaurants
3 purchase Order Status 7 | Gaither Catering || Xle Ming-Yang
2 Purchase Orders
2 saes kepan 8 |Harris and Sons Andersen Elizabeth
0 sheett
E stippers 2 | lvanhoe Mortensen Sven
= st Productions
. 2 stangs 10 [ inrkenn Sirant || Weirka [IeAlna
The Save As dialog box opens. I MK T T o
Layout View
@ Type a name for the report. _
Save s e
@ diick oK. Report e
Customer Report:
The report is saved. Q—E =)

]




Apply a Theme

to a Report

Creating and Formatting Reports

A theme applies certain fonts and colors to a report.
You can use a theme to quickly apply consistent
formatting to a report so it matches other reports or

company specifications.

Themes work the same way for reports as for forms; for more, see

Chapter 10.

| o= Toom o eyt ]

chapterll

o Allbaugh

Covey Barmard
2

ricCos
(55955957

asonDuft
! 5554

Jacob FagNe

oy GOveY
‘, - 8

Kle©

roniy

@ In Layout view on the Design tab,
click Themes.

A gallery of themes appears.

You can point to a theme to see a
preview of it on the report.

@ Click the theme that you want.

Note: Review Chapter 10 for more on creafing
your own custom themes. Chapter 10 also explains
how you can apply color themes or font themes
separately.

Hame Create External Data Database Tools i Design | Arrange Format Page Setup
[{'lg—l;l X Totals = N——p— - .
o = L} l_abl I ﬂl . j @
emes|[A]Fonts | SIOUD 15 Hide Details |j 9‘” - ‘—E =
o & Sort | I
Views || m this Database - Cantrals
Ad I |
Tables i Gastam =.
T =sfomers
il T T T
B Em AQ? :‘&‘] """"""""""""""""""""""""""""""""""""""""
AR ID Company Last Name
s '!'“ — 11l AcmE Bedecs
(|| Aa llAa | As 1 Aa 1 || Corporation
| || m—— | mmmm— | mmmm—— | mmm———— 2 |Banfield Design Cratacos
i L W® =T A [ 3 Solsona
1| Ag Aa || |Ac Aa —
1| m—— | | smmmms | (| mse—- 3 | Charleston Axen
L . - - - - — Manufacturing
: Aa_lg |Aa_| |]Aa i| Aa U 4 |Danube Lee
= c|n! = : - = Engineering
|E Browsefor Themes.., = [
B on ) 5 |Etcheson O'Donnell
Save Current Theme... .
= e Landscaping
B s : 6 |Fairfield Pérez-Olaeta
EH Purchase Order Details Restaurants
EH  Purchase Order Status 7 qutherCGfering Ale
B3 Purchase arders
EH sales Reports 8 |Harris and Sons Andersen
:3 Shippers
B states 2 | Ivanhoe Mortensen
B strings Productions
B suppliers 10 | Jackson Street |chl-cer
B cnnnliore Rl £ 1]

=7



Preview and

Print a Report

After creating a report, you will probably want to
print it. You can check the report first in Print
Preview to make sure that it is the way you want it
or you can print it directly from any other view.

Preview and Print a Report /

Open a Report in Print Preview

@ In the Objects list, right-click on
the report you want to open.

@ Choose Print Preview from the
shortcut menu.

The report appears in Print
Preview.

Switch an Open Report to Print
Preview

@ Right-click on the report's tab.

@ Choose Print Preview from
the shortcut menu.

The report appears in Print
Preview.

]
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Print a Report from Print
Preview

@ On the Print Preview tab, click
Print.

The Print dialog box opens.

@ Change any print settings, if
necessary:

® Click here to choose a different
printer.

@ Click here to set a page range
(© changesto @).

@ Click here to specify a number
of copies to print.

© Click OK.
The report prints.
Print a Report from Other Views
@ Click File.
The File menu opens.
@ Click the Print category.
© Click Print.
The Print dialog box opens.

@ Perform steps 2 and 3 in the
section “Print a Report from
Print Preview.”

“ Print Prasiew

Creating and Formatting Reports Chapter].l

Dl = 3B
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= |{EENES]
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Frint See  Maraing [7] prnepata onyy | (Pertraitilandscape Columns Page | Zoom [ One | Two  Meore h Excd Tot  PDF E-mail
- . - Setuip - Page | Pagss Pages~ File  er¥Pu
Print Page Sie Page Layait Zoom Nata
» [ | Customess —
Print 15l
Prinker
Name:  [HP Photosmart 4700 series v| [ properties |
3 Status:  Ready mber 22, 2009
& Customers| et
g Type: HP Photosmart C1700 serics 2:19:53 PM
~ Where;  IP=192168.2.6 Host=HPEI9063 .
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I save

Bl Save Object As

Print

(8] Save Database &

L Open
[ Close Database

gk
@] Horthwind.acceb

e

@] mypusimess.accdb
@] Events.acedb

(@] Faculty accin

Info
Recent

.-

Save & Publish

Quick Print
Send the aliject dinectly to the default printer
srthont mabng chareges

Print
Selecta printer, number of copies, and other
premting opitiaes before printing

Print Praview
Preview and make changes ta pages hefare

prrmtag

Mﬂ.\ﬂc External Data Database Tooks Dresian Amrangs Format Page Sebup

@

How can I see more of the report at once?

The Zoom group on ——— = =
the Print Preview g\ | J” EEjES ;:}\
tab Contains Zoom Two | More | Refresh  Excel

buttons for One
Page, Two Pages,
and More Pages. If
you click More
Pages, you can

choose a four-, eight-, or twelve-page display.

Page | Paes Pages v All

Zoom

Four Pages

Eight Pages

Iwetve Fages

ow can I export the

report?

The Data group on the
Print Preview tab contains
buttons for exporting to

icrosoft Word (in rich text

format), to a text file, to an
Excel file, and to several
other formats.

o
o =1 5l E
PMF Eomaal | More Clave Prine
e 1P = | Prevew
= yord

W] Esport the selected objet to Ridh
Tt

5 HmLD
G| Esports

worment
elected ol to an HTML

doiument
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Create a Report with

the Report Wizard

You can use the Report Wizard to create a report
without having to manually design it while still
having some control over its layout and formatting.

After creating a report this way, you can then edit it in Design view to

fine-tune its appearance.

\ Create a Report with the Report Wizard

@ On the Create tab, click Report
Wizard.

The Report Wizard dialog box
opens.

@ Click here ([z]) to choose a table
or query on which to base the
report.

© Click a field.

@ Click here ([=1) to move the
field to the Selected Fields list.

@ Repeat steps 3 and 4 for all the
fields you want to include.

® Click here ([>>") to add all the
fields at once.

@ Click here ([<_) to remove
a field.

@ Click here ([<<) to clear the
Selected Fields list.

O Click Next.

e

Esternal Data Database Toals

Hame Create

;ﬂ j :j j i_3=\J @ g E [ rorm wiara g : 18], repart wimara
=== r, i 3 [t ] :
=" ¥ = o= Tl rangation - = 1
Application . Table Table SharePoinl  Quey  Query Fur Form  Blank Fepurl Report Blan)
Parts = Design  Lists = Wizard Design Design  Torm %““" Farms = Design Report
Jemplates Tahles Ciiere Famis Reparts
4l Access Objects ¥ o«
| [Seurcs =]
| Report Wezard
| Tables x |- &
B Which fields want report?
= customen o iR
= Employee Privileges - p: Youl can choose from more than one table or query.
i Emplayses
T mventory - Titaes e g
B tnventory Transaction T. [Fakie: Customers X
ﬂ Inventery Transachons Available Ficlds & i
B mvarces [THRSRSRASEANIOATINY =l
. | Company [
@ order Details | Last Nams: 7=
W G [Fret e &3
:j arder Detalls Status ;t‘-ﬂﬂf Adi
= orders | 30b Titie
|Business Phone
1 orders Status |Home Phone
ﬂ farders 1ax Srans
3 s =)
2 Frodudts !
Report Wizard
Which fields do you want an your report?
¥ou can choose from more than one table or query.
o 3 8
Table; ers [+]
Avalatye Fields: Selected Fields:
D - | Company |
E-mai Address . [E-E
| | Job Title
| |Business Phone [E(—.
| Home Phone € .
Mobie Phone 1 <<38
R ) (o |
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@ Click a field by which you want Reiost Wizaid
to group.
@ Click here ([=1]) to group by the Company <—® .
chosen field if you chose one in [First Mame, Last Name, Business Phone
step 7.
Last Mame
©® The sample changes to show e e
grouping by that field.
© Click Next.
Grouping Optiens .. ] [ Cancel ] [ < Back ” Next > ] [ Finish
( Click here ([=]) to choose a field Reost Wizaid
by which you want to sort. What sort order do you want for detail records?
@ Click here to switch between an You can sort records by up to fo

ascending or descending order,

Ascending and a Descending sort.

@ You can define additional sort
levels, if needed. 2

@ Click Next. 3

(S)

\

(\\ [ Cancel H < Back ][ Next > ][ Finish ]
\/How can I group by something other than Can I have fields from more than one table

unique values? or query in the same report?

Click Grouping e Yes. Repeat steps 2

Options after step 8 b s ot :; ' through 5 to select

to access a Grouping i =m . another table or query

Intervals dialog box. e before clicking Next in

From there, you can =L | step 6. As long as the

define a grouping tables or queries are

interval. For text, you can group by the first letters related in some way,

of the entry. For numeric values, you can group by Access will pull data from

numbers (such as 10s or 100s). them, just as it does when you create a query.
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Create a Report with the

Report Wizard (continued)

The Report Wizard not only lets you specify
what fields and grouping you want but also
allows you to choose the report layout,
orientation, and formatting. You can fine-tune
this formatting in Design view if needed.

\ Create a Report with the Report Wizard (continued)

® Click the layout you want to use Repart Wizard
(O Changes to ©) How would you like to lay out your report? @
( Click the page orientation you Layout,  Orientation —
want (© changes to @). e @ &itpped ™™ | @ Portrait
. ~ (7 Blodk (") Landscape
(® Click Next. b ;

|
.
:
[>)]

(IR REIsUnRERY

e [/] Adjust the field width so all fields fit

on a page. @

Cancel || <Back | Next> |[ Enish
(@ Click here to type a name for the Repiort Wizard
rﬁport, replacing the generic name i e 0 Y e Vg v
that appears. Tr— R_?WtJ
@ Click a radio button (© changes ;
to @) to choose how the report
should be viewed after it is That's all the information the wizard needs to areate your
created. report.
. . Do you want to preview the report or modify the report's
(@ Click Finish. design?
‘a (@) Preview the report.
() Modify the report's design.
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If you clicked the Preview the
report radio button in step 17,
the report appears in Print
Preview.

If you clicked the Modify the
report’s design radio button in
step 17, the report appears in
Design view.

Creating and Formatting Reports Chapterll

[ custamer
Customer Phone List
ACNE Comoralion
Bedecs Arna |123}555-0100
Teh Karen [123}555-0100
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Axen Thomas |123}555-0100
Les Soo Jung |123)555-0100
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[First riame lleusiness phone FET]
R [ | TEEF [ el e e e
4 Ei-ﬁ.nw” =Foge "k [Foge] & "ol " & |Pn;1m.||
| # Report Footer

©

How can I change the name of a report after
creating it with the Report Wizard?

First, close the report.
Then, from the Objects list,
right-click on the report
and choose Rename from
the shortcut menu. Type a
new name and then press

All hccess Obyects =

Repurts &
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Ehedt e Campaibiility

How can | make the report extend to
multiple pages horizontally if the fields do
not fit on a single page width?

Before step 15, deselect the Adjust the field width
so all fields fit on a page check box ([¥| changes

to [_]). The report
will then expand
horizontally to fill
as many pages as
needed so all the
fields are at their
original sizes.
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Mo ot o Bl 1 vy ot youw repert?
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Create a Report

in Layout View

You can design your own reports from scratch by
using either Layout view or Design view.
However, Layout view is much easier to work in
because it more closely resembles how the report
will actually appear.

Because you can easily switch between views, you can do the initial
layout in Layout view and then fine-tune it in Design view.

\ Create a Report in Layout View

@ On the Create tab, dlick Blank
Report.

Litemal ks Databace Feoli Datign

A blank report window appears in e
Layout view. r;hu-:::c:l:o e Hiﬂloi'«l e
@ In the Field List, if a list of tables

does not already appear, click
Show all tables.

@ Click the plus sign (B changes
to [5]) next to a table’s name to
expand its field list.

@ Drag a field onto the report.

Havigation Pane

® The field name appears at the top,
and records from the table appear

beneath it.
@ Repeat step 4 to add other fields . T |
to the report as needed. o R - AP —

| Firkds wawlabile i pedabend tabsbes
= Orden Fan Tatile
[ Stabey !

HNavigation Pane

Fiebeds avatable in other table:
& Emrlayee Privilen e




Set the Page Size

and Orientation

The default page size for a report is the Letter size, which
is 8.5 inches x 11 inches. You can set the page to any size
you like as well as switch between portrait and landscape.

Set the Page Size and Orientation /

Set the Page Size

@ In Design or Layout view, on the
Page Setup tab, click Size.

@ Click a paper size.

The page is resized.

Set the Page Orientation

@ In Design or Layout view, on the
Page Setup tab, click Portrait or
Landscape.

The page orientation changes to
the setting that you chose.
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Treate

Esternal Data Database Toals

T
Design

Arrange

Format Mage Sctup

I Shaw Margins
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] saxessr
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A4 2106 29Tmm
32772 11,69"

Letter §.5x11in. g
&5 117
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' d
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e

Awbin. (tabl
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aEe |Marans |7 print Data Only

Ul = E &

Hartrart|Landscape Lolumns  Page
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e Page Layout
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{lvanhoe
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Mortensen

isven
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> iistreet Cafe
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Roland
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Creata
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T T
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Page Size
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Change the Report

Layout Type

You can choose to make a report either tabular
or stacked. A tabular report resembles a table
(datasheet), with records in rows and fields in
columns. A stacked report shows each record in
a separate, self-contained section.

and

Bob Robson

oy Abbott

35 Alton St 367-217,

2174 Drexel Ave. 353-808;

@
< 3614 Exetor Ave. 29394 3 o7 ~ ‘
i == T e

©® The default type of report created in Layout view is Tabular.

Ii ™ R R R | 8 e gotvt Lyl Tty ] Mortheand : Database (Aecess 2007) - Micra. (S I - |
Home Create Exmemal Data Database Taols Design Amange Format Page Seup a 0
] G Wi B 2= [ 0§
-sﬁs Sracked Tabular | Ingert ;t D; ;\:-j;i “ Edﬂ{ommn ;i; :;% IE :3 (:ﬁ)l Cantral . Tabular Iayout
. ore Below  Left  Right 2 Selest Row Vertically Hotzontally Uy Downy | Marsiine = Padding - 5
T Bows & Columy Merge/ spit Hore Postion places each field
> |y : name across the
mCsmpnnyﬂ Last Name First Name Business Phone tOp row, W|th the
{ACE Corporation |eececs Anna (123)555-0100 individual records
Banfield Design Gratacos Solsona Antanio (123)555<0100 beneath.
Charleston Manufaciuring Axen Thomas (123}555-0100
Danube Engineering Les Chrisfina {123)555-0100
Etcheson Landscaping O'Donnell Martir {123)555-0100
Fairfield Restaurants Pérsz-Olasta Francisco [123)555-0100
Calther Catering xle Ming-Yang [123)555-0100
é Horris and Sors Andersan Elizabetn (123)555-0100
E Ivanhoe Productions Mortensen Sven {123)555-0100
B Jackson Sireet Cafe Wacker Roland (123)555-0100
s HKendall Properties Krachre Peter (123)555-0100
Lawson fitle Edwards John (123)555-0100
MMarson Mansions Ludick |Andre (123)555-0100
iMNester Statuary Grilo Carlos (123)555-0100
Cbhearon Madia Kupkowa Halano |123}555-0100
Pike's Peak Market Goldschmidt Darniel (123)555-0100
Guentin Dalry Bagel Jean Philppe (123)555-0100
Rushville Development Aufier Miconl Colherine (123)555-0100
Corporalion
-
| Laroutview ] R

213



Creating and Formatting Reports Chapterll

@ You can dick here to change to a Stacked layout.

© A Stacked layout places each record in its own area,
one on top of the other, with all its fields in one place.

FCE | 5 | Marthaind | Databinse (Access 20T} - Micra. » @B
Home Create Ertemal Data Database Tools Design Ammange Format Page Setup o
= | &= I setact Layiou =2 = | [A] E§
§ 6 S » 2] B8
= =8 —'ﬂ B setect Column e T ==
mm et Insert et Insert Mave Move  Cantral Cantral
Abore Below Left  Riuht ] felect Row Up  Down | Margins * Paddng *
B % Calumi Merge / Spiit Mave Poiitiorn
» EIMM’I' x
Componv JA rn— Carporatlor i
flastNome '«miec:»
‘;Fér;r-ﬁE;e I nna
%5u:mas: Phone '|'-'23j'ss_=,'-'0-‘.0d : A
Company Bonfield Design
Lost Nome Gratacos Solsona
& First Name Antonio
&
=
2 Business Phone |(123)555-0100
_;, Company Charleston Manufacturing
Last Name Axen
First Nome Thomas
Buslness Phone |(123)555-0100
Company Donwbe Engineering
Last Name Lee
First Name Christina
-
Layvut View Retc el

® When switching

between Stacked
and Tabular
layouts, make sure
you click here (=)
to select the entire
data grid before
making the change.
If you select only
certain fields, only
those fields will be
changed. That
enables you to
create layouts in
which some fields
are arranged in a
tabular layout and
others are stacked.
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Set Page

Margins

You can set page margins for your report; these refer to
the overall white space around the outside of the report

on the printed page.

\ Set Page Margins

Use a Page Margin Default

@ In Design or Layout view, on the
Page Setup tab, click Margins.

@ Click a margin setting.
The margin setting is applied.

@ By default, margins appear
on-screen in Print Preview. If you
do not want this to happen,

deselect the Show Margins check
box ([¥| changes to [1).

Set Custom Page Margins

@ On the Page Setup tab, dick
Page Setup.

The Page Setup dialog box opens.

@ Click in a text field and then type
a margin setting for that side of
the page.

©® Click OK.

The margin setting is applied.

“ Mome  Creste  EdemalDats  DatabaeTook | Design  Aminge Fomat | FageSetup = @
j J ) thowargins || _] )| _‘:?“
sae Mging| N prine Data oy | [PORRIIE Landscape Columng Fane
- — ey =y Zetuips
I Y P P x
"J ‘r:‘:." 1 Bottons 1 Last Name First Name  Busines: Phone
left 75 Right 075 =
s |Bedecs Anna (123)555-0100
| | mm Bottom: 0,357 I .Gmmcm Salsana Antanio (123)555-0100
i ’ R 028 [ Edan Thomas (12315650100
Dorwbe Engineering Lee (Christing |123)555-0100
“ Mome  Creste  LotenalOats  DatabaseTools  Desian  Agapae  Fomat | Fage betup = @
|’_‘ J [ Show Margitis -J 9 J e
Size Marges [ pumt Data only  Paftratt| Lainlscape Cobimins - Page
= i Getug
Page e rage Layaun B
[ | mepant = . _£7]
..I.Company Lo Fhone
‘ “ME Corporalion Be 0100
BanfieidDesign G 0100
Chorleston Monufacturing A 0100
Carube Engineerng Lef — 0100
Etcheson Landscaping (] | L Prink Daka nky 0100
Foirfleld Restaurants P “Hr::‘m__n y 0100
Gaither Catering g Print Datashest Ondy 0100
é Harrls and Sons As] 0100
5 Ivanhos Productions I'-AF! > o | [Cowa| 0100
§~ Joclaor Sireel Cafe Wersrer rrewreee-0100
3 Kandall Properilas Krsehns Pater [123)555-0100
Lawson Tile Echwards Jahn (1235550100
Marison Monsions Ludick Ancre [123]555-0100
MNester statuary Grilo Carios [123]555-0100
Oberon Media Kupkova Helena [123)555-0100
Pike's Peak Market Goldschmiat Danlel [123]555-0100
Quentin Dairy Bagel Jean Fhilppe [123]555-0100
Rushville Development Aulier Micoril Calherine [123)555-0100
Corparation
L || [sirgieton Maid Services [Enerer | atesancier 2315550100 -




Set Control Margins 11
Creating and Formatting Reports \{SIEIESY

and Padding

You can set margins for the individual controls on a
form. The margin controls for individual items are for
the text within the text boxes or label frames.

You can also set an amount of padding for one or more controls. Padding
is like margins, but it refers to the space between fields — that is, the
extra white space on the outside of a text box or another control.

\ Set Control Margins and Padding

set ccntrol Margins File Home Create External Data Database Tools Design Amange Format Page Setup
i i | W sseaiyyour | 1 i J e 2
@ In Design or Layout view, choose | T = | 2L b ' - [ o
Gndimes Stacked Tabular ]h:'rt hn'rt Insert Indert ! i t t " }r‘:\:] _'If:'nnmv;ézmml

the controls you want to affect. !

Note: Hold down (E1110 and then click multiple

controls; you can also drag a lasso around them.

@ On the Arrange tab, click Control
Margins.

@ Click the setting that you want.

The control margin setting is
applied.
Set the Control Padding

@ In Design or Layout view, choose
the controls you want to affect.

Note: Hold down (51 and then click multiple

controls; you can also drag a lasso around them.

@ On the Arrange tab, click Control
Padding.

@ Click the setting that you want.

The control padding setting is
applied.

Above Defow Left  Pight B SelectRow

Klarging =/ Padding -

Ierge | Split

| s#Name
[ACME Corporafion [Begecs Anna [nz3y555] (A ] meim |
{{Banfieid Design Gratacos Sakono Antonio [123)555.
{|{Chareston Manufacturing Axer Thomos [123)555 iz | Wae |
Danube Engineering Lee Christing [IEZ}SS:’;—O‘:&
i[Eteheson Landscoping O'Dannell Martin [123)555-0100
File Home Create External Data Database Tools Design Armange Format Page Setup
i _'L e -l [ seeaayout . p —
.nmllmﬁ Stacked lal’ul1|l Insere  Inger m—t'Jn ;fjn 3 dsLC i J t :3 Contrad | ce"m;e.l
Above Below Let  fught [ SeletRow t farizant p o Dewn  Marging = [Padding <
' e R Echi hlaepe s St L \ie Pl i
e | He g
q :}J;p'o“n}'mu“ WY [lastName  |FintName """'""""EJ;,F.}T;ph;};;“ 55 e
HACME Corporation I JEdEC! A;'a [ .2 ll‘sz-rb \_1_ I i % mim
|Banfield Design Gralacos Sokona Antorio [123)555-0100 __ 4
{{Charleston Manufacturing Axan Thomas (123} 555-0100 :—.: =
1Danube Engineering Lee Chiristing [i?ﬂ}‘;‘»ir—()‘-(ﬁ -
i[Etcheson Landscoping O'Donnell Marlin [123)555-0100
i|[Fairfield Restaurants Pérez-Olaeta Francisco [123)555-0100




Format Report

Text

When you apply a theme to a report, the font
formatting is applied automatically. You can
modify this formatting, selecting specific fonts,
sizes, colors, and text attributes as needed.

As with forms, font formatting on reports applies to entire boxes
only, not to individual characters. Therefore, if you want characters
formatted differently from others, they must be in separate controls

or labels.

\ Format Report Text

Set the Font

@ In Design or Layout view, click the
label or field you want to format.

To select more than one label
or field, hold down (£11) as you
click them.

@ On the Format tab, click here ()
to choose the font you want.

The font is applied.

Set the Font Size

@ Click the label or field you want to
format.

To select more than one label or
field, hold down (&) as you dlick
them.

@ On the Format tab, click here
([) to choose the font size.

Note: If you choose a larger size, the text may
appear truncated. Enlarge a field's hox if needed,
moving other hoxes fo make room.

Note: To automatically resize a field name box to
accommodate ifs entry, double-click a selection
handle in the direction you want to expand. For
example, to expand to the right, double-click the
right selection handle.
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” - ity Gothic iDatail |~‘J i = j 5| shanefu
- . &2 Shape Outline =
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Image= ¢
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» |18 ndpona’ | T Ay D
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Banfleid C [ m— sh3 Sona Antonio 1123)555-0100
{Charlesto T aparajin gt Thomas 123)555-0100
{Danube E T Anbi Tyjaseting | Christing 1123)5550100
||[Etcheson " Anal Marfin (123)555-0100
Failrflald g, T Arial Black ' Franclsco (123)555-0100
IGattner ¢ " Al Narrow Ming-Yarg (123)555-0100
. Arlal Rounded MT Bold = e
E Harris urlda‘ : i Elizabelh (123)555-0100
= .:&ﬂnaIUnlcndEMS g
5 Ivanhoe k % Badl iile Od Face Svern (123)555-0100
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(Lowson T % Bavhaus 93 = John (123)555-0100
{|{Manson Marslons Ludick Andre {123)555-0100
“ Home Create Esternal Data Databate Toals gn Amange Fonmat Page Setup
Ed * | Century Gothic iDetarl = 1) WJ > === -
= o ; L] &2 Shape Outline =
B seteaal 0 BlIru A& 1s im s . _ m;li“g;r:.'.m : -
Selection Font | 19 Humbrer Radaround Control Formatting
» |19 Repogs 3 :{
A £ T, =
{Company 1% Last Name First Name [Business Phone
- — —— — | - — — _— — — S —
ACME Corporalion 2 Bedecs Anna {123)555-0100
{[Banfleld Design i Grolocos Solsona - [|Antonio (123)555-0100
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Set the Font Attributes

Creating and Formatting Reports Chapter].l

. . “ Home  Crbate| [EtemalData  DatsbaseTools | Design  Amange | Tomnat | Page Setup
@ (Click the label or field you want . B o e e—— m = py—
to format. B setertal P Blr g A-4- E== < F"‘::.l.f.::'-"d- i shepe rf‘_m""-
| Seletion - Pumber Badkaround Control Formatting
To select more than one label or |, [ig .,...* BN W =T & L2 PRI Te N e W |
field, hold down (£1) as you B s
Click them {Company Last Name First Name Business Phone £
) ACME Corporalion | Bedecs Anna [123)555-0100
1 Banfleld Design Gralacos Solsona Antoriio (123)555-0100
On the Format tab, click the .
- iiCharleston Manutacturing Axen Themas (123)555-0100
button for the attrlbUteS that Danube Engineering Lee Christing (123)555-0100
you Want: {Etcheson Landscaping O'Donnell Martin {(123)555-0100

|Fairfleld Restaurants Pérez-Olasta

Fronclsco (123)555-0100

Font Color palette?

o Theme Colors refer to the color themes you can
apply throughout Office applications in Office
2010. These colors shift when you apply a
different theme.

e Standard Colors are fixed colors that do not
change with the color theme.

e Recent Colors are colors that you have already
applied in this database. Using one of these
colors ensures consistency across objects.

Theme Colors
N EEEEEER

HIIiIIIIII

Standard Colors
H EEEEEN]

Recent Colors

B More Colar

® Bold
. “ Mome  Create  ExtemalData  DatabareTools | Deugn  Amange | lomnat | Page Setup
. Itahc ] | Century Gothis Detanl ~ 1) j === éslnaue F'"“:
' : 7 Shapie Outline =
@ Underline D7 0 BHEE. s gy 3 staete
Automatic Plumbrer Badkgraunc titral Formatming
The font attributes are applied. T T e
Set the Font Color --:; Company_ I x Tl .'F.i.r;i-Ncume éu.me:s?hone
HACME Corparation ﬁ E] I I . I I . I Anna (123)555-0100
o Cllck the Iabel or fleld you want {|Banfleld Design Standard Colors 15 Solsor Antario [123)555-0100
- H EEEEEN
to format_ i[Charleston Marufod m Thomas (123}555-0100
{Darube Enginesring : - Christing [123)555-0100
9 On the Format tab, click here Etcheson Landscap!t I I W W W e Martin (123)555-0100
(F) tO Open the Font COIOI’ Falrfleld Restaurants ::ll.::=== aeta Froncisco (123)555-0100
CGalther Catering W Liors Cotan Ming-Yang [123)555-0100
palette' E | iHarrs and Sors Andersen Elzabeth (123)555-0100
® Click the color you want.
The color is applied.
What are the different color sections in the W Lo What does the Fill Color

button do?

The Fill Color button ([22)
applies a background fill to
controls. For example, you
may want to use a colored
background for certain labels.
Keep in mind that if you use a
dark fill color, you should set
the text color to white (or a
light color).
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Size and Align

Report Fields

As you design your report, you may need to adjust
the sizing and alignment of the fields and their labels.
When you change the width of a field, its label also
changes automatically, and the fields to its right shift
to make room or to reduce the space.

When you create a form in Layout view, the fields are usually properly
aligned with one another, but if you created or modified the form in
Design view, some of the fields may not be quite aligned with one
another. You can easily align multiple fields by selecting them and then

choosing an alignment type.

\ Size and Align Report Fields

Size a Field %
@ In Design or Layout view, click the s ST L
label or field you want to size. T e
oy . Chrsring (125)553-0100
@ Position the mouse pointer over ey e o T
the right edge Of the Control .C'll'.;'-(l [.llt.ﬂﬂ‘ X ‘\]"I'.‘l \i.'-'l_ :‘Eﬂ:.‘))] a0 i
(% changes to «+) and then )| — ot i, e |
drag to the right or left. T Wadr sobnd (L5888 00 !
" Kendall Properties Krschne Peter {123)555-0000
The field is resized, and any fields H T wsson |
to its right are moved. Neser Sty Galle Catls (23)355-0100 |
Olberon Medi Kupkovw Helena (123)555-0100
Pike's Peak Marker Goldschmidt Daniel (123)555-0000 {
Quentin Dairy Fagel Jean Philippe (123)555-0000
Auskalle Developmens Autier Mueca Cutherine (123)355-0000
Corporsnion.
Singetom Auid Sorvices Eggerer Alexander (123)333-0100
. Trubill e Sos u Gessge (1233530100 i
Ulne Paclaging Concepts Tham Berrard [L23)553- 0000 -
Align Fields With one Another “ Mome  Cremte  EemaiDan  DonbmeTool | Deign | Amange  Formar Page betup = 3
FE IEEELE ot 2x A 55 o [
@ In Design view, select the controls s e Bk RS ot 1o o 5 st Hox-tar | o oo | e [ Wil Tt
you want to align. w & i =
Note: Hold down (11113 as you dlick each — = T
(onirol T TeniNane [Eesinwss Phonk 1 | Bemtonm
‘fiCompary e AN HOMD, T E—
@ On the Arrange tab, dlick Align. 2 R : I
@ Click the alignment that you want. :
The selected labels align with one HIR
another. i 5
2|




Insert a Page-Numbering

Code

Because reports are designed to be printed, they should
include page-numbering codes. Reports generated with
the Report Wizard or other quick methods contain a
page-numbering function in the Page Footer section. In
reports that you generate from blanks, you must insert
your own page-numbering codes.

\ Insert a Page-Numbering Code

chapterll

Note: These steps are for reports that do not I - o Ffroibas  DawbeeTaoh | Deion | Amwge  Fams Pagefeun
already contain page numbering. B (AT mcoex. Ecowase N T
o . - ﬁm zo (5|6 g (V@ [TF - 2T
@ In Design view on the Design tab, ] [ TENHice Detalls aft tumbrs 3 Date and Time
Grouping & Forals Lantrals Header ' Footer

Visws I es

click Page Numbers. T

The Page Numbers dialog box
opens.

| 4 Page Header

T T T

@) Click the desired page number :
format (© changes to @). 3

Note: Page N will display the word “Page” along
with the number, like this: Page 2. Page N of M -
will display the word “Page” along with the current A
page number, the word “of” and the total page -

count, like this: Page 2 of 4.

@ Choose a position for the page

numbers (© changesto @).

Page numbering can be placed in

either the report header or footer.

@ Click here ([=]) to choose an
alignment for the page numbers.

@ You can deselect the Show
Number on First Page check box
([¥] changes to 1)) to omit the
page number from the first page.

@ Click OK.

@ The page numbering code is
inserted in either the header or
the footer depending on your
selection in step 3.




CHAPTER

Grouping an
Summarizing Data

The reports you learned
about in Chapter 11 provide
a complete listing of the
records in the data set. In
this chapter, you will learn
how to create reports that
group and summarize data,
distilling down a large
amount of information

into a manageable,
meaningful report.
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Understanding Grouping

and Summarizing

When you have a lot of data, it can be difficult to discern its overall meaning. Access provides
several ways of grouping and summarizing data to make it easier to understand.

® Grouping

You can group a report by a field, such as @lIp Order Information by Customer 2 M
by company. In this example, each Company Product ExendedPrice  OrderDate
company has its own section of the ACHE Conporstios
Northwind Traders Green Tea $74.75 a/24/2010
report' Northwind Traders Beer $1,400.00 1/15/2010
. Northwind Traders Crab Mear $736.00 5/24/2010
@ Aggregate Functions Northwind Traders Coffee $1150.00 3/24/2010
You can summarize each group with one Northvind Traders Chai $450.00 3/24/2010
or more aggregate functions, such as Sum i S TOTAL s: :::D: .
(shown here), Average, or Count. PP e
Northwind Traders Clam Chowder $482.50 4/7/2010
Northwind Traders Coffes %$230.00 &/7/2010
Northwind Traders Crab Meat £920.00 4/7/2010
Northwind Traders Coffee $13.800.00 3/10/2010
TOTAL  $15432.50
Charleston
Northwind Traders Chocolate $127.50 2{10/2010
Northwind Tradeis Beer | %121800 | 4/5/2010,

@ Reports Based on Summary Queries

As you learned in Chapter 8, you can

create summary queries that distill table P SumOf Quantty  Average Of Unit Prios

data into aggregate functions. You can ACME Corporation 25 $1715 <—B

then create reports based on one of Blels Detlgn 405 3304

those ueries U:mrll.'.-!u.n Manufacturing 390 320.80
Fairfield Restaurants 427 $27.08
Harris and Sons 260 $19.78
Jackson Street Cafe 265 S12a2
Kendall Fraperties 90 $15.50
Lawson Title 35 $32.00
Yelloy Yok Party Planuing 50 $16.00
Zippy Delivery 175 518.60




Grouping and Summarizing Data

PivotTables Py T r——— ) 3
When you want to summarize data ‘m,..
without creating a report or query, a L gl T —
PivotTable works well. A PivotTable acu comarition ‘j;;j:‘ s i o i
is a dynamic view of a table or an L8 roons i
:::: gmww
query' Eanfield Design 220,00 2905 :::.;4———'
1540 [ Mort
Grid with Placeholders for Fields |2/ ... ....coone:  cm oo ::_.'"m !
A PivotTable starts out as a blank - R (3 sweh
. T M M g 21000, aw
grid with placeholders like this one. P o
S40.00 Quarery
Draggable Fields e T I )
You drag fields onto the grid to e R
. 5900 53800
create the PivotTable. T
Sld0
Collapsible Group for Summary s
You can click [+] or [=] to expand T : O]
or collapse a group to show a
summary.
PivotChart | = R [
A PivotChart is like a PivotTable, i ‘_" S
except that it displays the data Soniiian T 7
. W Charleston Manudacturng | . Dy el b tho Chaiet -
graphically. Enstenonsy Y ¥ e
. by il 5 of oty
Filter e | 1 T
You can filter any of the fields to & Cam] T i
show only certain values. You can |z | % Em"“'m
. . . el = i [] wet Prce
also do this with a PivotTable. § o [ ety
in | Fan I ™ - | ™ I
axig Titls
Years = | Quarters Manths
PrectChaet Visw -




Group Report

Results

If you use the Report Wizard to create a report, as
detailed in Chapter 11, you have the opportunity to
specify grouping in the wizard.

You can also set up grouping in Layout or Design view afterward or
change the grouping. If you arrange the grouping in Layout view, the
grouping field is moved automatically into the newly created group
header. If you arrange it in Design view, you must manually cut and
paste the field.

i

Group from Layout View Ado-c--
@ In Layout view, click Group & h

o JE e R S Y T

View | Themes Fonn - Grglu::- iE Hide Details
- - & Sur

The Group, Sort, and Total pane

[

Home Create Extemal Data DatabaseTools | Design |

I Nortl

=

Insert

T Dmaye -

appearS- Views Themes Grouping & Totals
) Group, Sort, and Total
@ Click Add a group. =
A shortcut menu appears, : " .
showing the available fields by Q_F_[E”:dd a growp (|3} Add a sort |
which you can group your data.
@ Click the field by which you want
to group. Charleston Ty 4_.9
4 | N DR ey S | [Order Date e T._.ITII,..I_..,.. i) RS s Yo er1nT Cr
SEOV O M o | xﬁgm

;5 Group on select field .

Layout View | Spresso

® A Group On line appears. Group, Sort, and Total

@ An additional set of buttons il G“L: on Company it Sap = ore»
appears for creating another level = Add a gop At sort |
of grouping, if desired.

Layout View

=1



Group from Design View

@ In Design view, perform the steps
in the section “Group from Layout
View” to create a grouping.

@ On the design grid, dlick the field
on which you have grouped and
then press (£ + (. to cutitto
the Clipboard.

@ Click the header for the field on
which you have grouped.

@ Press (51 + [ to paste the

field into that header section.

@ Click View to check the results
in Report view.

Grouping and Summarizing Data

I8 Oudes Information |
-

o i i R S N B R I O N S i ]

| % Report Head,

& Page Header

& Detail

5 'f'.‘ompunv Order Date

¥ Page Footer

4—0 Product 1D

PdmeaiPags] &

El Extended Price

=g [Pdgs|

“ Home  Create  Ertennal Data Datalise Toolk Dresign Amange  Fomat Page Setup
e T i . g
§ . boiors + | HECOUBSSOR] | ; — ) e
..... Z Toalsi Ry lab] Ag [==] j a u L . 5] Title
View  Themes IE"G““' v | o | = thse Page
. . 171 FHide Dretails = 1n Humbsers -3y Date and Time
Views Inenes Lrouping & lotals Lontral Headsr | Footsr
» | I8 Orderinformation |
r T T T e e T R T T T T O e e

| Report Head

Product ID |:| Extended Price

Order Date

Pene. & iPagel &

| # Heport Footer

igation Pane

@

Can I have multiple levels of groupings?

Yes. After you create a grouping, a fresh set of Add
a group and Add a sort buttons appears below it. |
Click Add a group to create a group subordinate

to your original one.

How can I set grouping options?

Goaus, Sort, s Totd
a0 Doty = oot o L = 1 Uy @wn A = . i Esfmraden] P (oo = | b 2 (10, P gt =

orwcan =\ Less @

02 Add s growp |44 Add & sert

Click More on the group'’s bar. Additional drop-

Group, Sort, and Total

down lists appear for setting options. For example,

|E| Group on Company ¥ with&ontop ™ o More =

you can choose grouping intervals, choose to have

= add a group H‘H Add a sort

only a group header or footer, or choose whether
or not to keep a group together on one page.

27 ]



Sort Report

Results

You can sort the results in a report, with or
without grouping. If you group, you define the
sorting in the context of that group by setting
group options. If you do not group, you define

the sorting separately.

Sort the Groups

Note: Begin these steps in Design view, with a group
already defined.

@ Click here ([z]) to choose a sort
order.

For a text field, you can sort with

A on top or Z on top. For a numeric
field, you can choose smallest to
largest or largest to smallest.

Sort Entries within a Group or
with No Grouping

@ Click Add a sort.

A list of available fields appears on
which you can sort your data.

@ Click the field on which you want
to sort.

A sort bar appears.

For a date field, you can sort oldest
to newest or newest to oldest.

® To reverse the sort order, click here
([=]) to choose the opposite setting.

=]

Group, Sort, and Total

|| Group on Company ™ |with & on kop .;‘WT”

|l add a group

with A on top

with Z on top sort

Group, Sort, and Total

EI Group on Company ™ with&onkop ™ o More »

| [82 Add a group %l Add a SOrt+_o

4

Group, Sort, and Total

Campany
Q Order Dake
Product ID
Extended Price

Group on Company

I'—‘ | Sart by | select field .

n View

expression

Group, Sort, and Total

Group on Company
| Sort by Order Date ™ from oldest to newest .ﬂ'ﬁ#ﬂ??q-

=
i=

From aldest to newest
Add a groLp from newest to oldest




You can use a Count function in a report to list the
number of records, either within each group individually

or within the entire report.

Count can be set either from a sorting or a grouping specification.

Note: Begin these steps in Design view, with a
group or sorf specification already defined.

@ Click More.

The available options expand.
The options may be different than
shown here depending on the
field type.

@) Click here ([=]) to open a menu of
options.

@ Click here ([z]) to choose the field
on which you want to total.

9 Click here ([=]) to choose Count
Values if it does not already
appear.

@ Click the check boxes to indicate
where and how the count should
appear (] changes to [V]).

O Click away from the menu to
close it.

Grouping and Summarizing Data

Group, Sort, and Total

|: Group on Company

1 =1
J Sort by Order Date ™ From oldest ko newest ™ . Mars & 4—0

= A
£ Add a group | 2} Add a sort
| Totals
I ot On | Company
Type oyt DAY
i’: Show ]
Group, S d Total "r iD S
 Sort, =
Bk [ Show subkotalin group header =
EG-DLDm Company [7] Show subkotal in group Fooker
L[ Surt Ly Order Date = from uldest W newest ™ 5 Ly s value = 5 vl Exten e Price Ltk L, willioul

without: a footer section ™ » do not keep group together on one page ™ o Less 4

k= Add a group ||ﬂ Add a sort

| Totals
Totdl On [ Cormpany =

TYPE  ount values
Count Records

|[F] shdCount Records
M Q_HD ShoROF il % of tarand lotal
] Show subtotalin group header

|_ Group on Company [ Show subkotal in group Fooker
'] sort by Order Date ¥ from oldest to newest ™, by entire value ¥, with Extended Price totaled ¥, with tle click to add, without

wikhout a footer section ™ » do not keep group together on one page ™ o fess A
= A
|[f— Add a group ”zl Add a sort <—é

Group, Sort, and Total




Add an Aggregate

Function

Counting is only one of many math operations
you can perform on records in a report. You can
also add other functions, including sum, average,
minimum, maximum, and standard deviation.
These are all referred to as aggregate functions
because they summarize (aggregate) data.

Note: Begin these steps in Design view, with a
group or sorf specification already defined.

@ Click More if the extended
options do not already appear.

| %

Mavigation Pane

Garaug, Son, and Total i
?]mmwv'mamm*.m-‘—n + o ¥

@ Click here () to openamenu  [» |8 esememen T —
of total options. '

[+| Extencied Price Order Date

Navigation Pane

=

= wthAocntop = . by etre vabse =, with £ totels N d footer paction = .+ it 2 1 M
| et keep grs gt onone page ¥ 1 L0334 rowon R x|
[{] seetby ovder Date 1Y% | Court Vahaes =]

0= Addagroup | 48 Add asort

Show group subtotel a5 e of Grand Totel
\ ew subitctal in groip haader




Grouping and Summarizing Data

Group, Sert, and Total

@ Click here ([=]) to open a list of :
fields and then choose the field ;
on which you want to total.

@ Click here ([=]) to open a list of
functions, and choose the function  |ivie

13 Sorl by Order Date

a = Add a group iV Add & sort

- - Tokas
Group on Company ™ wih Aonbop ™ 0 by entiee vahee ™ o wikh Fetended Pri 5 g' o
TofA 0N | Exbended
wail ol A fewder section = o oo ol ke groop Logether o o Price

wfiage T o e =
Iype | Sum
a—»;ﬂ Show Grand Tatal

[T shows group subtotal as % of Grand Total
| Show subtotal in arou hoader
71 show subitatal in group Footer

you want.

@ Click the check boxes to indicate
where and how the function

e L TS T e, e ——

should appear (||| changes

to [¥]).

# Company Header

3 -E:ompa_rw
+ Detall

O Click away from the menu to

close it.

E] Extended Price Order Date

# Company Fuoler

@ The function appears in the

& Fage Footer

report design.

# Report Footer

)

®

=/

How can | move a function between
sections?

A function is in an unbound text box. You can
move unbound text boxes between sections with
a cut-and-paste operation but not with a drag-and-
drop operation. Select the text box containing the
function and then press (570 + (9. click the bar
for the section into which you want to insert the
function and then press (7] + (7).

Can | use other functions besides the ones
on the list?

Yes. Add an unbound text box to the report and
then manually type the function into it. Use the
Help system to get the proper syntax.

@ On the Design tab, click the Text Box button ([EEl)
in the Controls gallery.

@ Drag to create the text box.

@ Select the text box label and then press (220 to
remove it.

@ Click inside the text box and then type the function,
starting with an equals sign (=).

p—rm—- v
a-fhru.i Cra= =B =0 =a
T ASCFOER = % N =9 ' 4
B oaml@e ol L x> =




Summarize a Datasheet

with a PivotTable

You can use a PivotTable to experiment dynamically
with various summary views of your data. Rather
than define a fixed report, you can create many
different views of your data with the PivotTable
before deciding which one is most useful.

create a PivotTable “ Moms | Creste  DeternalData DatabaceTook | Fifla:  Table _ni
& Cor -'r 4] sscentmg  Tr Selection = 2= lew  E Toraks & Renlace  Cemtury Gathic Demlli = (14 = = (=
H i Copy S & peemling T Advanced + = Bine T ipding *dauT- B 1§ iR = .
@ From a table or query in ‘e g tomitrioni | Y st ¥ manetne | M2 X vone- Mo | " Noaree | A%~ Ay | @
DataSheet VIEW, rlght'dld( on Sort &t Filter Recars Find Tert Fomattng .
=
. duct - rfity - Unit Price - count - StohsiD - & Alloc - hase (- | Inventory ==
the tab for the datasheet Fro Guanilty - Unit Price - Di Status 1D - Date Aloc - Purc
i S Norihwind I 100 $1400 500% Invoiced  10/15/2009 % 8
@ Choose PivotTable View from '\ ey NI B W0 SORvoked 10/12009 &
Bl ooy orihwig 10 $30.00 5.00% Involced 10/15/2009 &
the shortcut menu. | ismors e < v 55300 S00% Involced  10/15/2009 a
[ —— orthwind Tr 10 $3.50 5.00% Invalced 10/15/200% e
H H 2 az Norfhwind Tr 15 $18.00 500% Invoiced 10/15/2009 A
A blank PivotTable g"d appears 33 32 Nornwind Tr 20 $46.00 500% Invoiced  10/15/2009 I
with placeholders. 3 33 Norihwind Tr B P S500% Involced  10/15/2008 7 8
a5 34 Norihwind Tr 20 £9.20 500% Involced  10/15/2009 I
. . 2 3 35 Noriwind Tr o 51275 500% Involced  10/15/2009 n
® If the Field List does not appear, | £ v 3 Norinwind 20 $945  S00%mvoiced  10/15/200 % g
click Field List to display it. H » 7 Nerthwind Tt 7 S0 1000RInvoiced  10/15/2000 7
g 39 38 Nerlhwind Tr 300 $46.00 10.00% Invelced | 10715/2009 99 7
40 39 Norihwind Tr 00 $1275 10.00% Involced  10/15/2009 100 n
41 40 Norihwind Tr 200 §2.99 10.00% Involced | 10/15/2009 101 72
42 41 Morihwing Tr 300 $46.00 10.00% Allocated 10/15/2009 102 10
43 42 Morthwind Tr 10 §25.00 10.00% Involced  10/15/2009 8
4 42 Norfrwind Tr e $22.00 10.00% Involced 10/27/2009 &
45 42 Norfhwind Tr 10 §9.00 10.00% Invalced 10/27 /200% 03 (AL
44 43 Norhwind Tr 0 §3.50 1500% Allocated 100272008 1]
47 43 Northwind Tr 50 §2.9% 1500% Allocoted | 10/27/2009 &
48 A4 Norfhwind Tr 25 $18.00 1500% Alocated 10/27/2009 ]
49 44 Northwing Tr 25 $46.00 15.00% Alocated 10,27 /2007 8t
| oy - ““;a = “_. I%O‘?::‘ . 4 AL man NE AP Al bl 1AMAT RS :l'
@ Drag afield onto the Drop Row W o womim o | | X
. b jﬁl"amz,n. Il £ A -E 3 = ﬁ 5 @
Fields Here placeholder. C = g = g 7
View Field [ ———— Shaw AutaFilter Refren Evport Frapemy ot
& {ist | EAHIG Details reeaa " Pivat  te Lacel et
View) Hhow e sélecans 1 X o Lrata Adtwee | iehd ool
[ || 2D onter Detaas i
I Gl PivarTahle Field List ]
| [orej telds Grog bomstathe et Tabiobke
5 i [0 evider I
‘ - ¢ 9 Procuct 0
cutty
[ e—— [ ot e
i [ oucoure.
i Habs ID
Date Adocated
(5] Date Abocaned by Week
[2] Diste adecated by month
2 [T Purthase Crder 10
‘E i [ wentory 10
2
2
M s Fow Area




Grouping and Summarizing Data

@ Data from that field appears in a B e <
column at the left. 4_9 e ey
S— ° fousrentuneunis,
@ Drag a field onto the Drop A Bl o
- * ¥ Product 1D
Column Fields Here placeholder. ; : D Bl o
4 Uik Price
: C— ; Hoam
@ Drag a field onto the Drop Totals — s Gamen
or Detail Fields Here placeholder. - i e ocsted oy ek
13 - 1[I mate allocared by Month
2 2 [0 Purthase onder
£ [ 3 0[] Trvenkory 1
LI ET] kL
& |0
i 41 -}
ﬁ E [ tddtn | Rewives =
s1 '
52 3
56 ¥
57 =
7 =
74 -
0 i
81 =
Grand Total *

@ The data appears in the center of ~ [Fesemss =
the grid in the appropriate row Dhoaans e b
and c()l mn 0.00% 5.00% 10.00% 15.00% arand Total ' Ordder Dot

u ) Product ID = .l;Junlllw - .l;lldlllikw v_‘tf'!uanlil\' - 'suanlil\' - ;; Totals ! : gﬂﬂf"}
1 H 15 25 . [ praduct 1
3 = LT [] ouantity
— - - ==
6 = a0 10 i [7] state
7 = It 5[] Dot Aexated
2 1 o e, o
i ! ) 25 17 2] Purchass oreer 1o
: 20 2] tventory 10
17 =l aa
13 & 30 10
200
20 = an * Audd Row Arss -
Can 1 have more than one field in each placeholder? What do the [=] and
Yes. Just drag multiple fields into the same placeholder area. If buttons do?
there is already a field there, drag the other one on top of it. In this | They collapse ([5]) and expand
example, there are two fields as columns, and the second one is ([#) the summary. You can
grouped by the first one. collapse any item to summarize it,
: or expand it to see all the details
Discount « - - AL ege .
W‘ 100 T T for it. This flexibility is one of the
+1=T ¥ +1= o - - .
Iﬂ.uanfily » Lnit Price v! Iﬂuantily + Uit Price vI In.lllsmtily » Unit Price vI In.:llanﬁly » Unit Price = main beneflts Of a PIVOtTabIe'
15 518.00| ' I 25 s1a0 15 S18.008
25 518.00
30 522.00 10 522.00 10 S522.00
30 522,00
25 52135 | | 5 $21.35
a0 22500/ 10 22500/ [ 1 $25.000
an 52500
10 230.00| [ [ 10 530,010
30 430.00| 30 530,000

-



Summarize a Datasheet with

a PivotTable (continued)

After you have the basic PivotTable in place, you
can enhance it by filtering by certain fields. You
can add fields to it specifically for the purpose of
filtering or you can exclude certain values from
individual rows or columns.

Filter for Certain Values in o R =
Individual Fields L= '::12::’:.':‘;\'““ ]
3 ) 0% 15.00% .ﬁumi‘rol..l' derDotads |
@ Click [=] next to a field name. o |l oo |
1 | |
@ Deselect the check box for each 3 W
value that you do not want to : W
include ([¥] changes to [C])). i |
3 e |8 17
© dlick OK. ol —
19 ) 10
The results change to exclude the 3 =
values that you cleared. n L — S el
Filter a PivotTable Fi i -
@ Drag the field by which you want i p i
to filter to the Drop Filter Fields fi L &
Here area. o : T e
@ Depending on the field types, the  mammme =
Field List may contain not only the H PrvotTable ild Lot al |
. .. . scount vy R bo e PrvotTable st
individual fields but also some e e e [srandTetal 9 v
special entries that enable you to  |Preductio -agggntty ~ cusntity = vty "Iy ?.;: % e
group records. For example, for s 2 0 o sy
the Date Allocated field, you might |s » M v ovcount
have Date Allocated by Weekand |~ & _ . Emm
Date Allocated by Month. i = 4 ¢ £ cagoimans i,
[ Purchase nder D
:: ';:' 10 I
34 = 100 [ R frsa -
300
0 :I 50
.Iw. 4
4 200 50
1
az ll'l_ 300 a5/
\ ’ = "



@ Click [=] to the right of the filter
field to open its menu.

@ |[f needed, click [+] to expand a
category ([#] changes to [=).

@ Deselect the check boxes for
any values you do not want

([ changes to [1)).

@ When a category is partly
selected, its check box appears
gray ([Z1| changes to [&]).

Grouping and Summarizing Data

T orgervetsis |

Date Allocated By Month| v«——g

- Wlz00g
£ Gtrd
- ot
- W] M

Date Allocated IE-&.r Month (v

@ Click OK. - [ al
The filter is applied, and a note .—->|::--2|:u:|9
appears under the filter field = .Qtr4
saying what has been excluded. r'
i |+| DIS ok
&-Clz7-oct
E‘ .Nw
| Ok ] I Cancel 1

)

\/Nothing appears in the Grand How can I show or “ Home  Create  EtemalDota  DatabaseTools |  Desic
Total category; it just says No hide all details? ¥4 Ig;ﬂa LR EIRTE Zl_
Totals. How can I display this @ Click Show e~ i Wl
I EETR TR .. o Rt ”L '
@ Click [5] under Grand Total to see details. B ':ii_ri;-_n-?;cL

the totals. i

@ The [+] and [=] buttons are called
Drill Buttons, and you can turn
them on or off with the Drill
Buttons button on the Design tab.

© Click Hide Details
to hide all details.

1
4
L

‘iI'Fl'F [10.00% 15.00%

e [l

:’ rand Total

ProductID + Quantltv = Quantlty - Quantlty -~ Mo Tolals
£ 15 25
1 20| 0
& T |

2]



Add and Delete Aggregate

Functions in a PivotTable

You can use AutoCalc to easily add aggregate
functions to a PivotTable view. For example,
you can add sums, averages, and so on.

Add an Aggregate Function MR Wove o chnuions Omeuawit | own S—
. N 2V IR R e - F
@ In PivotTable view, click the field Vo | o CIOCEE |y s ] i MO e ,;:7;; e
in the PivotTable on WhiCh you View '.In.\: Hide '..-Iﬂn.n."" .rm—. a_-r L Dt i actye § sum
» || 23 onser pesais 1 | coum
want to aggregate. i il Fietcls Here 1w
; SO [1000% 15005 [orandTotd | Q_> v
@ Click AutoCalc. i e e I | v
. . 1 1= 15 Fi 15 anance
@ Click the aggregate function that T e N 5 i TR -
4 =| 30 L 10 Wapance Fopulatian
you want to use. i | . =
3 T ] )
The function appears as a new T | — § 3
row (or column) for each i F o )
H F L = o 7 7|
grouping. i‘ B T |
2 |y =] a :ﬂ
15 e 30 10 30|
20 0
L 10
2
£ B 2 . . 0
3 te 100 * 100,
00 300
o i
a0 = 30 50 50
4 0
| i A0

Delete an Aggregate Function

@ To delete an aggregate function,
find it under Totals in the Field
List.

@ Right-click on the aggregate
function and then choose Delete
from the shortcut menu.

The function is removed from
the field list.

=]




Group and Ungroup

PivotTable Content

After creating a PivotTable view, you may decide that it
contains too many individual entries to be meaningful. You
can group these individual entries into summary items to

make the data more useful.

Group Entries

@ In PivotTable view, select the
individual entries that you want
to group.

@ Click Group.

The entries are grouped into a
generically named Group1.

@ You can change the group’s name
by right-clicking on it and then
choosing Properties from the
shortcut menu.

@ Then, change the group name on
the Captions tab.

You can click [+] to expand the
group or [=] to collapse it.

Ungroup a Grouped Entry

@ Select the group that you want to
ungroup.

@ Click Ungroup.

The single entry separates back
into individual entries.

Grouping and Summarizing Data

101 = |Product ID Quaml!v - Ouamhv b Qumtlt\f - No‘rous

BGroupl |1 E‘. 15 | 5

4 = 30 10

5 & 25 |

i E 0| 10

7 = | 10 |

] 3] |

8 = 25 HI

z I 20, |
& Total [

m Mome  Creste  GtemMDats  Outibise By Desian = @
= e 3 — W . TR 4| ascendng s P 93 fpand Field ~
G . H—H—b a9 o & 5 | =
L) Dol Buttans, — T I peccending '3 Callape Feed ‘ e i
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Clear a PivotTable

Grid

A PivotTable stays populated with the fields you put

into it until you clear them. The fields you put into a

PivotTable also carry over to a PivotChart.

You do not have to dear the PivotTable grid before switching back to

Datasheet view.

@ In PivotTable view, right-click on
the field you want to remove.

@ Click Remove.

The field is removed from
the grid.

® If there are no fields remaining in
that placeholder, the placeholder
box appears empty.

@ Repeat steps 1 and 2 for other
fields you want to remove from
the grid.

Note: Another way to clear the grid for a
PivotTable or PivotChart is to close the table or
query without saving your changes fo it.

=

e Ly n
v it p,

7’”4”(0, r
ey,
Dy
Yl

e,
., gy

Iter Fields Here
= [
B3 Co
if 15.00% Grand Total
Sort » +[=1 +[=]
Product ID « | | Quant et Cagtons B Quantity ~ |No Totals
1 & = 2 = 25
3 ] - AutaFilter
a E Show Tap/Bottom Items » |,
5 E Filter By Selection
6 B AutoCale y L0
7 & :
= | Subtotal
- Remave <t g
3 £ 7
Group kems
17 = Ungraup Items
19 B Expand L0
Callapse
Hide Details
20 & .
= & Show Details
21 =
34 E3 Field List
Properties
87
40 & 30 50
40
H EI'dnlDl:ﬂi\
Dirap Filter Fields He) —;4—'
Drop Column Fields Here
Product ID ~ |Guantil\a -
1 = 15
25
3 = 50
4 = 10
30

’éa(,;e’




Switch a PivotTable

to a PivotChart

PivotTables and PivotCharts are two different views of the
same data, so you can switch easily between them.

If you switch to PivotChart view while there are fields in PivotTable view, the
fields carry over unless they are cleared first.

Grouping and Summarizing Data

@ Right-click on the tab for the DE
PivotTable. : 3
15008 (Grand Total
@ Click PivotChart View. = | oo [EE] o
3 ::,!.d PregiTalite View 10 1
5 LAl Potonam view -
r v an 10
T 1
i
3 25 17
g 20
& |17 12 an
8|19 2 30 10
; Fi
2 25
E 2 gl 0
3 = 1o¢
300
a7
40 £l 50
40_
aL 200 50
3
w |
2 » 200 bl
5 300,
% Ty 100/
A PivotChart grid appears. If there [ oo
were fields in the PivotTable view,

those same fields carry over into
the PivotChart view.

You can switch back to PivotTable
view by repeating these steps
and then choosing PivotTable
View in step 2.

Note: You will learn more about PivotCharts in
Chapter 14.
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Creating Mai
Labels

In addition to standard
reports, Access can also
create mailing labels. This
enables you to print labels
without first exporting the
data into a word-processing
program as well as set up
reusable label definitions for
recurring mailings.







Create

Labels

Labels are a special type of report. They print

multiple records per page in a layout designed
to correspond to self-stick labels that feed into
your printer.

\ Create Labels

Mark Crumb
167 N.Noble St.

Melissa Darby
3846 E.Main
|| Eden, IN 46147

Matthew Fry
16 Pike Rd.

Henry Grover
11Adams St

Oakland, IN 46144 Caldwell, IN 46141

Greenfield, IN 46140

Fielding, IN 46142 Eden, IN 46147

Delia Brov!
12a Market St.
Greenfield, IN 46

Deanna Daniels
13 Ferrar Ave.

Alex French
P.0.Box345a
Fenton, IN 46149

Gina Gibbons
9 Sapphire Ct.
Fielding, IN 46142

Mark Hopkins
23 Cheshire Ct.

@ In the Objects list, click the table WG rone T coe T enemios —bubneton

or query containing the fields that | @ 0 & T @@l o & T

] Form Wizard B i IS, Regsort wizard o Madule
™ Hangation + § :-J J £ Class Modiite:

t Report Blanl Maaas

you want. oo R el L A M MG S PO g o 8] Vil Basie
| _Templates Taliles TJusenies | Farms Fepant: Macros & Cade
@ On the Create tab, click Labels. A —
. . | Tables
The Label Wizard dialog box m
opens. e R )
H T mwentory his

@ Click here ([z]) to choose the s A

label manufacturer. B tvertary Tanssinans

H thvorce

I Order Details

T oirder Dotalls Status
= onden

T Orders status

2 onden Tan Status
1 Frivileges

T roducs

=1 Purdiase Grier Details
T Purchiase Order statis
1 Purchase Ondens

E sales Reports

6 Click the unit of measure you g e
want to use (© changesto @). | = ..
= st

@ Click the label type (O changes I = - -

& Engloh

Uit sf Mensure

Fiter by marufacturer:

to @ ) Label Wrzaid

Note: Continuous-feed labels are typically used

‘Thic wizard oreates standard labele or custom Libels,

only by dot matrix printers. Product b N aaroo:
15161 x4 2

@ Click the label product number. o e : ,

| B ey 1 R |
Note: If you do not know the product number, : e o oty S
choose one that matches the dimensions and piter B marutscures very =
number of labels across that you have. = ===
o Click Next. [ coms [ qu_o

2]
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@ Click here ([=]) to choose a
font for the labels.

© Click here ([=]) to choose a
font size.

( Click here ([=]) to choose a
font weight.

@ 1 needed, dlick the Italic check
box ([Z] changes to [¥]).

@ If needed, dlick the Underline
check box (|| changes to [¥]).

(® Click here ([=]) to open the Color

Label Wizard

Sample
IEHC

What font and color would you ke
Text appearance
Font name:
uial]

Font weight:
Light

b

xt to be?
Font size:

Text color:

ISy

dialog box.
@ Click a color for the text.

@ For more choices, you can click
Define Custom Colors.

® Click OK.
(® Click Next.

Label Wizard

Custom Colors:

Define Custom Colars == 4—]—'.

4] 4 ][ Cancel ]

Color II[

Basic Colors:

HMEEFNE N

.I_Ii.l_... ur text to be?

| B8 B B B B

| B0 B B B 0§ 0 [y
EEEEEEN: [
EEENTE

l Cancel H < Back [ Mext > *_@

©

How can I create a custom label

definition?

0 In the first screen of the Label Wizard,
click Customize to open the New Label
Size dialog box.

@ Click New to open the New Label dialog
box.

@ Define the new label according to its size,
type, and orientation.

@ Type a name for the new label definition.
@ Click OK.

@ Click Close in the New Label Size dialog box.

Dimerssons: MNumber cross:

]

2

Ly =s 2

oL T, I |

Label Type

@ Engish | T3 Hlew Labiel

Flter by maru Lobel tame: )
‘. > | Dwwersions:  [0.00"x 0.00°

Unit of Meacure Label Type Crientation

& Englsh & Sheet feed & Portrait a 9
Mebic Contruous () Leragscape
Enter label measurements in inches: b Across: (1



Create Labels

(continued)

After choosing the size and formatting for the
label, you set up the fields that should appear on
it. These come from the table or query that you
selected before you started the wizard.

\ Create Labels (continued)

Name
e honRege <
vt | s STATE, Zjp

22 W. Sale,
| Peling oy 4614z

128 Marke, g,

Sreentielg, 1y 46,50

167 0. Nobyg g,

Oaklang
.
15 Pormgy o 46144

Caldyre)
58463y 1N 461,

Bden,
2 I 4,
0 Box gy 147

T [Py L
1 o, 1y
m 6 Pk gy 6149
"5, Ging N Greeny,
A
Adaryg g D ag)
i
\ %"g‘“‘lma

46149,

bl

@ Click a field and then click here ([=]) to
move it to the prototype label.

@ Click a line to move the insertion point into it.

(® Type any spaces or other punctuation that
should separate the fields within a line.

(D Repeat steps 17 and 18 as needed to create
the complete label.

@0 Click Next.

@) Click a field by which you want to sort and
then click to move it to the Sort by list.

D) Repeat step 21 to specify additional sorting if
needed.

¢B Click Next.

¢ Type a name for the label report.
¢ Click Finish.

2]

Label Wizard
7 What would you liee on your maiing label?
. Construct your label on the right by choosing fields from the left. You may
- also type text that y ] y label right onto the
Availnble fields: Prototype label:
[FaxMumber 4| Irst Nome} {LastNamfife) |
Address H{Address) <t
. = RS e e - L ®
imhm T EEaNES
| P Postal Code - S e s T e e e e et
—_— e fmmm - ——
S ®
e, £
Cawel | | <femk | feriw ]' Einish

Label Wizard

You can sort your labels by one or more fields in your database. You might
want to sort by more than one field lact name, then firet name), or

8| | byustone fild (such as postal code).
: E Which fields would you ke to sort by?
-Ei 3 sl | Avalable fclds: Sortby:
fe=—l . il ot b |
T (>
E-mall Address l_l
Job Title
Business Phone 5
Home Phone .| LSS @
Cawel | | <Bamk | fedw ]' Einish ]

Label Wizard

What name would you ke for
LML\M;J“"’

That'e all the informaton the wizard needs to dreate your labels!

What do you want to dof
(o) 5ee the labeks ¢ they wil !
" Modfy the label design.
Cancel | | <Bak |_Bosh |
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. 7 T
¢D If a warning appears about TSR I Aot
. . Some data may not be displayed.
spacing, click OK. were
eneugh hortzantal space on the pago foe the rumber of enkemns and cohimn spacing you specfied.
Chek Page Satup on the Fls manu, dick the tab, and then raducs the number of columing or the sze of the.
Frombieo > |
o] [lcmo ]
fi thes ifonmaton Neiph

The report appears in Print 15)- Cotomer Labes 2

Preview, ready to print on

label paper.
Cizabeth Andersen Catherine Autier Miconi Thomas &aen
123 8th Street 456, 1Bth Sireet 123 3l Sireet
Porfland. OR 99999 Boslon. A S9900 Les Angeles. CA B0000
Joan P hiippe Bagel Anna Bedecs John £ ovands
455170 Arset 12315t Street 12312 Sreet.
Eanttle, WA 3995 Santtie, WA 53999 LasVegas, NV 55555
Aygoander Lggener MWicha#l Latn Danil Gokdschmist
T8 18th Streel. 788 2ith Streel. 458 16th Streel.
Los angeses, CA 99993 Poriand, OR 99999 San Francisco, CA 99399
Antoniv Gealacos Solsons Carios Gl Junas Hasselbery
123 2nd Samet. A5 14th Stroet TAG 2dth Street
Boslon, M4 29884 Denver, CO 08889 Sall Lake City, UT 89800
Pater Kechne Helena Kuplenn Christing Lee
1231140 Anet A5 15h Sreet 120 ath Street

@\ | Ml FL 99995 Honolu, W1 9559 NawYor, Y 99995 I

How can I change the font after the report has been generated? | When I look at the labels

@ Right-click on the report's tab and then choose Layout View from the in Design view, the fields
shortcut menu are epclosed in a =TRIM()
: function. Why?
@ Click the Format tab. The =TRIM() function removes
extraneous spaces around
@ Select the text you want to format. entries. For example, if the First

Name field's entry has several

@ Use the controls in the Font group to format the text. s e Sy Ry

Home Create Exterinal Data Database Taols Lesian a'mge»mmm use =TRIMO’ those SPaCES WI”
' appear between the first and
Bms i . oL | | &l last names on the label.
[Ed select Al BIU A-&- !E?i E 8 % » | B2M Bnl-:ll ground =
mage =
Lelection Fant Muimbier Backgran ® Detail
» |l customer Labels
I il cave =Trim([First Name] & =~ & [Last Name])
& glose 2 Address i
p— ; =Trim{[City) & ", " & [State/Province] &~ & [ZIP
P
Portand, OR (L8| Layout View
i Lesian View
& Print Praview
mh:m:hu&rumi‘J
456 18th Street
Bozinn, WA 99999




Add a Field to

an Existing Line

Labels generated with the Label Wizard concatenate
multiple fields in a single text box within a =TRIM()
function. If you want to add or remove a field within a
line of the label, you must understand the syntax used
to construct the function.

Syntax of the =TRIM() function

Syntax Explanation

=Trim([City] & “, “ & [State/Province]) This is an example of a complete =TRIM() function.

=Trim( ) The =TRIM() function trims off any excess blank spaces in the fields.
[City] Field names appear in square brackets.

& Fields are concatenated with an ampersand.

o Literal text or space is enclosed in quotation marks.

Additions to a =TRIM() function

To add another field within an existing =TRIM() function, you must make
sure that the new field is enclosed in square brackets, separated from
other fields by an ampersand sign (&), and separated from other fields
with any literal text or punctuation marks in quotation marks.

So, to add the ZIP/Postal Code field to the example shown here,
you would change the function’s code to
=Trim([City]&", “&[State/Province]&” “&[ZIP/Postal Code]).

E|=Trin1([Fir5t MName] & " & [Last Name])

wbddress

S =Trim{[City] &, " & [State.fPrDvince]ﬂ




Add a Field to a Label

as a Separate Line

In addition to adding a field to an existing =TRIM()
function on a label, you can also add fields as separate
text boxes on their own lines. For example, if you
forgot to add an Address line, you could insert one in

Design view.

If the field will be by itself in its own text box, you do

=TRIM() function; you can simply add the field as you would on a form or

ordinary report.

\ Add a Field to a Label as a Separate Line

Creating Mailing Labels chapter13

not have to use the

@ In Design view, drag the existing

fields to make room for the new

line, if necessary.

Note: To move a field, click the mouse pointer on
its border and then drag.

@) Click the Text Box button ([FET).

@ Click and drag to create a new
text box where you want to place
the field.

View

-

Views

B colars -

Themes E Fonts =

T
Hame Create External Data DatabaseToals | Design

(.= Group & sart
E Totals =
1= Hidle Details

Themes Grouping S Totals

g

*
*

igl customer l_ahnis-'x\

[ T IR

Page Header
Detail

-l H—Trimﬁfirst Na@& "= & [Last Name])
_ || Unbound '

|\ |=Trim{[City] & ", ~ & [State/Province] & = " & [ZIP.

@ Type the field name in the new
text box (if a single field).

Note: You can also type a =Trim() function to

include multiple fields on the same line; see the

section “Add a Field fo an Existing Line” for more.

The field name appears in ‘[ Address

—0

the box.

|=Trim{[City] & 7, " & [State/Province])

Note: To delete a field, select it and then press

Delete §




Color the Label

Background

There are two ways to color a label background: You can
color the overall background of the label or you can color
the individual text boxes in which the text appears.

\ Color the Label Background

0 In Design ViEW, CliCk Detail to Home Create External Data Database Tools Design Arrange | Format

select the entire Detail section. ;
# Detail - v ~ < ||For a * j
® You can also CIICk, an individual E4 Select All B I U|A-D v<|é—_9§ § mp 9 | %2 00 | Badkground
text box to select it. i : Image~ R
Selection Fo |_| Automatic jmber Backgro

@ On the Format tab, click here (F) [, 15 customer tapets . | ‘Thems calors
to choose a background color. =i .., ErEEEEEE e

OB ahEE al B IO GEHEBEE

I 11 EE—
a M LT

rimi[First Hame] & " " & [Last Name
Address
rim([City] & ", " & [}

Note: You can click Automatic to remove an || # Pag
existing color from the label background or '
Transparent fo remove an existing color from an
individual text box.

e Header
=

Standard Colors

State/Province] 4

Note: You can click More Colors to open the

Colors dialog box, from which you can choose :
more colors. ‘|l # Page Faoter EEE
Il HEHNEEEESE
EENEEEEEEEN
1 B EEEEE
8 Mare Calors...
The chosen background color is I Labels o..sm.ms\

applied to either the entire label
or the individual text box.

@ Fields on the label remain white I pEnn
by default; you can set their colors
to Transparent if you prefer.

Trim([City] & ", * & [State/Province]}

J # Page Footer




Color the
Label Text Creating Mailing Labels chapter13

You can change the color of a label’s text. This is especially
useful after changing the label background color so the text
continues to contrast with the background for good visibility.
For more, see the section “Color the Label Background.”

\ Color the Label Text

0 In DESign View, CIiCk the text bOX m._HUTE Create Ex_ternal Data_ Database Tooli _Desi§|r_1 Arfm_g.e_.! Farmat
containing the text you want to

| % = Arial " -l ||Farmatting % j
color.
"_L} Select All B I U W === $ o 3 Wil ' BaIcIagl_'-:uncI
Note: You cannot select only part of the fext in a ) m ; ' =
N Selection |.| Automatic Humber Backgro
text box for a different color; you must select the T L [ s |
entire fext box. | _—

= ! HT AEEEEERN
(S Vo MR e B OF A e B SioabEy G0 BE TS gD

]
et banc] gl Standard Colors
Jisiess <—

e N EEEEEEE

Note: You can select multiple fext boxes by 11 Page Header
holding down (5223 as you dlick each one. You | || # Detail_
can also drag a lasso around them. o

@ Click the Font Color drop-down
arrow ([') to choose a text color.

Recent Colors

@ More Colors,..

bn Pane

The chosen color is applied to the B Atomitic <—®
text in the text box you selected. Thente Colors

) . B EEEEEEN
® You can click Automatic to make

the text either black or white.

® You can click More Colors to I I I I I I I I I I

open the Colors dialog box, from S‘E"“"’:’:”‘. T
which you can choose more ™
colors. ]

EEE

EEEEEENN]
EEEEEEEEEN
mi EEEEE
Recent Colors

W  More -:.::I-Jrs...<—.




Apply Font Formatting

to Label Text

You can change the font formatting for the label
text in the same way in Design view that you can
using the Label Wizard: font, size, bold, italic,
and underline. You can also set the horizontal

alignment and copy formatting between text

boxes with the Format Painter tool.

\ Apply Font Formatting to Label Text

Change the Font

@ In Design view, click the text
box you want to format.

@ Click here (I7) to choose a
different font.

The font is applied.

Change the Font Size and Attributes
@ Click the text box you want to format.

@ Click here (I7) to choose a different size.

The font is resized.

® You can dlick one or more of these
buttons to apply more attributes:

® Bold
@ ltalic
@ Underline
The font attributes are applied.

20

Home Create External Data

Navigation Pane

Selection

118 customertal T geney B

&

Database Toals Design

Arrange Format

*  Arial | i

5 select Al Century Gothic (Header)

Century Gothic {Detail)

% Aharoni

Tjp Arabic Typesetting
T Arial

T Arial Black
T Arial Narrow

# Page Foote

T Arial Unicode MS

T Batang
T BatangChe
'lii_l_!auhnw 93

¢ Formatting

111 T1Ian

sgman
aTan
ATAR
o

% Arial Rounded MT Bold

T Baskerville Old Face

-

limler

&

¢ Badkground = ¢

Image~ FEo
Baclkgrou

»

5 select ANl

“ Home Crmemal Data

Database Too

Selection Fant

& Page Footer




Change the Text Alignment

@ (Click the text box you want to
format.

@) Click one of the alignment
buttons:

O Left
® Center
@ Right

The alignment is applied to
the text.

Copy Formatting to Another
Text Box

@ Select a text box that is already
formatted the way you want.

@) Click the Format Painter
button ().

@ Click the text box you want to
format.

The formatting is copied to the
second text box.

chapter
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“ Home Create External Data D al:re'lfls

¥ = || |Arial
=_|.} Select All B I U

Selection Fant

» {9 Customer Labels

N I S S S

P Header
& Detail

] :
i—TrlmﬂFirst Name] & " " & [Last Name])

-Address

Trim{[City] &, " & {State.l’Pruwn ce] A" " & EIP

# Page Footer

“ Haome Create External Data Database Tools
3 Text2 - Arial -|g - j’<—g
S select Al B[rlu A-&- [El==
Selection Fant
» -.-Eﬂ Customer Labels °
. VOB W] W W E WA W BN G v

age Header
Detall

“{=Trim(ICity] & ~, " & [State/Province] &~ - & [ZIP)':

& " " & [Last Name])

& Page Footer

@How can I format

one field in a text
box differently
from the others?
You cannot. Font
formatting is
applied to the entire

text box, not to individual characters.

If you want a certain field to be
formatted differently, place it in its
own text box.

After enlarging the font, the text appears
truncated. How can I fix this?

You may need to resize the text box to adjust for
the larger font size. You can do this in one of the
following ways: dragging a selection handle;
double-clicking a selection handle; or right-clicking
on the text box, choosing Size, and then choosing
To Fit. Keep in mind, however, that in Design view, the text

in the text boxes is the code to produce the label text, not the
label text itself. Switch to Layout view for a more realistic picture

of whether or not the text on the labels will be truncated.




Export Labels

to Word

You may prefer to print labels in Microsoft
Word rather than Access because of the increased
options that are available in Word for formatting.
You can use the Export Wizard to export the
labels — or any other report — to a new Word

document.

\ Export Labels to Word

@ On the External Data tab, in the
Export group, click More.

@ On the menu that appears,
click Word.

The Export - RTF File Wizard
opens.

@ Change the path and file name
if needed.

@ You can click Browse to
choose a location.

@ Click here to open the file
in Word after the export
(=] changes to ).

@ Click OK.

If you see a message about
some data not being displayed,
click OK to continue.

=

Home  Create | FatemalData | DatabaseTook | Deagn Arange  Formal Page Setuip
'21 ; ; ni,? ¥ Test File : L ML L 8y [ Acces |
4 XML File R - S E2]
Sayvad Linked Table Ewxcel Access OQDRC Saved Ewcel  Tex XML FOF  E-mail Manage
Imports  Manager Database 131 Mare - Exparts File  File ar¥ps N Replies

Import & Link

Woud
L-Dort the selected object to Rich

» | |d Customertabeis

T s e e

# Page Header

7 HTMI Document
8 For selacred abject o an HTM|

dcument
IEASE Fill
;B
Select the deatination for the data you want to export { bz 7
Spacity the dectingtion Hle nams and format.
Hename: | Cisersiaithel \Customer Labels.rifieg 9 [E—.

‘options,

Export data with lormatting and layout.

Sisbert | s ol b paresserve imond Format g and byt ioformation when exportiog a talie, queny, Tomm, of oot

|| Dpen the destination lile atter the export operation is complete.
Select this option bo view the results of the export operation. This aption is available only when you sxport formatted data,

Export only the selected records,

Select this option to expart anly the selected records, This option is anly available when you expart formatted daba and have records
selected.

of Goncel |




The final screen of the Export
Wizard appears with a
confirmation.

@ You can dlick here to save the
export steps and then recall them
later from Saved Exports on the
External Data tab ([C]] changes
to (V).

O Click Close.
The labels open in Word.
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| Expart - RTF File Ea
Save Export Steps ( i
Fieichad sxpentine Contosmns Laba’ kst b1t succmseluly.
B youa ik shops? This vl aiowe o
Saih xport #1605
g ]
“ Hame | tnsem  Pagelmowr  References  bailings  Resew View a6
- - A - = 2. | 4 Find =
anat BoCAN A % E-12-F BT [asncnd amboor AaBbC daBbG . A Rsois
g B Ocdex -A | EETE (5 H-DT- Tromal | Stlospad. Mesangl Meangr |, Snge
Fomt [
[ ] __J,i. R B F ra) NN, SRR MR | et (R AR » =] -:
i
Eiizabiethy Arvier son Cathen e Auther ko ond o
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Should I be worried about a message that warns that some data may not be displayed?

Not necessarily. In most cases, the results are fine when exported into Word. If needed, you can adjust
margins, columns, and other formatting settings in Word after the export.

=



CHAPTER

14

Creating
Charts

Charts can help you
summarize and display data
from your tables. Often, a
chart can explain the
meaning of the data better
than text. For example, a pie
chart shows how the parts
contribute to the whole,
while a bar chart shows how
values stack up against one
another. There are two ways
of using charts in Microsoft
Access 2010: You can either
create a PivotChart or you
can embed a Microsoft
Graph chart object on a form
or report. You will learn
both of those methods in
this chapter.




Understanding Charts in Access

Open a PivotChart View
Start a PivotChart Form
Construct a PivotChart

Group Data in a PivotChart

Change the PivotChart Type..
Change Chart Colors
Create an Embedded Chart Object




Understanding

Charts in Access

The main chart functionality in Access is contained in its powerful and flexible PivotCharts.
Using a PivotChart, you can explore different data scenarios and compare the contents of
various fields to one another in any way you like.

® PivotChart @ Data Field(s)
A PivotChart graphically displays and summarizes data from a table or The fields from which the numeric
query. In this example, the sum total of all entries in the Quantity field for data are pulled appear here.

each Customer appears as a bar on the graph.

» [ ra > % @ Filtering Field(s)
I:;:ﬂtrl]uloﬂweel( -« You can" ,
sum of Quanti optionally filter to
O-ppromctcm show only certain
N CharFid Ut = values in one or
= Ol more fields. If
_ s o — used, the filter
A i=r Lo
f | i [[] Order Date By Week : .
£ 150 s [T] Order Date By Month
Bl 4 bt © Category
2 = &+ [7] Sipped vate By Morth Field(S)
4} Powiig The fields you
i 6 R T s e £ place here appear
Pog S T T S B 14 icmint BN t as categories on
A T O B R the horizontal
2 T axis. In this case,
Al Tile the horizontal axis
company tame + <=0 contains company
names.
@ Series Field(s) @ Field List
Some charts have multiple data series, each represented by a Drag and drop field names from the field
different bar color. The chart shown here does not have multiple list onto the placeholder areas to populate
data series, but if it did, the field name would appear here. the placeholders on the PivotChart.

| 28



Creating Charts chapter14

©® Microsoft Graph Objects @ Summarizing for Individual Records
As an alternative to using a PivotChart, you can create A Microsoft Graph object can show information from a
a Microsoft Graph object on a form or report. linked table or query that is specific to each record as it

is displayed. For example, this chart shows the quantity
of each product that the customer ordered on the
horizontal axis.

@ Placing a Chart on a Form or Report ©® Chart Wizard
To create a Microsoft Graph object, you can use the The Chart Wizard walks you step by step through the
Chart Wizard. You can access it from Design view for a process of choosing a table or query, selecting fields
form or report by choosing the Chart object type from from it, choosing a chart type, and so on.

the Controls gallery.



Open a PivotChart

View

A PivotChart is like a PivotTable, except it expresses
the data graphically rather than as text and numbers.

You can open a PivotChart view for any table or query and then
experiment with different charting scenarios by dragging fields into its

placeholders.

[ open a pivotchart iew |

IRYRYAIAYATA

SEBE PR EESER TR R

) aYaYe)

SO0 00

0/7@""“% wt!

YD)

Torig?

@ In Datasheet view, right-click on
the datasheet's tab.

@ Click PivotChart View.

An empty PivotChart grid appears,
unless you have previously set up
a PivotTable or PivotChart for this
table or query.

Note: If there are already fields in use in the
placeholder areas, delete them. See Chapter 12
for more.

@ You can drag the Chart Field List
around on-screen by its title bar;
by default, it covers up the Drop
Series Fields Here placeholder.

| = e x
e iny - Order Date - Produet +| UnitPrice - COuantity - =
A - 1/15/2010 Northwind Traders Dried Plurs 350 0
a7 A Cesean 1/15/2010 Northwind Traders Beer £14.00 100
D& pesgnvies 1/20/2010 Northwind Traders Dried Plums $3.50 10
Dot 5ol view 1/20/2010 Northwind Traders Dried Pears $30.00 10
ABE| vacasiewview 1/20/2010 Northwind Traders Oried Apples $53.00 10
2y B PiatTibie view 1/22/2010 Northwind Traders Chal $18.00 15
12 Ua 1/22/2010 Northwind Traders Colfes S45.00 20
Wl Prstchan View 2
B Mmoo some 1/30/2010 Northwind Traders Chocolate Biscults Mix £330 30
4 Danube Engineering 2/6/2010 Northwind Traders Chocolate Biscuits Mix $9.20 0
29 tharleston Manufacturing 4/10/2010 Northwind Traders Chocolate $12.7% 10
3 Charleston Manufacturing 2/23/2010 Northwind Traders Clam Chowder 59.65 200
-3 6 Fairfield Restaurants 3/6/2010 Northwind Traders Curry Sauce 540.00 17
'E 28 Banfield Design 3/10/2010 Northwind Traders Colfee S45.00 300
2 & Harris and Sons 3/22/2010 Northwind Traders Chocolate £12.75 100
11 rendall Froperties 3/24/2000 Morthwind Traders Green Tea 199 50
1 ACME Corporation 3/24/2010 Northwind Traders Green Tea $159 o
10 Jackson Street Cafe 3/24/2010 Northwind Traders Green Tea s2.99 200
11 Kendall Properties 3/24/2010 Morthwind Traders Oried Plums 53.50 20
10 lackson Street Cale 3/24/2010 Northwind Traders Chocolate Biscuits Mix £8.20 10
1 ACME Corporation 3/24/2010 Northwind Traders Chal £12.00 25
10 Jackson Street Cafe 3/2a/2010 Northwind Traders Cajun Seasoning s21.00 10
10 Jackson Street Cafe 3/24/2010 Morthwind Traders Boysenberry Spread $25.00 10
1 ACME Corporation 3/24/2010 Northwind Traders Coffee S46.00 25
7 Gaither Catering 3/24/2010 Northwind Traders Coffee 546,00 300
6 Fairfield Restaurants 4/3/2010 Northwind Traders Chocolate 81275 10
& Harris and Sons 4/5/2010 Northwind Traders Chocolate Biscuits Mix $9.20 5
16 Zippy Delivery 4/5/2000 Northwind Traders Clam Chowder $9.65 W =
Record W 1ofd ¥ W[ § | Searen o
w |5 Oode Inboemation ' *
17085 o] -
Char Field List. B
- Drigg s b e Chart
L
i wm
+ E Cempany
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2_ P Link Price:
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Start a PivotChart
Form Creating Charts chapterl4

If you think you will want to save and reuse a PivotChart,
you should create it as a new form rather than simply
viewing it from the table or query. By doing so, you create
a form object that you can easily reopen whenever you
want to see or print the chart. You can also embed the
form on a report (which is explained later in this chapter).

S

\ Start a PivotChart Form

@ In the Navigation pane, select the M = - teen o B S ey -
H o ' *“I éj 15 TYrianganan - | E J 3 Lt = :.‘.mum;.n
table or query on which you want g ot e s oy vt i s U o gt b
to base the PivotChart. p——— O P A i e
@ Click the Create tab. i i B
© Click More Forms. = [
@ Click PivotChart. 8 s e
Biamitery Solit ;|
A nworebics —
@ A PivotChart grid appears, ! L ke =S
embedded in a form. " "":__,‘:I e oo [0 |30 e e
] Onser inscemation u
@ If the field list is not visible, you :
can click the Field List button e # ———
twice — once to toggle it off and e e
then again to toggle it back on. & tev 4, P
F ey an Hald [ Orider puste.
B bremtery on Ol 1 [ v by
. [ onsir st O Mty
[ e — [ st
[ ek Prce
£ " [ ey
£
1 coter Doty Etended
A Oarter Proce Totals
i :(:::Yuc"l:;'.-_\.'!lﬂ by e 3 m| 4_.
F modua onien aulsTitle
H Fodua s
: .




Construct a

PivotChart

After opening a PivotChart view, you can create a variety
of different PivotCharts by dragging fields onto the
various placeholders in the grid.

This is just like creating a PivotTable, except that the result is graphical rather
than text-based. For more on creating a PivotTable, see Chapter 12.

\ Construct a PivotChart

@ Display a PivotChart view. == X
Note: See the section “Open a PivotChart View” - el 1—9
fOl’ more. Chart Field List @
OrogRemstotheChot
- I Ovder Information
@ Drag a field onto the Drop ey oo —
Category Fields Here placeholder. 4 Coac W
it 1 [I] Crer Diske By Morith —
That field appears as the I v m
categories (bars) along the 5 £ * B oy L
horizontal axis. g =
@ Drag a field onto the Drop Data o 1
Fields Here placeholder.
That field appears as the values Cae | s
(the heights of the bars) along the
vertical axis. 2 avlsTitle
® |f the field contains numeric data, [ [ o x
its values are summed. You can e ® PO,
tell what math operation is in use e T '2*5_};1:‘_“., H
by the text that appears here. - M : - ;@ W |
@ If you want a different math ] : aoscic ~—S0 & _%wm H
operation, right-click on the ™ g -l i::ﬂm=wm I
placeholder, click AutoCalc, and o 2 T Ay |4 poid |
then click a different math e B rii S ——
operation. g sao B Lost gy —i : i
@ You can also drag a field onto t
the Drop Series Fields Here
placeholder if you want to
separate the results into
different series. o
Order Date

| 0]



Group Data in
a PivotChart Creating Charts Chapter14

The chart you are using may have a lot of small bars
because each individual date has its own bar. In this case,
you may find it more useful to group the chart by date.

You can group by numeric intervals, dates, or other values depending on the
type of data that the field contains.

[ Group bata in  pivatchart |

@ In PivotChart view, click the field

m Mome  Create  DtemalData  Dotabase Tools | L-e:unJ

placehOIder. b =R Hicgma e - 3 | ascendin L r— [ M
E:: - L R ‘:;L:N ¥ ﬁlna.am.:-, uf. B 0l 'gﬁ:lulau'-efleid ﬂﬂ | =1
@ Click the Design tab. | GBS S i e L Seemmenas | ch e | EEHREY
Views Show Hede Filter & Sort Data Actree Feeld Tre Tools
. FIET T
© Click Property Sheet. i e
. .  '5um of Quantity Propeies 2
A Properties dialog box opens. e e 4

@ Click the Filter and Group tab.

‘S

tlE L

Bl 2

iq

2

2
§ £ §E 8 8§ §E E E 88 8§ § 8§ 8 8 § 2 e
md AxisTithe

© Click here ([=)) to choose a o

General | Fornat | Border/F | Fiker ond Geaup

grouping interval.
@ Click here ([@) to close the

dialog box. e —
The data is grouped as you i — (5)
have specified. wo B goned)




Change the

PivotChart Type

You can set a PivotChart to use a different chart
type on the Design tab. Access offers most of the
chart types that are available in full-featured
charting programs, including bars, pies, and lines.

In addition, for some chart types, you can switch between rows and
columns. This switches the fields between the category axis
(horizontal) and the value axis (vertical).

\ Change the PivotChart Type

@ Click the outer frame of the ] e et et ] e [ i .
. : E il Legend " P 1 P4 Ascznd Sweitch Row Cobuinn # Dupand Fisld i %
PlVOtChaI't % - fﬂl:q:pml i =] + 2| Dercend =1 o il It = coNapseFis

View | Field o AsboFilter e L — o ) Change  Property &t

@ On the Design tab, click Change | o counee il o<l Pl R o e
Chart Type.

w&on_h_m
AxisTitle 3
= E =11%|

T

» (i
5
i

|

5

T
h

f
»

5 “
h

E

Axls Title

Order Date ~ |

The Properties dialog box opens ~ [Fma —
with the Type tab displayed. Gataeal | Bordoriea] Troe [z0000]

res
@ Click a chart category. %3‘:‘_% E ;
@ Click a chart type. IQ%; @ E
@ Click here (@) to close the ggﬁlﬁ-ﬂ g

dialog box. |§m
The chart is changed to the .
new type. e

| 22



Change Chart
COIOI'E Creating Charts Chapterl4

You can change the colors of the bars — or lines, slices, or
whatever shapes the data appears in — for a chosen chart
type. You can change one data point or an entire data series.

When you click a bar for the first time, only that bar is selected; if you click it
again, you select its entire series.

\ Change Chart Colors

@ In PivotChart view, click the data W jﬂ Hicymd B G Meein ) Sewsechm Soo O M
point (the bar, slice, or other Vew | iy NI e g AP gy T Syl ey
shape) whose color you wantto | we e Sachiie wa 2
change. B

That single data point’s shape
becomes selected.

You can select all data in a series
by clicking the data point again.

@ On the Design tab, dlick Property
Sheet.
The Properties dialog box opens.
@ Click the Border/Fill tab.

@ Click here ([=]) to choose a
fill type.

The default, Solid color, usually
works. You can use a pattern

if you plan to print in black
and white.

@ Click here () to choose a
fill color.

OrderDate - |

Navigatian Pane

Axig Title

Properties

e—-»q!

® You can click Default to restore
the default color.

® You can click None to remove
the color.

@ You can dick Custom to display lEmms
a Color dialog box. ffiEmmmmmuaa

O Click here (@) to close the

dialog box. \7@




Create an Embedded

Chart Object

You can also add embedded chart objects to forms and
reports. These charts use a different charting technology —
Microsoft Graph. You create a chart with the Chart Wizard.

You place Microsoft Graph objects on a form or report in Design view. You can
make a chart take up an entire report or form body (in the Details section) or you
can add a chart to an existing form or report. If you add a chart to a form or report
that shows data, the chart reflects only the associated data for the displayed record.

\ Create an Embedded Chart Object

@ Open the form in Design view.

@ If needed, move and size the
existing objects to clear a space
for the chart.

@ Click here (I7) to open the
Controls gallery.

Depending on your display
resolution, you might not need to
perform step 3; the Chart icon
may appear already.

@ Click the Chart icon ([a).

The mouse pointer changes from
R to &,

@ Click and drag to create a box
where you want the chart to
appear.

When you release the mouse
button, Access launches the
Chart Wizard.

| 2=

] -\ui Eookns » [ S j Biago :ﬁ -H_1 I
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Creating Charts chapter14

@ Click the table or query on which

Chart Wizard

the chart should be based.

@ You can filter the list to show
only tables or only queries

(© changesto @).

Note: If you want the chart to change depending

;f—%,‘—

| which table or query would you fike to use to aeate your chart?

on which record is active on the form, make sure
you choose a table or query that has a relationship
fo the one on which the form is based.

@ Click Next.

[—

e
R

Items Ordered -

Order Count

Order Details Extended |
Order Information |
Order Price Totals

Order Quantities by Month

Query:
Query:
Query:
Query:
Query:
Query:

: Order Subtotals

v: Order Summary i
h

View

() Tables (@ Queries (™) Both g

@ Click a field you want to include

Chart Wizard

in the chart.

© Click here (=) to move the
field to the Fields for Chart list.

(D Repeat steps 8 and 9 for each

i S

field you want in the chart.
@ Click Next.

| which fields contain the data you want 9= chart?
Available Fields: Fields for Chart:
Order ID » i
Employee ID K Order Total

Customer I E
Shipped Date -
Sub Total

Shipping Fee
Taxes 8

E Ship Mame

D

Come ([ cwwe [ o> [ em |

@

What if I can’t find a table or
query that contains the fields I
want for the chart (step 6)?

You might need to create a query
specifically for this purpose. Cancel
the Chart Wizard and then create a
new query. (See Chapter 7 for more.)
To make it easier to find the query
when you return to the Chart Wizard,
name the query to reflect its purpose.

How do I find out what tables and
queries are related to each other
(step 6)?

Cancel the Chart Wizard and then use the
Relationships window on the Database
Tools tab, click Relationships to see
which tables and fields are related. For a
query, open the query in Design view and
see which tables its fields come from.

-




Create an Embedded
Chart Object (continued)

The Chart Wizard helps you build a chart
that is appropriate for the location in which
you are placing it. It assists you in selecting
the fields you need, selecting a chart type,
placing the fields in the chart areas, and more.

\ Create an Embedded Chart Object (continued)

@ Click the desired chart type.
(® Click Next.

@ If the field placements are not
what you want, drag the field
names to different placeholder
areas on the sample.

Note: The Series placeholder is used only if you
want a multiseries chart. This example does not
use the Series placeholder.

(® Click Next.

2]

Chart Wizard

ep TE|

What type of chart would you like?

Choose a chart that will appropriately
display the fields you have selected.

3-D Column Chart

A 3D perspective column chart
compares data points along two
axes, showing variation over a
period of time or illustrates
Comparisens among items.

-
o

L]
o

[ Cancel ” < Back ][ Next > Jl Finish
Chart Wizard
ﬂjh Preview Chart mm want to lay out the data in

SumCtOrder Total

You can drag and drop field buttons to the
sample chart. Double-dids a number or
date field in the dhart to change how the
chart will summarize or group data.

Series

Orcler Date ;

=} =t ]
Det 92 Now'92 Dec 92

rder Date by month

Crroler Total I

B

Com [ cme w0 ][ ow




Creating Charts chapter14

(@ Confirm the choice of fields to

Chart Wizard

connect between the form data

1 If you want the chart to change from record to record, select the fields that

and the chart. If needed, open
one of the drop-down lists to

nnnt JRARY it e
s SRR ke
e SRR st
s A e |

link the document and the chart.

Farm Figlds Chart Fields:

choose a different field to
match up.

(1]

jin]| 4—@

E[ [Customer ID

[=]
[=] [=]

(@ Click Next.

[17]

cancel || <Back

‘[ Next > Jl Einish

(® Type a different name for the

Chart Wizard

chart if desired.

For example, you might want to
include the word “chart” in the
name.

(@ If you do not want a legend, click
here to omit it (© changes to @).

¢l Click Finish.

The chart appears on the form.

| What tife would you like for your chart?
|Order Summary'CHart

Do you want the chart to display a legend?
(7) Yes, display a legend.

@) Mo, don't display a legend.

@

Cancel ] l < Back Finish
The chart shows e sy I see a Chart Wizard =
some dummy R warning &
data and l'lot my E ’_7 about .0 You mest add field Cugtomer I to your record source f you want to ue ths ink.
data. How canl | * E = il IS having to [ox ]

fix this? e
Switch to Form

view to update the chart data. It does
not update automatically in Design view
because the chart changes based on the
individual records displayed, and in
Design view, there are no individual
records displayed.

add a field

to my record source. Why does this warning appear?

This message appears if Access cannot find a relationship

between the fields on the form and the fields in the table or

query you have selected to base the chart on. You need to

choose a different query or table on which to base the chart.

o]

You might need to create a query for this purpose.




Working wit

External Data

One of the strongest
features of Access is its
ability to work with outside
data. You can import and
export data from and to
other Access databases,
from Excel, and even from
plain text files.



Import an Excel Worksheet...........................
Link to an Excel Worksheet..........................
Link to an Outlook Folder .............................
Manage Linked Tables........cccoounuermrmrmeurnseee.

Import a Table from Another
Access Database.......c.cccoveveiesmiceiecscncnenas

Import Data from a Delimited
L2 G 1

Export Data to Excel.......ccoooeeeeecrsrecenee
Export Data as HTML ...
Export Data to a Plain Text File....................

Save Import or Export Specifications.........

Using Saved Import or Export
Specifications ...



Import an Excel

Worksheet

You can import data from an Excel worksheet into
Access to create a new table. This new table becomes
a part of the Access database; it does not retain any

ties to Excel.

Excel data that is database-oriented, with field names as the top row,
imports well into Access. Data that includes formulas and functions does

not import well.

@ On the External Data tab in the
Import & Link group, click Excel.

The Get External Data - Excel
Spreadsheet dialog box opens.

@ In the File name field, type the
path and file name for the Excel
file.

® You can click Browse to browse
for the file if you prefer.

@ Click the Import the source
data into a new table in the
current database radio button

(© changesto @).
@ Click OK.

The Import Spreadsheet Wizard
opens.

@ Click the sheet you want to
import.

@ A preview of the data on that
sheet appears.

@ You can alternatively choose
from named ranges (© changes

to @).
O Click Next.

B
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Working with External Data

@ If the first row contains column
headings, click the First Row

Microsoft

= Import Spreadshest Wizard

for your table. Does the first

Contains Column Headings

your

row spedified contain column headings.

check box if it is not already
selected (/] changes to [¥]).

7 st ow Contaers Cokm Feodings

Click Next.
0 I Categor: [Description [Acquired [Sourece [Valus
11} Electronics Unicden cordless phone [/15/2002 Purchase [65 -
2| piningroom St Furniture Millett maple table, © chairs B/6/2009 |[Inherited fd, 40
3B 1 Electronica Sar LCp TV 1/2/2007 Purchase ES50
o jiomputer Electronies pell ES10 desaktop PC 12/1/2008 Purchase [1,30
| | =1
Al * 2]
[ comes | <gsk | | bear | Ewh |
ot Wizard 2

® You can change the field name for S mport preadshe
the first field in the Field Options

area.

© Click here ([=]) to choose the data
type you want.

You can specfy inl
Information in the:

Field Options
Pt or] —@

Indexed:

Yes (Dupbcates 08

Formation about each of the fields you are importing. Select fiekds in the ares below. You can then modify field
Field Opbons” area.

Deta Type: Double
Do nat import field (Sip)

[Acquired |Source

Electronice Unicden cordless phons 6/15/2002 Purchase [E5 -
Furnituce illett maple table, © chairs [5/6/2009 (Inherited [2,10 j
Electronica Magnavox 52 LCD TV 1/2/2007 Purchase [950

1 ca pell ES10 desktop PC 12/1/2008 Purchase [f1,30

@

How should I prepare the Excel worksheet
before importing it?

For Excel data to import correctly into Access, it
must be set up to mimic a datasheet in Access.
Follow these guidelines in Excel:

e Place the field names in row 1.

e Remove any blank rows or titles above the field
names.

Place each record in a separate row, starting
immediately below the row containing the field
names.

Do not include any formulas or functions. Omit
cells containing them from the range to import
or convert them to values.

Can | import only part of a worksheet?

Yes. In step 5, you can choose to import from a
named range if you prefer. However, you must set
up the range in Excel first. To create a named
range in Excel, follow these steps:

@ Select the range. : ‘_q
~myinventary ’
@ Click here to type a
name for the range.
2 Phone
4 Diningroom

© Press E1E0.
3TV

1 Computer

e B




Import an Excel

Worksheet (continued)

The Import Spreadsheet Wizard asks you about
several setup options that you would ordinarily
configure when creating a new table, such as
whether fields should be indexed and whether
duplicates are okay.

The Import Spreadsheet Wizard also gives you the opportunity to
set a primary key and to name the table.

(O Click here ([=]) to choose whether the = impore preadsheet Wizard B

field should be indexed and whether ooty frman st cochof T o s St ek e s ek, Yoo ey 4
duplicates are okay. =

@ You can dick the Do not import field
(Skip) check box (]| changes to (V)
to exclude a field from being imported.

@ Click the next column and then repeat
steps 9 and 10.

(® When you have set up all fields, click
Next.

ategory ription mi!td Source !Olllk
Electronice | iden cordless phone l5/15/2002 [Purchase [65 i'
piningroom Het fFurniture Willett maple table, & chairs [5/6/2004 (Inherited {2,410

52" LCD TV hi/2/2007 [Purchase [950
beil ES10 deakrop PC ha/1/2008 Purchase [1,30

(® If the imported data already contains a
field you want to use as the primary key,

1L

click the Choose my own primary KN ¥ ¢
key radio button (©) changes to @) I T ™ |
and then click here ([]) to choose that )
field from the drop-down menu. ke Waard 2
Merosoft that you define v ke for your new table. A prmary key s used 1o
ﬂ’ uriquely identify each record i your table. It allows you to retrieve data more quiddy.

@ You can dick the Let Access
add primary key radio button
(© changes to @) to allow the
wizard to create a new field to be
used as a primary key.

jLet Access add primary key.
18 Choose mry own primary key. Jiow [=]
- g primary key. .

ame Category Mr:nguen [hequired [Source Value

hone Electronice Uniden cordless phons /15/2002 Purchase [65 ﬂ
H = iningroom SEt Furnituce Millett maple table, © chairs [5/6/2009 (Inherited {2,140
@ You can dick the No primary key i 5 bop e meedl dumunol ol
| pell ES10 PCc fa/1/2008 Purchase [£1,30

radio button (© changes to @) to
decline to use a primary key in the
table.

(D Click Next.

\ ’ [ ome ][ <o |[ wea> ][ eoeh |




Working with External Data

@ Type the name for the table.

Note: The default name is the name of the tab
from the worksheet.

(® Click Finish.

S Import Spreadsheet Wizard 0

That's & e information the wizard needs to imporl your dala,

Import to Table:
Inventond

1 would loe 2 wizard to gnalvze my table after importing the data,

| Comced | | <Bek | Erish |
@ You can save the import steps by Gt Externl Data - Excel Spreadihest =)
clicking the Save import steps Save Tmport Steps
check box (|1 changes to [¥]).
T ing il 'C:\|bser < Faithel e’ b babl Trwenkory’.
Note: You will learn more about saving import i _ _
steps later in this chapter. e R P e
1| Saye mport steps
(@ Click Close.
The Excel data is imported as a
new table on the Objects list.
[ oom ]

@

Should I allow the wizard to create a
primary key field?

It depends on whether you already have a field in
the data that contains unique entries for each

record and that will always contain unique entries.

If you do, make that one the primary key.
However, if you do not have any fields that fit that
description, you should allow the wizard to create
one for you.

Should I save the import specifications?

If you plan on doing this same import again later,
then yes. For example, perhaps you have a table
that a colleague maintains in Excel, and every
month, you have to use it in Access. You could
save the import settings to make it easier to
import that file in the future. An even better
approach, though, would be to link to the
worksheet, as covered in the section “Link to an

Excel Worksheet.”




Link to an Excel

Worksheet

If you frequently need to reimport the same data
from Excel, consider linking to that worksheet

instead of repeatedly reimporting it.

With a link, the data is always up to date. Each time you open the
linked worksheet in Access, Access refreshes the link to the data.
That means, however, that the Excel file must always be in the
expected location or else an error occurs.

@ On the External Data tab in the
Import & Link group, click Excel.

The Get External Data - Excel
Spreadsheet dialog box opens.

@ In the File name field, type the
path and file name for the Excel
file.

® You can click Browse to browse
for the file if you prefer.

@ Click the Link to the data
source by creating a linked
table radio button (© changes
to @).

@ Click OK.

The Link Spreadsheet Wizard
opens.

@ Click the sheet you want to
import.

@ A preview of the data on that
sheet appears.

@ You can alternatively choose from
named ranges (©) changesto @).

O Click Next.

&)

A sppen Etenaed
F suppuen Etendef
H Top Ten Orders byl
= whe Ordered Wh

0 Produsa Trsnsaas

O Emplayes Dotaily

T imptorestist

Sedact the source and destration of the dats é

‘Specty the source of the data.

< 9
Blenamei  C\UoarslF b

Dachug of Froducts

o

1Fthe i the table. 1F the bable does not e,

Wk b th dues iy Pooel. h o

2

H

T30 Lind Spreadliest Wizard

@ how Yorksheets
Show Named Banges

Sheetd
Sheet? f
L] et Theet1”.

p— Fategory praceiprion fequired Bource Walue | |
Phone Flectronica finiden cordleaa phone [/15/2002 Purchase @65
piningroom Sec Furniture Nillect maple cable, 8 chairs 5/6/2004 [Inherited {2,490
i 527 Lcp TV 1/2/2007 Purchase {950
Fompurter Eleccronics Pell ES10 deskrop PC 12/1/2008 Purchase [1,30
i |
2l +
Cancel [opet> | [ Bwh |




Working with External Data

@ If the first row contains column 5 ik Speadihess i 5
headings, click the First Row Al ot ok g B s your e, oes e i
- - row spedified contain column headings;
Contains Column Headings _ :
zrhl!wﬂml-u&hmw |

check box (|| changes to [¥]).
@ Click Next.

I ! Categor: [Description [Aequired |Souree [Valus
11} Electronics Unicden cordless phone [B/15/2002 Purchase [65 -
2] Piningroom St furnituce Millett maple table, © chairs [5/6/2001 |[Inherited fd, 10
g v 1 ca 52" LoD TV 1/2/2007 Purehase [E950
s i L e Pell ES10 desktop PC 12/1/2008 Purchase [f1,30
=1
K| 0
[omed | [ <o | [ vem> ][ pown |
© Type a name for the linked table. =TT =

3 3 That's all the mformaton the wizard needs 1o lnk to your data,
This will be the name that appears

in the list of tables.
(O Click Finish.

A confirmation window appears.

Lirked Table Name: 9
InventeryList

Link Spreadsheet Wizard (£

m Click OK. o Finished inking table ‘Tnveriorylist’ to Hie 'C:Lisers|FaitheLaptop|Documentstinventoey. s

| o

The linked table appears in the
Objects list in the Tables category.

@ | [ <wa | [ o ]

What happens How can I tell what tables are actually linked Excel sheets?

if I need to .
move the Excel © Linked Excel

sheet Iater') Sheets haVe All Access Ubjects CRe ’j inventoryList ]

Use the Linked anbueel | S e -
. all ne ronics
ICOn neXt tO .:1 e _. 4 Diningroom Se Furniture

Table Manager, as heminthe L& weeme <—@ | i e

described in the them inthe  |5i50 | o iicatlc

section “Manage Linked Tables.” If All Access R cusemmihanaaums | |

the table has moved and Access OD|ECISHISENNL S cirewstixnial !

can no longer find it, prompts can . . . .

help you Iogcate it aga?n. P @ When you open a linked object as a datasheet, it looks like a regular

table.

ED



Link to an

Outlook Folder

If you use Microsoft Outlook as your main contact
management program, there may be times when you
want to use the Outlook Contacts list as a data
source in Access. For example, if you store your
customer information in Access, you may want to
link certain orders or invoices to customers there.

@ On the External Data tab in the
Import & Link group, click More.

Morthwind : Database (Access 200

Fatermal [ata [atahace Tanls

B9z
Hame# Create

: ] Tert File =l = -
e ’ Pﬁ |$ |ﬁ —‘ = Fie ; s v v
Saved Linked Table Excel A (lI:-B Saved Emel  Tet XML POF

A menu opens.

Imports  Manager \; Maore ={ | Crports File  File orXPs
@ Click Outlook Folder. : import . un = snacromin lewon__
W k ] _—'III Impart or Link ta 3 SharePaint

List

e f_..j Data Services

o g Import or Link to an Enterprise
Seivicey wrelr yeivice
HIML Document

'1 Impart arlink t an HTHL
Document

Q o5 Outlook Folde
0 f IMpart ar ink T an Ontiaal

falder

< dBASE File
ABF gport of link 1w 4 JBASE file

| Get External Data - Outlook Folder - T IEE

The Get External Data - Outlook “Ib,}p N

Folder dialog box opens.

Select the source and destination of the data

@ Click the Link to the data
source by creating a linked
table radio button (© changes
to @).

@ Click OK.

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

' Import the source data into a new table in the current database.
TF the spaditied table dose ot exist, Accese will creste it. nmmtmmm,kmmmum
with the imported data, Changes made bo the source data will not be retected in the database.
" &ppend a copy of the records to the table: 5oy of Producls
I e specilied Lable exists, Access wil add the records Lo Ue Lable, H'Ulel.d.hl.kmrllubl, Access will create it Changes made
tw the suurce data will not be reflected in e database,
Link ta the data source by creating a linked tahle.

Access will create a table that will mainbain a ink to the source data, Changes made to the data in Access will be reflected in the
source and vice versa,




The Import Exchange/Outlook
Wizard opens.

@ (Click the plus signs () to
expand the available categories
and then select the desired
Outlook folder.

O Click Next.

@ If desired, change the default
name for the linked table.

© Click Finish.

A dialog box opens, saying that it
is finished linking the table.

© Click oK.

The link is complete, and the new
linked table appears in the Tables
category of the Objects list.

Working with External Data

Tmport Exchange/Outlook Wizard Es
Eolect the source folder or address book

| = Murosolt ExchangefMirosoll ook
5 Akess Bocks

= Guthook
Deeleted e
& Inbox
Outban
Sent Ttams
Calendar
= Corkcts
fooctacts]

Joumrial

B Nabas
Tasks
Dratts
Trbected

8 Short-berm save
Reservations Calsndar
Tk E-mad
RSG5 Fends
Conversation Adtion Settings
Quick Shep Settings
5 Contacts

Suggasted
News Feed
# Fathewempandeoncast. et

[ comet | [ b |

That's &l the information the wizard needs to ik o your data.

Linked Table Name:
OutiookContacts

[Link Exchange/Outhook Wirard (=
'0 Firished nking table ‘OutlockContacts’ to Hle ‘Outloski\Contacts\Contacts’.

| =

<1 1 would loe the wizard to store my MAP] profile name with my inked table,

f

@

Can | import the data from Outlook

rather than linking it?

What are the Address Books listed in the
Outlook folders list in step 5?

Yes. It works very much like importing data Outlook has an Address Book utility that interfaces with

from Excel. In step 3, click the Import the
source data into a new table in the

your Contacts list and also optionally interfaces with
other data sources, such as an employee directory on a

current database radio button (©) changes | file server or a mobile address book from a handheld

to @). Keep in mind, however, that if you
import data, any future changes you make

device. You can link to one of these sources instead of
Contacts if you prefer. Be cautious, though, about linking

to the data in Outlook will not be reflected to an address book stored on a mobile device that

in Access.

might not always be available.

Ed



Linked Tables

Linked tables are not updated automatically just
by opening the database; they are updated only
when you actually open the table. If you need to
update all the linked tables at once without
having to open each one, you can use the Linked
Table Manager to accomplish that.

@ Right-click on one of the linked [ All Access Objects ® «|
tables. ([s=arch. |2 |
H = E Suppliers AI
@ Click Linked Table Manager. (1)
| *I= InventaryList < ;
E Outlaalk Can: | :Cpen |
ﬁ Design View
- Queries | |
B Charlestan FI Impart ’
@ Customers E- ¥ Export ' ‘
| 5 of anc 3 -mai
@ EmployeesH = Collect and Update Data via E-mail
@ Inventory an R e
@ R Hide inthis Group
Delete
R Inventory Pu i
@ Inventory S-:uf * cut
By ©
B Invaice Datal _f _0 Iiy
EH Items Orelerd Rl et
. !E Linked Table Manager<—9
@ Crreler Cound
! Congert to Local Table |
@ . Table Praperties
@ Rk Infornf lgy Check Web Compatibility
ﬁ Orcler Price Totals T T
@ Oreler Quantities by Month |
The Linked Table Manager opens. [ Linked Table Manager =
@ Click the check box for each linked p———— _
= ithelaptop Documentstine
table that you want to update {0 OutiookCartacts (C:\Lsers\FATHE W ppDatall ocalTempiCortacts)
(2] changes to [¥]).
@ You can also click Select All. Sl

@ Click OK.

\ ’ [ Mlways prompt for new location




If a linked table cannot be located,

a Select New Location dialog box
opens.

If Access finds the linked table,
you can skip to step 7.

@ Browse to the new location to
select the file.

O Click Open.

You may have to repeat steps 5
and 6 for additional tables.

A message appears, stating that
the tables were refreshed.

@ Click OK.

You are returned to the Linked
Table Manager.

© dlick Close.

Working with External Data

ﬂ Select New Location of InventoryList @
¥
@le v Libraries » Documents » Saved » - | +y | | Search Saved Fe [
Organize = Mew folder B= « [ @

[A&] Microsaft Access Documents ||brary

= Arrange by: Folder *
Saved
T Favorites Mame G Date maodified Type =
B Desktop £ MLA 11/24/2000 11:36 File fal
& Dowmloads TestGen 9/10/2000 443 PN File fal
Books texts 127372009 §:51L AM File fal
] Recent Places TomTam 9/10/2000 443PM  Filefol
[H] giftcertificate.pub 4/28:2000 807 PM Microg

&) mventoryx{sx<_e 11/21/2009 835 AM  Micros

. Libraries

El Dacuments Eﬂ stary.docx 12/26/2008 5:00 PM - Micros|E

@ Music I:ﬂtnp lag.dacx 971972005 L0:29PM Microg

[E] Pictures l:ﬂ_]willl..(loc 12/20/2008 6:3LPM  Microg

& Videos &) warkboaks s 5/6/2000 LATPM  Micror =
- | m | ’

File name: inventory.xsx [Mic rafoft Excel {"xds; " lsx ™ xlsl vJ

Taals = l Open 1vJ | Cancel |
= Linked Table Manader EZ
Select the linked tables to be updated:
'i" =W rentorylist (C\lsersiFathel aptopDacumantstirvertor, st 2
4@ CutlookContacts  (C\Users\FAITHE~ 1\AppData\LocaI\Temp\Contacts) 8
Linked Table Manager [E| Select All

'ol All selected linked tables were successfully refreshed,

Q)

[ Mlways prompt for new location

@

How can I change the location to
which a link refers, even though the
original location is still working?
Click the Always prompt for new location
check box in the Linked Table Manager
(IZ] changes to [V]). It then prompts you
for each table’s location, even if the
existing location is still working.

What if 1 get a #Num! error?

This error appears when a column contains
mostly one type of value (text, date, or
number) but a few entries of another type.
Those other entries may not be imported
correctly, and the #Num! error might
appear. To minimize the instances of this error, try to
clean up your data before importing, making sure that
each column contains values of only one data type.
Formatting the columns in the Excel file with a particular

numeric type also helps.

\\“\“\ N AL
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Import a Table from

Another Access Database

You can combine the data from multiple Access
database files into a single database file by importing

the tables from one file into another.

You can also import other objects, including queries, forms, reports,
macros, and modules, but the destination database must have the

needed tables and queries on which they are based.

@ On the External Data tab in the
Import & Link group, click Access.

The Get External Data - Access
Database dialog box opens.

@ In the File name field, type
the path and file name for the
Access file.

® You can dick Browse to browse
for the file if you prefer.

@ Click the Import tables,
queries, forms, reports,
macros, and modules into
the current database radio
button (© changes to @).

@ Click OK.

The Import Objects dialog box
opens.

@ Click Options.

The Import options appear at the
bottom of the dialog box.

O Click the tables you want to
import.

You can click Select All to include
all the tables.

@ For each table or query, you can
optionally click the Definition
only radio button (© changes
to @) to import only the table

structure, not the data.

=

| )
T = =) =
& B 5
Swved Linled Table Excel 4 Create Manage
Inparts  Manager Email Rephes
L _importa L Callet Data p——
All Access Objects Get External Data - Aecess Database £ ]
[ cearen 7
= paaup of Frodudts Select the sourge-and destnation of the doge €
= customen
= & oy th # the data.
S
B Ednname: oy My dh| Bpawsen,, <ol
= 1w
- Sowcly e e ehers you werk bo store Ut daka in te curren databass,
5
m peec- & [rupront Lalsbes, queries, lorms, reports, macros, and modules into the current database.
— 1 the cifind objoct doss ek A - 1F it ety 3, access will append a rumber o the
S ander Details i oF ot ;
= Oder Details Matus ok - = c
T owters Augess will reale o tabile that vl maintse a
= sourcn  NTE: T o, o with the Iehod babk
T crders Stan
= ondens
=
m
=
=
=
m
= shipp ‘ T
= sute | L
I strings
T zupisier
[E— ¥ ER
Tables | Queries | Foms | Reports | Macros | todues )
Cushotrers o |
O Dot — .
cnddees | Conedd |
Products. ,
Prchsn crcler fiotals | et (—.
Purchase Orcr Statis
Purchirsn Cirdlers | Desseatar |
Salss Reparts
Silas e 9
It Tirgrt Tabdes. Eaport Queries
T & Dwfirition and Ot @ s Queries
::-1.—» Defirition Griby s Tables.
 ImpertExport Specs
Farv Pane Grius
Al Tesgess and Themes:



@ Click the Queries tab.
@ Click any queries you want to

Working with External Data

hw‘ —
d—m. e roms |
-~ @

Mmlmﬂjas

Product Orders

import. wﬁwmmrw e
P L= un Back Order
© Ifyou selected any queries, click Gadik i L sk
how you want them to be | Dwseca
imported. o
. Import import T sbles Impart Quanss
You can dlick other tabs and select D pelatonships ® befion andoats | 1 Aa Querics
any other objects you want. I8 ors sd TSRl kit Al
[ tmportjexpart specs
| Naw Pane Groups

@ Click OK.

The Save Import Steps screen

[~ il Images and Themes

Get External Data - Access Database

appears. Save Import Steps
@ Click Close.
Al ubjects were imporbed successlully,
The objects are imported into Do you wank b save thesa import sheps? This vwill llov you to quickly repaat the operation withouk using the wizard,
the database.

[ save mport steps

@

What is the difference between
importing a query as a table
and importing it as a query?
Importing a query as a table creates
a new table with a datasheet that
looks like the query’s results. Any
records or fields the query definition

Can | link to content from another
Access database?

Yes. In the Get External Data — Access

radio button () changes to @).

Database dialog box, click the Link to the
data source bécreatmg a linked table

excludes are excluded. Importing a query as a query
imports just the query definition. The database must
have a table of the same name as the one the query
uses, with compatible fields.

E



Import Data from a

Delimited Text File

You can use a delimited text file to transfer
database data from a database program that does
not support Access as an export option.

7’ ,,w,«/«aw ¢ fof‘ﬂ

From the other database program, you export in a comma-delimited S"
or tab-delimited format. Then, you import that file into Access. % 62&55)

Your Tiaket!
Su p/(i(é;my Bath Prograns

0 On the External Data tab in the Import & e o]
Link group, click Text File. o | % ot Brwirien B O
The Get External Data - Text File dialog - _' | : —
box opens. bmdiien| 4
@ In the File name field, type the path and 3 :_::::-""" s i o
file name of the text file. D g rnad O G " - "
@ You can dlick Browse to browse for the 373;9_-» "
file if you prefer. Py
B o sk Agwend & copy of the records to the tablbes 100 0 by
@ Click the Import the source data into gy T )
a new table in the current database e o i -
radio button (© changesto @). S
Note: Alternatively, you can choose fo link to the data 5
source or append fo an existing table. a o] o
@ ; -
@ Click OK.
The Import Text Wizard opens. iy @ -

@ Click the Delimited radio button
(© changesto @).
Note: Fixed-width data files are rare; a fixed-width data

file includes extra spaces after some entries, so the width of
a field is defined by spaces rather than by a delimited

i —
B, Bantield Besign®,®
B, “Charleston Manutactuci

3 355-0100",

L 3cb Tirle®, Thusiness Fhana®
=[123] sss-mm- =113

={123) 835,

character.

s "banibe Enginesring®,
5, "Etcheson Landscaping

Ranager®, %
"Bartin®, , “Owner®, = [123) sss-c:w-

O Click Next.

, *Marsin and Scna®, *indecsen®,

\*Gaither Cwtering®,~Fie", “Hing-Tasg~, , “Oveec=, = (129} 355-0100%,

O, "Ivashoe “sven,

2, "Lawson Title®, “Ldwacds®, "Joha®, , "Furchasing Nansgec®, *

[13j10, "racksen sreeer P Wasker=, lnann-n 'Duemnw Rasnger=, =
oot B stomn | [ilis, ~mendnli Propareies®, “Erschon®, “Patac®,, Purchasiog Bamsgec®,
- (123) 5851007, ,

="

1z
(23] 335014
,* [123) 555~

‘nussu 0101%, 13

- [A8) BSH

s | 1223) s55-n100™,

j{lopgpEUEBPUNBEEBBREYE

222

> |
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@ Click the delimiter character used ShmponTos Vs B
in the file (O changes to @). AN s /R S SR SR R
@ You know that you have chosen the deiter thatsepmatallyous feds:
the correct delimiter when the I e epE=geows o
data appears in orderly rows and ottt ant L=l
columns in the sample area.
. . (1D Kompany Last Name First Name E-mail Address Job Tﬂ
© Click the First Row Contains | et e - e
Field Names check box e o MR o
(D changes to ) if the first : :tin;iu;dl.:naieumn: p;nunn:ix e :azt,n: gunc:
row contains the field names. [ poscher casering e P Yons g.m:(—.
ATl an ons Csen k1 et urc
© Click Next. P sbcains iy e i taais
11 Fendall Properties Frachne Peter Purch|
12 Lawsan Ticle Fduards Tohn P Purch)
N3 Manson Mansions dick Andre Purch| 'l
a7 * 3
et | [ oo ][ <mo | [ wear | [ v |
(D Click a field to select it. S inporTos Wand B

@ Change the field name if needed.

Note: If the first row does not contain field names,
field names are generic and should be changed in
step 11.

(@ Click here ([=]) to change the data
type if needed.

(® Repeat steps 10 to 12 for each
field you want to change.

Working with External Data

You can specify Information sbout each of the felds you are mporting. Select flekds in the area below, You can then modfy fiskd
information in the Field Options” area.

¢ Bonne 1
Pérez-Olasta

EI<—®

E-mail Address |/

®

What is a delimiter?

How do I get data into a

A delimiter is the character that
separates the field entries for each
record. The most common delimiters
are tabs and commas. Each record is
separated by a paragraph break (=)

An alternative that is sometimes (but rarely) used
in database text files is fixed-width. For example,
suppose a certain field is 20 characters wide. For
each entry that is fewer that 20 characters, extra
spaces are inserted between that field and the
next one for that record.

delimited text file from
another database program?

That depends on the program.
Nearly all database programs have
some type of export feature that
exports in a variety of formats. These almost
always include tab-delimited and comma-
delimited. Neither one is better than the other;
they both work well. To find out the exact steps for
exporting data from another database program,
look up Exporting in that program’s Help system.

- ]




Import Data from a

Delimited Text File (continued)

Except for the beginning part of the process, the
steps for importing from a text file are nearly
identical to those for importing from an Excel file.
You can specify a primary key, choose which fields
should be indexed, and even choose to skip certain
fields, just as you can with an Excel file import.

( Click here ([z]) to change the
indexing setting if needed.

Note: If you choose Yes (No Duplicates), make sure
that each record has a unique entry for this field:
otherwise, an error will occur at import.

® You can dick the Do not import
field (Skip) check box ([]| changes
to [¥]) to skip a field.

(D Repeat steps 10 to 13 for each field.
(® Click Next.

(D If the imported data already contains
a field that you want to use as the
primary key, click the Choose my
own primary key radio button
(© changes to @) and then
choose that field from the
drop-down menu.

@ You can also allow the wizard to
create a new field to be used as a
primary key by clicking the Let
Access add primary key radio
button (© changes to @)).

@ You can also decline to use a
primary key in the table by clicking
the No primary key radio button
(© changes to @).

(® Click Next.

224

= Import Test Wizard

Vou can spefy information sbout each offl P4 s you are improrting. Sebect fiekds in the area bekow, You can then modfy Bekd

Information in the Feld Options’ area.
DataType:  Long Integer =
Do nak import field (Fip)
Last Name Firat Name E-mail Address [Job 7|
CHE Corporation Bedecs [inna lowner| &
antficld Peaign iratacos Solsona Antonio Pvncr|
harleston Hanutacturing en [Thomas Purch|
anube Englnesring Lee Christine Purchl
teheson Landscaping o' Donne 1l Harcin fowner
airfield Restauranta Pérez-Olacta Fransiaco Purchl
aither Catering ie Bing-Yang uner
arris and Sona inderaen Elizabeth Purch|
vanhoe Productions Mortensen Bven Pucch|
ackson Street Cafe Hacker Foland Purch|
endall Properties Frachne Peter Purch)
Awmon Ticle Fduards fahn Purch)
anson Mansions Ludick findre Purch)
eater Statuary Grilo Carlos Purch| |
a0 0
Adyanced... [ oo | [ <mo | [ wea> | [ e |
import Text Wizard b= 1
Microsaft Access recommends that you define a primary key for your new table. A prmary key is used to
= uniquely ¥ your table, It allows you dal iy
Let Access add primary key.
>5[ v o =
o primary key.
Last Name Firat Name E-mail Address [Job 7|
CHE Corporation Bedecs [rne louner| &
anticld Deaigm irataces Solaona Antonio Pvner)
harleston Hanutacturing en [Thomas Purch|
anube Enginesring Lee Christine Purchl
teheson Landscaping ' Donnell Harcin fowner
airfield Restaurants Pérez-Olacta Fransiaco Purchl
aither Catering ie Ming-Yang uner
arris and Sona inderaen Elizabeth Purch|
vanhoe Productions Mortensen Bven Purch|
ackson Street Cafe Hacker Foland Purch)
endall Properties Frachne Ferer Furch)
Awmon Ticle Fduards fTahn Purch)
anson Hansions Ludick findre Purch)
esater Statuary Grilo Carlos Purch| |
o | 0
Adyanced. . [ oo | [ <mo | [ wear | [ o |




@ Type the name to use for
the imported table.

@ Click Finish.

The Save Import Steps screen
appears.

® You can dick the Save import
steps check box (|| changes
to [V]) to save the import, as
described later in this chapter.

@) Click Close.

The data is imported into a new
table with the name that you
specified.

Working with External Data

3 Imprare Tese Wizard b

That's &l the information the wizard needs to import your data,

i —O

1 would e 2 wizard to gnahvze my table after importing the data,

| Adyeced... | [ conced | [ <gek | Bsh |
Get External Data - Text File ER

Save Import Steps

Fi ing T Data Sources|Customers, bxt' bo bable ‘Customarns”.

D ot wiank b save these import steps? This willslow you b quickly repest the operation without using the wizard,

ﬁwmm

@

How can I append records to an
existing table from a plain text
file?

On the initial Get External Data — Text
File screen, click the Append a copy
of the records to the table radio
button (©) changes to @) and then
select the table. For this to work, the
table must have the same fields, with
the same field types, as the data you
are importing.

Do I have to specify field names in
order to import data if the data file
does not already have field names in
the first row?

No. But generic field names will be used
(Field1, Field2) in the imported table. You
can then use Table Design view to modify
the field names. Make sure that you
change the field names to names that are more meaningful

before you start using the imported table as the basis for

[/ \)
b

other objects such as queries, forms, and reports.



Export Data

to Excel

In addition to importing data from Excel, you can
also export it from an Access table into the Excel
format. As you are performing the export, you can
choose to export in a variety of Excel formats,
including Excel 2010 and earlier versions.

Select the table to be exported. “ e _oun | Ewoeon | Brabmrion 3
o p, ’ "i lﬁ Li ﬁ -g‘:::: 3 VT v ﬁg:e‘:::l.mg 4
@ On the External Data tab in the o a1 e e | v .t‘." S Dy
Export group, click Excel. P . =
The Export - Excel Spreadsheet éwwm’;«_‘ IR e ot oo chem s e
dialog box opens. B8 o040 |t
@ In the File name field, type the ol i~
path and file name for the file to [ S T 54_9
be exported. ol Y o
B B uder Duetaily Status I 'm g i
® You can dlick Browse to locate a I oves sk v ot 8 i, s, form, o et
file or folder if you prefer. L S 0 e 68 o i T S 1WA s
. . 0 Peeges nby tive ittt recon:
@ Click here ([=]) to choose a file B e 2o whonts ot o o
format. - g— (5)
T muschare Oidders
@ You can dick the Export data 0 suesbapems
- - I snippers |
with formatting and layout B e e
check box (/=] changes to [V]) to i l
export formatting and layout as i
well as data. [ - ]
. e 7 A
@ Click OK.
Suxccmtily sxported Cintomey.
@ You can optionally click the s T o abos g
Save export steps check box Wit/
(=] changes to [¥]) to save
these export steps for later use.
O Click Close.
The export is complete.




Export Data

as HTML

One way to share data with others is to export it to a
Web page — that is, to the HTML format.

There are more complex ways of making Access data available online, such
as through data access pages, but for simple sharing where the data is
fixed, an HTML page is the easiest way to go.

Working with External Data

Create External Data Database Tools

@ select the table to be exported. ~ [WEEW_rore

==z R O ool o Ewtre SR MMM LM oA
. #  KZ ‘{}V }}-iﬁ' e %/ % B o =]
@ On the External Data tab in the e e e | anes o e
Export groupl click More- Imports  Manager = Database 4 are Cxports File rlln:I= orXP3
s gt & Link - tjrart
. All Access Obyects .
© Click HTML Document. A suce Ohied =

== | Backup of Produsts -
=2 r-.\l.m..«-.<—o

== Emplayee Privileges

B fmplogen

B Inwentary

E0 fwentory Tareaction Tpes

B TInwentory Transactions

B twoices

&) Arces Y |

iy devge | g

— L lanage

=2 Mare = Replies
_| FF Wod

W Ewport the seleded objed to Rich
T e

S5 CharePoint List
5 Emport the selected oblect o
Sharefaint as a st

1 VUBC Database
] Eoport selected objadt to an QLBC
Database such as 50OL Server

T HIVL Document

%9 Erport selactad object to an HTML
document

TT  JBASE File

db| Export selecied olyed Lo a dBASE
file

The Export - HTML Document
dialog box opens.

@ In the File name field, type the
path and file name for the file
to be exported.

Export - HTML Diocument

Select the destinabon for the data you want to export

Spacity the dectination Hle name and tormak.

® You can click Browse to locate

Specity export options,
a file or folder if you prefer. '

| Export data with lormatting and layout.
Seech s oplion Lo ot [ g arnd lenyond i

ity vl

@ Click OK.

The Save Export Steps dialog
box opens.

O Click Close.

The export is complete.

Export only the selected records.

selected.

Dpen the destination file after the export operation is complete.

[

ble name!  C\UsersiFalthel aptop|DooumnentsiMy Data Saurces|Customers.html J Browse. .,

table, cpuery, T, o reports
Seleck this option to view the results of the export operation. This aption is avallable only when you export formatbed data

Select this option to expart only the selected records, This aption is only avallable when you export Farmatted data and have records



Export Data to a

Plain Text File

When you need to import data from Access into
some other database program that does not
accept Excel or any of the other formats
available to you, a plain text export may be
your only option.

Plain text exports can be delimited by characters such as
commas or tabs or, less frequently, they can be set to be
fixed-width.

@ Select the table to be exported. T : . *®
==} = o =50 A TetFle N 1 A (S R - Al
. R FFF I FGEETOL., B
@ On the External Data tab in the i o R TRl A - A WPl
Export group, click Text File. e e - =

The Export - Text File dialog box 3 1l e o |SPCTERS : —
opens T Customens Sebect the destriation for the data you want to export 4§ 3
. 0 Emphoyes Privteges .
0 Employess
. . Specty the destnation fie snd format.
© In the File name field, type the s g o | o _ =
. . Irvveneary Tansacmar A | ¢:|Lisees|Fakhet apkep)Docments|My Data Sources|Customess. b e
path and file name for the file =i e
to be exported. 3o e o
=S sy o
@ You can dlick Browse to locate B onse e T e e
. H TH ey Saties Salect this aption bo viewr th results of tha sxpon opanstion. This aption it avidable orly when you sxoo formatted data.
a file or folder if you prefer. ~ il e
. B pevitepn Salect this nption tn expart onky the seisctnd records. This eption is onky svalabls whan you export Fomatted data and have records
@ Click OK. = .
T Purdhase Order Deta
OO purdhase drder Srm
1 Purdiase Giden
T sabes Reposts
= shppen
s T
2 snep e ] [ comet
I supphien
The Export Text Wizard opens. gt E
@ Click the Delimited radio button et v e e? s
(© changes to @). —— —

Note: It is unusual fo do a Fixed Width export;
most database programs can import delimited data.

O Click Next.

+"ACHE Corporacion”,"Bedeca®, "Anna","", "Cwner®, "{123) S55-0100", "","", " (123) 555-0101" ij
+"Banfield Design", "Gratacos Solsona™, ®Anconio, ™™, "Cumer®, "(123) SS5-0100%, ", @0, (]

#"Charleaton Nanufacturing”,”Axen®, "Thomaa™, =", "Purchasing Repressncative”, ”(123) 555
, "Danube Engineering”,"Lee”,"Chriscina™,”", "Purchasing Manager”,”(123)555-01007,"",™
« "Eccheson Landacaping”, "0’ Donnell"™, "Harcin®,"", "Owner™, " 123} 555-0100", ", "7, " [123]

. irfield +"F + "FEanciaco™, "7, "Purchasing Nanager", " (123) 55
s "Gaither Catecing™, "Xie", "Ming-Yang”, ™", "Ownec™, " (123) " T M (122)
"Haceis and Sona®, "Andersen”, "Elizabeeh”, "%, "Purchasing Mepresentative™,” (123) 555-0
 "Tvanhoe Productiona®, "Noctensen”, "Sven”, ™", "7 Managec™, ™ [123) ",
0, "Tackscn Street Cafe™, '+ “Roland”, ™", e, " (123) gt
1,"Fendall Fropectiss®, "Erschne”, "Petec”, "7, "Furchasing Nanagec”, S5§-0100", ",
2, MLauson Title®, L MJohnt, ", nager”, (123 & EhbCa i

3, "Hanson Nansiona®, "Ludick®, "indee®, ==, svel, "(123) .
14[14, "Hester Ftatuacy”, "Orile”, "Carloa”, "%, "Purchasing Repressntativel, (123} 555-0100", 1 «|

O = —




@ Click the delimiter character you

want to use (© changesto @).

@ Click the Include Field Names
on First Row check box
(1] changes to [¥]) if you want
to include the field names on the
first row.

© Click Next.

(O Confirm the path and file name
for the file you want to export.

@ Click Finish.

The Save Export Steps dialog box
opens.

(@ Click Close.

The export is complete.

Working with External Data

= Bxport Tt Wizard 2

\What delmiler separates your felds 1 the appropriate delimiter and vee how your text is affected in the preview below.

Choose the delimiter that senaca fedds:
Inb Gemacolon Comma Space Qther:
.:P-udud:hdduumenﬂnm i Text Qualfies: - E}

fls Corporation”, "Bedeca™, "Anna', ", "Owner™, " (123) S555-0100", T, T, M (123) 555-0101", 1
= ield Design”,“CGratacos Solsona”™,"Antonio”, ™", "Owner”,™(123)555-0100%,"","", ™ (123)
f."Charleaton Hanufacturing”,"Axen',"Thomas","", "Purchasing Repressntative™,™(123)555-01]
fl, "Danube Enginesring™,Lee”,"Christina®™,"", "Purchasing Hanager®,'(123)555-01007, ", "o, m
5, "Etcheson Landscaping","0'Donnell', "Harein®,"", "Ounee™, " (123) 555-0100", ", ™", " (123) 555
5, "Fairfield Restauranta”, "Pérez-Olasta”, "Fr e p ny +™{123) 555-0)
1. "Caither Caeering","Xie","Hing-Yang", "™, "Ouner"”, ™[123)555-0100","", "~ "™ (123)555-0101",
B."Harris and Sons","Andersen”,"Elizabeth™,"","Purchasing Representative™,"(123)555-0100|
B, "Tvanhoe Productiona®, "Martensen”, "Sven”, ™", "Purchasing Managec®, " (123)5
D, "Tackson Street Cafe”, "Hacker™, "Raland”,"", "Purchasing Manager™,” (123

qﬁcmuw, "Last Name","First Name","E-mail Address”,"Job Title","Business Phone”, "Hﬂ

h1,"Kendall Properties®, "Hrachne™, "Pater™, ™™, "Purchasing Manager™, " {1
2, "Laxson Title”, "Edwards”, "John”, ™", "Purchasing Manager”, ™ (121) 555
13, "Manson Mansiona®, "Ludick®, “kndea®, "M, *Purchasing Representaciva®, §123) 555-0100%, ##, | <]
ol 0
Adyarced... | [ conesl | [ cpex | [ weax | [ een |
= Bxport Test Wizard o]

That's all the mformation the wizard needs 10 Export your data,

Export to Fle: !I:)
C:\Users Faithel aptopDocuments My Data Sources\Customers.ixt

D)

When should I use the Export data with
formatting and layout feature?

Use this feature when you want to include helper
characters in certain types of data, such as
parentheses and dashes in phone numbers or
dashes in a nine-digit ZIP code. If you choose this
option, the rest of the steps in the process are
different (just follow the prompts), and the result

is a fixed-width file rather than a delimited one.

How can I change field names as 1 export?
After step 5, click Advanced to open the Export
Specification dialog box. From here, you can
change field names, change the delimiter character,
and more. To change one of the field names,
double-click it in the Field Information area and
then type a new name.

=



Save Import or Export

Specifications

The last step of every import or export process is a
dialog box in which you can optionally click a check
box to save the import or export steps.

In these steps, you will look at what happens when you click that check

box and where the settings are stored.

@ On the Save Export (or Import) Steps
screen of an export or import operation,
click the Save export steps (or Save
import steps) check box ([Z] changes
to (V).

Additional text boxes appear in the
dialog box.

@ Click here to type a name for the saved
settings.

© You can click here to type a description.

@ You can click the Create Outlook
Task check box ([ changes to [¥]) to
create an Outlook task to remind you
of this activity.

@ Click Save Export (or Save Import).
The operation is saved.

If you chose to create an Outlook task,
the task opens in Outlook.

| 0]

Export - Text File ER
Save Export Steps 6 i
Finiched exporting table 'Customers” to fils 'C. { i > Customers. tt',
[0 ol whRE o Saws thase soport steps? This wil sliow you to repeast the o withy ing th

Sy saport steps

| Qose
Export-Text File vE=
Save Export Steps ( e
Finihed exporting table 'Customers” to fils 'CiUsers!f i 5 Customers. tt',
[0 yold whRE o Saws thase seport steps? This wil slow repeast tha of withy g the

V1 Saye enport steps

Save as: &mtwms‘J
[Resoption: | plain bect vercion of mmubh‘—e

a.gﬁm Task.

Hifyou reguiarky repeat this saved operation; you can creats an Cutlook tash that reminds you when & is time to repoat this operation.
Run Expart batton that nuns the axport operation in dccess.

[7] Creste Qutiosk Task

Hirit: To creake a recurring bask, open the tash in Outlook and dhck the Recurrence button on the Task tab.

| SoveBat | | Coel




Using Saved Import or

EXPOI‘t Specifications Working with External Data

After you have saved an import or export specification,
you can easily recall it.

Saved settings perform an import or export by using the same source and the
same destination, with all the same settings, file formats, and other

specifications.

0 On the EXtemal Data tab cllck n Home  Creae Eomad fan | [oatabaze Tools s @
' "‘j ".ﬁ% a; B e Tl p2us] = ’j.‘h ™ oy B =
Saved Exports. Eoet it s g:f e DU et tor Tt 2 et SO s smage
Ueports  Hanager Datsbase MR | Eaporms Fie  file  oriFs T tore - E-mad Raplie
@ For an import, you would click e
Saved Imports. T )
Savedigart | Saved Expeets
The Manage Data Tasks dialog o ottt st o=y
box opens. ) e et
@ Click the export or import that you
want to use. Ty =
e ClICk R"n‘ b ::m the existieg fla? e
The export or import is run. — R
If the file still exists from a
previous export or import, a
warning appears.
Ta Pl of e et the d than chek. the text *
@ Click Yes to replace the previously ) o] L] o
exported or imported file. =
A message appears, saying that i -
the file has been exported or o st sered ot o maree
Imported' ;‘j_'l e Mu!:l:*ndmu;‘ -
@ Click OK.
_ ey &
@ Click Close. ety s
Note: The saved settings are saved in the Lo
Documents folder for the current user.
adoct yeus vk bo eelt.
[ | [Cromegeioskrss.. | [ peste | g |




CHAPTER

Performing a Ma
with Microsoft Word

One common use for a
database is to store names
and addresses of people to
whom you send written
correspondence. That can
be anything from a family
holiday letter to a business
mass-mailing to thousands
of customers. You can
combine the capabilities

of Access with those of a
word-processing program,
such as Microsoft Word, to
easily produce hundreds
or even thousands of
personalized copies of a
letter with a few simple
mouse clicks.
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Mail Merge

You can begin a mail merge either from Access or from
Word. In this chapter, you will learn how to do it from
Access. Either way, you will work primarily from
Microsoft Word because that is where you set up the
main document. The Access database serves as a

passive supplier of data when the actual merge occurs.

Running the Mail Merge Wizard in Access gives you the opportunity to
create a new Word document to serve as the main document or to use an
existing one. The steps in this chapter assume that you will create a new
Word document as part of the mail merge process.

| Begin 2 Mail Merge |

@ Select the table you want to use as a
data source for the merge.

1, 0y s -

- viord 13erge
Al RO Pl o
File  arurs et

reate Blaa,

ble o [ a3
hieg > Emal Faphes

Saved Linked Tl

i Sared Lol Tew
tparts  hanager Database UM | Erpam File

Note: Make sure that the table contains adequate fields ey i
fo address a postal mailing. At the minimum, it should
include the name, address, city, state, and ZIP code.

@ On the External Data tab in the Export
group, click Word Merge.

The Microsoft Word Mail Merge
Wizard opens.

31 Micyasodt Word bt Bege WWeard 3
‘This weraed ke your data &0 & Mcrieaht wasrd [ g

document, 55 that you can prn form etens or addness
errvdiope. e |
Lo
What g rou maed the wizaed b do?

) Uk o e e eting Mcrosalt Werd document.

F

@ Click the Create a new document
and then link the data to it radio
button (© changes to @).

@ Click OK.

Furchane Onder Desails

Pt Order St
Purchase Orders

Ll Bt
Shippen

Statm

stngs

Tiippibem:

Fefwencn | Atstng | Redew  View s @
=% APl + Woau (|

= 4 I

e s

Microsoft Word opens a new
document and then opens the Mail
Merge task pane.

o o e for Erron
Prasiior Resuk

@ In Microsoft Word, under Select  — S | o 1 i —
document type, click the Letters E a—»
radio button (© changes to @). i i

@ You can dick other data types if s
you prefer. ool

O Click Next: Starting document.

T steniols




Performing a Mail Merge with Microsoft Word Chapter16

@ Make sure that the Use the
Current Document radio button
is selected (© changesto @).

@ Click Next: Select recipients.

© Leave the data source settings as
they are.

Because you started the merge
from Access, the correct Access
table is already selected.

(D Click Next: Write your letter.

The next set of options appear in
the task pane.

\

Mail Merge -

Select starting document

Howy do you want o set up wour
letters?

=@ Lise the current document
() Skart Fror & template

(71 Skark From existing document

Use the current document

Start Fram the document shown
here and use the Mail Merge
wizard to add recipient,
information,

Step Zof 6

B [Mext: Select recipients

@ PFrevious: Select document type

X | | Mail Merge * X

Select recipients
@) lse an existing list

() Select From Cutlook conkacks

~—9

() Type a new list

Use an existing list

Currently, wour recipients are
selected From:

[Customers] in "Morthwind, accdb”

w5 Select a different list, ..

& Edit recipient list, .,

Step 3 of 6
B [Mext: Write wour letker <—®

@ Previous: Starting document

®

A4

Do I need to do anything special
in Access to prepare the table to
be used for mail merge?

If you are going to use the mail
merge results for postal mailings, the
table should include all the fields you
need for that purpose: full name,
address, city, state, and ZIP code.
Otherwise, you won't be able to
construct complete, useable
addresses.

Do | have to use the Mail
Merge Wizard?

No. You can use the commands
on the Mailings tab in Word to
manually set up a mail merge.
This chapter does not cover those
methods, but you can learn about
them by using Help in Word.

=



Create the Main

Document in Word

ingsworth
ham Court

Frederick Bl
5252 Wilind

The main document is the one that contains all the waamsburs
parts of the letter that stay the same for each copy. For y- e prefs K1
example, if you are writing a letter to customers, the '
main document will contain the current date, your
return address, the message to the customers, and your

signature line. sincerely
M. BillingszO:hégEo
;e n' ind
You can create all the text for the main document at once or you can insert s34

fields in the letter. Inserting fields is covered later in this chapter.

| create the Main Document in Word |

NC 12345

@ In Word, type all the parts of the L e e et ST
Ietter except those that Should be B Sycamore Knoll Bed and Braalfast
H i 10747 paain straet
personallzed. : Nablesville, IN 46062
® Leave blanks where you will put || o iy
the fields, such as the address and |
the greeting. -
The letter is now ready for you
to insert merge fields, which you
will learn to do in the following i
sections. ; & e
i Season’s Greatingstrom all of us at Sycamore Knoll! We hope thislettertinds you and yours healthy
and happy.
i We appraciate your patronage, andwould like to offeryou a frea ona-night's stay at Sycamore Knoll Bed
- and Braakfast this year, with purchase of one night at regularprice. Retalnthisletter, and prasentiton
- check-in, taredeem yourtwo-for-one savings.
b Once again, best wishes for a happy holiday and 4 new year.
= o
sinceraly, 3
AT n »




Insert an

Address Block

chapter16

If you have selected a table that contains all the elements
needed to construct a mailing address block (name, address,
city, state, and ZIP code), you can use the Address Block
field code to automatically insert all the fields needed for the
address in a single step. Word is able to determine which

fields to use in most cases. ﬂﬁi/ﬁff/ﬁf///if

If the Address Block field code does not deliver the results you expect, you can
instead insert the individual field codes, which are covered later in this chapter.

Uhime)

Insert an Address Block

o In the main document, put the n Hujle h:l Fage Layuuit _F.efﬂemn .rl.ulm_.:‘ Renew  View - e — X
insertion point where the address |, | B & 5 5 pa BT B e, Y
block should be placed. e[ AL IR S intie St e B B BB e, BRDR | ot
. E M S I‘( ; ! ' : ] 1 ! ] ! 5 : C P, W '@M'ﬂ"‘"‘!' =
@ In the task pane, dick Address j S p——
block. k December 15, 2010 Iyt sty doe
| Toeddri formation to
" ;ﬂ_’ S S
©® Alternately, on the Mailings tab, 3 i Q| -
you can click Address Block. : Season's Grestings from all of s at Syeamore knoll! We hape thistetterfinds you andyours heaithy j }:.:.,:
_ ': e @ p—
The Insert Address Block dialog : e e 0 e e
box opens i e i et s | S e
. 1 Q [Jouh +] ! | can préview snd parsonslae each
- ol IQ&%J—. PR recpnl’s letber,
@® You can choose a different format |- [ s @
.. 4 | Jubaan ), Radali . | Seattle, Wi 75999
for the recipient’s name. . e
@ You can choose to include or omit | '_33:@;‘ iesentsten
E L country) : )
the company name. : T Bl M
: [ Foamat ks i
® You can see how the records (3] ] Lo ]
. A 40l 6
from your database will appear : R
In the Ietter. t‘ 5 B| @ previous: Select recpints
Note: If the sample does not look right, see the
section “Match Fields” for hel e
p' =AddressBlocks 4—.
© Click OK.
Seazon’ g all of us at Sy 11! Wa hopathis| finds you andy health
@ An <<AddressBlock> > field code AR

appears in the document.

Note: Field names in a main document are
surrounded by double arrow brackets.



Insert a

Greeting Line

A greeting line field code inserts a greeting, such as
“Dear,” along with one or more fields. If you want to
greet the letter recipient with multiple fields, such as
Prefix, First Name, and Last Name, using a greeting line
field code is more efficient than inserting the individual
fields one by one.

If the greeting line field code does not deliver the results you expect, you can
instead insert the individual field codes, which are covered later in this chapter.

Insert a Greeting Line

0 In the main document’ put the “ “‘TIE hs:'l .pmlmm —F.dhunn rI.uIm_r;‘ P m,
Insertlon pOInt Where the greeting FnrH.\|!h I;In'hl :r;‘l.':.u E d}: mg%ngm A Greetng 1..“-5.@
line should be placed. e e L L

@ In the task pane, click Greeting —
line.

I i e 1 [ |

[ Alternately, on the Mailings tab, i
you can click Greeting Line. I 10777 Ml Street

Hoblenville, IN 46062
[317) 555-3822

The Insert Greeting Line dialog

= Write your letter

1F you hae ok alrady done sa,
e your fatter now.

19 e recipuent iformation to
yeu ke, chek a kacotion in e
document, andl then chck one of
e e bty

a3 Electronc postisge

I Mere wems

‘When you have firished writng
box opens. e
recipenl’s letber,
@ You can dick here ([]) to choose | “*:'""‘:" e

a different prefix type for the i b
greetlng' Season's Greetings fromall of us at Sycamore Enoll! We hope thisletter linds you and your s healthy

. and happy.

. You can CIICk here (E) to Choose W app yourp d to offeryouafras ona-night's stay at Sycamora Kncll ed

hOW the name Wl" appear (for ::f:?f:ﬁ;r::':‘e:.:m::h:: ‘g:;r;?lwn regular price. Retainthisletter, and presentiton
example, whether a prefix will T T < supaots
be used and whether the first . ° b
name, last name, or both will ‘ [
be included). —— 1 ==

. or [] AT . [sa—®

@ You can dick here ([=]) to choose gt v i L_'B
- - Dewr S or -
what punctuation will follow the i
. Heve & & presiew from L4
greeting. Y
- Cwar Anesy Bedecs,
@ Click here (=) to choose a J_.m. ~—8
greeting to use if the record lacks | & prn i senm o o oghe e mich o
the fields needed to construct a "l"‘"‘: )
Q_,._ —

regular greeting.

@ You can preview the greeting
line here.

@ Click OK.

| =



If Word is not able to correctly match up the fields from
the database table to the right spots in the address block
when you are inserting a greeting line, you can manually
match up the fields yourself.

|| Match Fields |

Performing a Mail Merge with Microsoft Word
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database table i_

First Name

Last Name

@ In the Insert address Block or
Insert Greeting Line dialog box,
click the Match Fields button.

The Match Fields dialog box
opens.

Alternately, if neither of those

dialog boxes is open, you can click

Match Fields on the Mailings tab.

@ Click here ([=]) to open the
drop-down menu for a field
placeholder and then select the
corresponding field in the data
source.

@ Repeat step 2 for each field.
@ Click OK.

The fields are now matched as
you have indicated.

n Hume  Tmet  Pagelowt  Refamun | Mailings | Rensw  View a @
0 % Y =y 1= 5 Ruer < 41 bW
i IF= ?1 | 4 =)
| | =l ’? & j j i T Ll Fnﬁ.h‘—b H i
Emvelopes labebs | Staridail  Selece Edit ) t Address Geeenng e Merge P o Finesh &
Mérge~ Feopients~ Reaplentlut Hlergelieln Dlod  Lne Miar G Undstelabel | g S Auto Ciek for BT | derge~
feste St 140l Meme Wiite & Injert lishds Freview Beuits Finesh
Moo g : r Ry
M R R B O R R WA SRR A AR Sy %
I ’ i
I Wirite your letter
| 1F yous have nck akmady done 50,
1 December 15, 2010 Vo o fetten v,
|-l Tosdd recoent informabon to
I i b, chck a bocation in the
o , and then cick one of
R vt R Bloch TS| | Uik,
| Speciy ackkess elements Presvess L) s ok,
(] treseet ecipient’s name i this Format: Heve is & prevvien From your recicterd, kst 1 sestrgine.
|'= | 2ok 1 PH L} Llectrone posteoe
i Joeh Randal . o
|| Yoo ), Rl . ——— Mot s
| s ety ACHE Corporatin Whani you have fiished writng
|_. )‘Iu:l'- el ¥ 3 = 123 It Srent | o It chck Nt Then yini
B e Seattie 9999 cn preview wich
"1 (] Treert gonmpany name: recpienk’s jether,
. 1] reseet postl gekess:
-} ) tever i
K i the addres: p
+ inchrds the i cliferert thani
ol & orky oty B tnrres in your address block ane missing e out of order, use.
U States [=] - i
F " mading kst
e Bl Fermak Finke...
[t
]
| 7| SEpdols
I-i ol ® Nesti Freview you letters
it | @ pPravious: Select reopenks
4 ] L]

L

Lo select e
Fiedd For each acdceess Fleld componant
#equired for Address tock
Frst Name Frst Name
Last Name Last Name o] | 2
Sulfix (et matched) o]
Compatry Comspany =113
s | e -l
s 2 (not matched) (]
cty Oy =
st (not matched) [
Postal Code Ii¥fFostal Code ||
Counitry or Region CourtryfRegion [<]
Unmgue [dertfier ] el =
et i ;

Merge expects (kstod on the left)
wwwhmﬁ«mwm
coemputes

ox g——a_




Insert Individual

Fields

In addition to creating an address block, you may also
want to insert other fields from the database table. For
example, after “Dear,” you might want to insert the
person’s first name.

You can also insert individual field codes to create your own version of

the address block instead of using the < <AddressBlock> > code.

database table

{(Address)
{(PostalCode)
(City)
(Prefix)

{Las+ Name)

\ Insert Individual Fields

0 Put the insertion pOint where you [ e ] mf.e Tuet  Papebupust _F.“unﬂ r|...|.u_.-;‘ Renew  View . — —— = @
Want the ﬁeld COde to be placed' Fnrd.‘|!h I;In'hl '.r;!-:.'l.u :2 d}: mg%ngm Addrers ".r;m@ Imﬂm.ngr i i nﬁ-\:.\- -l h:l:;“:‘.’
Merge s Reopients * Redpient List | Merge fiehds  Block Ling Tothd = - ety S Ate Chedh tarbimen  prerge -
@ On the Mailings tab, click Insert = e =
Merge Field. “| i your letse
. . . December 15, 2010 l'..ﬂ',.'!."“..[!".“.'..‘.’.l""""‘““
® You can also click More items in s To it rhomatonts
the task pane. el | i
. - season’s arestings from all of us at Sycamore Knell! We hope thislettarfinds you and yours health
The Insert Merge Field dialog box v ’ < e *
opens. We appreciate your pat ke to olter youat g3 stay at Sycamore Knoll Bed

chadk-n, to redeam your two-for-one savings.

If you click the drop-down arrow |-
(') under the Insert Merge Field
button rather than the actual
button, a menu of available fields
opens; you can click one of the
fields there instead of using the
dialog box.

sincerely,

Faltha Wempen
Buginess Managsr

Onceagain, bestwishestor a happy holiday and a new year

and Brealfastthis yaar, with purchass of one night at ragularprice. Retainthisletter, andpresent lton

recigmn’s lstber,

@ Select the field you want to insert, ~|M=ttesa ——
Bdess Fiekts B Qatabase Fiekds
@ Click Insert. = -
@ Repeat steps 3 and 4 to insert %ﬁ@%
other fields if needed. gy b |
Note: You may want to type some punctuation e
between steps 4 and 5 to separate the fields, such | Fréesacse

|Gammyiiazen =
as a space between the first and last names. o e 4_9

O Click Close.
The field code(s) are inserted.

=




Preview the
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. . . 3/21/2010
Before you print the mail merge, you might want to 123 B‘:ﬁ; “"i‘:‘J‘:‘“es
ace

preview the merge on-screen to save paper in case there Upscale, WV 5432,
are problems that need correcting before printing.

Merge Results

Word enables you to page through the records one at a time, examining each
one to make sure the addresses are valid and the fields are appropriately set
up to display the right information.

Preview the Merge Results

@ In the Mail Merge task pane, click ~ [ssats (1)
- Nl Presviesw yone bl
Next: Preview your letters. R
® The document changes to show B e [ - %
the first copy of the letter as it will | oy itter 4
. One of the marged lattars|
appear when printed. | Dot ater as on'
tolowing:
@ Click here (3=) to display the ) ‘ fia) Meete
. & Il & d Breakf. . Fird 3 reciplnt
next record and then continue i e
until you have checked all the Nobiesvlie IN S1067 lcan oo vk
{317) 555-8822 necpnt len:
records. 2 ek reckient
] Exchudo this recipeent |
@® You can dlick Exclude this = Wl Y
recipient to exclude a record that | pecemberis 2010 il LR
. . . letters to add personal comments,
you did not intend to include. jehnRodman
Yellow Yak Party Planning
?“'mhtlrul‘—.
Chicago, IL 93933
Drear John Rodman,
Seasen’'sGraatingst all of s at 5 Knall! Wwe hapa thislattar finds you and yours healthy ¥ stepSof e
and happy. ; B Neut: Complste the merge
Wa annreriate vaur natennace andwnild ke to offer vona free onesnicht’s dau st Sucamors KnnllRed 7| Frosous: Wiike yoor lefter
B — [EEEET B o e




Filter the

Recipient List

Besides excluding individual records, you can

filter the recipient list more broadly by

examining the entire list in a dialog box and
then deselecting the ones you do not want or
applying a filtering rule that automatically

deselects certain ones.

ilter the Recipient List

Filter the Recipient List to
Exclude Certain Records

@ On the Mailings tab, dlick Edit
Recipient List.

® You can also click Edit recipient
list in the task pane.

The Mail Merge Recipients dialog
box opens.

@) Deselect the check boxes for any
records you do not want to
include ([¥] changes to [C])).

Erselopes |abely

et Fage Lapout Feforeme Lty Renew View
@ &7 d 5
£ L 2 g, = L
Searhail  Setect e Highlight  Addrens Graetng Tvsert LAerge
Wrge s B

hp!
epntlist | Merdefisdde Dock  Line

& @
(Ep Fube: - Q\E‘ H 42 P M hy
Ly Ficlds | £ Firsd Recijsient |
[Preview Fanish &
Bemiits| S Mts Lheck TrLimen | piarge -
| Ml Merge - x

ualll.mliedplum (VIER
Mg i th d to or change your ket Use the
dmw-ﬂwrmmmhwnlm"mm mmmu s rmacy, k. O,
Dl Source [ | LastMame w | Fiit Hame. | Company - | Addiess -
toritmnacods IS Beiecs | e | ACME Comporation | 123 1 Stiesltd
Harthwind accdh Gratacos Soliona  Aitores Banfield Design 123 Ind e |
Harthwind accdh I7 Aent Thiimas Charlestan Marnifactui. L3 3 Siee |
Hothwind.acedh ¥ Lee Chiisting Danubie Engineerng 03 deh e |
Hotthwindacedh [ 0 Dannell Mattin Etclieson Landscapung L3 5th e |
Horthwind scedb  [¥ Parez-Olasts Franclica Falrfield Restaurants 12 fith Seres
Haithwindacedh [ e Ming-Yang Gasthes Caterang L3 th ke |
D2l | Hothwindacedh [ Andersen Elizalseth Haris and Sans uJau.tnm_t:
anf' Lt = |
Dika Source Flefire recipiect kst
AC| | Northuind.acodh § ) o
¥ rie
12 -
BaE
3t L= ]
el = 3
e Lo |
an i
We app your pat; lkato offeryouafres om—nlgh 5 stay at Sycamore Knoll Bed
X S Brast Fuik e Al s sl AnA B chl Itan
Wil Merge Redipients ER
This i the kst of menge. Lis th ad change your kst Use the
chechores bo ackl o reseve iecipien: When your st & read, chh K.
Do Souce |'[u.mm ~[Tiihame | Conowy < [Aaasii
Hantlmmd.acedls Bedecs A ALME Caparation L1 Lot e
Horthwind scedb l' Gratacos Solions  Aitared Baifield Design 123 Ind Stre
Herthwmdaceds [~ Amn Thmas Charleston Marmitactur,. LE3 Jod Stree
Hotlmdaceds [ 0Donnel Mattir Etcleson Lamdscaping LIS 5th Stree
Hartlwindaceds  [¥ Pérez-Olastn Fanciica Fairfield Restasirants 123 dith Sivee
Hotlndacedh 4 Xie Wing-Yang Gather Catsriteg I3 Tth Sree
Horthwmd accds — [F Andersen Flizalieth Harris and Sans 123 3eh Sivee _
[
[TeT———
[

= preview your letters
ne of the merged letters s
smerviewed here, Ta priview
arvithor letror, cick one of the

e | Redpienil (o2

2] Fand a rociaet

Bk, Then you can prnk te
g lebters or gk Pekvidusl
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Filter the Recipient List Based on
Criteria

@ In the Mail Merge Recipients dialog
box, click Filter.

The Filter and Sort dialog box opens.
@ Click the Filter Records tab.

@ Click here ([=]) to choose the field by
which you want to filter.

@ Click here ([=]) to choose the
comparison operator.

@ Click here to type the value to which
you want to compare.

@ You can choose additional criteria on
subsequent lines.

@ Click here ([]) to choose And to

O Click OK.

recipients.

Refine recipient st

4] sort..

P Ea<]
Compare bo:
& MAJ<—6
E | e
—7—
' Mail Merge Recipicnts roiea

This is the hist of recipeents that wall be used in your merge, mmmmtommumwh Use the
checkboxes bo add or remave reciplents from the merge. When your lict is ready, dick

)

require all criteria to be met in order
for d record tO be indUded or Choose Marthwind.acedb ¥ Autier Micom nne Rushwille Development... 456 L3th Street
Or to allow records to be included that
meet any of the criteria.
® The recipient list changes to show only ) = g
records that match your criteria. Data Source Refing rodpleet
i . i Morthwand, accdb 3] sort...
@ Click OK to accept the filtered list of [V Far.. |
et Find dupbcates...
- r_’; Find recipisnt. .
2 valdate addresses. ..
How do I clear a filter? [Filter and Sort Can | filter based on Compary =
® To clear the filter, click Filter Bher Rpcords whether a particular field

again in the Mail Merge
Recipients dialog box (which
reopens the Filter and Sort
dialog box) and then click
Clear All.

is blank or nonblank? %} Sort Ascending

Yes. In the Mail Merge
Recipients dialog box, click
the heading above the
column by which you want to
filter and then choose
(Blanks) or (Nonblanks)
from the menu that appears.

il Sart Descending
Al
(Blanks)
{Monblanks)
{Advanced..)

=




Sort the

Recipient List

o sun |

You might want the mail merge results to print in

a certain order. For example, you might want them
to be sorted by ZIP code, as is required for some
mass-mailing services, or you might want them sorted
by the recipient’s last name to make it easier to file

copies of the letters.

\ Sort the Recipient List

o On the Mailings tab, click Edit Se Choaluvit:  Refwacer L Makge, | Chef W it A ]
P - By =t = L liles = & MW 4 H - .
Recipient List. iy @ BB B e (Naesn "R A
. You can aISO Click Edit re(ipient Start Mail Merge Wiile 3 Insert Fielcls Preview Fesults . Finlsh | Aciohat
list in the task pane. e e e e e e e . e i
= preview your letters
The Mail Merge Recipients dialog Ei>] il oy
box opens. i o e, s th st o changeyou bt Ui the P o
= 2 — S ) 2 Rt P
9 Click the headlng of the field | Elizabeth | st and Som [ 12381 et | ‘ AR P
b h h ~ Cathenne Rushville Development . 455 18th Street | oo el
y whic you want to sort. & Thamas Charleston Manufactur_ 123 Tod Street '“:"?“"lﬁw"'"
L . orthwing. acedls g Bagel Jean Philippe Cueritin Dairy 456 L7t Streer .__»_f £t recoisci ok
Homhwindacedls [ Bedees Anna ACME Carporation 123 Lt Street
The ||Is]t is sorted by the field e P iy oz H | i)
OuU chose. Horhwind.acedh [ Eagerer Alevand, Singleron Maid Serv T4 Lith Stres
y Morthwnd acedb [ Entin M:':elu Wermnpen (umdungm T8 23th Street mﬁmﬁ
i T i R L R mecged Iattecs or et inenvcdusl
If you wa_lnt tosortin reverse ——— g : e
order, click the column heading orthend,accd -] bt
- ey,
again. 5
R bnd dupleates..
- | 4 Endrocgont
= === B vohiute adcmeses...
B
: Step Sof b
@] * Next: Complte the morgs
b = Previous: Write your stter
.__.
@ You can also dlick here (=) to il LT Ll - ®
open a menu and then dlick Sort & 1} e L
Ascending or Sort Descending. |, I
Icd (Blanks)
:E thlonblanks)
w der
E o thdvanced.) JEON




Merge to a New

Document

Instead of merging directly to a printer, you might prefer to
merge to a new Word document and then print the letters
later. For example, you may not have the printer available
that you want to use or you may want someone else to
approve them before printing.

Merge to a New Document

chapter16

@ On the Mailings tab, click Finish Bruse

| W 42 L NE
ﬁﬂ éﬂ Finel Recipient ¢J<J

ds
Matel Fislds |
& Merge. Highlight  Address Greeting Insert Merge ‘:‘ Preview 5 |Finish &
Metye Fields  Blowk Line Fiehd + g pelate Labe IReauits | o Auto Ched for Errors  perye -
e Click Edit Individual Write & Insert Fralds Proview Results [0y EditIndividual Documents.
Documents. S -

The Merge to New Document
dialog box opens.

Merge toNew Document | 7 [os]

Merge records
© Click OK. e
() Currgnk record
The letters appear in a new Word ) Crom: To:

document. You can save it, print
it, or discard it by closing it
without saving your changes.
You can also make changes to
individual letters before printing.

"7 UE 5 Pont DAcuments, |

nail Messaaes



Merge Directly

to a Printer

If you are confident in the results of your merge after
having previewed it, you might want to merge directly
to your printer. This is a good shortcut, especially for a
previously created merge that you are simply reprinting.

Windows uses whatever printer you set as the default unless you specify a
different printer.

Merge Directly to a Printer

@ On the Mailings tab, click Finish o @ ‘Merge to Printer
& Merge. el
M - Print records
@ Click Print Documents. = _
The Merge to Printer dialog box L | [Finish & (71 Current record
frrors. | |Merge = :
opens. z TR ; 1 From: To:
. a1 EditIndividual Documents..,
© Click OK. : [2)
4 Print Documents.. [ ok ] [ Cancel |
;T'?_‘d Send E-mail Messages...
The Print dialog box opens. “Print [E )
@ Change any print settings if ey

needed. Marme: E:!j HP Phatosmart C4700 series El
- Skatus: Idle : :
® You can change printers here. .y

Type: HF Photosmart: C4700 series
e Click 0K Where:  IP=192.168.2.6,Host=HPE39063 [ Print ko file
Comment; [ Manual duplex

The letters print. Page range Copies

@ al Mumber of copies: |1
Current page Selection

ARAgRSH | Collate
Type page numbers andfor page
ranges separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12
or plsl, pls2, pls3—p8s3

Print what: |Document Zoom
Print: all pages in range EI Pages per shest! |1 page E[
Scale to paper size: | Mo Scaling E[

\

ok || concel |




Save the Merge
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for Later Use

Saving the main document (that is, the merge document
you have created in this chapter) is different from saving
the results of a merge. When you save the main document,
you can rerun the merge later. This might be useful if the
records are likely to change. For example, you could have a
mail merge for your Christmas letter and then rerun it
every year based on your database of friends.

Save the Merge for Later Use
o CIICk File @ Insert Page Layout Referances Mailings Raview View

Click Save. i save )
o il Information about Documentl
You can also click the Save o
H . . Permi
button |; on the QUICk Access [ Close 5‘? A::::!T:::t:en. copy, and change any part of this dacument.
Toolbar or press (511 + (). Protect
Recent
= Prepare for Shanng
hiew A If._l' Befare sharing this file, be awars that it contains:
Print Chick Tor Docuiment prapeities and avthor's name
Lsues -
Shara
Help ! Versions
L.g You can open or delete a varsion file. Most autosaved versions are deleted when
21 Gptions vou closs this file,
ﬁ s vt‘;::':, 11 There are no previous versions of this file.
The Save As dialog box n
opens' “:-\ . 'lﬂ + librri_!s + Documents » - | by ” Secreh Documents Pl
R
® You can change the save Organize v Newffolder Ev @
location here. : j ::‘""‘““ 9 P?Cnu":?mts library e S
ncludes: 4 locations
1 b ] Pictu -
. YOU can Change the flle ;,h i Mame Date modified Type i
name here e E
: " ¥ 2 My Documents {1/}
. © w4 Homegroup 18 CiiUsers FaitheLaptol
@ Click Save. | [t
- L Camrasia Studia LAV 403 P File folde
TP 4P Computter | Electronic Arts 1026/ 200 230 PM  Tile folde
The file is saved. » By Local Disk {C B dnveices L2/1/2008 LSLPM  File Folde
% E RECOVERY (03 &1 My Data Sources 12/412008 430 P File folde ™
b DV RW Dirve (E: ™ % | m | 3
File name: MnilMuq:‘_. -
Save as type: IWurd Document (*.docx) .
Authors: Faithe Taps Add atag
7] Save Thumbnail
* Hide Folders Tooks = Save ] | Cancel I

[0 |



CHAPTER
-

\

Maintaining
a Database

Access provides several tools
for performing maintenance
and administrative functions
on a database. You can
switch between file formats
and back up, repair, and
compact a database. You can
also create an easy-to-use
Switchboard system that
makes your database more
accessible to beginners.




Set a Trusted Location........ccceeeeeeeceeeemeessnneas
Save in a Previous Version Format.............

Convert to the Access 2007/2010
[ 20T 11 1 1 |

Back Up a Database.........ccccouoememrmrersmsmscscannns
Document a Database...........cccocounrrrrrnnnnnnss
Compact and Repair a Database..................
Password-Protect a Database.......................
Create a Switchboard..........cccoerererererrrnrnnes
Set Switchboard Startup Options................



Set a Trusted

Location

When you open a file from an untrusted location,
security warnings appear. One way to avoid this
problem is to save your Access database files in a
trusted location. By default, your Documents (or
My Documents) folder is trusted; you can also set
up other trusted locations.

Set a Trusted Location /

o Click File. Home  Creste  Edenal®ats  DalshiseThah
) . R Information about Narthwind
e Cllck OPtIons' ) RS €4 FatheLbptops Dinciirvmts My Duth Seset ) Hortinasnd sty
= Compact B Repsir
Cf Cloe Dutabase ke Helppren 1l P oy sy gt
E:‘::“""’:;t Raae Daoe
(8] Erentsacedt
W Facultraced 0 Encrypt wrth Passwerd
:_f' I;l:ﬂ:r:lﬂto:l:nltll‘lm Booens 10 your databae FII(: thiat e the
Fecent
New
Save &t Publeh
Helir
[ :ﬂnw .
(=]
e
The Access Options dialog o )
box opens. oy @ 140k beso vour documats 9140 your conpune saee 4nd sty
- ks st Fratecting oul HIvacy
@ Click Trust Center. - v
@ Click Trust Center Settings.
The Trust Center dialog
box opens.
:::'Ilz\:‘!;c:::f.tmm . > it Conts Gammng |
m] = ’W‘




@ Click Trusted Locations.
O Click Add new location.

The Microsoft Office Trusted Location
dialog box opens.

@ Type the path you want to set to be
trusted.

@ You can also click Browse to locate
the path.

@® You can click the Subfolders of this
location are also trusted check box
(=] changes to [¥]) to also trust
subfolders of this location.

© dlick oK.

The location is added to the Trusted
Locations list.

The Microsoft Office Trusted Location
dialog box closes, and you are returned
to the Trust Center dialog box.

© Click oK.

The Trust Center dialog box closes, and
you are returned to the Access Options
dialog box.

(@ Click OK.

The Access Options dialog box closes.

Maintaining a Database Chapterl7

tor oy " 04 e 348 8 Re2AN, WSk s

AN
that thee new kcatinn i3 seviire.
Detmption Dats Modmes -

Microsalt Office Offecel $ ACONTE.  Acces default location: Wizard Datahisies

| Mscrosott Office Trumted Location TEs
b "

‘Warrang: Th & a d
charage o ackd a ocation, maks surm tht the e locs
Puth:

TPt sptogiDocuments

.—’ Suthohders of thvs ot are o truited.

Dezarehen:

Diate o Tire Crested: 1252000 501 4M

Pty £ Program Files Microsof Offver el 4 ACTWE
Devanption:  Aocess defalt loaimon: Wizsnd Databais

[

e
Suls Felders Etiallawed
+ddd new tocatien.. | | | wteaty..
et

Al Th o0 iy
Dable a8 Thasted Lo<ations

\Q Help keep your documems safe and your computer seoare and healiy

e —p——

about hew Microsoft oo helps

Secity & mote

pitvacy and

Thorst Cevrr Micrasadt Access Trust Centet

Ty Thst Contar cotaing 4e<ulity and privadr e, Tese omigs el Lesp your
........... Pt i nat dange 1

| Tt Conter semings..

] Comm |

@

What is the Allow Trusted
Locations on my network check
box for?

@ This option enables you to set up
trusted locations that point to shared
folders on your local area network.
The reason it is marked “(not
recommended)” is that you probably
do not have control over what others
put in those folders.

What is the Disable all Trusted Locations check box for?

@ This option temporarily turns off all location-based trusting. It is
quicker and easier than removing each trusted location from the
list and then adding them to the list again later.

El Allow Trusted Locations an my network (not recommended)

.--)D Disable all Trusted locations




Save in a Previous

Version Format

The file format used in Access 2007 and 2010 is not
backward-compatible with earlier versions of Access.
Therefore, if you need to share a data file with
someone who uses an earlier version, you must save it

in that earlier format.

If you will be sharing the file on an ongoing basis with others who use
Access 2003 and earlier, you must continue using it in that format.

\ Save in a Previous Version Format

@ Click File.
@ Click Save & Publish.
© Click Save Database As.

@ Click the older format you want
to use.

Note: Certain database features make it
impossible to save the file in an earlier version,
such as multivalved fields. If you have any such
features in your database, an error will appear
letting you know. At that point, you can edit the
database to remove those features or you can
decide not to save the older format.

@ Click Save As.

The Save As dialog box opens.

O If needed, choose a different
save location.

0 Type a file name here.
@ Click save.

The file is saved in the older
format to the location that you
specified.
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Convert to the Access 17
2007 / 2010 Format Maintaining a Database \{:ETS{SY

If you have databases created in previous versions of Access, you
can choose to update them to the Access 2007 /2010 format.
(Access 2007 and 2010 use the same format.) Doing so offers
several advantages, including the ability to use multivalued fields
and other features.

\ Convert to the Access 2007/2010 Format

0 Cllck File Ewnafuty  Datstine Toak [
File Types Save Database As
@ Click Save & Publish. TR 3 RO
@ Click Save Database As. ! —
@ Click Access Database. - g—
@ Click Save As.
/
The Save As dialog box opens. @awn =)
g p G\;, T3 » Uibranes + Documems » A - I
@ Change the save location o - ®
|f needed (&) Micrsettecen | Documents library s
W Fwoimte It [Jre— o Date modiied Tipt =
@ Type a different file name s [
if needed. O B p—
Electeame &ty (L5
@ Click Save. e s s
& Musie 1 My S Crnatiom .g..-.. il
Firyme  [TETENIETS J
Save a5 types | Microsat Access 2007 Database [*.scod) "1
= Hide Folders Tooh = [ S | [ e |
A confirmation box appears. Wl e =
ached il Format. b
. 0 whared with users of Accews 2003 or earlicr versions,
© Click oK. B ——
- o | [ ]

The database file remains open but
is now in the latest Access format. ‘m



Back Up

a Database

You will probably want to back up your database files
periodically to ensure that your data is safe in the event of a

system crash or file-corruption problem.

Backing up a database is similar to saving a copy of it; the main difference is

that by default, the current date is appended to the file name.

Back Up a Database /

@ Click File.

@ Click Save & Publish.
@ Click Save Database As.
@ Click Back Up Database.

The Save As dialog box opens.

@ Change the save location
if needed.

@ Change the file name if needed.

@ Click Save.

The backup is saved.
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Document
a Database Maintaining a Database Chapter17

Often, a database designer is asked to create notes that

explain to other designers the structure of his or her

database. Access can automatically generate this documentation
and put it in a report.

[ pocument a patabase |

@ On the Database Tools tab, click e
Database Documenter.
The Documenter dialog box
opens.
@ On each tab, click the check box —
next to each object you want to L [3)
include in the documentation. e
Note: You can include relationships and }
properties from the Current Database fab. i |
. 2
© Click OK.
@ The report appears in Print | r— |
Preview. From here, you can
save it and print it.
Tabie: Backus af Prodhuchs oo i n:\.:d: <——.
m;emu- 0 ‘AwmateBack Themeloierin 1
: i e o
;' Dibecdretre. 10 D a3 B
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it mar Limtgdad: 1AT008 Xna0:40 AM
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r— R renced oo
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SiaCokametadden: Faine faratshertiione T e Scgyiers
Theefantindo: 1 Totdion:
Leiadie Troe WaFePnPoeng Fase
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Compact and

Repair a Database //

Compacting a database reduces the file size by
eliminating wasted blank space. Repairing a
database checks it for storage errors and corrects
any that it finds. You can optionally set up the
database to compact itself automatically each time
you close it.

Compacting and repairing are actually two separate functions, but they are
performed by using the same command.

\ Compact and Repair a Database

Compact and Repail’ Hame:  Cokbe  EvtealDutn  Dwhnlsese Touls _e
i i .I Information about Northwind
0 CIICk Flle -\ Users'Faithelaptop Doctiments: My Data Sources' Morthwand acedl
ve Database A3
@ Click Compact & Repair R
Database - ‘-lmt'ﬂma_> I:ﬁ_, el eyt and <anect databa il roblems by s Cnnpac
e oo and Reyanie
. e Datalhase
The file is compacted and :j“-'wmwb
. e ] Events.acedls
repaired. No additional prompts PR Encrypt with Praswond
F* Wge 3 rasswond B restrict 32cess 18 your database. Files that use the
appear. ey 1Mot Access e ot o Lt s sy
Password
Racent *
Mew
Pring
Save & Publish
Help
S Addns -
2l opwem
Qe
—




Automatically Compact on Close
@ Click File.
@ Click Options.

The Access Options dialog box
opens.

© Click Current Database.

@ Click the Compact on Close
check box (|| changes to [¥]).

@ Click OK.

The database will now
automatically compact
whenever you close it.
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What does compacting do?

Compacting a database
removes any blank space
that it contains so that it
takes up less space on
disk. When you delete
records, for example, the
space that they occupied
in the database remains as
blank space until you
compact the database.

What does repairing do?
Repairing fixes any logical
or linkage problems in the
database — anything that
may cause the database to
not open properly or any of
its objects not to perform

as expected. Periodic
repairing of a database file
can ensure that small
problems do not escalate into large ones.




Password-Protect

a Database

You can assign a password to a database so that
only authorized users can open it.

Before you can set or change a password for the database,
however, you must open it for exclusive use. This prevents others
from using the database at the same time you are trying to put a
password on it.

Password-Protect a Database /

Open a Database for Wome  Creste  EdemslDats  Database Tooks ]

Exclusive Use , Information about Northwind
o I' k I € ey Fasthel aptop Dacuanvents My Data Sources’ Northwand accdl
Click File. gl 3 )
o one " Share your darabase in a Web browser
H i ClaveDutabiae s ol can blish your &< cess ay oA 10 3 senver. 1o that .
@ Click Close Database. . — B [k micemuname | T—
@ nomwint.acedn “I"::‘i-;h.::" P e andl it dMpbase peopemes
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l';l::":l:;’:h 20T Bhicraoft Aczayy file Pormat of Iater e encrypred
The Open dialog box opens. Elopen =
. . OD 14 » Libsanies # Documents b el " B
@ Click the file that you want PE——— =-. 0.0
to Open. (] Mscrosomacons | Documents library T
Includes: 4 locatian
3 i Favantes o .
@ Click here ([=]) to choose ooty | batisses
. B Dawnlasds § Outosk Files
Open Exclusive. bon i Pawatbon
T Racent Places Ty
L Eetienert
The database opens for 4 i b Soed
- = Documents L Wasatioen
exclusive use. o e ) Crprtic
E Tk [} PP —
Videos
File mame: ¢ seedh
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Open Enchisive Read-Onby
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Password-Protect the Database

@ Click File.
@) Click Encrypt with Password.

The Set Database Password
dialog box opens.

@ Type the password you want
to use.

@ Click here to type the same
password again.

1] Faculty.acedty
“ i3
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Hume Creste Externad Data Database Tuohs
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@ Click OK.
@ It a warning appears, click OK.

The file is now

password-protected.

The next time you open the file,
you are prompted for a password.

@

How does
password
protection
actually
work?

The password
actually encrypts the entire
database, so it cannot be
browsed from outside of
Access. This is good because
then nobody can bypass the
Access password protection to
hack into the file with an
editing utility.

How do I unset (remove) a password?
@ Open the database for exclusive use

@ Click File.

© Click Decrypt Database.
@ Type the password.

@ dlick oK.

You cannot unset the
password if you do not
know it.

(7=

‘Unset Database Password

Password:

Q—* oK ] | Cancel

[ons ]



Create a

Switchboard

A database with many objects can be intimidating for an end
user to navigate. Many of the people who may use and benefit
from your database may not have the same level of computer
expertise as you and may find it easier to work with a simpler
interface. You can create your own navigation forms one by one

by creating and linking forms together, but there is an easier
way: the Switchboard feature. A switchboard automatically
creates and links the forms to provide an easy-to-navigate user interface.

The Switchboard Manager utility is not available on any of the default Ribbon tabs, so you must add it to the Quick Access
Toolbar before you can use it.

\ Create a Switchboard

Add the Switchboard Manager [ e T T o
to the Quick Access Toolbar ' ;
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o @ B

o8

Start a New Switchboard

@ (Click the Switchboard Manager
([&) button on the Quick Access
Toolbar. .

A message appears that the e
Switchboard Manager was unable

L s e, Wod
to find a valid switchboard and M| L)

asks if you want to create one.

@) Click Yes. e
@ The Switchboard Manager opens | e ——C—
with a default switchboard page o
created. (e
[ oo |
You can now create additional [ttt |

switchboard pages and add items
to each page.

)

Can | format the switchboard?
Yes. The switchboard is a form and can be formatted like other forms.

@ After closing the Switchboard Manager, you can open the Switchboard form in Design view and change the
fonts, background, and other attributes. However, you should avoid making layout changes to the form or
deleting the placeholders on it.

@ The Switchboard form pulls its data from [ switchboara

a table called Switchboard Items, and if T R R T N I S O I B
you delete the ltemText placeholder on ARG
the form, it loses its connection to the -0

data it needs. # Detail

# Torm Tooter

@ You can open the Switchboard [ suitchboaa | 1 switchboarg tems
I i | Swilchboard = IlemNumbe ~ IlemTexlt » | Command -~ | Argumenl - | Click lvAdd -

Items table in Datasheet view, 8
the same as other tables. |1 0 Main Switchboard Default

0 .—>1 1 Go to Forms Page 1.2
Examlnlng tha.t table can 3 = S fsge =
provide a behind-the-scenes 2 0 Forms Page 0
view of how the switchboard 3 U Keports Page u
works. .




Create a Switchboard

(continued)

The basic switchboard consists of a single page.
You may want to create additional pages and

link them to the main page rather than placing

all your commands on that single main page. For
example, on the main page, you might have links
for Forms and Reports and then you might create
two separate pages: Forms Page and Reports Page.
On each of those pages, you would then create
links that open various forms and reports,
respectively.

\ Create a Switchboard (continued)

Add a Switchboard Page

Switchboard Manager

@ From the Switchboard Manager, Switchboard Pages:
click New. Main Switchboard {Default)

The Create New dialog box opens.

@ Type the name for the new page. [ cyeate tew

9 Click OK. Switchboard Page Name:

Leave the Switchboard Manager ez

open for further customization in

the following section.
Add Commands to Switchboard Manage
a Switchboard Page

Switchboard Pages:

0 Fr_om the Switchboard Manag_er' Main Switchboard (Default)

click the page you want to edit. Forms Page

. ) Reports Page

9 Click Edit. Edit Switchboard Page

The Edit Switchboard Page Switchboard Name:

= Clos

dialog box opens. Main Switchboard

© Click New. e New...
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l:i ggle’![nSSWItChboal'd ttem dialog Edit Switchboard tem
. Text: Go to Forms Page<—9
@ Type the text that should appear
for that item on the form. Commiand:
@ Click here ([=]) to choose an Switchboard: Open Form in Add Mode
action for the item. Open Form in Edit Mode
Open Report
In this example, a button is being Design Application
created that will open up a EwkAopheation
. . Rurn Macro
different page of the switchboard. Run Code
@ Click here ([=]) to choose the item Bt S ssid Pada
that the command will affect. - ’ : 5 -
Note: The name of this command changes o i =0se
depending on what you chose in step 5.
[tems on thiz Switchboard:

@ Click OK.

Q Repeat steps 3 to 7 to create
more commands as needed.

Edit Switchboard Ikem

© Click Close to close the Edit

Switchboard Page dialog box. Text:
Your edits to the page are saved. Commanid:
You can close the Switchboard Switchboard:

Manager window or leave it open
for further editing.

Go to Forms Page K

Go to Switchboard

-arms Page

Main Switchboard
Reports Page

Canicel

L

©

How do I create items that open forms

or reports?

Follow the steps under “Add Commands to a
Switchboard Page.” For a form, in step 5, choose
either Open Form in Add Mode (opens the form
with a new record started, for data entry) or Open
Form in Edit Mode (opens the form with an
existing record displayed). Then, choose the form
name in step 6. For a report, in step 5, choose
Open Report and then choose the report in step 6.

How do I return to the main switchboard
from one of the other pages?

Create an item on each switchboard page called
Return to Main Switchboard and set its command
to Go to Switchboard (step 5). Set the
switchboard you want to go to as the Main
Switchboard.

_Edit Switchboard Item

Edit Swtchboard tem

Text: Creale New Customer| [ Text: Hew Swilhboard Commend
Command: Open Form in Add Mode Iz[ | = Cr i Go to Switchboard [=] I..
Eorm: Customer Details = Switchboard:  Main Switchboard| =]

=7



Set Switchboard

Startup Options

The switchboard is most useful when it is set to
appear automatically every time the database
opens. That way, the user does not need to
understand how to open a form by using the
Navigation pane; the form simply appears.

You may also want to make the switchboard a pop-up form in a
window rather than a tabbed form (the default). Users are more
likely to be familiar with windows than with tabbed pages, so the
windowed style may make them feel more comfortable.

Set Switchboard Startup Options /

Set the Switchboard to Open
Automatically at Startup

@ Click File.
@ Click Options.

e Creste  EenslDsts  DubshiseTook (7]

Information about Marthwind
oMoty FatheL agstop Dactments Moty Dt Sowmc ' Hhaetrpcend e cills

- Compat 8 Rapair

and Repan

Encrypt with Pasrwerd
Use

The Access Options dialog box opens.
@ Click Current Database.

@ Click here ([=]) to choose Switchboard
from the Display Form drop-down menu.

@ Cdlick oK.

A message appears that you must close

Sompact an s Padue faes by Cabegary CRar

and reopen the database for the change e

to take effect. 2 i O N s
7 s '“'"""“‘::T'::.&"\:.':«,w.. e Doy
o CI'ck OK & ’___,m" ot o :mh
Congart 4l i ::::z: :;"Ml Hame Chart Pkt
. . . Sabes Reparts Dislag
The form is now set to display automatically L e
the next time you open the database. it 2,

it and Toaai o

F = Suppiber Purchanss Subsom - - i
W’ T - _oh | [ cancer
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set the sv!"tChboard to ope“ A HJ | vm Dexign Toe | Fantbnel ; Databiase {Access 29T} - Missult Accens = & B
as a Floating Pane % : ' " TRy - 3
Hame reate  Eetermd Dara Datshase Taals Design Amange armat a
. . . — 1 T " Brogo i - B=r]
@ Right-click on the Switchboard 8] B @y 4, Q[ B B 4 J‘HTQ
. View | Themes [ - n— Vo e | e AdaEairting fropemy b
form and then choose Design <—'ﬂ cl e Bowemane S T 0
View from the shortcut menu. i ccess © | snnaveus (o S
. o e | e T TR - 9
The form opens in Design view. B s iy : , Fomet] 0w | Gt [ omar | Af 4_9
il Sales Analysas Subform for He NOI"thWI nd AT B <EET O
- T sles Repoms Dualag i 0 WRCRDOANG
@ Click Property Sheet. R e [ T 5
S stipper Lot 119 Form Feister ;;?l':;:m ;‘:mllwmufwml
The Property Sheet opens. T st e e e el
T Supjlier Details Altew PheetTable View es
. . i Altow PhotChast View Yeu
© dlick here (I=]) to choose Form if | 2 = ] - 0
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. | B swmanboura & wen | Pt izt Mode {;p"
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@ Set the Pop Up setting to Yes. [ S
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S 4oy Cantrel e Yes
. . I iabets Cusrossens ; || Erse Buttan Yes
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The form appears as a pop-up | 5 simet i | i B — e
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A
Access, starting/exiting, 6, 7
Access 2007/2010 format, converting to, 313
Access program window, 6
action queries, 148-153
Address Block field code in mail merge, 297
Address Books (Outlook), 277
aggregate functions, 138, 230-231
alignment
fields, 220
label text, 251
text, 189
Append action query, 148, 151
appending records, 285
ascending sort, 126
attached files, 26-29
AutoCalc, 236
AutoNumber fields, formatting, 64
averages, summary queries, 138
Avg aggregate function, 138

B

background
color, 190
images, 191

label color, 248
backups, 148, 314
between range criteria, 131
blank databases, 8
blank entries, filtering for, 108
blank format, 65
browsing for themes, 185

C

calculated fields, 146, 147
calculations in summary queries, 139
captions to fields, 63
Cascade Delete in relationships, 79
Cascade Delete Related Records check box, 81
Cascade Update in relationships, 79
Cascade Update Related Fields check box, 81
case sensitivity in searches, 105
category fields (PivotCharts), 256
center alignment, 189
chart objects, embedded, 264-267
collapsible groups, 225
color

background, 190

fonts, 219

label background, 248

label text, 249

PivotCharts, 263

themes, 181, 183
columns (datasheets), resizing, 35
columns (forms), 145, 146
combining criteria, 134
compacting and repairing databases, 316-317
comparison operators, 129
composite key, 53-54
controls, 217
Controls gallery, 264
converting to Access 2007/2010 format, 313
copying

records between tables, 151

tables, 57
Count aggregate function, 138
criteria

combining, 134

comparison operators, 129

keywords, 129

limiting records returned, 135

list of values, 132

numeric, 128

queries, 119

ranges, 129, 131

text, 128
Crosstab queries, 121

data entry
datasheets, 5
forms, 5
input masks, 70-71
multivalued fields, 33
new records, 22
redundant, avoiding, 42
required fields, 67
data fields (PivotCharts), 256
data types, 51
Database Documenter, 88-89, 315
Database Tools tab, 80
databases
backups, 314
closing, 9
compacting and repairing, 316-317
creating, 8
documentation, 88-89, 315
new based on template, 10-11



opening, 12-13 Export - Text File, 288-289

password-protecting, 318-319 Expression Builder, 72-73
relational, 4 Find and Replace, 105
templates and, 10-11 Get External Data - Access Database, 280-281
datasheet-style forms, 159, 161 Get External Data - Excel Spreadsheet, 270, 274
Datasheet view, table creation, 44 Get External Data - Outlook Folder, 276-277
datasheets Get External Data - Text File, 282-283
columns, resizing, 35 Import Objects, 280-281
Excel worksheets, 271 Insert Address Block, 297
forms, 5 Insert Greeting Line, 298
printing, 39 Insert Hyperlink, 192-193
query results, 5 Insert Merge Field, 300
records, 22 Insert Picture, 191
rows, resizing, 35 Label Wizard, 242-243
scroll bars, 15 Mail Merge Recipients, 302-303
summarizing in PivotTables, 232-235 Make Table, 149
Date/Time fields, formatting, 64 Manage Data Tasks, 291
Decrypt Database option, 319 Match Fields, 299
Delete action query, 148, 150 Merge to New Document, 305
delimited text files, importing from, 282-285 Merge to Printer, 306
delimiters, 283 Microsoft Office Trusted Location, 311
dependencies of objects, viewing, 86-87 New Query, 120
descending sort, 126 Open, 12-13
descriptions in fields, 47 Page Numbers, 221
Design view Paste Table As, 57
editing, 203 Print, 39, 85, 207, 306
fields, deleting, 169 Save As, 45
form creation, 168 Save As Query, 114
groups, 227 Save Attachment, 29
labels, deleting, 169 Save Current Theme, 184
queries, 118 Save Export Steps, 287
tables, creating, 46-47 Set Database Password, 319
tables, opening, 48 Show Table, 80, 144
dialog boxes Smart Tags, 69
Append, 151 Summary Options, 141
Attachments, 26-27, 28 Tab Order, 173
Browse, 31 Trust Center, 310-311
Choose File, 27 documentation, 88-89, 315
Choose Theme or Themed Document, 185 documents (Word), 294
Colors, 190 drag and drop, primary key field, 81
Create New Theme Colors, 183 Drop Data Fields Here placeholder, 260
Create New Theme Fonts, 182 drop-down lists, properties, 60
Custom Filter, 111 duplicates in fields, 68
Documenter, 88-89, 315
Edit List ltems, 33 E
Edit Relationships, 82 editing
Edit Switchboard Item, 323 OLE objects, 32
Export - Excel Spreadsheet, 286 records, 25
Export - HTML Document, 287 relationships, 82

summary queries, 143
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embedded chart objects, 264-267
entering records, 22, 23
entries in fields, deleting, 25
Excel worksheets, 270-275
exporting

to Excel, 286

formatting and, 289

as HTML, 287

labels to Word, 252-253

to plain text file, 288-289

reports, 207

specifications, 290, 291
Expression aggregate function, 138
Expression Builder, 73
expressions in calculated fields, 146

F

field list (PivotCharts), 256
field lookups, 92-99
field names, validation rules, 75
Field Size row, 62
fields
alignment, 220
arranging on forms, 170-171
calculated, 146, 147
captions, 63
composite key, 53
data type changes, 52
default value, 66
deleting, 50
deleting entry, 25
deleting from Design view, 169
descriptions, 47
duplicates, 68
formats, 64-65
friendly fields, 90
grouping in forms, 172
hidden in query results, 133
ID fields, 47
indexing, 68
inserting, 50
introduction, 4
labels, 246-247
mail merge, 300
matching for mail merge, 299
moving, 170
multiple values, 33
multivalued, 100-101
OLE, 30

OLE objects, removing, 32

order, 23

planning, 43

primary key, 53, 81

properties, 60

queries, 118, 119, 124, 125

relationships, 78

reordering, 49

required, 67

resizing list, 84

sizes, 61, 220

sizing, 62

skipping, 23

smart tags, 69

sorting, 126

spaces in names, 47

spacing, 167

summary queries, 141

validation rules, 72-73
file attachments, 26-29
File tab, compared to other tabs, 7
filtering

fields (PivotCharts), 256

recipients of mail merge, 302-303

filters
AND, 112
applying, 108
blank entries, 108
clearing from mail merge, 303
compared to queries, 115
fields, 225
by form, 112
list of values, 132
multiple values, 110
nonblank entries, 108
numeric values, 130
OR, 113
overview, 5
PivotTables, 234-235
queries, 5
removing, 108
saving as queries, 114-115
by selection, 109
specific values, 109
text filters, 111
text strings, 130
toggling, 108
values, 234

Find and Replace, 104-107



Find Duplicated queries, 121
Find Unmatched queries, 121
First aggregate function, 138
floating pane, switchboard as, 325
folders, 311
fonts
attributes, 219
color, 219
custom themes, 182
label formatting, 250-251
labels, 243
reports, 218-219
themes, 181
footers, display in forms, 176
foreign key, relationships, 78
Form Design view, 168
Format row, 64
formats, fields, 64-65
formatting
exporting and, 289
label text, 188-189, 250-251
switchboard, 321
text in reports, 218-219
forms
background color, 190
creating, 160-161
datasheet-style, 159, 161
datasheets, 5
deleting, 165
Design view, 168
field alignment, 171
field arrangement, 170-171
field grouping, 172
field resizing, 170
field size consistency, 171
field spacing, 167
fields, moving, 170
fields in grid, 171
file attachments, 27
filtering by, 112
footer display, 176
Form Wizard, 162-165
header, 158
header display, 176
hyperlinks, 192-193
label alignment, 167, 171
label box resizing, 170
label spacing, 167
labels, 187

Layout view, 166-167

margin adjustments, 186

modal dialog forms, 161

multiple-item, 161

multitabbed, 159

navigation buttons, 159

objects, 158

padding adjustment, 186

PivotChart forms, 161, 259

PivotTable forms, 161

pop-up, 159

printing, 39

record entry, 23

record navigation, 158

records, 22, 158

relationships, 78

resizing sections, 177

saving, 161

searches, 158

selecting sections, 178

skipping fields, 23

sorting records, 37

split forms, 160

subforms, 159

tab order, 173

tabbed, 159

tabbed sections, adding, 194-195

themes, 180

titles, 179
formulas, 153
friendly fields, 90

G

General tab, 60
Getting Started window, 11
Grand Total, 235
greater-than or less-than range, 131
greeting line in mail merge letter, 298
Group, Sort, and Total pane, 226
Group On line, 226
grouping data, 224, 227, 261
groups
collapsible, 225
Design view, 227
fields in forms, 172
Grouping Options, 209
Layout view, 226
PivotTables, 237
sorting, 228
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summary queries, 138
user interface, 14

headers, 158, 176
HTML, exporting as, 287
hyperlinks, 192-193

icons
Display as Icon option, 31
Smart Tag, 69
ID field, 47
images
in background, 191
inserting, 197
measurements, 197
Import & Link group, 270
importing
from delimited text file, 282-285
Excel worksheets, 270-273
Outlook data, 277
queries, 281
Save Import Steps screen, 281
specifications, 273, 290, 291
tables from databases, 280-281
In operator, 132
indexing fields, 68
Input Mask row, 70
input masks, 70-71
Internet addresses, 193

J-K
join type, 81
keywords, 129

L

labels
color background, 248
creating, 242-243
custom, 243
exporting to Word, 252-253
fields, adding, 246-247
font, 243
font formatting, 250-251
formatting text, 188-189
forms, 187
Print Preview, 245
spacing, 167

text alignment, 251
text color, 249
=TRIM() function, 245, 246
Last aggregate function, 138
layout type, 214-215
Layout view
form creation, 166-167
formatting, 203
groups, 226
report creation, 212
letters for mail merge, 294, 296, 298
Linked Table Manager, 278-279
linked tables, 278-279
links. See also hyperlinks
to Excel worksheets, 274-275
location, changing, 279
#Num! error, 279
to Outlook folder, 276-277
switchboard, 320-323
tables, 4
list of values query filter, 132
Logos, 196
Lookup tab, 60, 95
Lookups, 83, 90-93, 97

mail merge
Address Block field code, 297
excluding records, 301
filtering recipients, 302-303
greeting line, 298
inserting fields, 300
main document, 296
matching fields, 299
new document, 305
previewing results, 301
to printer, 306
saving for later, 307
sorting recipient list, 304
tables, 295
Word documents, 294
Mail Merge task pane, 294
Mailings tab (Word)
Address Block, 297
Edit Recipient List, 302-303
Greeting Line, 298
Insert Merge Field, 300
mail merges, 295
Match Fields, 299



Make Table action query, 148, 149
margin, 186, 216-217
matching, Find and Replace, 104
Max aggregate function, 138
Microsoft Graph objects, 257
Min aggregate function, 138
modal dialog forms, 161
moving
fields in queries, 125, 170
insertion point, 24
tables in Relationships window, 84
multiple-item forms, creating, 161
multitabbed forms, 159
multivalued fields, 33, 100-101

naming reports, 204
navigating

records, 158

between records, 24
navigation buttons on forms, 159
Navigation pane, 15-17
nonblank entries, filtering for, 108
Number fields, formatting, 64
numbering pages in reports, 221
numbers based relationships, 90
numeric criteria, 128
numeric values, filters, 130

0o

objects
closing, 18
dependencies, viewing, 86-87
displaying, 17
forms, 158
opening, 18
viewing, 19
Office Online Templates, 10

OLE (object linking and embedding), field types, 30

OLE objects, 30-32

ORin filters, 113

Or operator, 132

order of field completion, 23
orientation, 210, 213
Outlook, 276-277

P
padding

adjustment, 186
controls, 217

page numbering code, 221
paintbrush button, 189
parameters, 154-155
password-protecting a database, 318-319
PivotChart Views, 258
PivotCharts
category fields, 256
changing type, 262
Chart Wizard, 257
color, 263
constructing, 260
data fields, 256
description, 256

Drop Data Fields Here Placeholder, 260

dummy information, 267
embedded chart objects, 264-267
field list, 256

filtering fields, 256

forms, 161, 257, 259
graphical display, 225

grid, 259

grouping data, 261

Microsoft Graph objects, 257
reports, 257

series fields, 256

summarizing for individual records, 257

switch from PivotTable, 239
PivotTable grid, 232
PivotTables
aggregate functions, 236
details, show/hide, 235
filtering, 234-235
forms, 161
grid, clearing, 238
group/ungroup content, 237
summarizing, 225
summarizing datasheets, 232-235
switch to PivotChart, 239
pop-up forms, 159
previewing
mail merge results, 301
reports, 206-207
previous versions, saving in, 312
primary key
composite key, 53
description, 53
field, dragging, 81
Import Spreadsheet Wizard, 273
lookup tables, 93
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relationships, 78
setting, 54

Print Preview

exiting, 89

labels, 245

margins, 202

object dependencies, 88-89
printing from, 207

printers, mail merge to, 306
printing

datasheets, 39

forms, 39

Print Preview, 207
relationship report, 85
reports, 207

prompting for parameters, 154
properties, 60
Property Sheet

switchboard, 325
validation rules, 74

purpose of table, 42

Q

QBE grid, 118
QBE (Query By Example), 118

queries. See also action queries; summary queries

action queries, 148

aliases, 127

compared to filters, 115
criteria, 119, 128-129
Crosstab, 121

Design view, 118

field lists, 118

field sorting, 126

fields, 119, 124, 125

Find Duplicates, 121

Find Unmatched, 121
greater-than or less-than range, 131
hidden field in results, 133
importing, 281

instead of tables, 95

limiting records returned, 135
list of values, 132

numeric values, 130
overview, 5

prompting for parameters, 154
Query Design view, 122-123
between ranges, 131
relationships, 78

results, 5
saving filters as, 114-115
sorting, 119
special-purpose, 121
tables, 118, 119
text strings, 130
View button, 118
Query Design view
column heading renaming, 145
editing summary queries, 143
new query, 122-123
removing field list, 125
summaries, 139
summary queries, 144-145
Year field, 143
Quick Access toolbar, 15, 320
quotation marks, text criteria, 128

ranges of criteria, 129, 131
record-level validation rules, 74-75
Record selector, user interface, 14
records

appending, 285

copying between tables, 151

counting, 229

datasheets, 22

deleting, 34

editing, 25

entering in forms, 23

entering new, 22

excluding from mail merge, 301

fields, 4

file attachments, 26-27

forms, 22, 158

limiting return from query, 135

navigating between, 24

planning, 43

reordering, 36-37

searches, 158

sorting, 36-37

summary queries, 138
redundant data entry, 42
referential integrity, relationships, 79
relational databases, 4
relationships

Cascade Delete, 79

Cascade Update, 79

creating, 80-81



editing, 82
fields, 78
foreign key, 78
join type, 81
lookups, 83
numbers based, 90
planning for, 43
primary key, 78
referential integrity, 79
relationship report printing, 85
removing, 83
repairing databases, 316-317
Replace tab, 104
replacing data, 106-107
report printing, relationship, 85
Report view, margins, 202
reports
based on summary queries, 224
bold text, 219
controls, 217
creating, 204
Design view, 203
Design view groups, 227
exporting, 207
field alignment, 220
field size, 220
fonts, 218-219
italic text, 219
layout type, 214-215
Layout view, 203, 212
Layout view groups, 226
margins, 216, 217
naming, 204
orientation, 210, 213
overview, 5
page numbering code, 221
page size, 213
previewing, 206-207
Print Preview, 202
printing, 207
record counting, 229
relationships, 78
renaming, 211
Report view, 202
Report Wizard, 208-211
saving, 204
sorting results, 228
stacked, 215
tabular, 214

text formatting, 218-219
themes, applying, 205
underlined text, 219
views, 202-203
zooming, 207
Ribbon, user interface, 14
rows (datasheets), resizing, 35

S
saving
file attachments outside Access, 28
filters as queries, 114-115
forms, 161
mail merge, 307
in previous version, 312
reports, 204
tables, 45
to trusted locations, 310-311
ScreenTips, hyperlinks, 193
scroll bars, datasheets, 15
Searches, 104-105, 158
security
Decrypt Database option, 319
Encrypt with Password option, 319
password-protecting databases, 318-319
Trust Center, 310-311
Security Warning Message bar, 13
series fields (PivotCharts), 256
sizing fields, 62
skipping fields, 23
Smart Tag icon, 69
smart tags, fields, 69
sorting
ascending, 126
descending, 126
entries within a group, 228
fields, 126
groups, 228
mail merge recipient list, 304
queries, 119
records, 36-37
report results, 228
spacing in forms, 167
special-purpose queries, 121
split forms, 160
spreadsheets, importing, 270-271
SQL (structured query language), Row Source box, 95
stacked reports, 215
statistics, 38



Index

status bar, interface, 15
StDev aggregate function, 138
subfolders, trusted, 311
subforms, 159
Sum aggregate function, 138
summarizing data, 225, 232-235
summary queries
aggregate functions, 138
averages, 138
calculations, 139
editing, 143
fields, 141
filter criteria, 145
groups, 138
individual records, 138
Query Design view, 139, 144-145
reports based on, 224
Simple Query Wizard, 139, 140-143
sums, 138
summary statistics, 38
Switchboard, 320-325
syntax for parameters, 155

T

Tab key, skipping fields, 23

tab order on forms, 173

tabbed forms, 159

table-based lookups, 91

Table Design option, 92

tables
appending records, 285
copying, 57
Datasheet view creation, 44
deleting, 56
Design view creation, 46-47
as field lookups, 92-93
field lookups based on, 94-97
importing from other databases, 280-281
linked, 278-279
Linked Table Manager, 278-279
links, 4
mail merge, 295
moving in Relationships window, 84
opening in Design view, 48
planning, 42-43
purpose, 42
queries, 118, 119
records, 4, 151

renaming, 55
resizing field list, 84
saving, 45
tabs
adding, 194-195
deleting, 195
hiding, 195
renaming, 195
user interface, 14
tabular reports, 214
templates, 10-11, 70-71
text
alignment, 189
alignment on labels, 251
bold, 188-189, 219
criteria, 128
delimiters, 283
filters, 111
formatting in reports, 218-219
italic, 188-189, 219
label color, 249
labels, 188-189
underlined, 188-189, 219
text files
exporting to, 288-289
importing from, 282-285
themes
applying to reports, 205
browsing for, 185
color, 181, 183, 219
custom, 184
font, 181, 182
forms, 180
titles in forms, 179
toggling, filters, 108
totals, Grand Total, 235
=TRIM( ) function, 245, 246
Trust Center, 310-311
trusted locations, setting, 310-311
typing data. See data entry

)

unit of measure, labels, 242
Update action query, 148, 152-153
Update To formulas, 153

URLs (Uniform Resource Locators), 193

user interface, 14-15

user-specified values in field lookups, 98-99
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validation rules, 72-75
values
default, 66
filtering for multiple, 110
filtering specific, 109
user-specified in field lookups, 98-99
Var aggregate function, 138
versions, previous, 312
view buttons, 15
viewing objects, 19
views
Design view, 203
Layout view, 203
PivotChart, 258
Print Preview, 202
Report view, 202
reports, 202-203
selecting from menu, 19
selecting with buttons, 19

w

web addresses, 193
Welcome window, 11

Where aggregate function, 138
wizards
Export-RTF File Wizard, 252-253
Export Text Wizard, 288-289
Form Wizard, 162-165
Import Exchange/Outlook, 277
Import Spreadsheet Wizard, 270-273
Import Text Wizard, 282-283
Input Mask Wizard, 70
Link Spreadsheet Wizard, 274
Microsoft Word Mail Merge Wizard, 294
Report Wizard, 208-211
Simple Query Wizard, 120-121
Word
exporting labels to, 252-253
mail merge documents, 294
Mailings tab, 295
main document for mail merge, 296
Word Merge option, 294

X-Y-Z
Yes/No properties, 60
zooming, 207




[
]

]édCbI/ourse!f' Read Less-Learn More® ‘)

" <D
V./SUALLY
Are you a visual learner? Do you prefer instructions You’ll learn to:
that show you how to do something — and skip the ¢ Create databases
long-winded explanations? If so, then this book is e Build tables to store information

for you. Open it up and you'll find clear, step-by-step
screen shots that show you how to tackle more than
185 Access 2010 tasks. Each task-based spread covers a )
single technique, sure to help you get up and running * Create queries

with Access 2010 in no time. e Back up and repair a database

Change the Change Chart \ 14
PivotChart Type Colors Creating charts WSS

You can set o PlvorChart to use 3 different chart You can change the colors of the bars — or lines, slices, or / B |

type on the Design tab, Access offers most of the whatever shapes the data appears in — for a chosen chart }
chart types that are available in full-featured type. You can change onc individual data point or an entire
charting programs, indluding bars, ples, and lines. data series. When you dick a bar for the st time, only that

e Find and filter data
e Develop forms and reports

in sdition, for some chart types, ysu can switch between rows and bhar is selected; il you cick it again, vou select its entire
colmnt, This swilches serics,
thortrental) and the vales axis {vertical]. ff
i) Ciick the outer frame of the. | e T T = = = W © s PhotChant view, chck the datn [ 17 5 5= Eg = - = TG
PiorChat T : a0 point the bar, ke orcer | = o " b
1€) On the Desgn tab, dick Change —— . hape) whose color youwantio | i
Cheart Type. s o

That single data point's shape
becomes selected,

Yo can sehect ol daka in 3 series
by clicking the data point again.

1 On the Design tab, click Property |
Sheel. 1
The Properties dialog bax opens.

€D Click the Border/Fill b,

@ Click here (=]} b0 choose
fill type.

‘The defaul, Sold color, usually |
works. You can wa a patiem

The Properties diakg box opens # you plan 19 print in black
‘with the Type tab daplayed. nd white.

) Click a chart casegory, 16 Click bere: () 1o choose 3.
8l sior.

) Chick & chart type.
& You can cick Delalt 1o restore

omh::llmmme o detauit color,
% & You can click Mene 1o remove
M\'h*::ndmwhm e et
® You can click Castom 1o displey
# Color dialog box.
0 Chck bery () 0 close the
= e

¢ Two-page lessons break big topics into bite-sized modules
e Succinct explanations walk you through step by step
¢ Full-color screen shots demonstrate each task
¢ Helpful sidebars offer practical tips and tricks

Database Management / General
$29.99 USA e $35.99 CAN e £21.99 UK

ISBN 978-0-470-577L5-3

52999
Visual™

An Imprint of

WILEY

www.wiley.com/go/visual 9780470577653



	Teach Yourself VISUALLY™ Access® 2010
	Table of Contents
	Chapter 1: Getting Started with Access 2010
	An Introduction to Access 2010
	Start and Exit Access
	Create a Blank Database
	Close a Database
	Create a Database by Using a Template
	Open a Database File
	Understanding the Access 2010 Interface
	Change the Navigation Pane View
	Open and Close an Object
	View an Object

	Chapter 2: Entering and Editing Data
	Enter New Records
	Navigate between Records
	Edit Records
	Attach Files to Records
	Open, Save, and Remove File Attachments
	Insert an OLE Object
	Open, Edit, and Remove OLE Objects
	Enter Data in a Multivalued Field
	Delete Records
	Resize Datasheet Columns and Rows
	Sort Records
	Display Summary Statistics
	Print a Datasheet or Form

	Chapter 3: Working with Tables
	Plan Effective Tables
	Create a Table in Datasheet View
	Save a Table
	Create a Table in Design View
	Open a Table in Design View
	Rearrange Fields
	Insert and Delete Fields
	Understanding Data Types
	Change a Field’s Data Type
	Understanding Primary and Composite Keys
	Set the Primary or Composite Key
	Rename a Table
	Delete a Table
	Copy a Table

	Chapter 4: Working with Fields
	Understanding Field Properties
	Understanding Field Sizes
	Change a Field Size
	Set a Field Caption
	Set a Field’s Format
	Set a Default Value
	Make a Field Required
	Index a Field
	Apply Smart Tags
	Create an Input Mask
	Create a Validation Rule
	Create a Record-Level Validation Rule

	Chapter 5: Working with Relationships and Lookups
	Understanding Relationships
	Create a Relationship between Two Tables
	Edit a Relationship
	Remove a Relationship
	Arrange the Relationships Window
	Print a Relationship Report
	View Object Dependencies
	Document the Database
	Understanding Lookups
	Create a Table for Use as a Field Lookup
	Create a Field Lookup Based on a Table
	Create a Field Lookup with Values That You Specify
	Set Up a Multivalued Field

	Chapter 6: Finding and Filtering Data
	Understanding Find and Replace
	Find Data by Using Find and Replace
	Replace Data by Using Find and Replace
	Filter to Show Only Blank or Nonblank Entries
	Filter by Selection
	Filter for Multiple Values
	Using Text Filters
	Filter by Form
	Save a Filter As a Query

	Chapter 7: Creating Simple Queries
	Understanding Queries
	Create a Query with the Simple Query Wizard
	Start a New Query in Query Design View
	Insert, Arrange, and Remove Query Fields
	Set Field Sorting
	Add an Alias to a Query Field
	Understanding Criteria
	Filter a Query for a Specific Value
	Specify a Range of Values
	Specify a List of Values
	Hide a Field in the Query Results
	Combine Criteria
	Limit the Records Returned

	Chapter 8: Creating More Complex Queries
	Understanding Summary Queries
	Create a Summary Query with the Simple Query Wizard
	Create a Summary Query in Query Design View
	Understanding Calculated Fields
	Create a Calculated Field
	Understanding Action Queries
	Run a Make Table Query
	Run a Delete Query
	Run an Append Query
	Run an Update Query
	Prompt the User for a Parameter
	Understanding Parameter Syntax

	Chapter 9: Creating Forms
	Understanding Forms
	Create and Save a Form
	Create a Form with the Form Wizard
	Create a Form in Layout View
	Create a Form in Design View
	Delete a Field from Design View
	Arrange Fields on a Form
	Group Fields Together
	Define the Tab Order on a Form

	Chapter 10: Modifying and Formatting Forms
	Display the Header and Footer
	Resize Sections of a Form
	Select Sections of a Form
	Add a Form Title
	Apply a Theme
	Apply a Font Theme or Color Theme
	Create a Custom Font Theme
	Create a Custom Color Theme
	Create a Custom Theme
	Browse for a Theme to Apply
	Adjust Internal Margins and Padding
	Add a Label
	Format Label Text
	Change the Background Color
	Use a Background Image
	Add a Hyperlink
	Add a Tabbed Section
	Insert a Logo or Image
	Set Conditional Formatting

	Chapter 11: Creating and Formatting Reports
	Understanding Report Views
	Create a Simple Report
	Apply a Theme to a Report
	Preview and Print a Report
	Create a Report with the Report Wizard
	Create a Report in Layout View
	Set the Page Size and Orientation
	Change the Report Layout Type
	Set Page Margins
	Set Control Margins and Padding
	Format Report Text
	Size and Align Report Fields
	Insert a Page-Numbering Code

	Chapter 12: Grouping and Summarizing Data
	Understanding Grouping and Summarizing
	Group Report Results
	Sort Report Results
	Count Records
	Add an Aggregate Function
	Summarize a Datasheet with a PivotTable
	Add and Delete Aggregate Functions in a PivotTable
	Group and Ungroup PivotTable Content
	Clear a PivotTable Grid
	Switch a PivotTable to a PivotChart

	Chapter 13: Creating Mailing Labels
	Create Labels
	Add a Field to an Existing Line
	Add a Field to a Label as a Separate Line
	Color the Label Background
	Color the Label Text
	Apply Font Formatting to Label Text
	Export Labels to Word

	Chapter 14: Creating Charts
	Understanding Charts in Access
	Open a PivotChart View
	Start a PivotChart Form
	Construct a PivotChart
	Group Data in a PivotChart
	Change the PivotChart Type
	Change Chart Colors
	Create an Embedded Chart Object

	Chapter 15: Working with External Data
	Import an Excel Worksheet
	Link to an Excel Worksheet
	Link to an Outlook Folder
	Manage Linked Tables
	Import a Table from Another Access Database
	Import Data from a Delimited Text File
	Export Data to Excel
	Export Data as HTML
	Export Data to a Plain Text File
	Save Import or Export Specifications
	Using Saved Import or Export Specifications

	Chapter 16: Performing a Mail Merge with Microsoft Word
	Begin a Mail Merge
	Create the Main Document in Word
	Insert an Address Block
	Insert a Greeting Line
	Match Fields
	Insert Individual Fields
	Preview the Merge Results
	Filter the Recipient List
	Sort the Recipient List
	Merge to a New Document
	Merge Directly to a Printer
	Save the Merge for Later Use

	Chapter 17: Maintaining a Database
	Set a Trusted Location
	Save in a Previous Version Format
	Convert to the Access 2007/2010 Format
	Back Up a Database
	Document a Database
	Compact and Repair a Database
	Password-Protect a Database
	Create a Switchboard
	Set Switchboard Startup Options

	Index



" TeachYourself
:UALL‘
\cce:

s 2010






