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How to Use This Book

Whom This Book Is For

This book is for the reader who has never used
Microsoft Access. It is also for readers who want to
expand their knowledge of Access and learn about the
features of the latest version.

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 perform; bulleted steps clarify a point,
step, or optional feature; and indented steps give
you the result.

© 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.

Create a Validation Rule

Ithough an input mask helps a user enter data into a field using the proper number and type
of characters, it cannot restrict the field to certain entries based on logic. A better solution
for preventing data-entry errors is the data validation feature. With data validation, you create
& validation rules that specify exactly what kind of data can be entered in a field and in what range
that data can fall. You can also specify an error message that appears when a user enters data that
does not satisfy a validation rule.

Create a Validation Rule

Create the Rule

@ 1n the Design view, click in
the field for which you want

to create a validation rule.

The properties for that field
appear.

@ Click in the Validation
Rule row.

© click - 4

The Expression Builder dialog Expression Buider
box opens.

)
© Enter the expression that (5 |

represents the criteria you e
want to specify. vl

© click 0. —_

& Note: You could have simply - Functions.
typed the validation rule into the o o
row and skipped steps 3 to 5, but

the Expression Builder's tools can
be useful for complex expressions.

€© 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 or options that you
must click and text or numbers you must type.

O Italics

Italic type introduces and defines a new term.

CHAPTER

Working with Fields

© The validation rule appears
in the Validation Rule row.

@ Type the text for the error
message in the Validation
Text row.

on Opton)

Test the Rule
(© When the rule is violated,
a custom error message
appears, containing the text

that you specified in the
Validation Text row.

@ Click 0K and then retype the
field entry.

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 steps in this section
(>0) ,you would do the following:

@ click Operators.

© Cclick Comparison.

© Double-click >.

) The > character appears in the expression at the top of the
dialog box.

e Type 0.
© click 0K.
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CHAPTER 1

Getting Started
with Access

Are you new to Microsoft Access or upgrading to the latest version
of the program? This chapter introduces you to Access and to some
useful database concepts. You also learn how to create and open a
database as well as how to navigate through the Access interface.
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Unique five-character code based on customer name. NUM LOCK
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An Introduction to Access

Microsoft Access is a program for creating and working with special files called databases, which
are designed to store collections of related information. For example, one database might store
business data such as customers, invoices, and inventory, whereas another might store personal data
such as contacts, movies, and household items. You can use Access to create, retrieve, and manage
large or small collections of information.

To get the most out of Access, you need to understand basic concepts such as tables, records, and fields;
database objects such as datasheets and forms; and database tools such as filters, queries, and reports.

Tables, Records, and Fields = Customers -8 x
. . City - | Country - Postal Code -~ | Region - Fhone - Fax - Click ta Add~]
In Access, data is stored in tables, and _|MéximD‘F. YTV |(5) oe 393 | ]
each individual entry in a table is called a || #tondon  ue el 10P (L71) 5557788 (171 5556750
. _ Luled Sweden 5-938 22 0321-12 3485 0%21-12 3467
record. FOI’ examp[e, n a Customers tab[e, | |® Mannheim  Germany 68306 0521-08460 0621-08924
. . . Strashourg France 67000 88.60.15.31 88.60.15.32
the information about each customer is a [ |elmsang  |spsin 2602 (91) 555 22 62 | (91) 5539199
Separate record- Each record -is composed || Marseille France 13008 91.24,45.40 91.24,45 41
f ﬁelds that Contain 7 '[sa\;assen SaKmada ';l; 2’:].? BC S:éll; ;;:gi (604) 555-3745
of one or more * Londan -
. o . . . : Buenos Aires  Argentina 1010 (1)135-5555  (1]135-4892
individual pieces of data. In this example, || & eissor wexes  osom (s)s65.335 (5) 5557295
Customer ﬁelds may include Name | |® Bern Switzerland 3012 0432-076545
A A ’ 80 Paulo Brazil 05432-043 SP (11) 555-7647 =
Address, City, State, and Zip Code. PRI NI AT TRl e B R - .
Datasheets and Forms Customens - o ox
By default, each table appears as a | E=l Customers H
spreadsheet grid called a datasheet. You g I . :
. . ustomer ALFEI ity Berlin
can type directly into a datasheet. To
0 Company Mame  alfreds Futterkiste Region
make data entry more convenient, some
people choose to create on-screen forms, Contacttiame [ Mana anders Postal Code | 12208
WhiCh are er d_ialog bOXES that prompt Contact Title Sales Representative Country Germany
for field entries. An attractively formatted poeress Obere Sir, 57 Frone pa0-a07az21
form is easier and more pleas:ant to use to . R
enter new records than a plain datasheet. R o e e Tl | o
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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.

Customers Whao Placed Orders in January, 2013

- 0O x

Company Mame

| | Alfreds Futterkiste

Antonio Moreno Tagueria

| |Berglunds snabbkdp

Blauer See Delikatessen

| |Blondel pere etfils
| |Bonapp'

Cactus Comidas para llevar
Consolidated Holdings

| | Drachenblut Delikatessen

Ernst Hande!
Folk ochfa HE

| |Frankenversand

[ France restauration

Great | akes Ennd Mark et

Contact Mame
Marla Anders
Antonio Moreno
Christing Berglund
Hanna Moos
Frédérique Citeaux
Laurence Lebihan
Patricio Simpson
Elizabeth Brown
Sven Ottliel
Raland Mendel
Maria Larsson
Peter Franken
Carine Schmitt

- | CustomerID - [+]

ALFEI
ANTON
BERGS
BLAUS
BLOMP
BOMNAP
CACTU
COMNSH
DRACD
ERMNSH
FOLKO
FRAMK
FRAMR
GREAL

Rei

cord: M 4 [170f42 | » Mok

| Toworier | [search

Howard Snvder
]

ReportS Surnmary of Sales by Quarter - 0 x
. . . E
Tables and query results appear in plain datasheets, which are
. . Summary of Sales by Quarter
not very attractive when printed. Reports present data from tee2013 o
tables and queries in an attractive, customizable format — o
. . arser; 1
complete with titles, headers and footers, and even logos Tear  Orders Shipned: p s
and graphics. 2012 o $143,703
2013 178 $276,330
Onereer: 2
Fear: Orders Skipped: Sales:
012 Erl §145 655
2013 80 $161,362 =
Page: ] [ Benio Fiter [ 1] ] [+]
Relational Databases o3 Relstionshis - o x
Microsoft Access creates relational databases — Order et Ordrs Customers H
. . . % orden 2| PR [ % Grden - 7 Customer
that is, databases that can contain multiple tables ol | g oo E s P
. 3 . UnitPrice EmployeeiD antacthame
with links between them. For example, a business PYNM = o) Contortar
may have a Customers table for storing customer - e s
contact information and an Orders table for storing Tem— s e =
0 0 9 el Shippers
information about orders placed. Each customer in Lostame | | Shiptiene -
. Firsthlame Shipaddress # shipperio %
the Customers table has a unique ID, and each - Shipcity companame |
. oro ite ourtes ShipRegion -
order in the Orders table references a specific ithdate
HireDate
customer ID. O o




Start and Exit Access

Before you can create or open a database file, you must first start Access. This brings the Access
window onto the Windows desktop so that you can then begin using the program.

How you start Access depends on which version of Windows you are using. In this section, you
learn how to start Access 2013 in Windows 8 and in Windows 7. When you are finished working with
Access, you should exit the program.

Start and Exit Access

Start Access in Windows 8

o On the Windows 8 Start Paul
screen, click Access 2013. McFedries

The Microsoft Access window
appears on the desktop.

g1 O

Excel 2013 Access 2013

7 £] NEf

Publisher 2013 OneNote 2013

Start Access in Windows 7
@ click start.

9 Click All Programs.

Calculator

e\‘;p’ Paint
% Remote Desktop Connection

‘ » Al Programs S

| Search programs and files

vww.allitebooks.coni
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e Click Microsoft Office 2013.

e Click Access 2013.

The Microsoft Access window
appears on the desktop.

Exit Access

0 Right-click the Access
taskbar button ().

e Click Close window.

Note: If you have two or more
database files open, click Close
all windows instead.

Access closes, returning you
to your desktop view.

P
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& Tnternet Explorer

& Windows DVD Maker
5% Windows Fax and Scan
e ‘Windows Media Center

@ Windows Media Player
@ Windows Update

4 XPS Viewer
! Accessories
1 Games
L Tunes

|| Maintenance
J| Microsoft Office 2013
S Access 2013 [

B8 Excel 2013

@2 OneNote 2013
B2 Outlook 2013
@3 PowerPoint 2013
@3 Publisher 2013

(@8 Word 2013

). Office 2013 Tools

4 Back

Printers

Default Programs

Help and Support

[ search programs and fites

(SRt down ||+ |

| 2| I Lt

EH S <o =
HOME

CREATE EXTERMAL DATA

DATABASE TOOLS

Microsoft Access

Tables
Queries

Forms
Reports
Pages
Macros
Modules

Datasheet view

"
e B = o]

Recent
Northwind 2007
[ Morthwind
Northuvind 2007
Inventory
Morthwind 2003

@5 Access 2013
o Unpin this pragram from taskbar

F4 Close window

NUM LOCK

N e x %le = z ﬂ\) __( D’j

AEES 0 T T

View | Feste Filter | Refresh Find Szt Switch

- 4 T - x g %' Fit Form Windaws =

Wiews  Clipboard & Sort & Filter Records Find Wind owe Text Formatting F] -~
All Access Objects ® « =

>
TR S

B - P

to the desktop taskbar.

Are there faster methods that I can use to start Access?
Yes. After you have used Access a few times in Windows 7, it should appear on the main Start menu in the
list of your most-used programs. If so, you can click that icon to start the program. You can also force the
Access icon onto the Start menu by following steps 1 to 3 in the “Start Access in Windows 7" subsection,

right-clicking the Microsoft Access 2013 icon, and then clicking Pin to Start Menu. If you are using
Windows 8, you can right-click the Access 2013 tile and then click Pin to Taskbar to add the Access icon




Create a Blank Database

he simplest way to get started with Microsoft Access is to create a blank database. A blank

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

If another person or your company has provided you with a database file, you should open that file
instead; see the section “Open a Database.”

Create a Blank Database
0 Chck File B H - - = TCON225355: Datshase- CAlsers\PaulDocurments\ TCO0225355,accdb (Access 2007 - 2013 file formath.,. 2 — M X
.
CREATE  EXTERNAL DATA  DATABASE TOOLS PaulMcFedrles'! o

: 3 YR 4 2| sscending T Sy = New > o ==
Note: If you have just started by e Y AP " B~ = -
Access, skip to step 3. Ve P e P g pemovesort W Xslete - Ee | G A-W-Be === 4

Wiews Clipboard & Sort & Filter Records Find Text Formatting -~

All Access Obje... @ «

Search.
Tables
Queries
Forms
Reports
Macros
Modules

€Wy

NUM LoCK

The File options appear.
© cClick New.
The New options appear.

© Click Blank desktop
database.

TCO01225355 ¢ Database- CUsers\Paul\Documentsh TCO01225355.accdb (Socess 2007 - 2013 file format) - Mic.. ? - 0O x

paultickcics - [l @ @
New

Search online templates yel

Suggested searches:  Assets  Business  Contacts Employee  Inwentory  Praject  Sales

o
o

~ LT

Options

Custorn web app Blank deskiop database
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The Blank Desktop Database x
dialog box appears. Blank desktop database
e Type a filename for the ' File Mame

|M},r Database 4 | D

ChUsershPaultDocurmentsy,

database.
e Click Create.

|1/

Create
() A new database opens, with Q8 H S C = yDumbse: Ontabwse- ChLsersPaulOocume., | TABLETOOLS ? - 8 x
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Paul McFedries = ! 1S
a new blank table started. .
b(‘ AB 12 [ B X [EName & Caption E& Madify Lookups Required
o 1 Default Value Jx Modify Expression | Formatting Unique
Wiew | Shert Number Cumency _ I o Yalidation
Text =] EField Size [3bl] Merna Settings $ % » S5 Indexed -
Wiewws Add & Delete Properties Formatting Field Walidation -~
H Table1 x
All Access Obje... @ «||Z Tl
s o 1D - Click to Add ~
v ch
aoel (Mew )

Tables S

B Tablet 0

Recard: 4 ¢ 1af1 b Y7\Nn Filber Search

Are there shortcuts that I can use to create a blank database?

Yes, Access offers a couple of techniques that you can use to shorten the process of creating a blank
database. First, you can quickly display the New tab by pressing (51 + (1. Second, if you prefer to use
your mouse to begin the process of creating a blank database, you can add the New command to the Quick
Access Toolbar. After you have done this, you can click New on the Quick Access Toolbar to go directly

to the New tab. See the section “Customize the Quick Access Toolbar” to learn how to add commands to

this toolbar.




Create a Database by Using a Template

Rather than start from scratch with a blank database, you can get your database project off the
ground easier and faster by creating a new database based on a template.

A template is a special file that includes prefabricated database objects that you can use right

away. For example, a contact management template might include a table with fields such as Name,
Address, and Phone, as well as a form for entering data and a report that organizes the contacts into
an address book. With a template, all you do is fill in the data, and Access does the rest.

o Start Microsoft Access. oo
. . Access 2013 Preview sudert] 0 B e @
Note: If Access is already running, Suggtet st ot gt [
. . . . Business Contacts  Emplayes 0
click File and then click New instead. Recent sty Prosct Sees
. (3]
e Type a word that describes the
type of database you want to B Open Other Files
create.

u L

Custom web app Blank deskiop database

() You can also click any of these
suggested template search terms.

() You can also click one of these
Microsoft-supplied templates
that are stored on your computer
and then skip to step 5.

© Press .
The search results appear. [P——— T - o x
Paul McFedries ! oon
e Click the template that best N
matches your needs. ew
2% Home  students p
Filter by

Category

LuLLLY

Student 443
Eduration 413
Teacher 347
Qrientation 148
Persanal | 122

ALLLLLLLLLY

Presen tation 115

Print 112
Desktop Student datahase - lllustration 103

43 10

10
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A dialog box for that

template appears.

e Type a name for the
database file.

O Click Create.

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

Views Clipboard &

The database opens. Its

Sort & Fiter Records Find Text Formatting

1 SECURITY WARNING Some active content has been disabled, Click for more details, Enable Content

All Access Obje... ®@ «

SEaArChn yel
| ﬂ

appearance depends on the
template that you chose.

Tables

Filters

Guardians

Settings

Student sttendance

Students

o i i i v

Students and Guardians

3] Student List

f)Student List

L
Desktop Student database
=)
- i "
= Provided byt Microsoft Corporation
=
'_: Create a students database to keep track of
) information aboutyour students, including
) ermergency contacts, redical information, and
: information about their guardians,
=
o Daownload size: 601 KB
2 -
b= - . A A A A
T Rating: 3¢ 30 30 70 24 (5481 Wates)
File Mame
|Students| @ ‘ l:‘
CyllsersiPaulDocurmentsy
Create
Q8 H ©- - 7 TC00228355; Datsbase- CUsers\PaulDocumentATC001225355,accdb (Access 2007 - 2013 file format) - Microsoft A,
HOME  CREATE  EXTERNALDATA  DATABASETOOLS Paul McFedries v! &
% ey X Cut 'Y %lAScendmg Y H_@ i New (X H % s
. - ER Copy o 2l Descending - et hgsM v a2 B I U =& - H
BT ot | deRemovesont ¥ e Xoeete - B- | ke AW & === 4

Add Fram OQutlook

MewStudent  Collect Data E-maillist  GuardianList  ShowyHide Fields

Open
(Mew)
Total

~ FirstMame -1 LastMame -

When I create a database using a template, why do I
sometimes see a security warning at the top of the
database?

The Security Warning information bar tells you that the
template includes extra programming tools called macros
that provide some of the template’s functionality. Macros
can be dangerous if you download a template or database
file from an unknown location. However, the templates
available through Office Online are safe, so you should
click Enable Content in the information bar to enable the
template’s macros.

What do I do if a Welcome or Getting
Started tab or window appears in the new
database?

Some templates offer extra features that
make the template easier to use. For
example, depending on the template, there
may be instructions to read, a video to play,
or web links to explore. Just follow the
prompts that appear. Note that you might
not see this extra content until you click
Enable Content in the information bar.

11




Open a Database

f you have created multiple databases, you can open a database that you previously created to

continue developing its structure, type data in it, or analyze its data.

Your database files will most often be stored on your computer’s hard drive. However, it is also
possible to open databases from your network or from the online SkyDrive storage area associated

with your Microsoft account.

Open a Database

9 Start Microsoft Access.
e Click Open Other Files.

Note: If Access is already
running and you have another
database open, click File instead.

The File options appear.

e Click Open.
The Open options appear.

() If you opened the database
recently, you can also click
Recent and then click the
database. In this case, you
can skip the rest of the steps
in this section.

e Click Computer.
e Click Browse.
The Open dialog box appears.

() If necessary, you can
navigate to a different
location.

0 Click the database that you
want to open.

@ click Open.

Access opens the database.

12

Microsoft Access ? - O x
paultickecies - [l @ @
Places fLJ Computer
@ Recent 0 Recent Folders
Documents
Paul McFedries's SkyDrive
& “ Desktop
1 Computer
=
+ Add a place Browse
o EX
4 [# » Libraries + Documents 0 v ¢ | SearchDocuments o
Organize *  New folder g W @
~ ~
5 Microsoft Access
1 1
S Favarites &
B Desktop
8 Downloads My Database Students
‘] Recent places
G SkyDrive
1 Photo Stream
7 Libraries
|| Documents
o Music
=) Pictures
B8 videos
v v
File name: | Wy Database v| | Microsoft Access vl
@ o I-
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hen you have finished your work with an Access database, you should close the file. You can
have multiple databases 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.

When you close a database, Access checks to see whether any open objects have unsaved changes.
If Access detects an object that has unsaved changes, it prompts you to save it. This is a very
important step because it prevents you from losing work, so be sure to save your changes when and
if Access prompts you.

Close a Database

o CI.]Ck F-ile B2 B ©- @ = MyDatabase: Database- CAlsersiPauli\Docume.. TABLE TOOLS ? - O x
CREATE  BXTERMAL DATA  DATABASETOOLS | FIELDS TABLE Paul McFedries = ! 2!
b{‘ A 12 [ B X [EName & Caption £ Modify Lookups Required
o T Default Value Jx Modify Expression | Formatting Unique )
Wiew  Shert Number Cumency _ e o Yalidation
Text = E3Field Size Meme Settings $ % » % S [ indewed .
Wievs Add & Delete Properties Formatting Field Walidation ~
H Tabled x
All Access Obje... @ « || Tl
s o 1D - Click to Add ~
v ch
aoel (Mew )
Tables 2
A Tablet
Record: 4 1of1 Ll Y>\ND Filter | Search
g =
The File opt10ns appear. My Database : Database- C:AUsers\PauliDocuments\My Database accdb (Access 2007 - 2013 file format) - Micr.. 2 — O X

@ Click Close.

() You can also close a database by
clicking the Close button ().

Paul McFedries = o
.
Info

My Database

Docurments

Wiew and edit datsbase properties

¥ Compact & Repair
i Help prevent and correct database file problems

Compact & by using Compact and Repair.
Repair Database

W Encrypt with Password

Use a password to restrict access to your
Encrypt with database. Files that use the 2007 Microsoft
Passwaord Access file format or later are encrypted.

Access closes the database.

Note: If Access prompts you to save
an object, click Yes.

Print.

13



Understanding the Access Interface

ccess 2013 has a user interface consistent with those of other Office 2013 applications, including
Word and Excel. It contains tabs, a multiple-tabbed Ribbon, and a status bar.

o Fi le EH 9 & - *;?Datahase- CillsersyPaulDocument.. TABLE TOOLS
. CREATE ERMAL DATA DATABASE TOOLS FIELDS TAELEQ
D]Splays a menu of by | Fou Y 4| Ascending Yo - = New HI e [Calibri :
file commands. View Pag B oy Filter Al Descencing 13- Refresh Se g o BT MIE=ET =- 0
- ¥ Farmat Painter A Remove Sont Y ale X Delete ~ FH- - A-F-b. ===_4-
0 Qu-ick Access iewss Chpbnatd n Sart & Filker Rzcords Find Text Farmatting ml A
Toolbar All Access Ohjects @ « = Cluﬂ"zmt - I =] i = ‘E
A onta ame = nta itle = ress = |~
. -gé;lecsategor\es | haria Anders Gale resentative Obere 5tr. 57
P]’OV]deS Shortcuts = || AnaTrujillo Owner Axvda, de la Constitucian 2222
Customers | ® Antonio Moreno Owner Mataderos 3312
t0 C0mm0n|.y used B Employees | Thomas Hardy Sales Representative 120 Hanover 5g.
o B order Details | [ Christina Berglund Order &dministrator Berguvsvagen 8
features' Th]s too{bar B orders | B Hannahoos Sales Representative Forsterstr, 57
-is CUStomizable. B0 eroduds | B Frédérique Citeaux tarketing Manager 24, place Kléher
_ hartin Sommer Owiner G/ Araguil, 67
0 B Products For Update 7 Laurence Lehihan Owher 12, rue des Bouchers
Ta bs E shippers | # Elizabeth Lincoln Accounting Manager 23 Tsawassen Blvd,
. B suppliers | ®victoria ashworth Sales Representative Fauntleroy Circus
COI’Ita'In buttOﬂS and Queries ¥ || @ Patricio Simpson Sales agent Cerrito 333
h |_ f Forms ¥ || B Francisco Chang farketing Manager sierras de Granacla 9333
Ot er Contro S Tor Reports ¥ || B Yang wang Owner Hauptstr, 23
. : Pages ¥ & Pedro Af | N adas,
working with data. Macros || lelccssatnbrown [ssespepresenistiva ™ |Baskelay G
. Modules v Sven Ottlieh Order Administrator Valserweg 21 -
0 R1bb0n Record: M« [1of91 | » M k| T o Filter | [Search [4] [v]
l d o o odle o o B &
Displays and organizes
tabs. @ Dialog box launcher @ Groups
Clicking this icon (=) opens a Organize controls into sections
dialog box related to the group. within tabs.
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O Object tabs

Provide access to all
open database objects,
such as tables, reports,
and forms.

O Scroll bars

Enable you to scroll
through a datasheet.

O View buttons

Switch between various
views of the selected
object. The buttons are
different depending on
what type of object is
active. Hover over a
button to find out which
view each button
represents.

O Record selector

Displays the current record number and enables you
to navigate to other records.

B2 H S <& = HNorthwind: Database- CiUsers\PaultDocument.. TABLE TOOLS ?2 - O x
HOME CREATE EXTERMAL DATA, DATABASE TOOLS FIELDS TABLE Paul McFedries ~ o
by | o How Y 4] ascending T+ @ SiMew 2 H e [calibr -1 =
o | ER) Copy Z) Descending T~ B Save v L 3- B I U s=éE
Wien Paste Filter Refresh Find - U e
- ¥ Format Painter 4 Remave 5ot Y ale X Delete = - kr AT D === 4-
Wiews Clipboard 7] Sort & Filter Recards Find Tesxt Formatting oo~
H Customers X
All Access Objects @ « - =
Tables N | Contact MNarme - | Contact Title - ‘ Address - ‘;
Maria Anders Sales Representative |Obere Str. 57 |
EH categories — .
Ana Trujillo Owner Avila, dela Constitucidn 2222
2 customers [ " -
| |B antonio Mareno Cwrner Mataceros 2312
BB Employees | H Thomas Hardy Sales Representative 120 Hanover 5i.
EH Order Details | & Christina Berglund Order Administrator Berguvsyigen 8
EH orders Hanna Moos Sales Representative Forsterstr. 57
ER Progucts || red‘enque Citeaux Marketing Manager 24, place K|&her
o 4 rtin Sommer Owyner C/f Araguil, 67
Fraducts ForUpdate || rence Lebihan Crirer 12, rue des Bouchers
BB shippers | |E Elizabeth Lincoln Accounting Manager 23 Tsawassen Blvd,
EH suppliers wictoria Ashworth Sales Representative Fauntleroy Circus
Queries ¥ Patricio Simpson Sales Agent Cerrito 333
Forms ¥ Francisco Chang IMarketing Manager Sierras de Granada 9993
Reports ¥ _ Yang Wang COwrner Hauptstr, 29
Pages ¥ _ Pedro Sales Associate Aw, dos Lusiadas, 23
m“;"’l’ ¥ | |® Elizabet i sales Representative Berkeley Gardens
ouules v Sven Ottliih Order Administrator Walserweg 21 hd
Record: M < [1 of 91 b ovobs | B Ko Filter | [Search

O Status bar
Displays information about the current object or

view.

@ The Navigation pane

Lists all available database objects.
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Customize the Quick Access Toolbar

You can make Access easier to use by customizing the Quick Access Toolbar to include the Access
commands that you use most often. You run Quick Access Toolbar commands with a single click,
so adding your favorite commands saves time because you no longer have to search for and click a

command on the Ribbon.

By default, the Quick Access Toolbar contains three buttons: Save, Undo, and Redo. You can add
common commands such as New and Open to the Quick Access Toolbar, as well as hundreds of other

Access commands.

Customize the Quick Access Toolbar

o Click the Customize Quick
Access Toolbar button ( = ).

() If you see the command that
you want, click it and skip
the rest of the steps in this
section.

9 Click More Commands.

The Access Options dialog
box appears.

() Access automatically displays
the Quick Access Toolbar tab.

e Click the Choose commands
from [~].

e Click the command category
that you want to use.

16
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‘ s X Cut

B Coj
mew Paste i
. * Forrr
Wiess Clipboars

All Access Obije
Tables

Categories

Customers

Employees

Order Details

Orders

Products

Praducts For Updat:

Shippers

BEEHBBHBHEB

Suppliers
Queries
Forms
Reports
Pages

Macros
Modules

Street or post-office box.

7 Northwind : Database- C\UsersiPaul\Document.. TEBLETOOLS T - 0 x
Customize Quick Access Toolbar  |pase TOOLS FIELDS TABLE Paul McFedries ~ ! i)
A Al s ——
Open fa- B % - B I U =&
v s ¥ Rf{;‘.“xum me Mg A === Av
Ernail Records Find Text Formatting o~
Quick Print x
Print Preview 0 ame - Cantact Title -] Address -[[=]
Spelling Sales Representative Obere 5tr, 57
v Unds Owner Awvda, de la Constitucion 2232
ino Owner Nataderos 2312
v Redo ) Sales Representative 120 Hanover Sg
Made lund order Administrator Berguwsvagen 8
Refresh All Sales Reprasentative Forsterstr, 57
Syne All teaux Warketing Manager 24, place Kléher
Touch Mode ar Owner Cf Araguil, 67
an Owner 12, rue des Bouchers
2 Commeib. In Accounting Manager 23 Tsawassen Blvd,
Show Below the Ribbon % orth Sales Representative Fauntleroy Circus
v Patricio Simpson Sales &gent Cerrito 333
¥ Francisco Chang Marketing Manager Sierras de Granada 9992
¥ Yang Wang Owner Hauptstr. 23
¥ Pedro Afonso Sales Associate Ay, dos Lusfadas, 23
f Elizabeth Brown Sales Representative Berkeley Gardens
v sven Ottlieh Order administrator walserweg 21 -
Record: W b b | o Filter | [Search [+]
%

NUM LOCK

Access Options

Beneral

Current Database
Datasheet

Object Designers
Proofing

Language

Client Settings
Customize Ribbon
Quick Access Toolbar «
Add-ins

Trust Center

@E Customize the Quick Access Toolbar.

Custornize Quick Access Toolbar: 1)

Create Tab

External Data Tab
Database Taols Tab
Source Cantrol Tab
Add-Ins Tab

View | Design Tab

Farm Layout Taals | Design Tab

Farm Layout Tools | Arrange Tab
Farm Layout Toals | Format Tab

Farm Design Taals | Design Tab

Farm Design Taals | Arrange Tab
Farm Design Toals | Format Tab

Repart Layout Taols | Design Tab

Repart Layout Taols | Arrange Tab v

[] Show Quick Access Toolbar below the
Ribbon

Choose commands from: (0
Popular Commands v 0 [For all documents (default)
Popular Cammands ~

Caramands Not in the Ribbon H Save

All Commands € Undo |»
Macras @ Redo |»

x

Modify...

Custoizations: | Reset v |0
Impert/Expart ¥ |
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e Click the command that you
want to add.

; Fi T
O click Add. v || | - 5
Prasfing 7 Close Database - H sve
“ly Compact & Repair Database &-@ Options
(@ Access adds the command. Langage =5 Connestir S o b
Client Settings 8 Convert @ Redo [»

() To remove a command, click
it and then click Remove.

@ click ok.

Access tells you to close and
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Access Options

General

Add-ins

Current Database

Custamize Ribbon

Quick Access Toolbar

Trust Center

E’E Custemize the Quick Access Toolbar.

Chaose commands from: ()

il CopyDatsbase File

[ Create from SourceSafe

[igg Current File Farmat

[] Database Properties

40 Docurnent Management Server
= Drop SOL Database

7 Email

#2f Encode/Decode Database. 6
X Exit

% Link Tables
|17 Make MDE File.

Manage »
[ Mew

Open

A5 Package and Sign
WS Preview and Print »
= Print

[A Print Preview
o Publish

[[] Show Quick Access Taolbar below the
Ribbon

D)

Custorize Quick Arcess Toolbar ()

EIE]

Modify.,

Cusomiatons [ e e |
ImportfExport ¥ |0

gz d * Morthwind : Database- C:\Users\Paul\Docu.., TABLETOOLS
reopen the database for the .
HOME EATE EXTERMAL DATA, DATABASE TOOLS FIELDS TABLE Paul McFedries ~ o
change to take effect. b = Ko W flerons o [ aue T et [m o i
= Eg Copy %) Descending  To]- B Save v 2- B I U =& - H.
e Cl. k OK View | Paste . Filter o ot ¥ Refresh o = Find he A-¥-&- === &
ic . ormat Painter 2 Remave Sort Al elete ~ B~ - - - EE=E -
* i Clipboard ] Sort & Filter Records Find Text Formatting no~
~
All Access Objects ® « || 1 costomers x
( Access adds a button for the S ! B Y ey P address =
. N Maria Anders Sales Representative Obere Str. 57
H cat ||
command to the Quick Access i " [& anaTmitio e vcl. e la Constitue bn 2222 D
fustomers | ® Antonio Mareno Ouner Mataderas 2312
Toolbar. B3 Employees | Thomas Hardy Sales Representative 120 Hanover 5q,
B2 Order Details | ® Christina Berglund Order Administrator Berguvsvagen 8
. BB orders | ¥ Hanna Moos Sales Representative Forsterstr. 57
NOte' You do nOt need to Close B roquas | |® Frederigue Citeausx harketing hManager 24, place Kleher
Ndartin Sammer Owner Cf Araquil, 67
and then reopen the database. B ot Forupae BE —
B shippers BE]
Note. Another Way tO remove a BB suppliers : ¥ou must close and reopen the current database for the specified aption to take effect,
. ‘
Queries v || |= 8
: : : Forms ¥
command is to right-click the M| S
: Pages ¥ |
Command and then C|.'|Ck Remove voges : | = F‘E.dru fonsa ales Aezociate . x. dos Lusiadas,
. Modules M | |® Elizabeth Brown Sales Representative Berkeley Gardens
from U'lck Access Toolbar. Sven Ottlieh Order Administrator Walserweg 21 -
Q Recard: bbb | B o Filter | [Search [4] [+]
ig | =

PS

Can I get more room on the Quick Access Toolbar
to show more buttons?

Yes, you can increase the space available to the
Quick Access Toolbar by moving it below the Ribbon.
This gives the toolbar the full width of the Access
window, so you can add many more buttons. Click
the Customize Quick Access Toolbar button ( =) and
then click Show Below the Ribbon.

Is there a faster way to add buttons to the Quick
Access Toolbar?

Yes. If the command that you want to add appears
on the Ribbon, you can add a button for the
command directly from the Ribbon. Click the Ribbon
tab that contains the command, right-click the
command, and then click Add to Quick Access
Toolbar. Access inserts a button for the command
on the Quick Access Toolbar.
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Customize the Ribbon

You can improve your Access productivity by customizing the Ribbon with extra commands that
you use frequently. The Ribbon is a handy tool because it enables you to run Access commands
with just a few clicks of the mouse. However, the Ribbon does not include every Access command. If
there is a command that you use often, you should add it to the Ribbon for easy access.

To add a new command to the Ribbon, you must first create a new tab or a new group within an
existing tab and then add the command to the new tab or group.

stomize the Ribbon

o .
Display the Customize EES o - Hartwing - Mictosafe Acess Table To0L 1 - O x
Ri bbon Tab E CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE Paul McFedties
b Custornize Quick Access Toolbar., w3 H N R
. . i) D—‘ Ez Shows Quick Access Toolbar Below the Ribbon L] QSave / .
@ Right-click any part of the e i, ) o B 4 i
Ribbon iewss cli Unpin the ribbon Records Find Text Formatting ol oA
Cust x
All Access Objects @ « || = customers
‘ CustamerD - ‘ Company Name - | Contact Mame - ‘ Contact Title  [<]
. . . Tables
CI_'ICk Custom'lze the R'Ibbon, T atearice | = e Alfreds Futterkiste Maria Anders Sales Representative
= | |E ANATR AnaTrujillo Emparedados y helados &na Trujillo Owner
Customers | B ANTON Antonio Moreno Tagueria Antania Morena Owner
B3 Employees | #AROUT Around the Horn Thaormas Hardy Sales Representative
B2 order Details | |E BERGS Berglunds snabbkdp Christina Berglund Order Administrator
BB orders | |® BLAUS Elauer See Delikatessen Hanna Moos Sales Representative
B roquas | ® BLONP B|’Dﬂd2| pere et fils Fredgrlque Citeaux Marketing Manager
= | |®BOLD Balido Comidas preparadas Nartin Sommer Owner
Products For Update | # BONap Bon app' Laurence Lebihan Owner
ER shippers [ EBOTTM Bottom-Dollar Markets Elizabeth Lincaln Accounting Manager
B suppliers | |E BsBEV B's Beverages “ictoria Ashworth Sales Representative
Queries ¥ || |EcacTy Cactus Comidas parallevar Patricio Simpson sales agent
Forms ¥ || |ECENTC Centra comercial Moctezuma Francisco Chang Marketing Manager
The ACCQSS Opt-ions d]alog Reports ¥ || |E cHOPS Chaop-suey Chinese Yang Wang Owner
Pages ¥ [ |E Comm Comércio Mineiro Pedro Afonso Sales Associate
box appears :":“I’ : | |® CONSH Consolidated Holdings Elizabeth Brown Sales Representative
* oaules ¥ || ® pRaco Drachenblut Delikatessen Sven Ottlieh Order Administrator
. . [ |® DUMON Dumonde entier Janine Labrune Qwner
EASTC Eastern Connection nn Devon Sales Agent s
o Access aUtomat1cal'l'y d1splays Recards ¥ v v [ o il [ [Search

[]
the Customize Ribbon tab. o bacec o1 cixio B

Add a New Tab or Group s
e Click the tab that you want

General

E-E Customize the Ribbon.

Choose commands from:

Current Datahase
Customize the Ribbon: (0

to customize i s 2
. Praofing I Access Rename g Main Tabs
() You can also click New Tab . Bacendi i’é?ﬁf'”'me
052 D2 & YK HE A
to create a custom tab. Claze °°® ' 9L  Views

Client Settings oy ||| E

Clipboard
cut - _)©*

Customize Ribbon Sart & Filter

Datashe
i wickpczzss Toosmr || % Delte || TEEROD B 8 0 0 9 Clvi
e Click New Group. psaee T bt @H LSO 2ol HE o
Add-ins e ges.cer\d [ Text Formatting El
Trust Center S A = | Hew Group (Custor)
( Access adds the group. tcen G |5 R GmER= O i nE e 0 =
. 3 o ||[AEXVEOMT Dk ¥ = e 0is
e Click Rename. Bt P y@OBIDSA Source Contrl
A FontCo| Displayname Add-Ins
. Font Siz
The Rename dialog box o
Format Fanter
appears. Layouciem " w NewTsb | | Newsroup | | Rename.. @
[ Mew Customizations: | Reset ™ |0
Qpen
e Type a name for the group. % pase z [Importipor <]

@ click ok.
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Add a Command

e Click the Choose commands
from (v

o Click the command category
that you want to use.

@ Click the command that you
want to add.

@ Click the custom group or tab
that you want to use.

€ Click Add.

Object Designers
Praofing

Langusge

Client Settings
Customize Ribbon
Quick Access Toalbar
Add-ins

Trust Center

Popular Commands
Cormtmands Mot in the Ribbon
All Commands
Macras

File Tab

All Tabs

Main Tabs
Toal Tabs
Customn Tabs and Groups

]

r -
Special Effect: Sunken
Split

Subfarm
SubForm/Report

Subview Control
Switchboard Manager
Tab Contral

Table Design

Text Field (Farm Contral)
Tile Windows Horizontally
Tile Windows Vertically

12

E

Access Options
General . .
b= Custornize the Ribbon.
Current Database
Choose commands fram: () Customize the Risbon: (0
Datashest Commonds Not n the fibbon (3 S | Msin Tabs I~

abs

Main T
# rint Preview

E MHome
Wiewss
Clipboard
Sart & Filter
Records

Find

Window

Text Formatting

1 My Group (Custarn)
@' Touch Mode
reate

[¥] Esternal Data
[¥] Database Tools
[¥]Source Cantrol
[ Add-Ins

-

iR NERD TR RE

| MewTab | | MewGroup | | Renome.. |

() Access adds the command Tooeh ot
. ® Touch Mode Customizations: | Reset = |0
=] UnhnundOhJE[tFramE@ urremizEHons
( To remove a custom command,
l' k . d h |_ k 13 > 0K | -Car\ce\
click it and then click Remove.
CI. kOK EH S &= Narthwind - Micrasoft Access TEBLE TOOLS
]c . HOME CREATE EXTERMAL DATA, DATABAZE TOOLS FIELDS TAELE Paul McFedries ~ ! (3
VR 4 B T e Y ——
Access tells you to close and Eo 0 T Sy B & e s MLy m. ®
few  Paste ifter efre s in ouc
. ~ S Remove Sort T . X Delete ~ - k-~ A-¥-H- === 4~
z Al Mode
reopen the database for the Wiews  Cliphaard Sort & Filter Records Find Text Fomatting My Group -
-
change to take effect. All Access Objects © «|| = cutomes E
Tables " ‘CUSIDH’IEHD vr‘ Company Name v‘ Contact Name -| Contact Title  [«]
. B Categories | E ALFKI Alfreds Futterkiste Maria Anders Sales Representative
@ cl_]ck OK. o | B ANATR Ana Trujillo Emparedadas y helados Ana Trujillo Owner
custamers | B ANTON Antonio Moreno Taguera Antonio Mareno Owrner
B Employees | |E AROUT Around the Horn Thomas Hardy Sales Representative
( Access adds the new group and B omeroani: | sercs Eergluncs snabika Chnstinagergund order Administrator
. B orders | |E BLAUS Blauer See Delikatessen Hanna Moos Sales Representative
command to the Ribbon. [ | = eLone Blondel pére et fils Frederique Citeaux harketing Manager
BOLID Balido Comidas preparadas hartin Sommer Owner
B Products For Update i e S — or
Note: You do not need to close and 8 spper e o sounting Manazer
B suppliers | @ || Youmust close and reopen the current databiase for the specified option to take effect. | ||as Representati ve
then reopen the database. aerer e e oA
Forms v || ® 14 arketing Manager
Reports v || m|| asthis helpful? -
Pages # || comm Comercio Mineiro Pedro Afonsa ales Associate

Can I customize the tabs that appear only when I
select an Access object?

Yes. Access calls these tool tabs, and you can add
custom groups and commands to any tool tab.
Right-click any part of the Ribbon and then click

dialog box with the Customize Ribbon tab displayed.
Click the Customize the Ribbon [v| and then click
Tool Tabs. Click the tab that you want and then
follow the steps in this section to customize it.

Customize the Ribbon to display the Access Options

How do I restore the Ribbon to its default
configuration?
Right-click any part of the Ribbon and then click
Customize the Ribbon to display the Access
Options dialog box with the Customize Ribbon tab
displayed. To restore a tab, click the tab, click
Reset, and then click Restore only selected Ribbon
tab. To remove all customizations, click Reset and
then click Restore all customizations.
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Change the Navigation Pane View

he Navigation pane on the left side of the database window presents a list of all the objects in

the database, including its tables, queries, forms, and reports. This is an important element of the
Access interface because it enables you to view and manage the objects, so you should set up the
Navigation pane to suit the way that you work.

If you need more horizontal room to work on a table or form, you can hide the Navigation pane. You
can also adjust the width of the Navigation pane as well as change the way it sorts and lists objects.

Hide the Navigation Pane

o If the Navigation pane is
displayed, click <.

Access hides the Navigation
pane.

Display the Navigation
Pane

9 If the Navigation pane is
hidden, click .

Access displays the
Navigation pane.
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BEEH S & = Morthaind - Micrasoft Access TABLETOOLS 7T -
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Paul McFedties ~
b o o W e Yoo [y S Egg %
e ER) Copy 2l Descending T3+ e save v > - yo - BB
View | Paste Filter - Refresh Find " o
. & Format Painter 5 Remave Sart T al- X Delete - - k- A-¥ -b- === 4-
e Clipboard n Soit # Filker Recards Find Text Formatting no~
: x
All Access Objects @ « -
Tables N tormer 1D -l‘ Company Name - | Contact Mame - ‘ Contact Title  [<]
: Alfreds Futterkiste Maria Anders Sales Representative
B3 categories
AnaTrujillo Emparedados y helados &na Trujillo Ownrer
= Customers B
Antonio Moreno Tagueria Antonio Moreno wner
B3 Employees Around the Horn Thomas Hardy Sales Representative
B2 Order Details Berglunds snabbkdp Christina Berglund Order &dministrator
B orders Elauer See Delikatessen Hanna Moos Sales Representative
B roquas B|’Dﬂd2| pere et fils Fredgrlque Citeaux Marketing Manager
= Balido Comidas preparadas Martin Sommer Owner
Products For Update Bon app' Laurence Lebihan Owner
ER shippers Bottom-Dollar Markets Elizabeth Lincoln Accounting Manager
B3 suppliers B's Beverages wictoria &shworth sales Representative
Queries ¥ Cactus Comidas parallevar Patricio Simpson sales agent
Forms ¥ Centro comercial Moctezuma Francisco Chang Marketing Manager
Reports ¥ Chop-suey Chinese Yang Wang Owner
Pages M Corércio hMineiro Pedro Afonso Sales Associate
:":“IS e Consolidated Holdings Elizabeth Brown Sales Representative
odules M DRACD Drachenblut Delikatessen Sven Ottlieh Order dministrator [~
Record: 4 » v | B Lo Filter | [Search ]
o ] 0 iz b
BEEH S & = Morthaind - Micrasoft Access TABLETOOLS 7T -
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Paul McFedties ~
Zlascendng T = New

h{‘ '“-D_‘ X cut

Egy capy

T

2l Descending T3+

e Save v

= itk %

>

O T
B I U &= ==

Search

[4]

e P ot Pt 5 Remove Sart T Riﬁfh K Delete ~ [~ e - A-¥- L = A-
Wiewss Clipboard n Sork & Filker Recards Find Text Formatting no~
» - mers x
storner (D~ Company Narme - ‘ Contact Marme - | Contact Title - | Addresds]
ALFKI alfreds Futterkiste Maria Anders Sales Representative Obere Str. 57
ANATR Ana Trujillo Emparedados y helados &na Trujillo owner Ayda, de la Constitucion
ANTON Antonio Morenn Tacueria Antonio Moreno owner Wataderos 2312
AROUT Around the Horn Thomas Hardy Sales Representative 120 Hanaver S,
BERGS Berglunds snabbkép Christina Berglund Order Administrator Berguvsvigen &
o BLAUS Blauer See Delikatessen Hanna Mooz Sales Representative Forsterstr, 57
H BLOMP Blondel pére et fils Fradérigue Citeaux Marketing Manager 24, place Klgher
2 BOLID Bolido Comidas preparadas Martin Sommer Owner C/ Araguil, 67
".'-; BON&P Bonapp' Laurence Lehihan Owner 12, rue des Bouchers
E\ BOTTRA Bottom-Dollar Markets Elizabeth Lincoln Accounting hManager 23 Tsawassen Blvd
3 BSBEY B's Beverages wictoria ashworth Sales Representative Fauntleray Circus
CACTU Cactus Comidas para llevar Patricio Simpson sales agent Cerrito 333
CENTC Centro comercial Moctezuma Franeisco Chang Warketing Manager Sierras de Granada 9333
CHOPS Chop-suey Chingse Yangwang Owner Hauptstr, 23
COMMI Comérci o Mineiro Pedro &fonso Sales Associate Ay, dos Lusiadas, 23
CONSH Consolidated Holdings Elizabeth Brown Sales Representative Berkeley Gardens
DRACD Drachenblut Delikatessen Sven Ottlieh Order Administrator Walserweg 21 hd
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. . .
Adjust the Navigation Pane Edo o - Nortaind - Wictosft Access e TooLs * - B x
S- HOME | CREATE  EXTERMALDATA  DATABASE TOOLS FIELDS TEBLE Paul McFedries ~ o
1ze b[ ey ¥ Cut Y 4 scending T - |@ = New 2 H e iz
= g Copy %l Descending T~ B Save v > -
Vi Pasts Filt Refresh Find
o Drag the border to the left or T Skomatbainter | B Remove Sort ¥ ;‘T.s Koekte -+ b AT
r-ight ( % Changes to <=>). Viewss Cliphoard 5 Snrl&F\ItE\r Frecords Find Text Formatting ml o~
All Access Objects @ « = cutomers x
. Tables N | CustamerID -1/ Company Name - ContactMame - Contact Title [+
o A bl_ack l_]ne ShOWS the new B categories | ALFR Alfreds Futterkiste IWaria Anders Sales Representative
.. | ANATR AnaTrujillo Emparedados y helados &na Trujillo Owner
position for the border. = somer | pawon antonio toreno Tagueris artoroNoene Owner
B3 Emplayees 7 2ROUT Around the Horn Thomas Hardy sales Representative
I order Details [ eERas Berglunds snabbkap Christina Berglund Order Administrator
B orers | JB BLAUS Blauer See Delikatessen Hanna hoos ales Representative
B products k- BLONP Blondel pére et fils Frédérigue Citeaux Marketing Manager
. i‘gﬁ BOLID Balido Comidas preparadas Martin Sormmer Owner
Products For Update N GRS Bon app’ Laurence Lehihan Owner
B shippers | eoTTM Bottom-Dollar Markets Elizabeth Lincoln Accounting Manager
B suppliers I BSEEY B's Beverages wictoria Ashworth Sales Representative
Queries v || | cacu Cartus Comidas para llevar Patricio Simpsan Sales Agent
Forms v || | centc Centro comercial Moctezuma Francisoo Chang Marketing Manager
Reports ¥ || | cHops Chop-suey Chinese Yang wang Owner
Pages ¥ e comma Camérelo Mineiro Fedro Afanso Sales Assodiate
:“;’“‘I’ f | e consH Consolidated Holdings Elizabeth Brown Sales Representative
e N ) DRACD Drachenblut Delikatessen Sven Ottlieh Order Administrator [~
Regord: W b b | T o Filker | [Search (4]
izl k=
.
Change the Way Objects Are EHOS o - T —— TRELETO0LS T - o x
D. I, d HOME | CREATE  EXTERMALDATA  DATABASE TOOLS FIELDS TRBLE Paul McFedries ~ ]
1splaye VAT 4 A T e
. £t B Il Descending T~ Hs v - B I U =& - B,
iew | Pae DR Filter Al pescending '3 Refresh = Y Find - AL
3 A >
. N * Farmat Painter SeRemoveSot ¥ ny. X Delete - - k- A-¥-&- === HA-
WS Clipboard F] Sort & Filter Records Find Text Formatting P
A menu of object options All Access Objects ® E
T " ustomer 1D -I‘ Company Name - | Contact Mame - ‘ Contact Title  [4]
opens. £ Mavigate To Category T Alfrads Futterkiste Maria Anders Sales Reprasentative
. Custorn | |E ANATR AnaTrujillo Emparedados y helados Ana Trujillo Owner
. Object Type | ®ANTON Antonio Moreno Tagueria Antanio Moreno Qwner
Click the way that you want B bl and Relsted vie S | ® arout Around the Horm Thamas Hardy Sales Representative
. . . E N BERGS Berglunds snabkkop Christina Berglund Order Administrator
Created Date —
tO view the Ob_]ect l'ISt. E ;A i D [ B BLAUS Blauer See Delikatessen Hanna hoos Sales Representative
. Ledfied Date | B BLONF Blondel pére et fils Frédérique Citeaux  Marketing Manager
. : Filter By Group BOLID Balido Comidas preparadas hartin Sommer Owner
( You can also filter the list to E e
: [ i | ®eoTm Battam-Dollar Markets Elizabeth Lincaln Accounting
Queries I (EHETEE?
Show onl'y a certa]n type Of E Farms | E BSBEV B's Beverages wictoria Ashworth Sales Representative
3 C = ¥ || _|HcACTY Cactus Comidas parallevar Patricio Simpzon Sales Agent
ObJECt' F Beports E= Centro comercial Moctezuma Francisco Chang harketing Manager
R Bages ¥ || ® cHOPS chop-suey Chinese ‘Yang Wang Cwner
G You can choose All Access P Macros Yol E comm Comeéreio Mineiro Pedra &fanso Sales Assodiate
: Modules F COMNSH Consolidated Holdings Elizabeth Brown Sales Representative
. I
U1 Al Access Objects DRACD Drachenblut Delikatessen Sven Ottlieb Order Administrator [~
Ob]eCts to return to the ful.'. Record: 4 v obob | E o Filer | [Search |1

list after filtering.

What are some other ways to display and hide the Navigation
pane?

Pressing (1) toggles the Navigation pane on and off. You can
also click Navigation Pane along the left edge of the window
when it is hidden to display it. Another way to hide it is to
double-click the divider line between the Navigation pane and the
main window when it is displayed.

What is the purpose of the 3 and
$= arrows in the Navigation pane?
You use these arrows to expand or
collapse a Navigation bar category. To
expand a category and see its contents,
click . To collapse a category and
hide its contents, click .
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Open and Close an Object

You perform work in Microsoft Access by manipulating database objects such as tables, queries,
and forms. Before you can work on an object, you must open it. 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 the object’s content. You can open multiple objects
at the same time and then switch among them.

When you no longer need to work with an object, you should close it to reduce clutter in the main
database window.

Open and Close an Object

open an Object BEd S & = Northwind - Microsoft Access TABLETOOLS T - O x

HOME | CREATE  EXTERNALDATA  DATABASE TOOLS FIELDS  TABLE Paul McFedries
o If necessary, click the b B Ko b Al R ) T —
t Fe el t \';"—"‘"’ . ER Copy o 2l Descending T~ iy hESM v g DT BIU EE
ey aste ilter efres] it -
category's == 1con to . ¥ Formnat Painter beRemove Sot W pye X Delete - E- k- A-¥-&- === A-
expand 'it i3 Clipboard g Sort & Filter R Find Text Formatting [
.
All Access ObjEC& ==z Customers | T Employees x
. . Tables p ployee D - ‘ Last Mame - rirst Name .| Title - ‘T\tle( v‘BIr’th Date .| Hire Dati
Double-cl_'lck the ObJeCt, = i Bl pavalio Maney Sales Representative  Ms, 06-Dec-1966 01-hMay-:
= 2 Fuller Andrew wice President, Sales  Dr. 19-Feb-1952 1d-tug-!
. . custaners 3 leverling  Janet Sales Representstive | Ms., 20-Aug-1963 D1-Apr-:
o The Ob_]ect appears in the = Employees 4 Peacock Margaret salesRepresentative  Mrs,  19-Sep-13 -0
. B order Details 5 Buchanan  Steven Sales Manager M, 04-Mar-1 ot
database window. I Ssujama  Michasl |SalesRepresentstive  br. | 02.0u-1573 17.0ct:
B products 7 King Rohert Sales Representative  hr 23-May-1360 02-Jan-:
: & Callahan Laura Insicle 5ales Caordinata s, 09-1an-1385 05-Mar-;
0 Access d1SplayS a tab for 5 producs For Update 9 Dodsworth  Anne sales Representative s, 02-Jul-1380 15-Nov-:
. B3 shippers (New)
the object.
B suppliers
Queries ¥
1 Forms £
(@ To switch among open o :
: : Pages v
objects, click the tab of s :
. Modules v
the Ob-]eCt that you Want' Record: 4 < [10f9 b Mop | B Mo Filter | [Search [4] [+]
o EH &

Close an object EH S &= Nortwind - Microsoft Access TABLETOOLS

HOME CREATE EXTERNAL DATA DATABAZE TOOLS FIELDS TABLE

o Click the tab of the object be i Xeo Y ileeen T g T
that you want to close i Fivyy A0ucendng B g o Fing -
y . N & Format Painter SeRemove ot W . 2 Delete - %- - ¢ === i
“Wlews Clipboard Sort & Filter Records Find Text Formatting no~
9 Click =£. All Access Objec¢ T cotomes (T Erpore %
Tables N ‘ CustomerID - ‘ Company Name - | Contact Name - ‘ Contact Nitle =]
Note: You can also right-click the B e [ttty et s
. , . B customers | ® anTon Antanio Moreno Tagueria Antanio Moreno Owner
object’s tab and then click Close. B erpivees | anour Araundthe Hom Thamas Hardy Salles Representative
B Order Detals | |® BERGS Berglunds snabkkop Christina Berglund Order Administrator
. BLAUS Blauer See Delikatessen Hanna hoos Sales Representative
The object closes. S [ lseione  blondelperectils ricénc e cteass Mg oneger
e BOUD e e p— Martin Sommer Owner
B Products For Updte : BOMNAP Ban app' Laurence Lehihan Owrer
3 shippers | ®BoTTM Bottom-Dollar Markets Elizabeth Lincaln Accounting Manager
EH suppliers | E BSBEV B's Beverages Wictoria Ashworth Sales Representative
Queries ¥ ||_|® CACTU Cactus Comidas parallevar Patricio Simpzon Sales Agent
Forms ¥ || ®CENTC Centro comercial Moctezuma Francisco Chang Marketing Manager
Reports ¥ | _|® cHaPs Chop-suey Chinese Yang Wang Owner
Pages ¥ COMRAI Comércio Mineira Pedra afonso Sales Associate
Macros ¥ [ ]® consH Consolidated Holdings Elizabeth Brown Sales Representative
Modules * || ®oraco Drachenblut Delikatessen Sven Ottlieh Order &dministrator [~
Recard: b+ b b | B 1o Filter [ [Search (]
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Change an Object’s View

CHAPTER

|

Access offers you multiple ways to interact with each database object. For example, with a table,
you can work either with the data, including adding, editing, and deleting records, or you can
work with the table structure, including adding, editing, and deleting fields. To switch between
these different ways of interacting with a database object, you change the object’s view.

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 the Design view.

Select a View from the
Ribbon

o Click the Home tab.
© Click the View .

e Click the view that you
want to use.

Note: You can also right-click

an object’s tab and then click the
view that you want from the
shortcut menu.

Select a View by Using the
View Buttons

o In the status bar, 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, move [;
over the button to see a
screen tip.

B d Morthwind - Micrasoft Access TABLE TOOLS 7 - O x
HOME{ EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Paul McFedries ~ o
EI T Y 2l fscending Yo "@ = New 2 Hl 2% A :
""—""’ B Copy £l Descending o Save . B I H e e He
Wiews Filter | Refresh Find
,Q"Favmatpaintev 5# Remove Sart Y Al < Delete - gv k - A D
n Sort & Filker Recards Find Text Formatting no~
E Datasheet Yiew | T cumtomen x
b[ S ‘ Customer D -‘ Company Name -| Contact Mame - ‘ Contact Title  [4]
L4 LesignView | = O Alfrads Futterkiste Maria Anders sales Represantative
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B orders | |E BLAUS Blauer See Delikatessen Hanna hoos Sales Representative
B Froduds | B BLONP Blondel pére et fils Frédérigue Citeaux Marketing Manager
BOLID Balido Comidas preparadas Martin Sommer Owner
B8 Producs For Update | ® BoNaP Bon app’ Laurence Lebihan Owner
B2 shippers | | BOTTM Bottom-Dollar Markets Elizabeth Lincoln Accounting Manager
EH suppliers | @ BsBEV B's Beverages “ictoria Ashworth Sales Representative
Queries v || |®cactu Cactus Comidas para llevar Patricio Simpson Sales agent
Forms ¥ || |ECENTC Centro comercial Moctezuma Francisco Chang Marketing Manager
Reports ¥ || ® cHoPs Chop-suey Chinese Yang wang Owner
Pages ¥ E comam Corércio hMingiro Pedro Afonso Sales Associate
Macros f | |E comnsH Consolidated Holdings Elizabeth Brown Sales Representati
Modules ¥ DRACD Drachenblut Delikatessen Sven Citlish Crder fcministrator
Record: W bbb | T o Filter | [Search (4]




CHAPTER 2

Working with
Tables

After you create a blank database, you cannot enter data until you
create at least one table. Therefore, 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.

This involves thinking about what purpose your tables will serve, how your tables will be related
to each other, which fields you'll need in each table, and how you will differentiate between each

record in a table.

Choose One Purpose per Table
Each table should have a single, well-defined

Customers

Company Name
# Alfreds Futterkiste

Contact Name
hiaria Anders

Contact Title

Sales Representative

Ad[~]
Ohere Str. 57
Avda, de la Constity

table, you eliminate the duplication.

# AnaTrujillo Emparedados v helados &na Trujillo Owner
purpose. For example, a table may store 2 antonioiay — —
. . # argund the mployees
customer contact 'mformat'lon, prOdUCt ¥ Berglunds s Last Name - | Flrst Name < Title - Title OF Courtesy - | Birth Date - Hire
. # Blauer See Oy Davolio Mancy Sales Representative Ms. 08-Dec-1965 01-
'Inventory, or personnel records. Do not worry ® Blondel per Fuller Andrew vice President, Sales | Dr. 19-Feh-1952 14-4
. . . Balido Comi Leverlin; Janet Sales Representative Mls. 30-£ug-1963 01-4
that the information you need to work with Soonap || [®pescock | E— R
. . . ottom-Doll uchanan
is stored in different tables because you can B 5 sevregd ({5sons | [ e e
. . actus Comi in Chai Exotic Liquids
easily create queries and reports that o e et | L% ang Sive i
. . Chop-suey d Dodeworth Aniseed Syrup Exotic Liguids
summarize and combine data from any et | o | Chef Anton's Cajun Sessoning | New Orlaans Cajun Delights
Chef Anton's Gumbao Mix Mew Orleans Cajun DEhghtS
b f bl Consolidateq | % > -
numbper o ta es. Recordi M« [1of 9 |Record: M« [1of { | Record; 1« » v [T il [[searcn L] D]
Avoid Redundant Data Entry =
.. . . . Address City - | Region - Postal Code - Country - Phar(<]
comb'ln'lng mul_t]ple purposes mna S]ngl_e ¥ Obere str. 57 Berlin 12309 Germany  030-007
. . . Avda. de |a Canstitucion 2222 México D.F. 0s0z21 MMexico (5) 5595
table results in needless duplication and ® ttaderos 212 Mook suzs Medco ()59
g 120 Hanover Sg. e _
increases the chance of data-entry error. For CEreviry ) [ N— " e
Forsterstr, 57
example, suppose that your Orders table also 24, piace ¢ sber 10248 viman ol Buchanan Steven 1ol 0L
. . . . C/Araqulh 67 10243 Trad\gau H\pErmEr:ast Suyama, Michael 05-Jul-2011 16
contained fields for the customer’s shipping & 12, rue des pouch 10250 Hanari Cormes Peacock, Mergaret 0302011 05
. 23 Tsawassan Bly 10251 Wictuailles en stock LEVErlmg, Janet 08-Jul-2011 0s
addreSS. Every t]me a repeat customer pl_aced Faurtleroy Grous 10252 Suprémes délices F’Ea\:l:;l:kJ Iargaret nsaulqnn 06
arTito 10253 Hanari Carnes Leverling, Janet 10-Jul-2011 2
an Order, you would need to re-enter the ;EW;zzaGranad 10254 Chop-suey Chinese Buchanan, Steven 11-Jul-2011 08
. . . Hauptstr, 29 10255 Richter Eupermarkt Dodsworth, Anne 12-Jul-2011 03
Sh'lpp'lng addl’eSS. By plac]ng CUStomel’ © Ay, dos Lusiadss, 10256 Wellingtan Impartadara Leverling, Janet 15-ul-2011 12
. . . . . Berkeley Gardens 10257 HILARION-Abastos Peacock, Margarat 16-Jul-2011 13 _
Sh]pp]ng ]nformatlon mna Separate CUStomers Record: | v| |Record: W «[1aora30 | » Wb | T o fiker [ [Search [T ] 0]
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CHAPTER

Working with Tables 2

Plan for Relationships 23 Relationships - o x°
Think about how tables will be : : : - [<]
Employees Orders Custarmers |:|
re"ated‘ For exampl‘e’ the Orders % EmployeelD E 2 ? OrderD E 2 F CustomerlD E
and CUStomerS tables may be LastMame _\_ CustomerlD 2/_ Companyame
. . FirstMame = EmployeelD ContactMame
related to dlspl'ay d I'1St Of al‘l' Title CrderDate ContactTitle
the orders placed by a Certa‘in Title OfCourtesy RequiredDate Address
EirthDate ShippedDate City
customer. You could also relate HireDate Shiphia Region
the Employees and Orders tables Address Freight PostalCode
0 o City - Shiph - -
to display a list of orders taken ' i county .
by certain employees. It may be ] [

helpful to draw a diagram to
envision the relationships needed.

Decide on the Fields " Emplayees _
to Use Field Mame Data Type Description (Optional )
Q LastMame Short Text Employee's last name,
If you th.mlf that you may. need FirstMame Short Text Emplayee's first name,
to sort or filter by a certain Title Short Text Employee's title,
type Of information, make ita TitleOf Courtesy Short Text Title usedin salutations.
. BirthDate Date/Time Employee's date of hirth,
separate field. For examplel to HireDate Date/Time Employee's date of hire,
sort an Employees table by last Address shart Text Employee's street or post-office box.
. City Short Text Employee's city,
naml?’ you need Separate ﬁEldS Region Short Text Employee's state or province,
for First Name and Last Name. PostalCode Short Text Employee's ZIF or postal code.
And if you ever plan on Country Short Text Emplaoyee's country of residence,
Eield Propertie

addressing your employees with
Mr., Ms., or Miss, you need a
field that contains that salutation.

Plan tO Differentiate T customers Y,
between Records CustomerID - Company Mame - Contact Mame - Contact Titlg
ALFK Alfreds Futterkiste Maria Anders Sales Representati
In most tables' at least one AMNATR Ana Trujillo Emparedadaos v heladas Ana Trujilla Cwhnier
field should be um'que to ANTOM £ntonio Moreno Tagueria Antonio Moreno Owner
each record to differentiate AROUT &round the Horm Thamas Hardy Sales Representati
between them. For example, BERGS Berglunds snab.bkop Christina Berglund OrderAdmmmtrat.o
BLAUS Blauer See Delikateszen Hanna hioos Sales Representati
the Customers table may ELOMF Blondel pére et fils Frédérique Citeaux Marketing Manager
have a unique Customer ID BOLID Bolido Comidas preparadas IMartin Sommer Owner
ﬁeld You COUld then use BOMAP Bon app' Laurence Lebihan Crwwner
BOTTH Bottorm-Dollar Markets Elizabeth Lincaln Accounting Manage
the value to refer to that BSEEW B's Beverages wictaria Ashwarth Sales Representativl

customer in relationship to
other tables. For example,
each order could be positively matched with a particular customer by using the customer ID.

27



Create a Table in the Datasheet View

ccess offers two methods for creating a table: the Datasheet view and Design view. The easiest of

these methods is the Datasheet view, which enables you to add 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.

The Datasheet view does not offer many options for setting up your table fields, so if you need more
control over your table creation, you must use the Design view method, as described in the “Create a
Table in the Design View” section.

Create a Table in the Datasheet View

o cljck the Create tab. B H ©- - = MyDatabase: Database- CAlsers\PaulDocume... TABLE TOOLS ? - 0O %
CREATE | BXTERWALDATA  DATABASE TOOLS Paul McFedries - ! o
© click Table. Q=T RO Een: 5908 08
. Application  Table Table SharePoint  Query Que Formn Form Blank Feport Report Blank = Macra
A new datasheet opens with s Desgn  Liter | Wieaed Design Derign Form B Raport &
. . Templates Tables Cueries Farms Reports Macras & Code -~
an ID field and a Click to Add » |35 Taores x
placeholder. M
*‘ 2w ap Short Text
€ Click the Click to Add 12 tmber
2 Currency
placeholder. T Dote 2eTime
o
. H YesMo 0
A menu of field types s f Lookup & Relstionship
appears. E Aa FRich Text
H AB  Long Text
. . =
O Click the field type that B s
B Hyperlink
you Want' Calculated Field »
Paste as Fields
Record: W 1 of 1 L YD\ Mo Fiter | Search
iE| b,
A new field appears. = Tabled x
| First Mame - Click to ddd ~ 0
© Type a name for the field. *| =) ‘AB Shot Lot
12 Murmber
@ Press (5 to accept the E Currency
field name. B Lote & Time
¥es/Mao
o The menu of ﬁeld types £, Lookup & Relationship
. Az Rich Text
opens in the blank column 26 Long Tt
to the right so that you can I Zttochment
create another new field if & Hyperiink
d d Calculated Field ]
needea. Paste as Fields
o Repeat StepS 4 to 6 as Record: 4 ¢ [1of1 o [ B o Filter [ [search |

needed to finish entering
field names.

Your table is created.
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CHAPTER

Save a Table

After creating a new table, you must save the table to make it a permanent part of the database.

When you save a table, Access prompts you to give the table a name. Choose a name that
is descriptive enough that it will help you remember the table’s purpose. However, for technical
reasons, it is best to avoid using spaces and non-alphanumeric characters. If you would like to use
two or more words in the name, either separate them with the underscore character (_) or combine
the words and use uppercase for the first letter of each word (for example, CustomerQOrderDetails).

Save a Table
o R]ght_chck the table’s tab. % € - @ 5 WyDatshase : Databaze- CilzernPaulDocurne... TABLE TOOLS ? - DO

HOME CREATE EXTERMAL DATA, DATABASE TOOLS FIELDS TABLE Paul McFedries = !
e CliCk SaVE. b[ AB 12 :_T‘ E’é ® EName&Captmn r@Mod\f‘yLookups EE’
m Nurmber ¢ EL Default alue fx Madify Expression  Forrnatting Field
() You can also click the Save TE- | Ereas Bl Merno Sesings = $ %+ W S5 validation-
button (D) on the Qu.ick Add & Delete Properties Formatting
ACCESS TOOlbar. o H save Qame -|C0mpany Mame -|Ph0ne Murmber v‘ Errail > Click to Adal
* | "8 Close L\\’
N Close All
rfu g Design Wiew
E Datasheet Wiew
B
The Save As dialog box opens. Savehs  ?
Table Mame:
e Type a name for the table. |chtacts\@ \
Note: Access allows table names
to include spaces, but you should
avoid using spaces to make the = conts =
.g p A 18] - FirstName - LastMame - CompanyRame - | Phone humber -‘ Email v|C.'.icktoAdd -
names easier to refer to in some *| [Mew)
types of queries. Use an
underscore symbol instead.
O click oK.

() The table remains open, and
its new name appears on
its tab.

You can either leave the
table open to work with it,
or you can close it. To close
the table, right-click its tab
and then click Close.
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Create a Table in the Design View

As shown in the section “Create a Table in the Datasheet View,” you can build a small table easily
and quickly using a datasheet. However, if you want more control over the structure of your table
or if you are creating a table with many fields, you should construct the table in the Design view.

This gives you access to the full range of table-creation tools that enable you to get the exact
fields that you want. In the Design view, you can create and arrange fields, specify field types and

properties, and enter field descriptions. Chapter 4, “Working with Fields,” covers modifying a table in

the Design view in more detail.

Create a Table in the Design View

o Click the Create tab.
9 Click Table Design.

The Design view opens with
a new table started.

e Click in the first empty cell
beneath Field Name and
type a field name.

Note: It is a good design practice
to begin with an ID field that
will contain a unique value for
each record.

e Click the Data Type [v| and
select a data type for the
field.

For a detailed explanation of
data types, see the section
“Understanding Data Types.”
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() You can click in the
Description column to type a
description for the field.

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

e Repeat steps 3 and 4 to
create additional fields as
needed.

@ Save your changes to the
table, as described in the
“Save a Table” section. If
Access prompts you for a
primary key, click No.

Note: See the section “Set the
Primary or Composite Key” to set
up the primary key for the table.
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Working with Tables

CHAPTER

T Tablet X
Figld Marne Data Type Description tional) (]
OrderlD AutoMurnber Unigue order nurm ber. # |:|
| Field Properties
=H Table1 X
Field Wame Data Type Description (Optional ) [«]
| OrderlD AutoNumber Unigue order number. |:|
|  CustomerlD Short Text 1D of customer who placed the order.
| EmployeelD MNumber 1D of employee who took the order,
&OrderDate Date/Time The date the order was placed,
|  RegquiredDate Date/Time The date the customer reguires the order,
|  ShippedDate Date/Time The date the order was shipped,
| shipvia Murnber The ID of the shipping cormpany.
Freight Currency The shipping cost,
[ Field Properties

AutoNumber to save some time.

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 type to accommodate it.
But if you do not already have a scheme, use

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. It
is better to get into the habit of not using spaces.
You can simulate spaces by using the underscore
character. You can also specify a caption for the

field, as explained in Chapter 4.
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Open a Table in the Design View

fter you have created and saved a table, you might find that you need to make changes to it.
For example, you might think of one or more fields to add, or you might want to change a field’s
data type, add descriptions, or even delete fields. To perform these and other table design tasks, you
must open the table in the Design view.

If you do not already have the table open, you can go directly into the Design view from the
Navigation pane. If the table is already open in another view, you can switch to the Design view.

Open a Table in the Design View

When the Table Is Not Open

o In the Navigation pane,
right-click the table.

e Click Design View.

The table opens in the
Design view.

When the Table Is Open
in Another View

@ Click the Home tab.
© Click the View .
e Click Design View.

The table opens in the
Design view.

() You can also click the
Design View icon (E4)
in the status bar.
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CHAPTER

Rearrange Fields

hen you first build a table, the order in which the fields appear in the datasheet is the order

in which you added the fields. That is, the field order in the 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. However, this order is not set in stone. If the current field
order is not logical or efficient, you can change the order in which the fields appear.

Rearrange Fields

o Click the selector to the left = orters, - *
. Field Marme Data Type Description (Optional ) [+]
Of the ﬁel.d name. # orderD AutoNumber Unigue order number, D
CustomeriD Short Text 1D of customer who placed the order,
. 3 3 EmplayeelD humber 1D of employee who took the order,
NOte. TO move mu"t1p|'e ad-]acent OrderDate Date/Time The date the order was placed,
ﬁeldS, Cl_‘ick the ﬁrst one, pl’ess RequiredDate Dateﬂlme The date the customer reguires the arder,
. ShippedDate Date/Time The date the order was shipped.
and hOld m, and then Cl-]Ck Shipvia hurnber The 1D of the shipping company,
the laSt one. %Frmght Currency The shipping cost.
e With [ on the selector, i orders x
Figld Matne Data Type Description (Optional) [«]
dl’ag Up or dOWn tO move # orderiD AutoMumber Unigue order number, D
th ﬁ l.d CustormerlD Short Text 1D of customer who placed the order,
€ neld. ErnployeslD Murnber 1D of employee who took the order.
OrderDate Date/Time The date the order was placed.
o A hor‘izontal Hne ShOWS &ﬁgequredmte Date/Time The date the customer requires the order.
. . . hippedDate Date/Time The date the order was shipped.
Where the ﬁel.d 1S gO1ngo Shipvia Murnber The ID of the shipping cormpary.
| Freight Currency The shipping cost.
e When the field is where

you want it, release the
mouse button.

e Repeat steps 1 to 3 to
move other fields as
needed.
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Insert and Delete Fields

fter you have created your table, you might realize that you missed a field, or a user might

request that another field be included. Whatever the scenario, you can insert new fields into the
field list. You can add a field at the bottom of the list and then move it to the position that you
want. However, it is easier to insert the new field directly where you want it in the field list.

If you added a field by accident or if you realize that you do not need a particular field in your table,
you can also remove existing fields.

Insert and Delete Fields

.
Insert d F]eld H ©- & - 5 MyDatabase: Database- Cilsers\Paul\Docume..  TABLE TOOLS 7T - O x
. . HOME CREATE EXTERMAL DATA DATARASE TOOLS DESIGH Paul McFedries o
@ Click the field that the new hw i, : < =
. rirmary Ke £= Insert Rowvs =| E )] = =
field should appear above. g N Builder X Delets Raws £ B & =5 I?Eé
- . = . Property Indexes  Create Data  Rename/ Relationships Ohject
. . & Test Walidation Rules g Modify Lookups Sheet Macras = Delete Macro Dependencies
e Click the DeSIQn tab. pus Toals ShowgHide  Field, Recard & Table Events Relationships ~
I3 contacts X
e cljck Insert ROWS. Field Mame | Data Type Description (Optional) [=]
\? ContactlD Y urnber The unigue contact 1D |:|
@ A new row appears in the %
Flrst MName Short Text The contact's first name
grid N above the one that Last Mame Shart Text The contact's last name
Company Marme Short Text The contact's company narme
you Selected. Phone Murmber Short Text The cortact's phane number
Ernail Short Text The contact's email address
e Type a ﬁeld name and AOL Screen MName Short Text The contact's AQL screen name
choose a field type as -
you Wou"d norma”'y' = My Database : Database- ChUsers\PauliDocurme..  TABLETOOLS ? — 0 x
Delete a Field HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGN Paul McFedries = ! o
3 W Primary Key €= Insert Rows = ? ﬁ‘ =2 ,@
3 S SN Build X Delste R - L = = G
o CI']Ck the ﬁel'd that you TL“ \jrld% “Me edt:YLﬂwsk Property Indexes  Create Data  Renarme/ Relatianships Object
E estWalidation Rules o Modify Lookups Sheet Macros = Delete Macro Dependencies
Want to del'ete' s Tools ShoweHide Field, Record & Table Events Relationships -~
. =] contacts *
NOte: TO de|~ete mu'-t1pl-e Field Mame ‘ Data Type | Description (Optional ) %
3 s 3 ¥ | Contact!D AutoMumber The unigue contact 1D
C0nt1gUOUS ﬁelds’ Cth the Salutation Short Text The contact's title of courtesy
first one, press and hold m, First Name Short Text cantact's first name
. Last Name Short Text The contact's last name
and then Cth the l.aSt one. Company MName Short Text The contact's company name
Phone MNumkber Short Text The contact's phone number
e Cljck the Design tab. Email Short Text The contact's email address
MAOL Screen Mame Short Text The contact's A0L screen name
€ Click Delete Rows. =
Field Properties

The row is deleted, along
with any data that the fields
contained.

© If you make a mistake,
immediately click € or

press + [ to undo
the deletion.
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CHAPTER

Understanding Data Types

ach field has a data type that defines what you can store in it. Data entry is restricted to valid entries
for the type that 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.

Data Type Used For
Short Text Text and numbers

Long Text Text and numbers

Number Numbers only

Date/Time Numbers representing
dates or times

Currency Numbers representing
currency values

AutoNumber Automatically
generated numbering
for each record

Yes/No Boolean data

OLE Object  Embedded OLE
objects

Hyperlink A text address
representing an
external source

Attachment  Any supported
file type

Calculated The result of a
calculation performed

on one or more other
fields

Lookup Varies
Wizard

Notes

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.

This type has a limit of 63,999 characters. In the Access 2007 and
later file format, it can hold rich text with formatting. There are some
limitations on usage in formulas and functions.

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.

This type stores dates and times as 8-byte numbers. It stores only
numbers representing valid dates and times.

This type stores currency values as 8-byte numbers. Even though the
field might show only two decimal places depending on formatting, it
keeps track of up to four places to prevent rounding off.

This type stores Access-generated values as 4-byte numbers.

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.

Use this type when you need to attach external documents in a
backward-compatible database or when you need OLE linkage.

You can link to websites, e-mail addresses, files on your computer,
files on a LAN, or virtually any other location.

This type works only in Access 2007 and later. You can attach data
files from word-processing programs, spreadsheets, graphic-editing
programs, and so on.

You can use this field type to create calculated fields directly in a
table; in earlier versions, you could create calculated fields only in
queries.

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.
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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.

To avoid losing data, you should change the data type to one that is compatible with the existing
data, such as changing Short Text to Long Text. Any existing data that violates the rules of the new
data type is deleted, but Access warns you before deleting it.

Change a Field’'s Data Type

o In the Design V'iew, Cl‘ick the o= Eﬁ 7 My Database : Database- ChUsers\PaulDocume..  TABLE TOOLS ? - i x
. Paul McFedries + (3
D T f r h ﬁ . H CREATE EXTERMAL DATA DATABASE TOOLS DESIGN =
ata ype EI 0 t e EI'd % B Prirnary Key = Inzert Rows = ? ﬁ‘ = =| ,@
o Cljck the new t e i SN Builder 52 Delete Rows v \:d ‘ t%rt RI:EJ Relat h Ohrat
Ype. T G Teveldaton s BMocltyLockups et Wore DelMocra - Dependencies
. iews Tools ShowiHide Field, Record & Table Events Relati hi -~
The type changes in the Data S R N
Type COlumn. Field Narme [ Data Type [ Description (Optional) [~]
\_l'_ OrderlD AutoNumber Uni rcer number. D
. . | Mates Long Text out the order,
e Cth D on the QU1Ck ACCESS | CustomerlD &wﬂnmerwhn placed the order.
| EmployeelD Long Text 1D of employee who took the order,
TOOl'bar to save the Changes | OrderDate Nurmber The date the order was placed.
| RequiredDate Date/Time The date the customer requires the order.
to the table' | ShippedDate currency The date the order was shipped.
| shipvia AutoMurmber The 1D of the shipping company.
YOU can al.SO p]’ess + a . Freight Yes/Mo The shipping cost.
|| OLE Object
| Hyperlink
uil | Attachment
£ | Calculated
.E | Lookup Wizard..,
B -
If the existing data violates Microsoft Access El
the rules of the new data
. Some data may be lost.
type, a warning message i
The size of one ar more fields has been changed to a shorter size, If data is lost, validation rules may be
appears. winlated as a result,
Do you want to continue anyaay?
Note: Even though the warning O [~ )
may say that records were Was this information helpful?

deleted, they have not actually
been deleted at this point; you
can still change your mind.

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

() You can click No to abandon
the change.
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CHAPTER

Understanding Primary and Composite Keys

n many tables, it is advantageous to be able to uniquely identify each record. For example, if you

have a Contacts table that has multiple entries for people named John Smith, how do you easily
differentiate between them? In Access, you do this by designating a primary key, which 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.

. . 2 -
Which Field? = 2= Insert Rows —_— = |_|=||
. : B =| = = A
Trad1t10nally, the first ] . o — X Delete Rows
. . . Wiew  Primnary Builder TestValidation = } Property Indexes  Create Data  Renamef i
field in the table is the M Key Rules EQ Modify Lookups Sheet Macros > Delete Macro
primary key. Using this Wiews Tools ShowyHide  Field, Record & Table Events
convention makes it easy | » || = Contacts
to browse and sort Field Mame Diata Type Description|
records by this field. i CDntac’FID Autoiumber The uniquelcohtact D
Salutation Short Text The contact's title of courtesy

However, you may use First Mame Shoart Text The contact's first name

any field that 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, and it cannot duplicate the value of another record.

ComPOSlte Keys E ? [';' = Insert Rows = F ‘H=||

In rare cases, a single : _ E2 2% Delete Rows - L =L

. . Wiews  Primary Builder TestValidation Property Indexes  Create Data  Renamel R

field may not umquely - Key Rules E@ModifyLookups Sheet Macras = Delete Macra

identify each record. For Views Tools ShowsHide  Field, Record & Table Events

example, suppose you = Classes \

have a table that records Field Mame Data Type Description
hich students h ¥ | ClassiD MNumber The class number,

wmen s U ents have | studentID Murnber The student number

taken which classes. It ClazsMame Shiort Text The narme of the class,

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.

37



Set the Primary or Composite Key

f you try to save a new table without a primary key, Access displays a dialog box asking whether
you want to create a primary key now. If you click Yes, Access either adds an AutoNumber field as
the primary key or sets an existing AutoNumber field as the primary key.

If you click No and later decide that your table should have either a primary key or a composite key,
you can set it yourself in the Design view. Remember that although having a primary or composite
key is not required for every table, it is highly recommended.

Set the Primary or Composite Key

.
Set a anary Key u! Hd (54 + My Database : Database- C\Jsers\Paul\Docume..  TEBLE TOOLS 7 -

o In the Des.i n View Cl'iCk in the HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGN Paul McFedries -
g ) ’ ? -\ [z €= Insert Rows = % ﬁr ’@
row for the field that you want = A = =

2% Delete Rows
e Property Indexes  Creste Data  Rename/ Relationships Object

tew  Primary Builder Test Validation

to Set as the pr-imary key. - ey Rules EQ Modify Lookups Sheet: Macras = Delete Macra Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
. . » || 3 contacs
9 Cl‘]Ck the DeSIQn tab' Field Mame Data Type Description (Cptional )
i+ ContactlD toNumber The unigue contact 1D
e cljck Pr'imary Key. Salutation hort Text The contact's title of courtesy
irst Narme Shart Text The contact's first name
. ast Narme Short Text The contact's [ast name
o The anary Key SymbOl ( %J ) Cormpany Name Short Text The contact's company name
appears to the l.eft of the ﬁeld. Fhone Mumber Short Text The contact's phone number
. . Hi H - & ¥ My Database : Database- C\Users\Paul\Docume..  TABLE TOOLS ? -
NOte: The anary Key SymbOl 1S an HOME CREATE EXTERMAL DATA DATABASE}&DES\GN Paul McFedries -
on/off toggle; you can click it to C - i = sl 2 [T
/ N gg ! y “'\ ['_E' S Delete Rows E = % I.%mm s %
remove ]t, e Primary Builder TestValidation = Property Indexes  Create Data  Renarmef Relationships Object
- Key Rules £ Modify Logkups Sheet Macros = Delete Macro Dependencies
o ieuns Toals Shou/Hide Field, Record & Table Bwents Relationships
Set a Composite Key | =
. . . Field Mame | Data Type Description (Optional )
o In the DeS]gn view, CI-1Ck to the Clas; Nurnber The class number.

o 3 Number The student number
left Of the ﬁrSt ﬁel'd that you Classhame Short Text The name of the class.
want to include. B' lasssubject short Text The subject of the class.

lassDescription Long Text The course description,

9 Hold down and then click
to the left of additional fields
that you want to include.

@) Click the Design tab.
e Click Primary Key.

() " appears to the left of each of
the chosen fields.
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Rename a Table

CHAPTER

hen you save a new table, Access prompts you to provide a name for the table. If you later

decide that the name you chose is inappropriate or does not reflect the content of the table,
you can rename it. Access automatically updates all references to the table throughout the database,
so any forms, reports, or queries based on that table continue to work.

Note, however, that you cannot rename a table when it is open in either the Datasheet view or
Design view. The table must be closed before you can rename it.

Rename a Table

o In the Navigation pane,
right-click the table.

e Click Rename.

The table name appears in
Edit mode.

e Edit the name as needed.

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

@ Press [Z11 or click away
from the table name to
accept the new name.

The new name appears on
the table.

All Access Obje... @ «

Search. yo
Tables 3
= Classesﬂ
B contal ﬁ =pen
B orderd ‘!;{" Design Wiew
B Tabled Impart

Export

=[ Rename 0 I}
Hide in this Group
Delete

& Cut

B Copy

iD Paste

E Linked Table Manager
Conwert to Local Table

Table Properties

4

13

All Access Obje... ® «

ST ye)
Tables ]

=2z | |C0urses ﬂ |

E Contacts
@ Qrders
EH Tablet
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Delete a Table

ables normally store important or useful information, so the person responsible for the database

takes steps to keep that data safe. For example, you learn how to back up a database in Chapter
16, “Maintaining a Database.” However, some tables become expendable over time because the data
is now out-of-date, inaccurate, or redundant. In such cases, 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.

Delete a Table

o In the Navigation pane, All Access Obje... ® «
right-click the table name. Search, o
Tables %
e Click Delete. 1 1999 Predictions 4
E Contacks ﬁ Qpen
Bl courses ‘l‘,__{: Design Wiew
B3 orders lmport '
Export 4
= Renarne

Hide in this Group

Delete I}Q
X Cut

Bz Copy
 Paste
E Linked Table Manager

Convert to Local Table

Table Properties

Access asks you to confirm Microsoft Access Ex
the deletion.
Do you want to delete the table ‘1999 Predictions ? Deleting this object will remove it from all groups.
e cl’ick YeS, A For more information on how to prevent this message from displaying every time you delete an object, click
Help.
Access deletes the table. & ver | | mo | [ e
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Copy a Table

CHAPTER

ne of the secrets of Access productivity is to not reinvent the wheel when it comes to your
tables. For example, you might have a Contacts table that has fields to store first names, last
names, addresses, and so on. If you then decide to create a Customers table, it will likely have many
of the same fields. Rather than create the new table from scratch, you can save time by making
a copy of the existing table. After creating the copy, you can make any minor changes needed to

differentiate it from the original.

Copy a Table

o In the Navigation pane, right-click the
original table.

e Click Copy.

e Right-click an empty area of the
Navigation pane.

O Click Paste.
The Paste Table As dialog box opens.
e Type a name for the copy.

G Choose how you want the original data
pasted:

() If you want to include only the fields
from the original table, click Structure
Only (O changes to @).

(@ If you want to include the fields and the
records from the original table, click
Structure and Data () changes to ®).

@ click ok.

Access creates the new table based on
the paste options that you selected.

All Access Obje... @ «

Search. yel

Tables ES
M Contacts
& Open

B3 courses
LE Design View
B orders
Imaport »
Export »
Rename
Hide in this Group

Delete

Linked Tahle Manager
Conyertto Local Table

[ I A m,
&
Z
&

Table Propetties
T

All Access Ohje... @ «

SErchn o
Tables ES
I contacts
H courses
T orders
Categary »
Sort By »
Wiews By »
Shows all graups
T Paste
ﬂawgat\onORons."
L Search Bar

Paste Table As ?

Paste Options
M Structure Cnly @

Table Marne: “ 7
|Empl0yees 0 |

() struckure and Data ﬂ
(") Append Data to Existing Table




CHAPTER 3

Entering and
Editing Data

Entering text, numbers, dates, and other information into a database
is one of the most common activities that you will perform when using
Access. This chapter explains how to enter data into existing database
tables and how to edit, sort, and view the data that you have entered.

Employee's résumé file
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Enter New Records

'I'o populate a table within your database, you add a new record to the table, fill that record’s fields
with data, and then repeat as needed.

You can enter records into a table either by using a datasheet or a form. A datasheet — which offers
a row-and-column grid format with the records as the rows and the fields as the columns — enables
you to see records that have already been entered. A form — which is a window that shows only the
fields for a single record — enables you to concentrate on one record at a time.

Enter New Records

.
Enter a Record into a All Access Objects © « [ Frmires -
Tables N |EmployealD « LastName - Firsthame - Title [ Title Of Courtesy - | Birth Date - | Hire
Datasheet EeR— 1 Davolio Mancy sales Representative  Ms. 08-Dec-19368 01-h
2 Fuller Andrew vice President, Sales  Dr, 19-Feh-1952 14-£
. . - 3 leverling  Janet Sales Representative  Ms. 30-Bug-1963 01-+
In the NaV]gat]Oﬂ pane, I employees 4 Peacock Margaret sales Representstive  Mrs, 19-5ep-1958 03-h
. 1 order Details E 5 Buchanan  Steven sales Manager . 04-War-1355 174
dOUble-Clle the tabl.e. B orders 6 Suyama ichael Sales Representative M 02-Jul-1973 17+
1 products E 7 King Robert sales Representative M. 23-May-1960 02-
. 8 Callahan Laura Inside Sales Coordinato ks, 09-Jan-1985 05-k
The tabl.e opens in the = Products For Update = 9 Dodsworth  &nne Sales Representative  Ms. 02-Jul-1380 151
. B shippers * (Mew)
Datasheet view. & suppiers
Queries ¥
. . Forms v
9 If there is already data in Repors .
Pages v
the table, click the New Macros :
Modules ¥
Record button (k::).
Record: M 4 b [T o Flter | [Search ] O]
The insertion point moves All Access Objects @ « ﬁs‘mn-nms | | | | E
EmployesID ~ LastName ~ FirstName - Title ~ Title Of Courtesy - BirthDate » Hire
. . . Tabl: =
to the first field in the e . Voamio Ny SolesRepresertative s 0 Dec 1365 911
2 Fuller Andrew vice President, Sales  Dr, 19-Feb-1952 14-
new row. = customers ® 3 leverling  Janet Sales Representative  Ms. 30-8ug-1963 D1-
= employees 4 Peacock Margaret Sales Representative  Mrs, 19-5ep-1958 03-h
. . . T order Details = 5 Buchanan  Steven sales Manager i, 04-War-1955 174
If the first field contains B o efsugama [ Michoel " [sales Representatiie | i 1573 17
B Products # T King Robert Sales Representative Rr. 29-May-1960 02-
(NeW), preSS tO move 8 Callahan Laura Inside Sales Coordinato Ms. 09-1an-1985 05-h
. B products For Update 3 Dadswarth  &nne sales Representative s, 02-Jul-1980 15-1
past 1t. = shinpers ¢ 11 Peeyed Milligent Researcher Ms.
B suppliers * (Mew) 4 Hovember 2012 »
. . Queries v Su Mo Tu We Th Fr Sa
M F £3 | 2930 31 1 2 3
Note: A field that contains porm: ; é PR
(New) is an AutoNumber field, Pages B
e 25 26 21 28 29 0
M M > Modules ¥ 2 3 4 5 & T 8
which means that Access will fill
-Inday
it in automatically. Resoras 1 A [ario] v w o] B ia rier | e © &

0 Type an entry in the selected field.
o Press to move to the next field.

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

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

Note: The next row in the datasheet becomes active when
you press at the last (rightmost) field in a row.
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Enter a Record into a Form

0 In the Navigation pane,
double-click the form.

The form opens.

o If an existing record appears
in the form, click k.

The form clears and is now
ready for a new record.

9 If the first field contains
(New), press to move
past it.

e Type an entry in the selected
field.

e Press to move to the
next field.

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

The form clears, and a new
record begins when you press
at the last field on the
form.

PS

Entering and Editing Data

CHAPTER

All Access Objects @ « | = Emstorees =
Tables ¥ [ —=| Employess

Queries =

Forms )

Custamer Labels Dislog

Customer Name Dislog Box First Mame ‘ ‘ Pastal Code l:l

Customer Orders Subfarm1

Customers

Customers and Orders Hire Date nNotes

Customers and Graers I

Customers snd Orders Subform

, Address Reports To

Employee Orders PivatChart P

Emplayees

Fonts S Records 10 4105010 |+ 4o | oo Seaen | 4] ] 0]
All Access Objects @ « = employees x
Tables ¥ [ —=| Employees

Queries ¢ |5

Forms Py

Customer Labels Dizlog

Customer Name Dialog Box First Mame H ‘F‘Dsta\ Code l:l

Customer Orders Subfarm 1

mectcomes | e e —

Customers

Customers and Orders Hire Date Notes

Customers and Grders I

Customers and Orders Subform

B Address Reports To

Employee Orders PivotChart

Emplayess

Fonts - [Records 10 4105010 | Wb | oo | Beaen | 4] ] ]

Can I skip certain fields?

Yes. Just press 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, “Working with Fields,” 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 k- . In a datasheet,
you can also press (.2 to move down to the next row

to start a new record.
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Navigate between Records

fter you have entered two or more records into a table, you need to know how to navigate
between the records. For example, you may want to revisit a record to make changes to the data,
to add data to any fields you skipped previously, or to review the data that you have entered.

Note that although this section points out the table navigation controls using a datasheet, the same
controls also appear when you add and enter data using a form.

@ Click the First Record
button (14) to jump to the
first record.

© Click the Previous Record
button (4) to go to the
previous record or press
once.

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

@ Click the Next Record
button (k) to go to the next
record or press (.2 once.

last record.

@ Click the Last Record button (k) to jump to the

Contact Name
Maria Anders

Antanio Moreno
Tharmas Hardy
Christina Berglund

Fredérique Citeaux
Martin Sommer
Laurence Lebihan
Elizabeth Lincoln
wictoria Ashworth
Patricio Simpson
Francisco Chang

Pedro &fonso
Elizabeth Brown

Janine Labrune

E Customers
| Customer|D - Company Name
| = aFk alfreds Futterkiste
| =|anaTR #na Trujillo Emparedadas y heladas Ana Trujillo
7 ANTON Antonio Moreno Tagueris
_ AROUT Around the Horn
| = Berss eerglunds snabbkip
| = BLaus Blauer See Delikatessen Hanna Moos
| = EBLonF Blondel pére et fils
| =eoun Balido Camidas preparadas
| = BONSP Ban app'
_ BOTTR Bottom-Dollar Markets
| = eseev B's Beverages
| & cactu Cactus Comidas para llevar
| = centc Centro camerdial Moctezuma
| @ cHops Chop-sugy Chinese Yang wang
_ CORMI Comércia Mineiro
| = consH Capsoligated Holdings
| & DRacD) nblut Delikatessen sven Ottlieh
DUMO nde entier
Ann Devan

Contact Title
Sales Representative
Qwner
Owher
Sales Representative
Order administrator
Sales Representative
Marketing Manager
Qwner
Owher
Accounting Manager
Sales Representative
Sales Agert
Marketing Manager
Owher
Sales Associate
Sales Representative
Order Administrator
Qwner
Sales Agent

1]

| | EasTc Eay/&rn Conn
&u (f2ofor | r Ny [lscaren |

record.

Adldress
Ohbere str, 57
Avda, de la Constitucién 2223
Nistaderos 2313
120 Hanover S
Berguvswagen &
Farsterstr, 57
24, place Klgher
C/ Araquil, 67
13, rue des Bouchers
23 Tsawassen Blyd
Fauntleroy Circus
Cerrito 333
sierras de Granada 8393
Hauptstr, 29
A, dos Lusfatlas, 23
Berkeley Gardens

alserweg 71
7, rue des Cinguante Otages
35 King George

=

(G

@ Click the New Record button (k) to start a new

@ Use the scroll bars to see other fields or records.
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Edit Records

CHAPTER

fter you add a record to a database, the information you entered is not set in stone. For example,
if you missed entering a field because you lacked the data, you can edit the record to add data
to that field. Similarly, if you made an error when entering the original data, you can edit the record

to correct the error.

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.

Edit Records

Edit the Content of a Field

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

9 Edit the existing text:

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.

e Type your new text.

() Access displays the .# icon to
indicate that your table has
unsaved data.

e Click this bar to save your
work.

Delete the Existing Entry in
a Field

9 Drag across an entry to select it.

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

© Press (D).

The selected text is deleted.

==] Employees

—=| Employees

Employee D ‘13

| City

| Region

Last Nanm Se\lars| 0

First Mame

| Fostal Code

Title

%ﬂahst

| Country

Title Of Courtesy ‘ I,

El Home Phone

Birth Date ‘23-Aug-1959

| Extension

4

Hire Date 27-Oct-2012

Motes

Address 28 Gwelp Avenue

Reports To

Galt

Indiana

LIga,

317-355-2837

|
|
26290 |
|
|
|

Fuller, &ndrew

Record: 4 4 [100f10 | b W pi | T 1o Fileer [ [Search [E] ] [+]
E_:'l Employees x
“=| Employees
| #]
Ernployee 1D ‘13 | City ‘Galt |
Last Mame ‘Se\lars | Region ‘Ind\ama |
First Name ‘Pau\ | Fostal Code ‘aszsu |
Title Cauntry [use, |
Title Of Courtesy ‘ M. El Horme Phone ‘ 317-555-2837 |
Birth Date ‘ZS—Aug{SES | Extension ‘ |
Hire Date 27-0ct-2012 Motes
Address ‘za Gwelp Averue Reparts Ta Fuller, andrew
Record; 4 4100710 | b Mok [ T doFilter [ [Search ] | ]
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Attach Files to a Record

f you have content that is related to a particular record but exists as a file from another program,
you do not need to enter that content directly into your table. Instead, you can associate — that
is, attach — the file to the record.

In Access, you use a special type of field called an attachment field 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.

Attach Files to a Record
o Navigate to the record to ’E Emplogees
Extensic - Photo - Motes - Reports To - |

x

=
e
&

WhiCh yOU Want t0 attach 5467 EmplD1.bmp Education includes a B&.in psychology from Co Fuller, &ndrew
ﬁl. | ¥ 2457 ErnplD2 brnp Andrevw received his BTS commercial and a Ph,

a €. | ¥ 3359 EmplD3.bmp Janet has a BS degree in chemistry from Bostor Fuller, &ndrew

. | |® 5178 EmplD4 bmp Margaret holds a B& in English literature from o Fuller, Andrew
e Double—cl_]ck an attach ment | | 2452 EmplDS. bmp Steven Buchanan graduated from St Andrews Fuller, &ndrew Wiy
. | |E 428 EmplDE. bmp Michael iz a graduate of Suszex University (WA Buchanan, Steven Wiy
ﬁe'-d' [ ® 465 EmplD?.bmp Robert King served in the Peace Corps and traw Buchanan, Steven iy
[ |E 2344 EmplD8. bmp Laura received 2 BA in psychology from the Un Fuller, Andrew oy

Note: Attachments can be pl_aced | |® 452 EmplD3.bmp Anne has a Badegras in English from St Lawre Buchanan, Steven Wiy

. . | |E 475 Paul has a BSc degree in computer science fror Fuller, Andrew oy
only in attachment fields. To learn * o)
how to set a field’s type to
Attachment, see Chapter 4.

() In a datasheet, an attachment Recards W (ot v nve | Betorie [Fem 1|4 — D
field is indicated by a paper n
clip (). The number in LERTTE
parentheses is the current Attachments [Double-click to open)
number of attachments that 3 —
the field holds.

Bemowve
The Attachments dialog box -
Dpen
opens.
Save A5,
© click Add. o
[6].9 | | Cancel
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The Choose File dialog box a: Choose File Bl
opens. ® + 1 L « Docurnerts » Résumé54 v & | SearchRésumés P
e Navigate to the folder or drive g i - O @
where the file is stored. 08 Moot iccess o — - - -
Andrea Fuller Anne Dodswarth lanet Leverling
Note: Windows 8 is shown here, ¢ Favorites o — —
and Windows 7 and Vista look very : - E E— E—
similar. If you have Windows XP, the S Recent places
dialog box uses Windows XP-style & SkyDrive Laura Callahan Margaret Michael Suyama

. . . | & Photo Stream
navigation controls instead. * Peacock

— — —
© Click the name of the file that Eézmt
you want to attach. &) Music (5 g
[ Pictures

G CliCk open B videos v Mancy Davolio Rohert King Steven Buchanan v
File name: |NancyDavo|\o j |AHF|Ies V|
Too\w Open | ‘ Cancel |

(@ The file is added to the list
of files in the Attachments
dialog box.

Attachments “

Attachrents [Double-click to apen)

il Mancy Davolio.doct 0 C Add...

@ You can repeat steps 3 to 6 to

attach more files if necessary.
@ click ok. Qpen
The file is attached to the
record, and a (1) appears on
the attachment icon.
w 614 | | Cancel |
TIP
Can I attach files using I
a form instead of a Address sostital Way
datasheet? @ @ @J 0
Yes. In the form, h

navigate to the record to
which you want to add
an attachment, click the
attachment field, and
then click the Manage
Attachments icon ()
to open the Attachments dialog box. You can also double-click the attachment field. Then follow steps 4 to 7
in this section to attach a file to the record.

Résume

D
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Open, Save, and Remove File Attachments

he purpose of attaching a file to a record is to avoid having to enter all the data contained in
the attachment. However, you will still need to work with that information, so after you have
attached a file to a record, you can open that file and review and work with its contents at any time.

Access also gives you several other tools for working with attached files. For example, you can
save an attached file as a separate file outside of Access, which is useful if you no longer have the
original file. You can also remove an attached file from a record.

Open, Save, and Remove File Attachments

Open an Attached File in = Employees'\ x
I N . P ‘Extenslc - | Photo - | Motes - | Reports To - | i} ‘Cfm
ts atlve rogram |.# * 5467 EmplD1. bmp Eclucation includes a Bain psychology from Co Fuller, Andrew & i1y
. 3457 aPh, i1y
o Double-click the attachment | |® 3355 (IEEIES B astor Fuller, Andrew Wl
ﬁel_d th at contains the _ :gg A;tazlma:s[;Dm:hl:(hEk to apen] f:\:su :::2: ::::Ex gEE;
[ Ell avoliodoc __Add... n
attachment. | = 428 = y (M Buchanan, Steven W0
| |® 465 -A Buchanan, Steven Wiy
. | [® 2344 ﬂ_gnen Fuller, &ndrew TGN
The AttaChments d]alog bOX | |® 452 Lawre Buchanan, Steven iy
opens. | a4 e fraor Fuller, Andraw g(n)
* - (o)
9 Double-click the attachment.
The attachment opens in its
native program.
. . Record: 4 [1ot1a | b Wb | T woFie | [search | 4 [+]
() Alternatively, you can click
7] Employees \, X
the attaChment and then |Extenswc - ‘ Photo - | Motes - Reports To - ‘ | ‘Cﬁc
Cl"ick open. | #5467 EmplDl.bmp Education includes a Bain psychology from Co Fuller, Andrew JUIER)
|.# & 3457 EmplDZ.bmp Andrev received his BTS commercial and a Ph, @(14
Save an Attachment 7 zi:: E:E:gig;’; IJ‘:;’egta:ts ;;Z?:irfe in chemistry from BUstU:‘FuHT‘r, Andrew JUIER)
Outside Access : 3453 EmplDS.bmp Steven Buchanan g attachments Doubledid & ttachments
| |E 428 EmplDe.bmp Michael is a graduat | #52 WES (PEMEEEE D G
© Dovble-click the attachment | 55 eps e @ e
field that contains the | %052 tmoiDobmp  Annehas b degr [ gemmee |
attachment EEE Paul has a BScdegr
. * 3
The Attachments dialog box et |
opens.
e Click the attachment.
Record: M4 [2or10 | » M ks | o | [Searcn [ . 1 [v]

e Click Save As.
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The Save Attachment dialog
box opens.

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

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

© click Save.

Access saves the file to the
location that you chose.

You are returned to the
Attachments dialog box.

O click ok.

Remove an Attachment

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

The Attachments dialog box
opens.

9 Click the attachment.
e Click Remove.

Access removes the attachment
from the record.

O click oK.

IPS
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hiacts & « |IJ Employees x
g Save Attachment | ReportsTo T o
Fuller, Andraw 01
4 = » Libraries » Documents @ | Search Documents » 8i1)
| Fuller, Andrew 1)
Organize ¥ New folder =2~ @
N budget Summary | Attachments
7 Libraries — poent
B ocurmerts
3 e
[ Pictures = _
EE videos 2014 Budget & Brief E-mail & Few of My
v Brirner Fovours Words
35 Al
File name: | Andrew Fuller Q v
Sa AILFil v
i i 6 _SEW
'~ Hide Folders
[+]
| Employees X
|Extens|\: - | Photo - ‘ Motes - | Reports To - | o |CJ'JC‘
S467 Hj Fuller, &ndrew L@(l)
| |® 2057 G TS : 1)
#|# 3355 Attachments [Double-dick to ope t Fuller, &ndrew 1) 0
| |® 517 0 Janet Leverling.doce 1 Fuller, &ndrew Wem
| | 2452 Fuller, &ndrew @(D)
| |E 428 & Buchanan, Steven o)
| | 465 9 v Buchanan, Steven i)
| |E 2344 Fuller, &ndrew g(ﬂ)
452 £ Buchanan, Steven 1}
- =
| |E 475 r Fuller, &ndrew i)
* o)
4
Record: 4 4 [3of10 | b M b | ¥ w0 Fier |[Search K] 3

Are there any disadvantages to
using attachments?
Yes. An 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 I 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 embed the whole file
into the database. The main 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 database to someone else, you
must also make sure that you send the hyperlinked files.
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Insert an OLE Object

ou 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 link to the
original file so that the version in Access updates automatically whenever the original file changes.

To insert an object into a database field, you must set up the field to use the OLE Object data type;
you learn how to do this in Chapter 4.

Insert an OLE Object

@ Right-click the field that has
the OLE data type.

@ Click Insert Object.

A dialog box opens.

e Click Create from File
(© changes to @).

Q Click Browse.
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T Employees x

‘EX(EHSIE - Photo - | Motes - Reports To - | ] ‘Cﬁc
| ® 5467 I .Cut. . £.in psychology from Co Fuller, &ndrew 1y
3457 o TS comrmercial and a Ph. i1y
: 2355 B3 Copy rchemistry from Bostor Fuller, &ndrew @(1)
5176 Ty Paste Englizh literature from 1 Fuller, Andrew TGN
: 3452 8| Sort fscending uated from St Andrews Fuller, Andrew oy
| |E® 428 Z| SortDescending of Sussex University (W& Buchanan, Steven oy
465 the Peace Corps and trav Buchanan, Steven @(U)
: 2344 Clearfiferfram Fhoto psychology from the Un Fuller, &ndrew @(D)
452 15 Mot Blank inEnglish fram St. Lawre Buchanan, Steven ]
: 475 & Insert Object... n computer science fror Fuller, &ndrew @(D)
* Y LI

Recard: W« [1of10 | » o b | T o Fier | [Search K [v]

i ?

Microsoft Access :

() Create Mew

Create from File
4

Inserts the contents of the file as an
object inko your document sa that you
may activate it using the application

File:

|C:'l,Users'l,PauI'l,Documents'l, |

which created it

-

[T pisplay as Icon
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The Browse dialog box opens. o Browse EX
o Navigate to the folder or @ * T | <« Pictures » Employees 0 v ¢ Search Employees p
drive Containing the file that Organize = New folder = [ @
you want to embed. B8 Microsoft Access A Marne ‘ Date Size Tags
e Click the file. [a] Andrew Fuller 31072011 T1:36 PM BEKE
¢ Favarites @Janet Leverling 2/9/200911:24 Ak KB
o Click OK. [ Laura Callahan 5/30/2011 1:25 PM 425 KE
. (- Libraries [a2] Margaret Peacock 612001 11:20 &AM TKE
The Browse dialog box [ Docurnents [ Michasl Suyama 3/24/2000 9,34 AM 189KE  Photo B
closes. & Music Mancy Davalio 6/2/2006 6:27 At KB
] Pictures [a] Robert King 10/3/2008 %17 &M 5B KB
B videos gl Stewen Buchanan 6/20/2003 3:03 Ak TTKE
@ Homegroup vl N
File name: | Nancy Davolio v | Al Files vl
Tools w (0]34 | | Cancel |
(A If_you .want to create a link, Microsoft Access 2
click Link ([ changes
to @)). Fle:  Faintorush Picture 8 S
(O Create New |C:'|,Users'|,Pau|'|,F‘ictures'l,EmpInyees'l,Nancy 03
Note: If you create a link, the (® Create Fram Fie [ Link
copy in Access is updated when A [pisplay as Icon
the original updates; otherwise,
no link is maintained between
the copies. Result
. Inserts a picture of the file contents inka
Click OK. vour document. The picture will be linked
)
to the file so that changes to the file wil
The field shows the type of be reflected in vour docurment.

file that you chose.

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 () changes to @), 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 the Datasheet view, the OLE
content appears with the text name of the file type,
regardless of whether this check box is selected.
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Open, Edit, and Remove OLE Objects

fter inserting a file into an OLE field, you can open it for viewing or editing. If you inserted the
original file as a linked object, the original file opens; otherwise, Access opens the copy that is
embedded in the database. You can then view and edit the file.

If you no longer require the embedded OLE object, you can also remove the object from the OLE
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 = crpiorees < lBimapimage. - © MEM *
LE F. l,d |Extensic-| Phaota - Motes N W
0 1e | | 5467 Bitmap Image Education includes a B& in o Home View — 6—
. . 7 2457 Bitmap Image Andrew received his B = A | @ —
o DOUble'CUCk the ﬁe'-d | | 3355 Bitmap Image Janet has a BS degree :“ poerdl mage T:DIS Bs — ? -
Containing the OLE Object. 7 5 : Bitmap I.mage Margaret holds a BAin Englis e 2 - - i
2 3a>Pamtbrush Picture Steven Buchanan graduated
. . | | 428 Bitmap Image Michael is a graduate of Suss N
o The Ob_]eCt OpenS mn the | |® 485 Bitmap Image Robert King served inthe Pe
. . . . | |® 2344 Laura received a B&in psych
apphcat]on that 15 aSSOC]ated [ |® 452 Anne has a BA degree in Engl
With -its type. | #1475 Paul has a BSc degree in com
*
9 Make any changes needed to 4’
the file.
e Click the Save button (). v
Record: 4 4[5 or10 | » W b | T o Filer [[search O] o O J ® [+

e Click the Close button in the
OLE Object’s apph'cat.ion ui H ©- & = Morthwind - Microsoft Access TABLE TOOLS

. . HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE
window to close it.

h(‘ oL Cut Y Sl zscending W Selection~ “‘— = Mew 2 Totals H e |Calibri
. e Copy Zl Descending Tl Advanced - e Save % Soelling 3- B I
Wiew Pa Filker Refresh Find
The ObJeCt ClOSGS. - - ¥ Format Painter Z# Remove Sort. W Toggle Filter  ay. 2% Delete e - - A7
° Wiewws Clipboard [F} Sort & Filter Records Find
Remove an OLE Object from : -
. ] All Access Objects @ «|| = Fnwloyess
a F-Ield Tables R |Extens|[ - | Fhoto - | otes - |
T categories | |E /5467 Bitrmap Image Education includes a BAin psychology from Co Full
H o inl 2457 Bit | And d his BTS ial and a Ph.
o chck the ﬁeld Conta-ln-lng the I customens || !map mage Andrew received his . commercial and a
. || 3355 Bitrnap Image Janet has a BS degree in chemistry from Bostor Full
ObJect, 1 Employees | |® 5178 Bitmap Image Margaret holds a B&in English literature from 1 Full
B Order Details || 2453 Bitmap Image Steven Buchanan graduated from St Andrews Full
: T orders | 428 Bitrmap Image Michael is a graduate of Sussex University (h2 Buch
e Click the Home tab. 2 Froducs IRENS Robert king served in the Peace Corps and tray Bul
. o | |E 2344 Laura received a B&in psychology from the Un Full
e Cl.le Delete. Froducts Far Updzte | 452 Anne has a B& degree in English from St. Lawre Buch
2 shippers | [E 475 Paul has a BScdegree in computer science fror Full
You can also press the [ZEEE B soppters *

key on the keyboard.

Access removes the OLE object
from the record.
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Enter Data in a Multivalued Field

[though most table fields require just a single value, there may be situations in which a field requires

two or more values. For example, a company might accept multiple payment types, such as cash,
check, and credit cards. In such cases, you can 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 that you want to include.

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, “Working with Relationships.”

@ Click in the field that R covere {8 ser ~
. shipper| - ‘Cnmpany Marm = ‘ Phuoy - | Payment Types - |CIJCJ<! dd -
supports multiple values. 1 speedy Express fsna;ﬁq gé
2 United Package (S03)539-3193
3 3 3 Federal Shipping (503) 555-9931
o Cllck.the [v] that appears in - -
the field.
Recard: M <[Tof3 | » W ¥ [T o fieer [[search ]
Access displays a list of B trplayess | 3 shippers x
. shipper| - ‘Cnmpany Marm = ‘ Phone - | Payment Types - |CIJC.’< toAdd -
check boxes for each possible | Spedy beprass (50 se5.5831
value. 2 United Package  [503) 55323133 Cash
3 Federal Shipping (503) & Check
. * M Credit Card
e Click the check box next to (e Ol momey order
[ paypal
each value that you want to 4

select (CJ changes to #).

O click oK.

Access displays the selected
items in the field.

Recard: M <[Tof3 | v W o#o [T o fier [[search ]
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Select Records

hen you are working with a table, you will come across situations in which you will need to
work with an entire record. For example, you might need to copy a record’s data, so before that
you must select the record. Similarly, if you need to delete a record (see the section “Delete Records”

on the facing page), Access requires that you select the entire record in advance.

Whatever the situation, Access offers techniques that enable you to select a single record or to select

multiple adjacent records.

Select Record

=1 Products \,

Select a Single Record »

x

‘Fmduntl -
1 Chai
2| Chang
3 &niseed Syrup
4 Chef anton's Cajun Seasoning
5 Chef Anton's Gumbo hdix
6 Grandma's Boysenberry spread
7 Uncle Bob's OrganicDried Pears
8 Northwoods Cranberry Sauce
3 Mishi Kobe Niku

10 lkura

Product Name

)

o Move [; over the record
selector box of the record that
you want to select.

[ changes to [=#.
e Click the record selector box.

HEBHBEB

lavigation Pane

Supplier
ExoticLiquids
ExoticLiquids
Exotic Liquids
Mew Orleans Cajun Delights
Mew Orleans Cajun Delights
Grandrma Kelly's Homestead
Grandma Kelly's Homestead
Grandrma Kelly's Homestead
Tokyo Traders
Tokyo Traders

Category
Beverages
Beverages
Condiments
Condiments
Candiments
Condiments
Produce
Candiments
heat/Poultry
Seafood

- Quantity Per Unit [« ]
10 boxes x 20 bags
24-12 oz bottles
12- 550 ml bottles
48-60zjars
36 hoxes
12-8ozjars
12-1lb pw
12-12 oz jars
18 - 500 g pkes.
12-200ml jars

|| 11 Queso Cabrales Cooperativa de Quesos 'Las Cakiras' Dairy Products  1kgpkg
|| 12 Queso Manchego La Pastora Cooperativa de Quesos 'Las Cabras' Dairy Products 10 - 500 g pkgs,
() Access selects the entire record. HE 13 Konbu sy’ seafoss 2 kg box
| | 14 Tofu Mayurmi's Produce 40 - 100 g pkgs. -
Record: M4 [vorrr | b bowi | B o Al | [search [ [v]
.
Select Multiple Records g EEE -
‘Produc’t I ‘ Frocuct Mame - ‘ Supplier - Category - Quantity PerUnit (=]
1 Chai Exotic Liquids Beverages 10 boxes x 20 hags
o Move Ik over the record BE 2 Chang Exatic Liquids Beverages 24-12 0z hottles
selector bOX Of the ﬁl’St | = 3 Aniseed Syrup Exotic Liquids Condiments 12 - 550 ml bottles
[ = 4 Chef Anton's Cajun Seasoning Mew Orleans Cajun Delights Condiments 48 -6ozjars
record that you want to | = 5 Chef anton's Gumba Mix New Orleans Cajun Delights Condiments 36 boxes
6 Grandma's Boysenberry Spread  Grandma Kelly's Hom estead Condiments 12-8azjars
select. 7 Uncle Bob's Organic Dried Pears  Grandma Kelly's Homestead Fraduce 12 -1 1 pkas.
; 8 Morthwoods Cranberry Sauce Grandma Kelly's Homestead Condiments 12-12 DZJE%
._ ¥ 3 Mishi Kobe MNiku Tokyo Traders feat/Paultr 18 - 500 g pkas.
L\} Changes to . 10 Ikura Tnkzn Traders Seafood ! 12 - 200 Sn’ljjagrs
[ |= 11 Queso Cabrales Cooperativa de Quesos 'Las Cabras' Dairy Products 1 kg pka,
e Drag over the record | = 12 Quesa Manchego La Pastora Cooperativa de Quesos 'Las Cabras' Dairy Products 10 - 500 g pkgs.
[ =@ 13 Konbu Mayumi's Seafood 2 kg box
Sel_ector bOX Of each record = 14 Tofu Mayurmi's Produce 40 - 100 g phags. -
Re

cord: 4 4 b b [ o Filer [ [search

[

that you want to select.

( As you drag, Access selects
each record.

Note: You can also select the
first record, hold the E111) key,
and then click the record selector
box of the last record that you
want to include in the selection.
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CHAPTER

Delete Records

table is only as useful as it is accurate and up to date. You can ensure both the correctness

and the timeliness of your data by being vigilant about editing your records and by adding new
records as needed, but also by removing records that are no longer useful or relevant. In an Access
database, you rid a table of unneeded records by deleting them.

You can delete records either individually or in groups. Either way, it is important to note that
deleted records are gone permanently; there is no retrieving them, so delete with care.

Delete Records

5 ind - ? -
o Select the record or records ‘ﬂi E - Northwind - Micrasoft Access TABLE TOOLS ? o x
1 HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE Paul McFedries = - o
that you want to delete. R [ Hoa I A I R T — T
\‘;’—"" . ] ER Copy . £l Descending T ‘f . Hsove T g P BT UEE ] =
Note: See the Section Hselect P rormat Pt A9 Remove Sort wxDe\ete CE- b AW ===
” Wiews Clipboard 17 Sort & Filter Records Find Text Formatting [
Records” to learn how to select » || erotorees x
|Employee 1D - LastMame - | Firsthame - Title - | Title Of Courtesy ~ Birth Date - | HireDate - Address
one or more records. 1 Davolio Nancy Sales Representative  hs. 08-Dec-1358 01-May-2002 507 - 20th Ave,
2 Fuller sndrew Vice President, Sales  Dr, 19-Feb-1952 14-6ug-1395 908 W, Capital
. 3leverling  Janet Sales Representative  Ms, 30-4ug-1963 01-Apr-2002 722 Moss Bay Bl
e Cl']Ck the Home tab' 4 Peacock Margaret Sales Representative hrs 15-5ep-1958 02-hay-2003 4110 Old Redm
E 5 Buchanan Steven Sales Manager hr. 04-Mar-1955 17-Oct-2003 14 Garrett Hill
e cl.ick x 6‘: £ Suyama Michael Sales Representative hr. 02-Jul-1973  17-Oct-2003 Coventry Housg
. £ 7 king Robert sales Representative  hir. 29-May-1960 D3-Jan-2004 Edgeham Hollo
5 8 callahan Laura Inside Sales Coordinato s, 09-Jan-1985 05-Mar-2009 4726 - 11th Ave)
You can also preSS On ;ﬂ 9 Dodsworth Anne Sales Representative s, 02-Jul-1980 15-MNov-2011 7 Houndstooth
13 sellars Paul IT Specialist r, 23-AUg-1959 27-0ct-2012 28 Gwelp Aven
the keyboard. (tew)

K1 [+]

Record: 4 4 oo [ e Fiter [ [Search

Access displays a dialog box

. . MNorthwind - Microsoft Access “
asking you to confirm the

deletion.
You are about to delete 1 recordis).
ick Yes. . . i
e Click Yes ‘i If wou click Yes, you won't be able to undo this Delete operation.
Access deletes the record or Are you sure you want to delete these recards?
records. 0# ...... Yes | | g
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Sort Records

ou can make a table easier to navigate and records within that table easier to find by sorting the
data based on the values in a particular field. If that field contains many duplicate items, you

can specify additional sort fields.

You can sort the data in either ascending or descending order. An ascending sort arranges the
values alphabetically from A to Z, or numerically from 0 to 9; a descending sort arranges the values
alphabetically from Z to A, or numerically from 9 to 0.

Sort Records

By a Single Field Using the
Ribbon Method

o Click anywhere in the field by
which you want to sort.

@ Click the Home tab.

@ Click Ascending (1) to sort in
ascending order.

() Alternatively, you can sort in
descending order by clicking
Descending ().

Access sorts the table records.
By a Single Field Using the
Right-Click Method
o Right-click anywhere in the
field by which you want to sort.

9 Click Sort A to Z to sort in
ascending order.

(@ Alternatively, you can sort in
descending order by clicking
Sort Z to A.

Access sorts the table records.

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 to Oldest.
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BEHS & = Marthwind - Microsoft Access TEBLE TOOLS ? - O x
HOME EXTERMAL DATA, DATABASE TOOLS FIELDS TABLE Paul McFedries ~ - o
Vi i Voo St 3 % =
== B3 Copy £l Descending o save 3 >+ B I U =& - H.
View  Paste ilter esh Find . ==
- * Format Painter S Remove Sort ¥ WL X Delete - - k- A-¥-b- === 4-
iewss Clipboard = Sort & Filker Records Find Text Formatting [
—e—
» || =3 Products X
‘F‘ ot | - | Product Narme - | Supplier - ‘ Category - | Quantity PerUnit - ‘Unit p]
L [= Chal| Exatic Liguids Beverages 10 boxes % 20 bags S11
[ = 2 Chang Exotic Liguids Beverages 24-12 oz bottles 51
[ = 3 Aniseed Syrup Exntic Liquids Condiments 12 - 550 ml hottles 411
[ |= 4 Chef Anton's Cajun Seasoning MNew Orleans Cajun Delights Condiments 48 -6 07 jars 5z
gl |® 5 Chef &nton's Gumbo Mix Mew Orleans Cajun Delights Condiments 36 hoxes 7%
£ = 6 Grandma's Boysenberry Spread  Grandma Kelly's Homestead Condiments 12 -G ozjars 47
5 = 7 uncle Bob's Organic Dried Pears  Grandma Kelly's Homestead Produce 12-1 b pkgs. aal
E [ = 8 Morthwoods Cranberry Sauce Grandma Kelly's Homestead Condiments 12-1Jozjars S
HINE 9 Wishi Kohe Miku Tokyn Traders Meat/Poultry 18 - 500 g pkgs. 49
2 = 10 tkura Tokyo Traders seafond 12 - 700 m| Jars 43
L 11 Queso Cabrales Cooperativa de Quesos 'Las Cabras' Dairy Products 1 kgpkg, 2%
[ 12 Queso hlanchego La Fastora Cooperativa de Quesos 'Las Cabras' Dairy Products 10 - 500 g pkgs. EE
L ® 13 Konbu Mayumi's seafond 2kg hox @
14 Tofu ndayumi's Produce 40- 100 g pkgs. 73k
Frecord; 14 bbb | Tk Filter | [Search [4] [v]
B &
» || 33 products x
‘F‘mduct\ - Product Name - | Supplier - Category - Quantity PerUnit - ‘Unit pla]
o !
IE @ w % o Dagesnmlep G
2 Chang ExoticLiquids 24-12 oz bottles 51
3 Aniseed Syrup ExoticLiguids | B SOPY 12 - 550 m| hottles B
[ |= 4 Chef Anton's Cajun Seasoning Mew ans Cq i Paste 48 - 60z jars ol
u = 5 Chef Anton's Gumbo Mix Me 5l sotatz 36 boxes Sz
.5_: & Grandma's Boysenberry Spread  Gran elly's Il senZtod 17-8ozjars L3
8 7 Uncle Bok's Organic Dried Pears  Grandma Kelly's - 12-11b pkgs. 531
E 8 Morthwoods Cranberry Sauce Grandma Kelly's Clear filter from Supplier i 12-12ozjars s
z 9 Mishi Kobe Miku Tokyo Traders TextEilters P ry  18-500 gpkgs. 4a
2 = 10 tkura Tokyn Traders Equsls "Exotic Liquids" 12 - 200 ml jars 43
[ = 11 Queso Cabrales Cooperativa de Does Not Equal "Exotic Liquids® cts  lkgpkg s
12 Queso WManchego La Pastara Cooperativa de cts  10-500 g pkgs. LEl
= Contains "Exotic Liquids"
[ = 13 Konbu ayumi's 2kghox El
14 Tofu Mayumi's Does Mot Contain "Exotic Liquids" 20-100 g pkgs. 2
Rrecard: 14 v b | E o Filer | [Seareh B ] Ol
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By Multiple Fields EH S @ - Morthwind - Micresoft Access TABLETOOLS 2 - o x

HOME BTERNALDATA  DATABASE TOOLS FIELDS TABLE Paul McFedries = - )
@ Click the Home tab. b X A IRl S T Y R—
V_m - ER Copy i Zl Descending o) Advanced Save v e
ew  Paste iter in

. - * Format Painter 8¢ Remove Sort | %, Clear Al Filkers delete + [ - I - - p
Click Advanced (). Vews  cibowa e Formting 5

Filter By Form

“
» || Customers T pplyFikter/Sort *
© Click Advanced Filter/Sort. LA 3 TR i
: ANATR AnaTrujillo Emparedados y h & Loadfrom Query.. Owner avda. de la Constitucion 2222
| ® anTON antonio Moreno Taguerfa | 11 e 20 Qe Owner Wataderos 2312
| |® arout Around the Horn Delete Tab Sales Representative 120 Hanover 5g.
¥ | BERGS Berglunds snabbkp 9 Clear Grid Order Administrator Berguvsrigen 8
&£ | ®BLaus Blaver seeDelikatessen | Sales Representative Forsterstr, 57
5| ®elone Blondel pere et fils e Marketing Manager 24, place Klgber
%/ ®soup galido Comidas preparadas Martin Sommer Owner / araguil, 67
z || |®Bonar Bon app’ Laurence Lebihan Ownar 13, rue des Bouchers
= | |EBOTTM Bottom-Dollar Markets Elizabeth Lincoln Accounting Manager 23 Tsawassen Blvd,
EEETY B's Beverages wittoria Ashworth Sales Reprasentative Fauntleroy Circus
[ |®cacry Cactus Comidas para llevar Patricio Simpson Sales Agent Cerrito 333
| @ cente Centro comercial Moctezuma Francisco Chang Marketing Manager Sierras de Granarta 9393
CHOPS Chop-suey Chinese ‘ang wang Owner Hauptstr. 29 -
Record: > w1 b | e bio Filter | earch K o

A qUEry grid appeal’s. BEH S & - Morthwind - Microsoft Access 7 - O x

HOME CREATE EXTERMAL DATA DATARASE TOOLS Paul McFedries = ! 142
© Double-click the field that Momic Tihow Lo Boc DML, L JTT
yOLl want tO use for the sort. Wiew | Paste o Format Painter Filter 4 Remove Sort YTUgg\EFMtEr@JEIEtE = Find N A-w.h. ===|w
iewrs Chpb\uard ] Sort & Filter £cords Find Text Formatting -~
. » || Customers | 3] CustomersFilter1 x
() i\hccess.dadds the field to — g
e grid.
@ Click the field's Sort + and
then click Ascending or H -
. £E0
Descending. =&( = = = 5
] —— e @ D
@ Repeat steps 4 and 5 to add o [omenaig -

more fields, in the order by
which you want to apply
them.

@ Click Toggle Filter.

Access sorts the table by the
fields that you specified.

NUM LOCK

How do I sort records in a form? How do I remove a sort?

All the same techniques for sorting a If the sort was the most recent action that you
datasheet also work in a form, even though performed on the table, click the Undo button (%) or
most forms show only one record at a time. press (2] + [ to undo it. If you have performed other
The sort affects the order in which records actions since the sort, it is not possible to remove the
appear when you move among them by sort without also losing this work. If you have not saved
using the Next Record and Previous Record the table since the sort and you do not mind losing any
buttons. The record number for each record work you have performed since the sort, close the table
stays the same. without saving your changes.
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Resize Datasheet Columns and Rows

hen you create a table, Access provides each field with a standard width. This often means that

when you display the table in the Datasheet view, some of the fields might have names or data
that appear truncated because the columns are not wide enough to display the data. In such cases,
you can adjust the widths of the columns in the datasheet to better display the data.

Similarly, if a particular record contains data that does not fit within the displayed fields, you can
adjust the row height to create more space to display the data.

Resize Datasheet Columns and Rows

Change a Column’s Width 2 Categories \ x
o . . Category ID » | Category M - ¢+~0950riptiun - Picture > |Click
o POS'It'IOﬂ I“\’ ":' the head]ng 1 Beverages soft drinks, coffees, teas, beers, and ales Bitmap Image
area, to the l"lght of the column 2 Condime weet and savory sauces, relishes, spreads, Bitmap Image
that yOU want to adjust. 3 Confections  Deskerts, candies, and sweet hreads Bitmap Image
4 Dairy Product Cheeses Bitmap Image
e Drag to the left or I"Ight to S Grains/Cereal Bre a%ers, pasta, and cereal Bitmap Image
. . & Meat/Foultry Prepare ats Bitmap Image
ad.]USt the width of the column. 7 Produce Crigd fruit and bean curd Bitmap Image
o A |’t [ [ h . g Seafood Seawveed and fish Bitmap Image
vertical line appears, snowing * (Mew)
what the new width will be.
e Release the mouse button when
the column is at the width that
you want Record: M 4 [1ofg | » Mo | ¥ Mo Filter ||Search =i ]
. = categories ', x
Change the Helght for AI‘I‘ Category ID - Category Mame - Description - Picture -
ROWS 1 Beverages Soft drinks, coffees, teas, beers, and ales Bitrmap Image
" 2 Condiments Sweet and savory sauces, relishes, spreads, Bitmap Image
o Position I"\’ to the I'eft Of the H 1 ACnofertinns  Nesseds candies, and sweet breards  Ritman mage |
records — on the divider 4 Dairy Products  Cheeses Bitmap Image
between any tWO rows 5 Grains/Cereals Breads, crackers, pasta, and cereal Bitmap Image
' £ Wleat/Poultry Prepared meats Bitmap Image
Note: Au rows W'Il.l be Changed 7 Produce Dried fruit and bean curd Bitmap Image
y . 3 Seafood Seaweed and fish Bitmap Image
equally; you cannot adjust one row * (New)
separately from the others.
e Drag up or down to adjust the
row height.
Record: M 4 [1afg | » Mo | ¥ Mo Filter ||Search [ ]

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

e Release the mouse button when
the row is at the height that
you want.
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CHAPTER

Print a Datasheet or Form

hen you need a hard copy of a datasheet or form, either for your files or to distribute to

someone else, you can send the data to your printer. This section assumes that you have a
printer connected to your computer and that the printer is turned on. Also, before printing, you
should check that your printer has enough paper to complete the print job.

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.

Print a Datasheet or Form

: : = Products x
o TO pnnt Only Certa]n records’ Product | - Product Mame Supplier Category -1 Quantity Per Unit [=]
Select them. 39 Chartreuse verte Aux joyeux ecclésiastigues Beverages 750 cc per bottla
2 Chang Entic Liguids Beverages 24-132 0z bottles
. 24 Guarana Fantastica Refrescos &Americanas LTDA Beverages 12 - 355 ml cans
NOte: See the SeCt10n Hsel-eCt 34 Sasguatch &le Bigfoot Breweries Beverages 24-12 oz bottles
” 35 Steeleye Stout Bigfoot Breweries Beverages 24 -12 oz bottles
Records to learn hOW to Se"eCt 1 Chai ExoticLiguids Beverages 10 boxes x 20 bags
one or more recordS. 38 Cdte de Blaye Aux joyeux ecclésiastigues Beverages 12 - 75 ol hottles
43 |poh Coffee Leka Trading Beverages 16-500 gtins
67 Laughing Lumberjack Lager Bigfoot Breweries Beverages 24-12 oz bottles
o PreSS + B. 76 Lakkalikadri Karkki Oy Beverages 500 ml
70 Outback Lager Pawlova, Ltd, Beverages 24 - 355 ml hottles
. 75 Rhinbrau Klosterbier Plutzer LebensmittelgroBrniarkte AG Beverages 24-0.51 bottles
5 Chef &nton's Gumbo Wix Mew Orleans Cajun Delights Condiments 36 boxes
44 Gula Malacca Leka Trading Condiments 20 - 2kg bags -~
Record: M4 4[z0r77 | b Mbe | T o ficer [[search ] ]
The Print dialog box opens. - 2 -
g p P"nt f =
() You can click here to select a _
. . Printer
different printer.
_ Mame: EPSONSFECAT {Artisan 537) 0 v | Broperties |
( You can click here to enter a
X L Status:  Ready
page ‘range to prmt onty Type: EP30OM Artisan 337 Series
certain pages () changes Where:  WSD-355bceS5-56a5-488c-0367-cd631c3b09e5, 0069
to ® ) Comment: [ Print to File
@ You can click here to print Print Range Copies
only the selected record(s =
y ( ) O al Mumber of Copies: 1 IZI )
(© changes to @).
B Pages  From: I:I To: I I I
() You can type a number here 111 2|2 3|3 Collate
to print multiple copies. Selected Record(s)
© ciick o. G5 [ caa

Access prints the datasheet
or form.
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CHAPTER 4

Working with
Fields

Each table consists of one or more fields. In this chapter, you learn
about field properties and how to set properties such as the field size,
caption, format, and default value. You also learn how to create input
masks and validation rules to help reduce data-entry errors.
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Design view, F& = Switch panes. F1 = Help. NUM LOCK
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Understanding Field Properties

hen you create a table, you define each field with data such as the field name, data type, and
an optional description. These are examples of the field's properties, which are a collection
of data that defines the field and controls how it works. Each field has several other properties,
including its size, the caption that appears as the field’s datasheet heading, and the format that
the field uses to display its data. Other properties define rules for making entries, such as specifying
whether an entry is required or restricting an entry to certain values.

O Properties pane = owes x
Field Name Data Type Description (Optional ) [=]
When a ﬁeld is Selected ?_|OrderlD AutoMumber Unigue order nurnber, |:|
. . . . CustornerD Short Text 1D of customer who placed the order.
mn the DeS1gn V]eW, 1tS || EmployeslD Murnber 1D of employes who took the arder,
propert-ies appear -in the OrderDate Date/Time The datethe order was placed.
RequiredDate Date/Time The date the customer requires the order,
lOWEI’ pane. ShippedDate Date/Time The date the order was shipped.
Shipwia MNumber The 1D af the shipping company.
Freight Currency The shipping cost,
0 General tab Motes Long Text Motes about the order.

The General tab contains
most of the properties

-
Field Propetties

that you will work with. enera)
Fomat = )
O Lookup tab e
The LOOkup tab is \DI:;Z::::II;'EIE The display layout for the field, Select a pre-
. . . Walidation Text defined format or enter a custom format, Press
primarily for setting up Required Nnﬂ F1 for heln on fomats.
lOOkLlp lists. E:E{%{{r;::::m E [Duplicates OK)
° IME Mode Mo Control
Q DrOp-dOWI'I l]sts IME Sentence Mode Mone
Text Align General
Some properties have
drop-down lists from ) O Property information @ Yes/No properties
which you can make a selection; . . C . .
. . When the insertion point is in a Some properties represent yes/no
click [v] to open the list. Other , . . . .
el e el e () property’s box, information about  questions; these are typically
iiielh @ren & dhalloe e bzt " that property appears here. already filled in with default
values.

guides you through the process
of building an entry.
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CHAPTER

Understanding Field Sizes

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 10% to +3.4 x 10°® and up to

7 significant digits (4 bytes).

Double: Floating-point numbers from -1.797 x 103% to

+1.797 x 103% 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 -10?® and +10%. 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.
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Change a Field Size

f you are working with a field that offers a configurable field size, it is best to set the field’s size
to as small a value as possible, while still being large enough to accommodate all possible entries.
This is the most efficient course because it keeps the database file size to a minimum.

If your table will contain just a few entries, its field sizes will not make that much difference.
However, the difference in file size becomes more pronounced as more records are stored in the table.

Change a Field Size

For the Text Data Type T oaers, x
Field Name | Data Type | Description (Optional ) %
] 3 o 3 \? OrdErID A mber Unigue order number.
o In the DeS]gn V1ew’ Cth n the :CustomerlD ﬂt 1D of customer who placed the order.,
ﬁeld that you want to change. Emdpln;etelD E)Jut i \Tlilnfde:qp!;yeedwhnmnklthednrder
rderDate ate/Time e date the order was placed,
. . RequiredDate Date/Time The date the customer requires the order,
The prOpertles fOI' that ﬁel.d ShippedDate Date/Time The date the arder was shipped.
Shipwia Mumber The ID of the shipping company.
appear- Freight Currency The shipping cost.
Nntes Long Text Motes about the order, =
e Click in the Field Size row on Fiid propertes
Ger\eral lnnkup
the General tab. e <) -9
Format
. . Input Mask
e Type a new field size. Cation
Default Value
walidation Rule The maximum number of characters you can
Note: The field size for a text field Valdaton fet = o1 555, Prsce 1 s o el e
is expressed as a number of vt fes Duplates 0
Unicode Compression | Yes
characters. IME Mode Na Control
IME Sentence Made Mane
Text Align General
Access changes the field size. —
= orders x
Field Name | Data Type Description (Optional ) [=]
For the Number Data Type \i‘orderlD AutoMumber Unigue order number, D
. . . . CustomerlD Shart Text 1D of customer who placed the order.
o In the DeS]gn V]ewl Cth mn the :EmplnyeelD 4 MNurmber 1D of ermployee who took the arder,
. OrderDate Date/Time The date the order was placed.
ﬁe"d that you Want to Change‘ ReguiredDate Date/Time The date the customer reguires the order,
ShippedDate Date/Time The date the order was shipped.
The properties for that field s e Tol of S s
appear. NDtEs Long Text Motes about the order, =
Field Properties
© Click in the Field Size row. ceelicati o
Format
€ Click the Field Size [+ and L
: 3 I'Z| !‘apuL:\tUMnaSk é‘”;:gl - The size and type of numbers to enter in the
then click the field size that et value Douske Tl e Mot comman sek s re S0uble
alidation Rule EZE"ET‘U" o and Ln;gt\n;ege;. IF:_h\Isdf_\e\d will hetmunad to
you want. Vallaton Text = relationship, i seting must be Long Iteger
Indexed Yes [Duplicates OK)
Note: For a numeric field, size is et Al eneral
expressed as a number type. See the

section “Understanding Field
Properties” for details.

Access changes the field size.
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CHAPTER

Set a Field Caption

field’s caption is the text that appears as the field’s heading in the Datasheet view, and

the default caption is the field name. For example, if you name a field OrderDate, the text
“OrderDate” appears as the field's datasheet heading. 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, which is easier to read. Captions appear not only in datasheet
headings, but also on labels in forms and reports.

Set a Field Caption

. . . . = orders x
o In the DeS]gn V1ew’ Cth mn Field Mame Data Type Descrigtion (Optional ) [~]
the ﬁeld for Wh'ich you Want ¥ OrcerD Autourber Unigue arder number. I:l
t t t' CustomerlD Short Text Same entry as in Customers table,
0 Set a caption. | |EmployeelD Murmnber Same entry as in Employees table.
p | OrderDate{ Date/Time
. . R dDat Date/Ti
The properties for that field ‘L,ff,‘g“,jimﬁf et Time .
Field Properties
appear.
. Format dd-mmm-y
© click here and type a s e 2 |
caption. aliton e
walidation Text & field name can be up to 64 characters long,
. . equire o including spaces. Press F1 for help on field
Note: The caption can include ey Tex DplEses OF P e,
spaces and symbols and can have :Tmftzi M Egncfnlw
ext Align enera
up to 255 characters‘ Show Date Picker For dates

() When you display the table’s = orders ? =

. ’ : ‘Orderl - Customer - Ermployee - | Order Date - ‘Hequlred Dat » Shipped Dat - Ship =]
dataShEEt’ the ﬁeld S Capt]on _ pEE Wilman Kala Buchanan, Steven 04-Moy-2011 01-A0g-2011  16-Mov-2011 Federal er
appears as its Col.umn | 10242 Tradigio Hipermercados Suyama, Michael 05-Jul-2011 16-Aug-2011 10-Jul-2011 Speedy Ex

| | 10250 Hanari Carnes Peacock, Margaret 08-Jul-2011  05-&ug-2011 12-Jul-2011 United Pa
head‘mg, 10251 Victuailles en stock Leverling, Janat 08-Jul-2011  05-4ug-2011  15-Jul-2011 Speedy Ex
| | 10252 Suprémes délices Peacock, Margaret 09-Jul-2011 O6-Aug-2011 11-Jul-2011 United Pa
N N 10253 Hanari Carnes Leverling, Janet 10-Jul-2011 24-Jul-2011 16-Jul-2011 United Pa
. |
NOte' TO CheCk the Capt]on mna | |& 10254 Chop-suey Chinese Buchanan, Steven 11-Jul-2011 08-Aug-2011 23-Jul-2011 United Pa
datasheet, CI.]Ck the Save bUttOI'] | |® 10255 Richter Supermarkt Dodswarth, Anne 12-Jul-2011  03-2ug-2011  15-Jul-2011 Federal St
. . | 10256 Wellington Importadaora Leverling, Janet 15-Jul-2011 12-Aug-2011 17-Jul-2011 United Pa
( u) to save it and then SW'ItCh | 10257 HIL&RION-Ahastos Peacock, Margaret 16-Jul-2011  13-8ug-2011  22-Jul-2011 Federal St
. 10256 Ernst Handel Davalio, Mancy 17-Jul-2011 14-Aug-2011 23-Jul-2011 Speedy Ex
to the DataShEEt Vview. || 10259 Centro comercial Moctezuma Peacock, Margaret 18-Jul-2011 15-Aug-2011 25-Jul-2011 Federal St
| | 10260 Old World Delicatessen Peacock, Margaret 15-Jul-2011  16-Aug-2011 23-Jul-2011 Speedy Ex
| | 10261 Que Delicia Peacock, Margaret 13-Jul-2011 16-Aug-2011 30-Jul-2011 United Pa
10262 Rattlesnake Canyon Grocery Callahan, Laura 22-Jul-2011  18-&ug-2011 25-Jul-2011 Federal st
| 10263 Ernst Handel Dodswaorth, Anne 23-Jul-2011 20-Aug-2011 31-Jul-2011 Federal 5t
10284 Folk ochfa HE suyama, Michael 24-Jul-2011  21-Aug-2011  23-2ug-2011 Federal st
10265 Blandel pére et fils Fuller, Andrew 23-Jul-2011 22-Aug-2011  12-Aug-2011 Speedy Ex>
Fecord: M [1of83a | b M ke T oo e | [search ][Il ]
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Set a Field’s Format

field's format determines how Access displays the field’s data. In a field that contains dates, for

example, you could display the dates using the format 12/25/2013, 25-Dec-13, or Wednesday,
December 25, 2013. 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,
and Yes/No. For example, if you have a field that contains sales tax values, you might prefer to
display those numbers as percentages, such as 5%, rather than decimal values, such as 0.05.

Set a Field's Format

: s : : T orders x
o In the Design view, click in the \
Field Mame | Data Type ‘ Description (Optional ) (]
ﬁel_d th at you Want to change. CustamerlD Short Text 1D of customer who placed the order,
EmployeelD & MNumber ID of employee who took the order, D
. . OrderDate Date/Time The date the order was placed.
RequiredDate Date/Time The date the custamer reguires the arder.
The properties for that field e /1 e date th o r2s the o
ShippedDate Date/Time The date the order was shipped.
appear° Shipwvia Mumber The D of the shipping company.
Ordersubtotal Currency The cost of the items before shipping,
3 Freight Currency The shipping cost,
o Cth the Format EI and then OrderTotal Calculated The total cost of the order (items plus shipping) -
click the format that you want Fied Fropeitics
3 General Laokup
to appl'y to the ﬁe"d‘ Field Size Integer
Format 0
Decimal Places General Number| 3456763
() For a Number or AutoNumber Input st Gy §3.45675
ﬁ [d h h . Caption Eurg €3,456,79
Default value Fixed 3456.73 The display layout for the field, Select a pre-
S 4 t € choices represent ‘alidation Rule ls)tanuatn:l ?,24353&;32 defined format or enter 3 custom format, Press
. ‘alidation Text e FCEH .| F1 for help on formats,
different number types, such it e St saecs
Indexed Yes (Duplicates OK)
as General, Currency, and Todt sign Gonera
Percent.
() For Date/Time data types, = orders x
. Field Name ‘ Data Type ‘ Description (Optional) (]
the ChO'ICES appear as date/ CustomerlD Short Text 1D of customer whao placed the order.
. f t EmployeelD MNumber 1D of employee who took the order, D
t]me ormats. QOrderDate Date/Time |E|The date the order was placed.
RequiredDate Date/Time The date the customer reguires the arder,
ShippedDate Date/Time The date the order was shipped.
Shiphia Number The 1D of the shipping company.
OrderSubtotal Currency The cost of the items before shipping,
Freight Currency The shipping cost.
OrderTotal Calculated The total cost of the order (items plus shipping) -
Field Praperties
General |Lookup
Format
Input Mask General Date | 1171242075 5:34:23 P
Caption Long Date Thursday, Nevember 12, 2015
Default Walue Medium Date 12-Mow-15
validation Fule Shart Date 1171242015
Walidation Text Long Time 5:34:23 P The display layout for the field, Select a pre-
Required Medium Time  5:34 P defined format or enter a custam farmat, Press
Indexed Short Time 1734 F1for help on formats,
IME Mode Mo Contral
IME Sentence Mode Mone
Text Align General
Shows Date Picker For dates
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CHAPTER

Working with Fields

(@ For Yes/No fields, the choices = ordes .

. Field Name ‘ Data Type Description (Optional ) [=|
appear as WayS Of eXpreSS]ng | EmployeelD MNumber 1D of employee who took the order.
OrderDate Date/Time The date the arder was placed.
yes or no. :RequlredDate Date/Time The date the customer requires the order. [
|  ShippedDate Date/Time The date the arder was shipped.
| shipvia Mumber The ID of the shipping company.
|  COrderSubtaotal Currency The cost of the items befare shipping,
| Freight Currency The shipping cost,
|  OrderTotal Calculated The total cost of the arder (items plus shipping)
MNotes Long Text Motes about the order,
Insurance etherthe customer insured the arder =

Field Froperties

[v|

Default Walue

Walidation Rule

“Walidation Text

Indexed Na The display layout far the field, Select 3 pre-

Text Aligh General defined format ar enter a custom format, Press
F1farhelp on formats,

() For a Calculated field, all the = oaers\ E
. . Field Name | Data Type Description [Optional) [4]
Cho]ces from au_ the Other ﬁel_d | EmployeslD Number 1D of employee who took the order,
. | CrderDate Date/Time The date the arder was placed.
types are avai lable because | RequiredDate Date/Time The date the customer requires the order. 0
. |  ShippedDate Date/Time The date the order was shipped.
Access can not automat]cauy | shipvia Number The ID of the shipping company.
. . | Ordersubtotal currency The cost of the items befaore shipping.
determine what type of data it | Freize currenc The shipeing cost.
. |  COrderTotal Calculated v The total cost of the order (items plus shipping)
W1 |_|_ hol_d. Motes General Date | 11/12/2015 5:34:23 PM -
Insurance t:?dgi\.?r:t;ate ngzﬁ”smveme”z’ 05 ed the order
[ Short Date 1141242015
Long Time 534123 PM
[ Medium Time 534 P
[ Short Time 17:34
[ General Mumber 3456.789
Currengy $3,456.70
[ Euro €3,456.79 -
Fixed 3456.79
Standard 345679
Percent 123.00%
Seientific 346E+03
Expression True/False True
Result Type Yes/Ma Mo v
Format
Caption
Text Align General
The display layout for the field, Select a pre-
defined format or enter a custom format, Press
F1far help on farmats.

Why is the Format list blank for some fields?

Many of the Access data types have no preset formats, so the Format list for those fields is blank. Data
types that show a blank Format list are Short Text, Long Text, and Hyperlink. Other data types have no data
format at all, so those fields do not even display the Format list. Data types that do not display the Format
list are OLE Object and Attachment.
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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, suppose that you have a table that includes a PaymentType field, which

can take values such as Cash, Check, and Credit Card. If most of your clients pay by credit card, you

can make Credit Card the default value in the PaymentType field.

When you have specified a default value for a field, each time you start a new record, Access
automatically fills in the field with that value.

Set a Default Value

0 In the Design view, click in
the field for which you want
to set a default value.

The properties for that field
appear.

e Click here and type a default
value.

Note: When you move away
from the text 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.
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General |Lookup

ShippedDate Date/Time
PaymentType\ ¢Shnrt Text

| shipvia Mumber
| | OrderSubtatal Currency
| | Freight Currency
|| OrderTotal Calculated

The date the order was shipped.

The type of payment used: Cash, Check, ar Credit Card
The D of the shipping company.

The cost of the items before shipping,

The shipping cost,

The total cost of the order (items plus shipping)

Field Properties

Field Size 235
Format

Input Mask
Caption
Default Walue
Walidation Rule
Walidation Text

Required Mo
Allow Zero Length Yes
Indexed Mo

Unicode Compression  Ves

“Credit Card” 0

hames.

E Orders X
Field Mame | Data Type Description (Optional) []
| |EmployeelD Mumber 1D of employee who took the order,
_OrderDate Date/Time The date the order was placed. D
RequiredDate Date/Time The date the customer requires the arder,

Afield name can be up to 64 charackers long,
including spaces, Press F1for help on field

IME Mode Mo Cantral

IME Sentence Made Mone

Text Align General

=1 orders X

OrderlD = CustomerD - EmployesiD « ‘ Order Date - | RequiredDate - | ShippedDate - ‘PaymentTyF +| shipvia =
1234 231 10/15/2012 11/1/2012 10425/2012 Credit Card 2

| 28272 152 10/15/2012 11/5/2012 11/1/2012 Credit Card 1
- 3 3820 231 10/16/2012 11,/2/2012 10/28/2012 Check 2
7 49823 152 10/16/2012 11/6/2012 11/2/2012 Credit Card 2
* (Mew) 1} Credit Card 0 0
Record: M4« [1of4_| » » b [ T o fiter | [Searen [ [T [




CHAPTER

Make a Field Required

n many tables, one or more fields must be filled in for each record. For example, in a Customers

table, the CompanyName field should be filled in for each record. To ensure that a particular field
is always filled in with data, you can configure the table to make the field required. When a field is
required, Access does not enable users to skip it during data entry.

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.

Make a Field Required

o In the Design view, click in = customers

x
Field Mame ‘ Data Type Description (Optional ) [=]
the ﬁeld that you want to V_Custumer\D Shart Text Unigue five-character cade based on customer name. L]
. |  Companyhame Short Text
make requ]red. Contactiame Short Text
ContactTitle Short Text
. . dd hi -office box.
The properties for that field i ot ot et orpestaffieshes :
appear. Field Properties
PP [ eneral [Lookup|
@ Click the Required [+ and o *
. Input Mask
then Cl_]ck Yes. Caption Company Mame
Default Value
Walidation Rule
walidation Text Require data entry in this field?
Required Ves 0
Allow Zero Length
Indexed Ho
Unicode Compression Yes
IME Mode Mo Contral
IME Sentence Mode None
Text Aligh General
When you enter a new record N d - Mi “
in the table, a warning orthwind - Microsoft Access
appears if you do not enter
a value in that field. & You must enter a value in the "Customers.CompanyMame’ field,
() Click OK to clear the error : :
and then type a value in the &| K. | e
required field.
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Index a Field

hen you perform searches on a database that contains many records, a delay can occur as

Access searches. To minimize searching delays, you can set a field to be automatically indexed,
which means that Access gathers extra data about the field that enables it to locate data in the field
extremely fast. Searches based on that field 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.

o In the Design view, click in the
field that you want to index.

The properties for that field
appear.

@ Click the Indexed [+ and then
click 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.
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= Orders \, x
Field Mame ‘ Data Type Description (Optional) [
<‘Sh\p\/ia Murnber Sarne as Shipper 1D in shippers table,
| |Freight Currency
| shipname 0 Shaort Text Nare of person or company to receive the shipment, L]
Shipaddress Short Text Street address only -- no post-office bow allowed,
shipCity Short Text
ShipRegion Short Text State or province, -

General L oakup

Field Properties

Field Size

Faormat

Input Mask
Caption

Default Walue
Walidation Rule
Walidation Text
Required

Allow Zero Length
Indexed

Unicode Compressian
IME Mode

IME Sentence Mode
Text Align

40

Ship Mame

Mo

Ves [Duplicates OK]|
Mo

General

-<@

Anindex speeds up searches and sorting on
the field, but may slow updates. Selecting
“Yes - Mo Duplicates” prohibits duplicate
walues in the field, Press F1 for help on

indexed fields.

Microsoft Access

(B

The changes you requested to the table were not successful because they would create duplicate values in
Z-'-"E the index, primary key, or relationship, Change the data in the field or fields that contain duplicate data,
remowe the index, or redefine the index to permit duplicate entries and try again,
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Align Data within a Field

ou can make your tables easier to read by aligning text and numbers within a field. By default,

Access uses the General alignment, which means that it aligns numbers with the right side of
the field and text with the left side of the field. For any field, you can choose the Left or Right
alignment, or you can choose Center, which aligns data with the center of the field.

Excel also offers a Distribute alignment, which adds space between each character so that the field
data is aligned with both the left and right side of the field.

Align Data within a Field

o In the Design view, click in = poduts X
Field Mame Data Type Description (Optional) [~]
the ﬁel_d Whose data you ProductiD AutoMumber Number automatically assigned to new product, |:|
. ProductMame Short Text
Want tO al_'lgn, SupplierD Mumber Same entry as in Suppliers table,
CategorylD Mumber Same entry as in Categories table,
QuantityPerlnit Short Text (g, 24-count case, 1-liter bottle).

The properties for that field o currency
» UnitsinStock 0 Mumber
appear' :‘ UnitsCnOrder Mumber
Reorderlevel MNumber Minirum units to maintain in stock, e

@ Click the Text Align [+ and

. . General luukup
then click the alignment that Freid size nteger
Farmat General Number
you Want_ Decimal Places Autn
Input Mask
Caption Units In Stock
Default value General
Walidation Rule Left Alignment of text in contral
walidation Text
Required Right
Indexed Distribute
Text Align Center] IILQ
() The next time that you 4 Produds E
. ‘ Supplier - Category ~ | Quantity PerUnit - | Unit Price - ‘ Units In Stock - ‘Umts Or=|
d15p|.ay the dataSheetl | | ExoticLiguids Beverages 10 bhoxes x 20 bags 418.00 39
: Exotic Liguids Beverages 24-132 oz bottles $19.00 17
Access apphes the Sel‘eCted | |® Exoticliguids Condiments 12 -550 ml bottles 510,00 13
al-ignment to the ﬁeld | |® Mew Orleans Cajun Delights Condiments 48 -6 oz jars $22.00 53
| |® Mew Crleans Cajun Delights Condiments 36 boxes 521,35 0
| |® Grandma Kelly's Homestead Condiments 12-8ozjars $25.00 120
| |® Grandma Kelly's Homestead Produce 12-11hpkgs 530.00 15
| |® Grandma Kelly's Homestead Condiments 12-13 oz jars $40.00 3]
| |® Tokyno Traders Meat/Foultry  18-500 g pkgs. $97.00 3
| | Tokyo Traders Seafood 12 -200mljars 931.00 El
| |B Cooperativa de Quesaos 'Las Cabras' Dairy Products 1 kg pkg. $21.00 22
| |® Cooperativa de Quesos 'Las Cabras' Dairy Products 10 - 500 g pkgs. 528,00 =1
| |® hayumi's Seafood 2 kg hox $6.00 24
| |® Mayumi's Produce 40 - 100 g pkgs. 523,25 as
_ hayumi's Condiments 24- 250 ml bottles £15.50 39
| Pavlova, Ltd. Confections 32 -500 ghoxes $17.45 9
| |® Pavlova, Ltd, Meat/Poultry 20 - 1kgtins 939.00 0
| |® Pavlova, Ltd. seafood 16 kg pkg. $62.50 4z
| |® Specialty Biscuits, Ltd. 10 hoxes x 12 pieces 89,20 23
| |® Specialty Biscuits, Ltd. Confections 30 gift boxes $81.00 40
# Snerialty Biscuits. 1t Cconferctinns 24 nkos. ¥ Aniepres S1n.0n a -
Record: M« [10F77 | » » b [ T Wi Fllter HSearch ] [ ] I\ [
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Create an Input Mask

Amajor database problem is data entered inconsistently, such as phone numbers entered as
(123)555-6783 and 123-555-6783. You can help prevent such inconsistencies by applying an
input mask to the field. An input mask is a kind of template that shows users how to enter the data
and prevents them from entering incorrect characters, such as a letter where a number is required.

For example, here is an input mask for a phone number: (__)__ - . Each underscore (_) acts as
a placeholder for (in this case) a digit, and the parentheses and dash appear automatically as the
user enters the number.

Create an Input Mask

. . . . B3 Customers %
o Cth mn the ﬁeld for Wh]Ch you Field Name Data Type Descrigtion (Optional ) [=]
want to create an input mask. CortactTitle Short Text
Address Short Text Street or post-office box,
. . City Short Tesxt m
The pl’Opertles for that ﬁel.d Region Short Text State or pravince,
PostalCode Short Text
appear° | | Country Short Text
| FPhone 0 Short Text Phone number includes country code or area cade.
o ch'ck -In the Input Mask row. IFax Shart Text Phone number includes country cade or area cade. B
Field Properties
© Click the Build icon ([=1). e
Field Size 24

Format
Input Mask | =
Caption

Default value
“alidation Rule

walidation Text & pattern for all data to be entered in this field
Miowzwotengin e
Indexed Mo
Unicode Compression  Yes
IME Mode Ma Control
IME Sentence Mode Mane
Text Align General
The Input Mask Wizard opens. Input Mask Wizard
e ch'ck the type of .input mask Which input mask matches how vou want data ko look?
that you wa nt. To see how a selected mask works, use the Try It box.
o TO try the mask you can CUCk To change the I ask list, click the Edit List button,
. ! Input Mask: Data Look:
n the Try It bOX and then type F'hu:une r'-JurrnEer i 212
a Sampl'e entry' g;cglojzcu”ty flmber 93052-6399
Extension 83215
e Click Next to customize the o  oon et
mask. Try It
(@ If you do not want to
customize the mask, click e
Finish.
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Working with Fields

G Modify the input mask’s code if you Input Mask Wizard
Wal’lt tO . Do you wartk to change the input mask?
X Input Mask Mame: Phane Number
@ Click the Placeholder character [v] to Input Mask: 991000030 )

select a different placeholder character

‘What placeholder character do you want the field to display?
]f HECESSBW- Flaceholders are replaced as vou enter data into the field,

Flaceholder character: _ v
(@ To try the mask, you can click in the Try -

It box and then type a sample entry.
© click Next.

i ] { ? ‘

| Cancel | | < Back ” Nex't> | ‘ Finish |
Q Click how you want the data to be stored Input Mask Wizard
(O ChangeS tO @): How do you want ko store the data?
. . () With the symbols in the mask, like this:
With the symbols in the mask: The extra AT @
symbols (such as the parentheses and dash (@) Without the symbols i the mask, ke tis:
in a phone number mask) are stored along HEEIEEN
with the data.
Without the symbols in the mask: The
extra symbols are not stored with the data.
€0 Click Finish.
Cancel | | < Back " Mext = | E Eini'sh |

The input mask code appears in the Input
Mask row in the field's properties.

What do the input mask characters mean?

Input masks use characters to represent the types of data that they will accept. The following table shows
the most commonly used characters. For more characters, look up “Input Mask Character Reference” in
Access Help.

]

Character  Use Character Use

0 Single digit, required A Single letter or number, required

9 Single digit, optional a Single letter or number, optional

# A digit, space, plus sign, or & Any character or a space, required
minus sign

L Single letter, required C Any character or a space, optional

? Single letter, optional
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Create a Validation Rule

[though an input mask helps a user enter data into a field using the proper number and type

of characters, it cannot restrict the field to certain entries based on logic. A better solution
for preventing data-entry errors is the data validation feature. With data validation, you create
validation rules that specify exactly what kind of data can be entered in a field and in what range
that data can fall. You can also specify an error message that appears when a user enters data that
does not satisfy a validation rule.

Create a Validation Rule

Create the Rule [ oceroeras *
b Field Name Data Type Description (Optional %
3 3 3 3 OrderlD Murnber Same as Order|Din Orders tahle,
o In the DeS]gn V1ew’ Cth n I‘PruducﬂD Number Same as Product ID in Products table,
the ﬁeld for Wh]ch you want | |UnitPrice Currency The price per unit
. . | Quartity 0 MNumber The number of units ordered
to create a Val_]dat]on rul_e. JDichunt Number The customer's discount rate
The properties for that field e
eneral |lookun)
appear. Field size Integer
o L Decm lces wra
o Click in the Validation It sk
Rule row. eriaton maie |10 ot e 1 e el Frecs 1 for el o
‘alidation Test walidation nles.
e Click [=]. i o
Tewt Align General
The Expression Builder dialog Expression Builder
bOX OpenS. Enter an Expression ko validabe the data in this field:
. {Examples of expressions include [field1] + [field2] and [fieldl] < 5}

e Enter the expression that >0|4 o
represents the criteria you
want to specify.

© click ok. < toss

. Expression Elements Expression Categories Expression vYalues
Note: You could have simply - Functions
. . . -

typed the validation rule into the E oo

row and skipped steps 3 to 5, but

the Expression Builder’s tools can

be useful for complex expressions.
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() The validation rule appears 1 order et x
. . . Field MName Data Type Descrigtion (Optional ) [=]
m the Vahdat10n RUI—e row. 1 OrderlD Number Same as Qrder IDin Orders tahle, D
1 ProductiD Nurnber Same as Product ID in Praducts table,
UnitPrice Currency The price per unit
G Type the teXt for the error Quantity |Number’ The number of units ordered
message -in the Validation Discount Number The custarmer's discount rate
Text row. | Figld Froperties
General |Lookup
Field Size Integer
Format General Mumber
Decimal Places
Input Mask
Caption
Default Walue 1 The error message that appears when you
“walidation Rule =0 enter a value prohibited by the walidation rule.
Walidation Text Quantity must be greater than 0 @ Fress F1 for help on validation test.
Required Ves
Indexed Mo
Text Align General
Test the Rule ] Order Details X
arder| - | Product - ‘Umit Pric - Quantity - Discou - | Clickio Add ~ [«]
e When the rule is violated, £ 10248 Queso Cabrales $14.00 qu 0% L
10248 Singaporean Hokkien Fried Mee 49.80 10 0%
a CUStOTTI error message 102438 Mozzarella di Giovanni 434,80 o
L 10243 Tofu 418,60
appears’ Conta]n]ng the teXt 10249 Manjimup Dried 2pples 542,40
that you Speciﬁed -in the 10250 Jack's Mew England Clam Chowder 87,70 A Quantity must be greater than @ @
. . 10250 Manjimup Dried apples $42.40 e
Val_]dat]on Text row. 10250 Louisiana Fiery Hot Pepper Sauce 516,80 L
10251 Gustaf's Knackehrad 816,80

o Click OK and then retype the
field entry.

How do I use the Expression Builder?

. . . . . . rker an Expression to valdate the datain this field:

The Expression Builder can guide you in determining the correct (e of s e ] i) rd ki <51
. . 0§

syntax for an expression. There are many types of expression 0

content available, including functions, constants, and operators.

For example, to enter the expression from the steps in this section — .
. . +(f) Functions <Al <
(>0) ,you would do the following: o ; -

L
String

@ click operators. é

9 Click Comparison.
e Double-click >.

() The > character appears in the expression at the top of the
dialog box.

e Type 0.
© click ok.
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Create a Record-Level Validation Rule

[though most validation rules involve a single field in the table, you can create rules that involve
two or more fields. For example, a rule might compare the value of one field with another. This is
called a record-level validation rule because it involves multiple fields in each record.

For example, in an Orders table, you could set up a record-level validation rule that checks to make
sure that the Order date is before (or the same as) the Shipped date because an order cannot be

shipped before it is placed.

9 In the Design view, click the
Design tab.

9 Click Property Sheet.

The Property Sheet for the
entire table appears.

€©) Click in the Validation Rule
box and type the expression.

e Click here and type the error
message text.

o Click Test Validation Rules.

If the table contains data
already, a warning appears that
the data must be checked.

O click Yes.
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- 2 TEELETOOLS My Datghase ; Database- Clsers\Paul\Documents\hly Database.. 27 — [ X
I HOME ~ CREATE  EXTERMAL DATA  DATABASETOOLS DESIGN Paul McFedries = 8
= 2= Insert —] = @ izl =) @
= = = a =
?&@ x Deleta - Lo e = m
Primary Wt Test Validation ~,., Property Indexes  Create Data  Rename/  Relationships  Object
ey Rules EQ Mudify Lookups | sheet Macras = Delete Macro Dependencies
Toals ShowiHide Field, Record & Table Events Relationships -
Orders " %
Field Mame | Data Type Description (Optional) [=] x
OrderD AutoNumber Unigue order number, || Property Sheet
CustomeriD Shart Text ID of customer who pla | S5/EeHen Bpei Table Froperties
EmployeelD Number ID of employee who to
OrderDate Date/Time The date the order was | Subdatasheet Expanded Mo
RequiredDate Date/Time The date the customer Subdatasheet Height
Orientation Left-ta-Right
shippedDate Date/Time The date the order was Description
PaymentType Short Text Thetype of payment Us <] | Default View Datasheet:

WValidation Rule
Validation Text
Filker

[OrdlerDate]< =[ShippedDate]

Field Properties
The Order Date must be less than the Shipped Date

Microsoft Access

&

This operation will test the table's record and field ralidation rules, as well as the Required and
AllowZerolLength properties, for all data in the table.

This process may take a long time.
Do youwwant to continue anyway?

&l Yes | | Mo
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If the table has not been _f.aved, Microsoft Access EX
a prompt appears to save it.

@ cClick Yes.

You must save the table first.

Micrasoft Access can't test wour data until you save the design changes you made,
Do you want to save the table now?

Q@ - || % |

Microsoft Access H

If existing data violates the new
rule, another warning appears.

You can either keep the new rule o ) -
or change it if this happens. Existing data violates the new record validation rule.
e Click Yes to keep the new rule, Do you want to continue testing data with this new rule?

. . . . *To continue testing for other new rule violations, click Yes,
even if some existing data *To continue to test only the old validation rules, click Mo,
violates it. * Ta stop testing, click Cancel,

() You can also click No to go back &| Yes | | Mo ﬂ Carl |

to the previous rule (if any).

A confirmation dialog box opens.

© click ok.

The check is complete. .
All data was walid for all rules,

O o«

Microsoft Access ﬂ

How do I construct a validation rule that contains field names? What happens to existing data

You can either use the Expression Builder or type field names that violates the validation rule?
directly into the expression. To use the Expression Builder, click in Nothing happens to it; it is allowed
the Validation Rule box and click [--] to open the Expression to continue to exist. However, new
Builder. Click the table name in the Expression Elements list. records will not be permitted to
Double-click each field to which you want to add to the expression violate the rule, and if you ever edit
in the Expression Categories list. Click OK. To enter field names the record that violates the rule, you
directly into the Validation Rule box, enclose each one in square will not be able to save changes to
brackets: [OrderDate]. it until you fix the violation.
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CHAPTER 5

Working with
Relationships

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.

Morthwind - Microsoft Access

DATABASE TOOLS

EEH S &=
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5‘171 X Clear Layout
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Show
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ost databases store information in multiple tables. Although most of these tables have nothing

to do with each other (for example, tables of customer information and employee payroll data),
it is likely that at least some of the tables do contain related information (such as tables of customer
information and customer orders). You can connect such 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.

Common Fields =
. . . Field Mame Data Type Description (Optional ) -
FOI’ a I‘elat‘lonsh'lp tO ex]st between tWO B CustomerlD Short Text Unigue five-character code hased on customer name.
. CompanyMame Short Text
tables, they must have a common field. For Contactiame short Text -
example' the.CUStomerS table may have a Geners = Field Marme Datc;r:;:e Description (Optional ) — xA
CustomerID field, and the Orders table may Format || rderiD Autofium ber Unique order nam ber.
. Input CustomeriD| Short Text ! Sarne entry as in Customers table, -
also have a CustomerID field. The two o Pl roperic
. . General | ook
tables could be joined, or related, by that | e— .
o o . Requir| | | Format
ﬁel,d. The ﬁel_d type must be the same 1n AH:wZ Input hask 4 field name can be up to 84 characters long,
Indexe! | | Caption Customer including spaces. Press F1 for help on field
both tables for a relationship to exist. One oicsd | it mie e
. . . e Walidation Text
exception is that an AutoNumber field can Tecia | | Requie N v
be related to a Number field.
The Primary Key and Foreign Key -2 Relationships -0 ox
In most relationships, the primary key field in one table Customers ' Orters -
is related to a field in the other table that is not its Ve e [l YO
primary key. In one table, the field contains unique Cortactan: Employeel)
values, whereas in the other table, it does not. The aeldress RequiredDate
. . . . City ShippedDrate
related field in the other table is called the foreign key. Region chipie
For example, in the Customers table, each record has a o e
unique CustomerID field, but in the Orders table, two mrone s
different orders may have the same CustomerID. ShipRegion |+
1 3
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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 CustomerID value could not
be entered that had no valid corresponding entry in the
Customers table. This would prevent users from entering
orders for nonexistent customers.

Edit Relationships

Table/Query: Related Table/Query:
Cuskamers W Orders ']
Custamer|D v | CustomerlD ~

nForce Referential Integrity
uk ascade Update Related Fields
[ ascade Delete Related Records

Relationship Type: Qne-To-Many

?
Cancel

Jain Type..

Create Mew, .

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 will reflect the new ID number.

Edit Relationships

TablejCuery: Related Table/Query:
Cuskamers W |Orders Y]
CustameriD v | CustomerlD ~

Enforce Referential Integrity
Cascade Update Related Fields
[

Cascade Delete Related Records

:
Cancel

Join Type..

Create Mew, .

Relationship Type: One-To-Many
Cascade Delete Edit Relationships ?
With Cascade Delete, when a record is deleted from the TablefOuery: ] T
table containing the primary key part of the relationship, Customers v |orders v
. . . . o Cancel
all corresponding records in the table containing the foreign CustomerlD | v | CustomeniD )
key are deleted. For example, if a customer’s record is Join Type..

deleted from the Customers table, then all that customer’s
orders are deleted from the Orders table. Use this feature
with caution.

Enfarce Referential Inteqrity
Cascade Update Related Fields
Iﬂc‘ascade Delete Related Records

Relationship Type: One-To-Many

Create Mew,,
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efore you can combine fields from two tables for use in queries, forms, and reports, you must
first define a relationship between the two tables. You create and manage relationships using the
Relationships window, which enables you to define a relationship by dragging a field from one table

onto a field from another.

You can also specify the join type, which dictates what happens 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.

\ Create a Relationship between Two Tables

Open the Relationships View
@ click the Database Tools tab.

9 Click Relationships.

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

Add Tables to the
Relationships Window

@ 1f the Show Table dialog box
is not already open, click
Show Table.

o Click a table that 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.

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

o Click Close.
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Create a Relationship 23 Relstionships - o x
o Click the primary key field to be Custormers Orders §
associated with a field in another r———s ’ Sf;'fgm : Edit Relationships ?
ContactMame EmployeelD .
table. Iobefouery. Reited Tabeicum )
. . ress equiredDate Cancel
e Drag the primary key field onto oy - Shippesrate (|| || [Customenn v] Custamenn |~
the associated field in the other —
ta b le' & Enforce Referential Inkegrity Crectelien
[[]cascade Update Related Fields
9 Cljck Enforce Referent.ial [[]cascade Delete Related Records
Integrity 'If needed. Relationship Type:  One-To-Marry
With referential integrity enabled,
you can also click Cascade -
Update Related Fields and/or : :
Cascade Delete Related Records. |-z P I
0 Cl.'iCk Cl'eate. Custarners Orders
¥ Customerld [« 7 OrderlD -
CompanyMame CustomerlD
A connec’For appears between compaan "
the two ﬁeldS. CartactTitle OrderDate
Address RequiredDate
. City - | ShippedDate |~
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.
HOW dO I Change the jO'in type? Edit Relationships ?
o Click Join Type in the Edit Relationships dialog box. T — o
Cancel
CustomerlDr v CustomerlD), ~
The Join Properties dialog box appears. e
Enforce Referential Integrity (Create v
3 101 3 ™y & [ Caseade Updats Related Fields
e Click a join type radio button () changes to ®). S
e C[‘ick OK, Relationship Type:  One-To-Many
. . . . . . Join Properties ?
O Click 0K in the Edit Relationships dialog box.
&. Oz ?:;:Qe ALL records from ‘Customers' and only those records
from 'Orders' where the joined Fields are equal.
(3 Include ALL records from ‘Orders’ and orly thass records From
‘ i mers' where the joined fislds are equal,
_OK Cancel
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fter you have created a relationship between two tables, that relationship is not set in stone,

which means that you can edit the relationship as needed. For example, if you realize later that
you associated an incorrect field in one of the tables, you can fix that problem. Similarly, you might
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

o In the Relationships window, double-click
the connector between two tables.

Note: Be sure to double-click the connector
directly. If you miss it, you will see an empty
Edit Relationships dialog box.

The Edit Relationships dialog box opens.

9 If you need to change the associated field
in the related table, click [v| and then click
the new field.

e Click to select or deselect Enforce
Referential Integrity.

0 If the referential integrity is enabled, you
can do either or both of the following:

Click to select or deselect Cascade Update
Related Fields.

Click to select or deselect Cascade Delete
Related Records.

© click ok.

The relationship is changed according to
the options that you chose.
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TablefGuery: Related Table/Cuery: 5

Customers v Orders
Cancel
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3 Join Type..
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f you no longer require a particular relationship between two tables, you can remove that

relationship. For example, if you want to change the data type of one of the fields, Access will not
allow you to do that as long as the field is part of a relationship. You must remove the relationship
before you can change the field’s data type.

Before you proceed, bear in mind that you cannot undo a relationship deletion. After you have
deleted a relationship, the only way to restore it is to re-create the relationship from scratch.

Remove a Relationship

o In the Relationships window, = Relationships
right-click the line between — _
the two tabl.es Custormers Orders
® Customer = ) & Petan - -
9 Cl.1Ck Delete. CompanyName Et',' Edit Relationship...
CantactMame > Delete ﬂ
ContactTitle uraeftiate
Address RequiredDate
Ci ShippedDate | ™
A confirmation dlalog box MNorthwind - Microsoft Access n
opens.
9 Chck YeS ! bk Are you sure you want to permanently delete the selected relationship from your database?
The relationship, and its 3 fes he

indicator line, is removed.
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ou are free to create relationships between as many tables as your needs require and as

the structure of your data dictates. This means that it is quite common to end up with a
number of tables in the Relationships window, each with its own set of connector lines showing
the relationships. 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 Wi

Move a Table in the ) Reltionships -
RElationShipS WindOW Suppliers . Products . .OrdEI’DEtEILHI Orderh? Custamers .
. , L. T suppl[= | = T Produls | m T order|« | B2t [ % order = T custo ~
@ Click and drag a table’s title Come _L: ooas || B9 pros custo camn
bar to a new location. o e i v o
Addre ~ Quat . Requi Addre v
The relationship lines stay it P inee
connected. Categories Unitsc 7 emplo =] (- Freigh —
T categ|= 1 Reord ™ Lasthz Shiphl q : PP
Categ First Shipa ¥ shinp |
If you need more room, you st Tite Shinc Comp _
can use the scroll bars to i v ShiPR [z
scroll down or across. HireD: =
4
Resize a Table's Field List = Relabonstips - =
o Pos'lt'|0n L\\) at the bottom of . Suppliers . Produrts Order Detail... Orders Custormers
. . F suppl =] = 7 Produ[=] = T Order[a]| o ¥ Order[~ = T Customer[~
a tabl.els ﬁel.d hSt and then Cn:; —L zro:u _E ? Sroddu ?urjto o—oj_ Eon:pany\
click and drag up or down to = e e
shrink or enlarge the list box e~ ot : e paoress @
(l+ changes to ). —_ Ui e, sty "—"\_ o
Categaries Unitst mplo Freigh Shippers
. 1 eord ™ Lasthlz i
You can also click and drag a ¥ o o Firsth i - i
field list’s side border to Desa = ol -
expand the box horizontally el
or drag the lower-right corner
to expand in both directions.
4
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s you work on your database, you might find that as you add tables, the number of relationships
between them increases to the point where it is difficult to remember and keep track of them
all. Rather than constantly having to open or switch to the Relationships window, you might prefer

to have a printed copy of the relationships as a reference. You can get a hard copy by creating and

printing a relationship report.

Print a Relations

o Click the Design tab.
9 Click Relationship Report.

A printable version of the
Relationships window
appears in Print Preview.

€ cClick Print.
The Print dialog box opens.

e Set any printing options if
needed:

You can click here to choose
a different printer.

You can click here to increase
the number of copies.

© click ok.

Access prints the relationship
report.
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n Access, a table’s dependencies are those database objects that rely on data from the table. For
example, an Orders table might depend on data from a Customers table because you have set up a
relationship between them. Similarly, there might also be queries or forms that depend on the table.

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 Objec nden

o If you are in the
Relationships window, click
the Design tab.

@ cClick Close.

9 If Access prompts you to
save the layout, click Yes.

0 In the Navigation pane, click
the object that you want to
examine.

e Click the Database Tools tab.

O Click Object Dependencies.

0 If Access prompts you to
turn on name AutoCorrect,
click OK.
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The Object Dependencies task
pane opens.

e Click a type of dependency to
view (O changes to ®@):

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

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

0 Click [+ next to an object type
to view the table’s dependencies
(I changes to ).

The table’s dependencies for that
object type appear.

@ Click [+ next to an object to view
its own dependencies(I: changes
to ).

The object’s dependencies
appear.

@ Click = to close the task pane
when finished.

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, for
example, 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 that depends

on it will be orphaned.

Object Dependencies

Table: Custormers
® Ohjects that depend on me
Objects that | depend on 0
4 Tahbles
FOER Orders
B Queries
Forms

eports
Ignored Objects

b4

Refresh

Object Dependencies

Table: Custorners
® Ohjects that depend on me
Objects that | depend on
4 Tahbles
OB Orders

4 Cyeries
3 Customer Crders By Category

Custorers Mail Merge Query

Customers With Orders and Order Details

Custorners Without Matching Orders

Forrn Pararmeter Test

[

g

Irevoices

Cuery: [mvoices Filter
] Report: Custormer [nvoice

i@ Report:lnvoice

&

-

&X

Refresh

Is there a way to see all the dependencies for all

the objects at once?

Yes. Access offers the Database Documenter feature,
which among other things provides you with a list

of all the object dependencies in your database. To
learn how to use the Database Documenter, see the

following section, “Document the Database.”
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s your database grows, it becomes increasingly difficult to keep track of all the objects that it
contains as well as their relationships and dependencies. To help you get a handle on a large
database, you can use the Database Documenter feature to generate a full report about the database,

including all the details about each object and its relationships and dependencies.

This report is also useful to provide to another database designer to help him or her understand the

structure of the database.

Document the Database

o Click the Database Tools tab.

9 Click Database Documenter.

The Documenter dialog
box opens.

€ Click the AL Object
Types tab.

e Click the check boxes for
each object that you want to
include (I changes to #1).

You can click Select All to
select all the objects.

To include the database’s
properties, click here.

To include the Relationships
diagram, click here.

© click ok.
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The information appears in a
report in Print Preview.

Note: If your database is quite large,
it will take Access a few moments to
generate the report.

e To zoom in on the report, click it.
You can click again to zoom out.

You can also click the Zoom ==
and then click the zoom
percentage that you prefer.

@ click Print.

The Print dialog box opens.

e Set any printing options if
needed:

Click here to choose a different
printer.

Click here to increase the
number of copies.

© click ok.

Access prints the report.
@ Click Close Print Preview.

Access closes the report.
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Can I export the report to another program instead of printing it?

Yes, Access offers several export options in the Print Preview tab’s Data group. For example, you can export
the report to an Excel workbook by clicking Excel. If you prefer to export the report to a PDF file, click PDF

or XPS and then, in the Publish as PDF or XPS dialog box, make sure that PDF is selected in the Save as
type list. To export the report as a plain text file, click Text File. Finally, you can also click More to see a
list of other export formats, including Word and HTML Document.
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f a user has to type a customer name or product name from memory, that is a sure recipe for

inconsistent and error-filled data. Fortunately, in many cases, you can avoid freeform text entry. If
there are only a finite number of possible values for a field, you can eliminate this weak link in your
data chain by giving users a list of items to choose from. This is called a lookup.

Access offers two methods for defining lookups: You can take the unique values for a field in an
existing table or query, or you can type the list values yourself.

Relationships Based on Codes

code without looking it up.

Relationships between tables are often based on
code values. For example, the CustomerID in the
Customers table may be a code based on the
customer name, so the related Customer field in the
Orders table would also need to use the same
codes. But when a user is entering a new order, he
or she probably does not know the customer’s ID

j Customers

Customer|D -
+ ALFED
+ ANATR
+ ANTOM
+ AROUT
+ BERGS
+ BLAUS
+ BLOMP
+ BOLID
+ BOMAP

Company Mame -
Alfreds Futterkiste
Ana Trujillo Emparedados y helados
Antonio Moreno Tagueria
Around the Harn
Berglunds snabbkdp
Blauer See Delikatessen
Blondel pére et fils
Bolido Comidas preparadas
Bon app'

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
that users could choose from a list of
customer first and last names and be
shielded from the customer ID numbers.

Customer

Alfreds Futterkiste

Ana Trujillo Emparedados v helados
Antonio hMoreno Tagueria

Around the Horn

Berglunds snabbkdp

Blauer See Delikatessen

Blondel pere et fils

Bolido Comidas preparadas v

57(
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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.

Lookup Wizard

Which table or query should pravide the walues Far wour lookup
field?

Table: Categories ~
Table: Customers
Table: Employees
Table: Order Details
Table: Crders

Table: Payment Tvpes
Table: Products
Table: Products For Update W

View

(@) Tables () Queries

() Both

Cancel < Back

Lookups Based
on Existing
Relationships

If you have an existing
relationship established
between the table

Morthwind - Microsoft Access

! L Are you sure you want to permanently delete the selected relationship fram your database?

Ma

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.

Lookup Wizard

‘What values do you want to see in your lookup Field? Enter the number of columns you wank
in the list, and then type the walues you want in each cell,

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

Mumber of columns: ,1_

Coll
Cash
Check
Money Order
Credit Card
PayPal

Cancel < Back Einish
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f you think the lookup values will change over time — either by adding new items or by editing or
deleting existing items — you will find it easier to maintain the lookup by storing the values in
a table. If the lookup values you want to use already exist in another table, you can use that table.
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 lookup does not exist already in another table.

Create a Table for Use As a Field Lookup

@ Click the Create tab.
e Click Table Design.

A new table opens in the
Design view.

9 Type a name that describes
the list.

Note: The name does not need to
exactly match the field in the other

table that will be looking up from it.

0 Set the data type.

Note: Short Text is usually an
appropriate data type.

6 Click Primary Key.

A key (V) appears next to the
field, indicating that it is the
primary key.
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Design view, F6 = Switch panes.

Field Name Data Type
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O Click the Save button (i).

H m =
H CREATE

EXTERMAL DATA,

DATABASE TOOLS

TABLE TOOLS
DESIGN

Paul tckecries - B @

1 2= Insert Rows =]l
The Save As dialog box opens. = o ==z - =2 B
View  Primary - Property Indexes  Create Date  Rename/  Relstionships  Object
o Type a hame for the lookup - Key EQ Modify Lookups | gpeet Macros > Delete Macro Dependencies
bl \/’ienlfs Tools ShowiHide Field, Record 8. Table Events Relationships ~
table. » Tablez x
Field Mame Data Type Description (Optional ) -
e Cljck OK * shippingoptions Short Text & lookup list of shipping options for customer orders
Save As ? .

The Save As dialog box closes.

© click view.

The view switches to the

Mavigation Pane

General Lookup

Field Size 255
Farmat

Input Mask 8
Captian Shipping Optian
Default Value

Walidation Rule

alidation Text

Required Yes

Al Toee |l [

Table Mame:
Shipping Cptions 0

Cancel

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

BEH S = Marthwind - Microsoft Access TABLE TOOLS ? - 0O =
Datasheet view HOME | CREATE  EXTERMAL DATA  DATABASETOOLS  FELDS  TABLE Paul tcFecries - I @
b "D Y %““E“dinﬂ A Ele > H 3 Calitr (Detail -
Type the records into the table. e | Paste iy A Desending Tv 0 HO S e BT =-
@ yp iewr Pt Fit Mhen L L e gl —= = g

Note: It does not matter What :Ieiﬁij(\\sph?::ir:gzp“uns Sart & Filter Records Find Text Farmatting ! ;
order you enter them in because Shipping Options - |Click ta Add -

you can specify a sort order when
you set up the lookup.

€ click x.

Access closes the table.

Mavigation Pane

Mext Day (Morning)
Mext Day (afternoon)
TwoDays

Super Saver
International Expedited
International Standard

b

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 the 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 a good
housekeeping practice in a database. In addition,
setting a field as a primary key is a good way to
ensure that it contains no duplicate values.
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ou can create a lookup for a field whose values come from items stored in another table. When
the user navigates to that field for data entry, Access does not display the standard text box.
Instead, it displays a drop-down Llist containing the values from the lookup table.

One of the main advantages of using a lookup based on a table is that the lookup is easier to maintain.
If you or another user changes the values in the other table, the values in the lookup also change.

Create a Field Lookup Based on a Table

o In the Design view, click the
Data Type [v| for the field
for which you want to use
the lookup and then click
Lookup Wizard.

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

The Lookup Wizard opens.

9 Click I want the lookup
field to get the values
from another table or
query (O changes to @).

e Click Next.

98

= Order Details

Descri
The price per unit
The number of units ordered
The customer's discount rate
v |25 customer's preferred ship

Field Name Data Type
UnitPrice Currency
Quantity Number
Discount Mumber
ShippingMethod Short Text
Short Text
Long Text
General |Lookup Number
Field Size 255 Date/Time
Format Currency
Input Mask AutoMumber
Caption
Default Value YEE!NO_
Validation Rule OLE Object
Validation Text Hyperlink
Required MNao Attachment
Allow Zera Length Yes calculated
Indexed Mo
Y=
Unicode Compression | Yes Lookup Wizard...
IME Mode Mo Control
IME Sentence Made MNone
Text Align General

Field Properties

-0

Lookup Wizard

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

values?

& {w) [ want the lockup field to get the values from another table or

query.

(T will type in the values that I want.

Cancel




The table or query page of the wizard
appears.

a Click the table that contains the
lookup values.

© Click Next.

The select fields page appears.
0 Click the field containing the values.
@ Click the Add Field button (> ).

The field moves to the Selected
Fields List.

9 If there are other fields in the table
that you want to appear in the lookup
list, repeat steps 6 and 7 to add them.

Note: Access adds the primary key field
automatically.

© Click Next.

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 that join the data from them into a single

datasheet. That way, you can use data from multiple

tables as if the data resided together in a single
object. To select a query, click Queries (A) on the

table or query page of the wizard (C changes to ®).

View

() Table

Lookup Wizard

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

Table: Orders ~
Table: Payment Types

Table: Products

Table: Products For Update

Table: Shippers
& able: Shipping Options
Table: Suppliers

Table: Table1 "

View

(@) Tables () Queries () Both

5

ot | | <ms

Lookup Wizard

Which fields of Shipping Options contain the values you want
incuded in your lockup field? The fields you select become columns
in your lookup field.

Available Fields: ? Selected Fields:

G | [ <o

Can I create a lookup field without using the
wizard?

Yes. You can use the Lookup tab in the field's
Properties, placing a SQL (structured query
language) statement in the Row Source box (B). You
will probably not want to create lookups that way,
but you might use the boxes on the Lookup tab to
make minor changes to a lookup without having to
completely re-create it.

aaaaaa
SELECT [shipping Optians][ShippingOptic A[shipping Optians] ORDER BY [shippingOptians];
1
1

No
13021
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hen you are creating a lookup field, you can specify a sort order for the lookup values. It
is almost always easier for users to locate values in a list that is sorted alphabetically or
numerically. This can also be useful if you want the list items to appear in a different order in one

usage than in another.

As part of the lookup field specification, you can also set the field width and type a label that serves

as the name of the field.

Create a Field Lookup Based on a Table (continued)

The sort order page appears.

@ If you want to sort the list,
click the 1 [v] and then click
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 10 and 11.

@ Click Next.

The column width page
appears.

@ To change the column width
for the lookup field, drag the
right edge ([ changes
to ).

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

@ Click Next.
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Lookup Wizard
What sort order do you want for the items in your list box?

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

1 |ShippingOptions &v Ascending 0
z :

3

Cancel < Back

Lookup Wizard

How wide would you like the columns in your lookup field?

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

Shipping Options m

{nternational Expedited
International Standard
Mext Day (Afternoon)
Mext Day (Morning)
Super Saver

Two Days

15

Cancel < Back Einizh




The label page appears.

Lookup Wizard
@ MOd]fy the l'a'bEL a551gned What label would you like for your lookup field?
to the field, if you want Eipoinghiethod
. . ippingMetho
Somethmg different than Do you want to enable data integrity between these tables?
the default label. (] Enable Data Integrity

By default, the wizard uses
the field name as the label. .
@ Click Finish. Do you want to store multiple values for this lookup?

[] Allow Multiple Values
Those are all the answers the wizard needs to create your lookup
field.
Cancel < Back
A prompt appears, askin
prompt app g Lookup Wizard “
you to save the table.
@ Click Yes. ! 1 The table must be saved before relationships can be created, Save now?
The lookup is created. You
. & Yes Mo
can examine the lookup

settings on the Lookup tab
of the field's properties.

Can I make changes to the lookup?

Yes, although this depends on how extensive those changes are. To make small changes, click anywhere in
the field using the Design view and then use the Lookup tab in the field’s properties. If you need to
re-create the lookup, Access at first does not allow you to do this because it has already set up a
relationship between your data table and the table that contains the lookup values.

Before you can re-create the lookup field, you must first delete the relationship that the Lookup Wizard
created. See the section “Remove a Relationship” to learn how to delete an existing relationship. Note that
you will likely have to add the lookup table to the Relationships window. On the Design tab, click Show
Table, click the lookup table, and then click Add.

101



f the list from which you want users to choose for a field lookup is fairly short and you do not
expect that the values in the list will change frequently, you may prefer to create the lookup
based on values that you type 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 using the Lookup tab of the field’s properties.

o In the Design view, click the
Data Type [v| and then click
Lookup Wizard.

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

The Lookup Wizard opens.
9 Click I will type in the values

that I want (O changes to ®).

€ Click Next.
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j Orders
Field Name Data Type Descri
ShippedDate Date/Time The date the order was shippg
PaymentType Short Tex'ti v | The type of payment used.
ShipVia Short Text The shipping method.
Long Text Field Properties
General |Lookup Numbe_r
Field Size 255 Date/Time
Format Currency
Input Mask AutoNumber
Caption Yes;"No
Default Value R
Validation Rule OLE Ob_JECT
Validation Text Hyperlink
Required Mo Attachment
Allow Zero Length fes calculated
Indexed Mo
Unicode Compression Yes M
IME Mode Mo Control
IME Sentence Mode Mone
Text Align General

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

Lookup Wizard

values?

{T)Dwant the lookup field to get the values from another table or

query.

& @I will type in the values that I want.

Cancel




The values page of the wizard appears.

o Type the values that you want to
display in the lookup Llist.

Note: It is common to use a single column.
Use multiple columns only if a single
column cannot adequately represent the
values.

© click Next.

The label page appears.

o Modify the label assigned to the field,
if needed.

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

@ cClick Finish.

Access completes the lookup field. You
can examine the lookup settings on
the Lookup tab of the field’s
properties.

How can I change the values on the list?

Lockup Wizard

What wakees do you want 1o see in your lookup field? Enter the rumber of columng you want
in the kst, and then type the values you want in esdh cel.

To adiust the width of & column, drag its ight &dge to the width you want, or double-cidt the
right edge: of the column heading to get the best fit.

Humber of golumns: [1
Call
Cash
=. <O
Credt Card
Moy Order
PayPal
*

Lookup Wizard
What Label would you e for your lookup field?

PaymentType
Do you want to st to the choices?
| Limit To st

Do you want to store multiple valaes for this lodiap?

[ aow Mudtiple Values

Those are ol the Answers the wizard nesds to create your lskup
fiedd.

Q

Cancel < pnek Ereh

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

If you need to modify the list, type your

changes directly into the Row Source text box,
making sure that you keep the correct syntax

with the quotation marks and semicolons.

Are users limited to only the values on my list?

General Lookup
Display Contral
Row Source Type
Row Source

List Box
Value List

“Cash™;"Check”;"Credit Card”;"Money Order”; PayPal’

No. The default display control is a combo box, which also enables users to enter their own values.

If you want to restrict users to your values only, click the Display Control property’s [v| and then

click List Box.
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ost table fields are configured to store a single value. However, you might come across a
situation in which you require a field to store multiple values. For example, if your company
offers customers several different newsletters, each customer might want to subscribe to two or more
of those publications. You can handle this in your table by creating a multivalued lookup field that

can store multiple items from a lookup.

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

o Follow steps 1 to 16 in the Lookup Wizard

section “Create a Field st Il ol vou e for vour lookp fcld?

Lookup Based on a Table.” = ERE AL R e TAr yeur e e

. [Newsletters

Alternatively, you can follow Do you want to enable data integrity between these tables?

steps 1 to 6 in the section

“Create a Field Lookup with

Values That You Specify. -
9 Click Allow Multiple Values Do you want to store multiple values for this lookup?

( O changes to ) & ;ﬁllow Multiple Values

. . . Those are all the answers the wizard needs to create your lookup
9 Click Finish. field.
3
Cancel < Back
If the field already contains Microsoft Access
data, a warning appears
. . You have ch d the ‘Mewsletters’ lookup col to store multiple values. You will not be able to undo
about changmg the field to i this change once you save the table.
store mult]ple Values. Do you want to change 'Mewsletters’ to store multiple values?
. 4 Yes Mo

o Click Yes.
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If you created a table-based
lookup, a prompt appears,
asking you to save the table.

o Click Yes.

O Click View to switch to the
Datasheet view.

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

Note: See Chapter 3, “Entering
and Editing Data,” for more on
entering values into a
multivalued field.

[ = s TABLE TOOLS
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN
&= Ins s
EH-@ @ e -
27 Delete Rows
View Test Validation i ) Property Indexes Create Data Rename/ Relatio
- Rules EQ Modify Laokups Sheet Macros = Delete Macro
Views Tools Show/Hide Field, Record & Table Events
» Contacts | ord...
Field Mame Data Type Description (O
Email Short Text The contact's email address
OrderlD Number
Newsletters Short Text v
Field Pronsrtis
Lookup Wizard
General |Lookup
% Field Size
o Format l z The table must be saved before relationships can be created. Save now?
g Input Mask
= Caption
_% Default Value 5 L= LT
# || | \validation Rule
y Name - Phone Mumber - Email ~ | OrderlD ~ Mewsletters - Click to Add ~
ialtd 317-555-4372 psellars@logoj SREEEYE roduct Ne RS
0||J| company News
&% Help Desk

[/ New Releases
[ partner Info
Product News
Special Deals
[T/ Tips and Tricks

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.
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CHAPTER 6

Finding and
Filtering Data

Access provides many ways of locating individual data records within
your database. In Chapter 3, you learn 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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Understanding Find and Replace

Find and Replace is a single feature with two parts: one that enables you to locate text and
another that enables you to replace found text with other text. Both features can save you
tremendous amounts of time, particularly in large tables.

You use the Find tab to locate text within records. You can search for numbers, partial words, entire
words, or phrases. You use the Replace tab to also locate text within a table, except that you can
also replace the found text with some other text that you specify.

o Find What £z Cuslomels"-._
YOU can SDECify a text Custamer|D ~ Company MName ? - Contact Mame - Contact Title -
) 5 Lt ) La maison d'dsie Annette Roulet Sales Manager 1rue &lsace
stnng or numernc Val,ue LAUGE Laughing Bacchus Wine (@Bl Yoshi Tannamuri Marketing &ssistant 1900 Cak St.
. LK, Lazy K Kountry Store John steel arketing Manager 12 Orchestral
that yOU want to ﬁnd' LEHNAS Lehmanns hMarktstand Renate Messner Sales Represemtative hagazinweg]
LETSS Let's Stop N Shop Find and Replace 2
0 LOOk In LIL&S LILA-Supermerca e 0
P LINGD LIMO-Delicateses | | Find | Replace
You can h_mlt.the search Loner onssomeriner] | 0 .
to a certain field. MAAGAS Magazzini alime ‘ q
IS0 Maisan Dewey Cancel -
e Match WMERER Mére Paillarde Look In: Current field v
MORGE Wiorgenstern Ges, | | Match: Aty Part of Field |«
You can look for exact NORTS North/South sewc A [ g
matches of the Whole OCEAN Océano Atlantico “DMatch Case earch Fields As Formatted 3
CLDWO Old World Delica
ﬁel_d or partia'_ matCheS, OTTIK Ottilies Kaselader HETTELLE FTEl I UIWTTET TWTET TR
FARIS Paris spécialités Marie Bertrand Owher 265, houlevy
0 Search Record: M 4|42 0f91 | » M » Search [
You can search above or
_ 2 X
below the currently selected Find and Replace ]
record. Find | Replace
GMatCh Case Find What: Cellars W
You can choose whether the Replace With: Sellerslo v po—
search is case-sensitive. Laok T Current field v
w Replace
o Found text Makch: Ay Part of Figld | w
e s Search; Al & eyl
The found text is highlighted ik *
in the datasheet [IMakch Case [« Search Fields As Formatted
© Replace With
The Replace tab has a Replace With text field, in © Replace All
which you can enter the replacement string. You can click Replace All to do a global replace. Be
cautious about doing so; it might replace more than
@ Replace
P you intended.
i i
You can click Replace to replace one instance of
what you are searching for and move to the next
instance.
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Find Data

CHAPTER

f you are working with a table that has only a few records, it is usually easy to locate the record

you want fairly quickly. However, if your table contains hundreds or even thousands of records,
finding the data you need can be extremely time-consuming. To save time and effort, you can use
the Find feature to quickly locate a text string or numeric value within a datasheet.

You can search in one particular field, or you can expand the search to include all the fields in the
datasheet. You can also tell Access to match part or all of the field value.

o If you plan to limit the search to
only one field, click in that
field’s column — in any row.

@ Click the Home tab.
© Click Find (#4).
e Type the text to find.

e Click the Look In [v] and click
either Current field or Current
document.

@ Click the Match (v and click
what you want to match.

Note: The choices are Any Part of
Field, Start of Field, and Whole Field.

0 Click the Search [v] and click Up
or Down if you want to limit the
search to one direction.

0 You can click Match Case
(1 changes to 1) to make
the search case-sensitive.

0 Click Find Next.

@) The Datasheet view jumps to the
first instance and highlights it.

@ Continue clicking Find Next until

the instance that you want is
found.

[=] = TABLETOOLS
HOME CREATE EXTERMAL DATA, DATABASE TOOLS FIELDS TABLE Paul McFedries ~ ! o
b Cut Y 2l Ascending Wi~ Ty New > H 25 |calibni -1 -
P Copy ZlDescending T = Hgwe % 3. B I U 8
P Filter Refresh Find ==
Farmmat Painter Rerove Sort wie X Delete - B~ k- A-¥-&- === &-
5 Clipboard n Sort & Filter Records Find Text Formatting n -~
= orders x
Order| ~ Customer, - Employee ~ Order Dat = red Dat ~ Shipped Dat - Shipvia - Freigh -«
10248 ‘Wil an Kala ﬂ v | Buchanan, Steven  J4-Mow-2011  01-Aug-2011  16-Mow-2011 Federal Shipping  $32.38
10249 Tradigio Hipermerca Suyarna, Michael 05-Jul-2011  16-Aug-2011  10-Jul-2011 Speedy Express  $1L.61
10250 Hanari Carnes Peacack, Margaret 08-Jul-2011 05-Aug-2011 12-Jul-2011 United Package $65.83
10251 Wictuailles en stock - ress  $41.34
10252 Suprémes délices i 273 e : kage 451,30
10253 Hanari Carnes Find | Replace kage 458.17
10254 Chop-suey Chinese kage 522,98
10255 Hichfersu‘::ermarkt Find What:  |Bacchus 4 S ipping  3148.33
10256 Wellington Importador. Cancel kage  §13.97
10257 HILARION-Ahastas Lok In: Current field - 4 ipping  $81.91
10258 Ernst Handel Match: ress 3140.51
10259 Centra comercial Mocta| Curert d:‘””‘e”t ipping  43.29
10260 Old Waorld Delicatessen| ress 455,03
10261 e Delicia [JMatch Case [+ Search Fields As Formatted e ca.08
10262 Rattlesnake Canyon Gre pping 54533
T orders x
Order| « Customer - Employes ~ OrderDat ~ Required Dat ~ Shipped Dat ~ Shipwia ~ Freigh -«
10480 Folies gaurmandes Suyama, Michael 20-har-2012 17-4pr-2012  24-Mar-2012 United Package 51,35
10481 Ricardo Adocicados Callahan, Laura 0-Mar-2012  17-4pr-2012  35-War-2012 United Package 964,33
10482 Lazy K Kountry Store Davalig, Nancy 21-Mar-2012  18-8pr-2012  10-Apr-2012 Federal Shipping  $7.48
10483 White Clover Markets - kage 515,28
10484 B's Beverages IFIVE T EEI 10 = ipping  %6.88
10485 LINO-Delicateses Find | Replace . kage 46445
10486 HILARION-Abastos £30.53
10487 Queen Cozinha Findwhat;  |Bacchus v D .
10488 Frankenversand Cancel kage 44,93
10489 Piceolo und mehr Look In: Currert: Figld v kage £5.29
10430 HILARIOMN-Abastos Matchs Ay Parcof Field |w @ kage 121019
10491 Furia Bacalhau & Frutos 1 al = ﬂ ipping 516,96
10432 Bottomn-Dallar Markets ress $62.69
AEE) e meisen R wﬂmmh Case h Fislds 4s Formatted ipping | £10.64
0494 Camércio hineirg - - - kage 465,99
&g (SRl e Cellars v | Leverling, Janet 03-Apr-2012  01-May-2012  11-4pr-2012 Federal Shipping 54,65
10496 Tradicio Hipermercadas King, Raobert 04-Apr-2012 02-May-2012  07-4pr-2013 United Package 546,777
Record: 4 4 245 0f831 | » M ¥ Search v
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Replace Data

f you find that you need to replace one bit of text with another in a datasheet, this is not difficult

or time-consuming if you have only a few instances to replace. However, if you have dozens or
even hundreds of instances to replace, doing so by hand can take an extremely long time. To save
time, you can take the Find operation one step further by replacing the found value with other text
that you specify. For example, if you want to change “Grocery” to “Market,” a replace operation can
easily make the change throughout a table.

Replace Data

o To limit the replacement to only E ; EIGTRRE
HOME CREATE EXTERMAL DATA DATABASE TOOLS

FIELDS TABLE paul pactecrics - [l @

one field, click in that field’s " W ke Lo [ oSt T G T -
1 I Capy ZlDescending To- o B % 3. B u =
co l'umn n any row. o FormatPainter | A Ramove Sort R:Tfh X Delete ~ -~ i k- A-¥- - === 4-

] Sart & Filter Records Find Text Formatting ]

. s Clipboard 5
e Click the Home tab. T customes: x
Customer D = Campany Marme - Contact Narne - Contact Title - Address [+
9 CI.'ICk the Replace bUtton (a ) [+ ALFKI Alfreds Futterkiste ﬂ haria Anders sales Representative Obere 5tr. 57
wdC J o

AMNATR Ana Trujillo Emparedados ados &na Trujillo Owner vda, de la Constitucian 22)

. ANTON Antonio Morenc) v s ailes 2 2312
e Type the text to ﬁnd. ¥ AROUT 2round the Hor or sg.
BERGS Berglunds snabhl | [Find | Replace 5en 8
BLAUS Blauer see Delik 57
9 Type the text that you want to BN slondelperectt] | MOV % er
. BOLD B6lido Comidas §| | RePlace With: [Market ¥ [ Cancel &7
substitute for the found text. sonsp oo T 6 | — | [ouees
BOTTM Bottom-Dollar M| | stch: Ay Part of Field | v eRaE enBlvd,
. . BSBEY B's Beverages h Al Replace Al Circus
Click the Look In [v] and click e | C
G Y Cactus Comidas [Imatch Case  [¥]Search Fields As Formatted .

: . CENTC Centro comercial Granaca 3393
either Current field or Current = ]
document.

= customers x
. . Customer|D ~ Company Name - Contact Name - Contact Title - Address [~
o Cth the MatCh v and Cth FIS5a FI$54 Fabrica Inter. Salchichas 5.4, Diego Roel Accounting WManager C/ Moralzarzal, 86
FOLIG Folies gourmandes Martine Ranca Assistant Sales sgent 184, chaussee de Tournai
what you want to match.
FOLKO Folk och f2 HE . o < |
Find and Replace : -
FRANK Frankenversand B tz 43
Note. The ChO'iCES are Any Pal’t Of B FRANR France restauratl | | Find | Replace

.

FRANS Franchi 5.p.4, ettt [ 34
Field, Start of Field, and Whole Field. AUALe Funaescaauel| | T S S fm— 22
’ 4 S4LED Galeria del gastrg| | RePace Wity Markst Y Cancel Catalufis, 23

33
442

GOD0S Godos Cacina Tij Lowok In: Current field v I
© Click the Search [v] and click Up | wcon ot mu #
Fields As Formatted

. . . GREAL Great Lakes Foo al - Replace Al Blwd.
or Down if you want to limit the GROSR GROSELLA-Rasta wmmt(h[ase Palos Grandes
. . HAMAR Hanari Carnes o, 67
search to one direction. HILAA, HILARION-Abast T — T —— FTETET con Ave, Carlos 5
HUNGC Hungry Coyote Import St i Latimer Sales Representative City Center Plaza
: HUNGO Hungry Owl All-Night [SE *;gwa MeKenna Sales Associate 8 Johnstown Road
0 You Can Cl]Ck MatCh Case 15LAT Island Trading n Bennett Marketing Manager Garden House -

Record: 4 4 [370f31 [ » b P Search 4 ¥

(] changes to ¥]) to make
the search case-sensitive.
€D Click Find Next.

@) Access jumps to the first
instance and highlights it.
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CHAPTER

Finding and Filtering Data

. = customers ', X
CI-]Ck Replace- Custorer|D ~ Cormpany Marme - Contact Narme - Contact Title - Address [+
hAISD Maison Dewey Catherine Dewey Sales Agent Fue loseph-Bens 532
MEREP Meére Paillarde Jean Fresniare Marketing Assistant 43 rue St Laurent
If you do not want to replace
e y : p' MORGK Morgenstern Ge: Find and Replace
that instance, you can click NORTS orth/Sauth :
OCE&N Océano Atlantice | Find | Replace o Moncada 8585
. .
Find Next to bypass it. oowo  loldwordoeledl | L o %] [roanee ] | B2
QTTIK Ottilies Kdselade Brstr. 369
A FERIS Paris spécialites || | Replace with: |[Market Cancel ard Charonne
G The ne)(t '||']Stance Of the text FERIC Fericles Comidas | | LookIn: Curren Field v sh 321
. . . PICCO Piccolound meh | Mateh: Any Part of Field | v Rl
1S h'lg h l.]g hted. FRINI Frincesa lsabel | oo I Replace Al | | [lsadde n. 58
QUEDE Que Delicia [IMatch Case  [¥]Search Fields As Formatted ificadora, 12
QUEEM Queen Cozinha s Canarios, 891
QuIcK QUICK-Stop TS T R COUTIOT 1 101 gt ranerstrake 10
RANCH Rancho grande gi0 Gutiérrez Sales Representative Ay, del Libertador 300
R&TTC Rattlesnake Canyon Egaleslgy ﬂla Wilson Assistant Sales Representative 2817 Milton Dr,
REGGC Reggiani Caseifici aurizio Moroni Sales Associate Strada Provinciale 124 A
Record: 4 465051 | » M b Search [l v
@ Continue clicking Replace or Northwind - Microsoft Access
. .
Find Next until a message
appears that SayS ACCESS can o Morthwind - Microsoft Access can't find the text you specified in the Find What box,
find no more matches.
& o
€® Click ok.

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, if you have a customer named
Robert who prefers to be called Bob, you probably would
not want to replace all instances of “Robert” with “Bob.”
His e-mail address might still call him “Robert,” and a
global replace operation would change the e-mail address
and make it incorrect.

What is the Search Fields As Formatted
check box, and why is it unavailable?

If a field’s Text Format property is set to Rich
Text (in the 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.
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Filter to Show Only Blank or Nonblank Entries

iltering means that instead of displaying all the records, you display only a subset of the records

based on some condition that you specify. One of the most common filter operations is to display
only those records that are either blank or nonblank for a particular field. For example, if you want to
look for records that have no entry in a particular field, you would set up a filter to show the blank
entries for that field. Similarly, you may want to find all customers for whom the E-mail Address field
is nonblank so that you can send an e-mail announcement.

Apply the Filter

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

@ Click the Home tab.
9 Click the Selection button ().

6 Click Equals Blank to show only
blank entries.

O Alternatively, click Does Not
Equal Blank to show only
nonblank entries.

@ Records that do not match the
specification are temporarily
hidden.

Remove the Filter

o Click the Toggle Filter
button (7).

The filter is removed.

Note: To reapply the same filter,
click 7 again.
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Filter by Selection

ou can filter not only for blank versus nonblank entries but also for any specific value in any

field. This means that Access looks for those records that have the value in the field and then
displays just those matching records. For example, suppose that you want to display all the customer
records where the person is an owner of their company. If you have a Contact Title field and such
customers have Owner in that field, you could filter the records to show only those that have Owner
in the Contact Title field.

\ Filter by Selection
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are displayed.

Remove the Filter

o Click to remove the filter
when finished.
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Filter for Multiple Values

Filtering 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 “CEQ.”

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 a field, and you can select multiple values to use as
the filter. For example, if your table has a Contact Title field and you want to see which contacts are
owners or CEOs, you would select only the Owner and the CEO check boxes.

ilter for Multiple Valu

o
Apply the F] lter = [ ©- s Northwind - Microsoft Access TABLE TOOLS I =
HOME | CREATE  EXTERNALDATA  DATABASETOOLS FIELDS TABLE Paul McFedries ~ &
o Click in the column for the field by = o W Haee oy osve T g % G T -
. ] ER Copy ZlDescending T+ | Hsae % 3. B I U =
Vi Past Filt Refresh Find
that you want to filter. = romtpine ™ fonemovesor ¥ M Xoue B 0 b A === d-
Views Clipboard I Sart & Filter Records Find Imatting I -
Note: You can click in any row; it » || 23 customens y g
. Customer D - Company Mame - ContactMame - Contact Title - Address [~
need not be a row co ntaining a ALEKI Alfretis Futterkicte Maria Anders sales Representative Oberestr. 57
. ANATR AnaTrujillo Emparedados y helados Ana Trujillo Bl sotateZ lela Constitucion 22
Value that you Want to ]ncl_ude. ANTON Antonio Mareno Taquerfa Antonio Moreno Z| SenZtes 2ros 2812
AROUT Around the Horn Thomas Hardy v nower 5q.
. BERGS Berglunds snabbkop Christina Berglund a} svagen 8
Chck the Home tab. o BLAUS Blauer See Delikatessen Hanna Moos Tesdt Filters > lstr. 57
H BLONP Blondel piére et fils Frédérique C\lea& ] etectan ~ EKleber
. . = BOLID Bolido Comidas preparadas Martin Sommer [ Blanksl Juil, 67
Click Filter . 2 BOMAP Bon app' Laurence Lebihal [] fecounting Manager des Bouchers
5
2 BOTTM Bottam-Dollar Markets Elizabeth Lincoln E Assistant Sales Agent sassen Blvd.
E B Assistant Sales Representative
. 2 BSBEY B's Beverages wictoria Ashworth 7 sroy Circus
@ You can also click = to the cacmy A ET Rl Patrica simpsan e
. . CENTC Centro comercial Moctezuma Francisco Chang [ Marketing Manager de Granada 9393
ﬂght Of the ﬁel-d- CHOPS Chaop-suey Chinese ‘fang Wang [ order administratar tr. 29
COMMI Comércio Mineiro Fedro Afonso [] cner ¥ Lusiadas, 73
: COMSH Conzolidated Holdings Elizabeth Brown el 2y Gardens
A F] l-ter pane appears bEI.OW the DRACD Drachenblut Delikatessen Sven Ottlieb 5 weg 21 -
. Record: 1 of 31 LN Search 4 »
selected field.
EHS- B Morthwind - Microsoft Access TABLE TOOLS ? - B8 x
e Deselect the Check bOX next to HOME ~ CREATE  EXTERMALDATA  DATABASE TOOLS FIELDS TEBLE Paul McFedries . &
o~ A = = al
b/ X cut Y 2| ascending Yo~ = New > a0 | Calibri -1 -
any value that you do not want e B Cony Homm 1. 8 g o T CN .
8 view | Paste . Fiter o Y Refresh X petete + B Find he B -2 === @
- armat Painter Amove S0l - elete ~ - h A= TIE=E= h
to include ([¥ changes to []). _ . : . .
VIEM_/S Clipboard ) Sort & Filter Records d Text Formatting 1]
» || 3 customers x
o YOU can cl_]ck Select Al.l. ( Custamer (D - Company Name - Contact Name - ! Contact Title - address [~
. AMATR AnaTrujillo Emparedados y helados Ana Trujillo Owine Avda. de la Constitucion 22:
Changes tO D) tO qu]ckl_y ANTON Antonio Moreno Tagueria Antonio Mareno Owner Mataderos 2312
BOLID galido Comidas preparadas Martin Sommer Owner cf Arauil, 67
deselect every check box. # BONAP R \ERER TR e 12, rue tes Bouchers
CHOPS Chop-suey Chinese Yang Wang Owner Hauptstr. 23
. " DUMON Du rmonde entier Janine Labrune Owner 67, rue des Cinguante Otagy
Cth OK. H FOLKO Folk och 4 HE Mlaria Larsson Owner Akergatan 74
= GROSR GROSELLA-Restaurante Manuel Pereira Owner 52 Ave, Los Palos Grandes
=]
. . . = LETSS Let's Stop M Shop Jairme Vorres Owner 87 Polk St
e The |.'|St 1S ﬁl.tered tO ShOW Onl-y -é LILAS LILA-Superm ercado Carlos Gonzélez CEQ Carrera 52 can Ave, Bolivari
h I. h h 2 LINOD LINO-Delicateses Felipe lzquierdo Owner Ave. 5 de hayo Porlamar
the values that you chose. ommie on 23 Kaselacen Hennete Paizheim Ouner Mahrhaimsrsr, 69
PARIS Faris spécialités Marie Bertrand Owner 265, bouleward Charonne
Remove the F.i I.ter PICCO Piceolo und mehr Georg Pipps CEQ Geislweg 14
SANTG Santé Gourmet Jonas Bergulfsen Owner Erling Skakkes gate 78
. . SIMOB Simans histro Jytte Petersen Qwner Vinhaltet 34
o Cl_'lck to remove the ﬁl‘ter ¥ SUPRD Suprémes délices Pascale Cartrain CEO Boulevard Tirou, 255 hd
Record: W 10of 21 L YFi\terEd Search 4 »

when finished.

114



Using Text Filters

CHAPTER

ccess 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 could set up a text filter to look for all records in
which the field begins with “ACME.” You can also set up text filters to match field items that contain

or end with the text you specify.

g Text Filters

o Click in the column for the field that you

want to filter.

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

@ Click the Home tab.
© Click Filter (T).

@ You can also click = to the right of the

field.

A Filter pane appears below the selected

field.
O Click Text Filters.

6 Click the text filter that you want to apply.

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

The Custom Filter dialog box
opens.

0 Type the text for the filter.

© click ok.

Access applies the filter.

@ You can remove the filter by
clicking 7, the same as with
any other filter.
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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.

With an AND filter, you choose two or more values, and Access filters the table to include only those
records that contain all the chosen values. With an OR filter, you choose two or more values, and the
table is filtered to include only those records that contain at least one of the chosen values.

\ Filter by Form

Using AND
o Click the Home tab.

9 Click the Advanced Filter
Options button (7).

9 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.

6 Click [v_ to open the list for
a field and choose the value
that you want.

e Repeat step 4 for other fields
as needed.

O click 7.

Access filters the data.
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Using OR
@ Click the Home tab.

© click .

e Click Filter By Form.

A Filter by Form sheet opens.

0 Click [v] to open the list for a
field and choose the value that
you want.

© Click the O tab.

A blank Filter by Form page
opens.

6 Repeat step 4 to select another
criterion.

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

any page.

@ click .

The filter is applied.
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Finding and Filtering Data
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Why is there already criteria in
the form?

If you previously performed a filter
operation, the last filter that you
ran appears in the form — for
your convenience. Delete it from
the form if you do not want it.

Is there an easier way to set up OR conditions for the same field?
Yes. You can use the Filter by Form page to 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 only if the Or condition
involves multiple fields.
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Save a Filter As a Query

ome Filter by Form operations that consist of multiple fields and combinations of AND and OR
filters can take quite a bit of time and effort to set up. If you have created such a filter and you
think that you might use it again in the future, you can save it as a query so that 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 a Filter As a Query

Save the Filter

o Create a filter and then
display it in a Filter by Form
sheet.

Note: See the section “Filter by
Form” for help if needed. Do not
apply the filter yet.

9 Click the Home tab.

© click =.

@ Click Save As Query.

The Save As Query dialog box
opens.

e Type a name for the query.

O click ok.
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Finding and Filtering Data

You are returned to the Filter ﬁ Customers: Filter by F EI." o
by Form sheet. Contact Tit Address City
'Tarketing hManag ”B Geee 0
@ Right-click the Filter by Close Al
Form tab.
© Click Close. o
m
(=%
The Filter by Form sheet 5
closes. i
z
=
Look for m 4
Run the Saved Filter :
All Access Objects © «
o In the All Access Objects list, Tables v =
double-click the query (filter) Queries 2
that you saved. B slphabetical List of Products
: =t Uit Pri
The results open in a new E@ Average Unit Price
datasheet. B Category Sales
@ Current Product List
@ Custamer Orders By Categary
D Customers and Suppliers by C..
@ Custamers Mail Merge Query
@ Custamers Who Placed Qrder..,
@ Custamers With Orders and ..
@ Custamers Without Matching...
@ harketing Managers in the %
‘ ‘ @ Crder Details Bonus Discount hd

What is the difference between a filter and a query?

Filters are fine for quick-and-dirty table operations, but they are not very powerful. To really get at the
data, you need to use queries, which are much more sophisticated tools. For example, unlike filters, queries
are not simply a different view of the table data. A query is a separate database object that actually extracts
records from a table and places them in a datasheet that you can manipulate.

The other major difference between a query and a filter is that you can save queries and then rerun them
any time you like. Filters, on the other hand, are ephemeral: When you close the table, any filters that you
have defined vanish into thin air.

See Chapters 7 and 8 to learn how to create and work with queries.
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CHAPTER 7

Creating
Simple 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.
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Understanding Queries

f you have a large amount of data in a table, you will not usually want or need to work directly

with the raw data. Instead, it is better to work with data that has been sorted and filtered in some
way, two operations that you can quickly combine by creating a query. Although the name implies
that queries are a sort of question, it is more useful to think of them as requests. In the simplest
case, a query is a request to see a particular subset of your data in a particular order.
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The Field row shows the oroducts T e E
field name. - = . 2]
% ProductiD | % supplierD
O Table ey [ EZTQL"S?ST[
CategorylD ContactTitle
The Table row shows QuartPerlnt ks
what table the field Unitlnstodk 1] Region =
|
came from. - 5
G Sort : EroguzttName Ctry\D gompl_anyName :lni;sl:tstock %
: | Products 5 uppliers roducks
The Sort row indicates s [N O O 0
the field(s) by which the S 6 s 0
=
results should be sorted. —— 5
@) Show
A field can be omitted from the @ Criteria @Or
results by deselecting the Show The Criteria rows hold any filters  Additional criteria can be entered
check box. that you want to apply. in one or more Or rows.
\% ppLly.
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Create a Query with the Simple Query Wizard

he most basic type of query is one that simply pulls certain fields from two or more related

tables and displays the fields in a datasheet. For example, if you have a Products table and a
Suppliers table, a basic query could show the ProductName field from the Products table and the
CompanyName field from the Suppliers table.

To create these kinds of queries, you can use the Simple Query Wizard, which takes you step-by-step
through the process of building the query. Note, however, that you cannot use this wizard to set up

any sorting or filtering.

Create a Query with the Simple Query Wizard

@ Click the Create tab.
e Click Query Wizard.

The New Query dialog box
opens.

€ Click Simple Query Wizard.

O click ok.

The Simple Query Wizard opens.

© Click the Tables/Queries [+ and
click the table (or other query)
from which you want to select
fields.

O click a field.

o Click to move the field to the
Selected Fields list.

e Repeat steps 6 and 7 to pull more

fields from the same table or query.

0 If needed, repeat steps 5 to 8 to
pull fields from another table or

query.
€@ Click Next.
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HOME CREATE

TE M RHM@ESOE

[sd s Morthwind - Microsoft X
MAL DATA, DATABASE TOOLS
Mavig
Design  Farm More

Tables Queties Farms

Tahle Tahle SharePoint  Query Cuery  Form Form Blank

Design  Lists = Wizard Design

New Query ?

Crosstab Query Wizard
Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select query
from the fields you pick.

4 o

Simple Query Wizard

T =

‘which Fields do you want in your guery?

‘You can choose from more than one table or query,

Tables CGueries

|Tab|e: Suppliers

B 5]

Available Figlds:

7 Selected Fields:

SupplierID
 Cornpanyflarme
ContactMame
ContactTitle
Address

City

Region
PostalCode

A W

I |

Cancel = ﬁaw Mext = | | Eirish




If you selected at least one numeric field, a
prompt appears for a detail or summary query.

=.EEI ..... (O] =Dtata\l (shows every field of every record)
@ Leave Detail selected for a query that includes E ::&ogummary

all records.

() Alternatively, you can click 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 6. You will learn
about summary queries in Chapter 8, “Creating

Complex Queries.”
€ Click Next.
The title page of the wizard appears.

@ Type a name for the query, replacing the default

name.
€ Click Finish.

The query results appear in a datasheet.
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Simple Query Wizard

whould wau like 5 detail or summary query?

Summary Options ...

aa
aa
biy

cc
dd

Cancel Einish

Simple Query Wizard
What title do vou wank For your query?
[? Products and Suppliers 4 E,

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

query,
| Do wou want ko open the query or modify the query's design?

(®) Cpen the guery to view information,

() Modify the query design.

Cancel | | < Back | usx@ Einish ‘

Can I use fields from any combination
of tables?

No. The tables that 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 the 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:

e 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.
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Start a New Query in the Query Design View

he Simple Query Wizard makes it easy to build a basic query, but it does not enable you to add

sorting or filtering to your query. Sorting and filtering are essential if you want to create powerful
and useful queries, but to include them in a query, you must work in the Query Design view. As with
the Table Design view, the Query Design view gives you full access to all the query tools and features.

In this section, you learn how to start a new query in the Query Design view and how to add tables
and fields to your query.

Start a New Query in the Query Design View

o cljck the Create tab. k- (S Marthwind - Micrasoft Access QUERY TOOLS
CREATE EXTERNAL DATA DATABASE TOOLS DESIGN Paul McFedries ~ !
9 Cljck Quel’y Design. l% @ @ m ,@ % D FNnrmV\tflzaril @ %j re:j‘rthard D?ﬁ
Application  Table Table SharePoint Query Query  Form  Form  Blank Figation Report Report Blank ooEs Macro ©
. . Parts - Design  Lists~  Wizsrd Design Design Form =) More Forms = Design Report =]
A new Ouery DESIgn W]ndOW Templates Tables Queties Farms Reports Macros & Code
s || 31 query1
opens, and the Show Table
P ! Show Table ?
dialog box appears. e
@) Click a table that you want to o
. . Crder Details
include in the query. s "
. . (-9 'roducts For Update
() You can also click the Queries H e cotons
S Suppliers
tab to choose a query to use as s Tk
a table — to base one query on - .
another. O -0 ‘ {
Table:
. Sort:
e Click Add. e a | ‘ ] ‘ O m] m] m]
o Repeat steps 3 and 4 to add
EEH S & = Marthwind - Microsoft Ancess QUERY TOIOLS 7 - O x
more tables. h HOME  CREATE  EXTERMALDATA  DATABASETOOLS | DESIGN e
i #Vlpdste QD Union =+ £ ows | 3 Insert Calumns 51 Parameters
Cl‘ick Close. % ! @ %! i! [ Crosstab - @ Pass-Through ﬁﬁRnws % Delete Columns Z [E] Property Sheet
View Run  Select Make Append Show Totals
- Table Delete D DataDefinition 7oy, o Bullder @Returm B Table Names
0 The Selected tabl_es (Or queﬁes) . RE;—;SQ“,N Query Type Query Setup Show/Hide .
. . . [«
appear as field lists in the top S — 0 c
. g ] - [=]
part of the window. o s _—
e | g |
@ Drag a field into the first empty oo o
Column -in the query grid ° Qua atityPerUni ¥ Address hd
If you need to add another 3
table, you can drag it into the ‘ .
top part of the query window m@
from the Objects list. e s ‘ E‘ ‘ ‘ ‘ ‘ O
. crmann E - - - - -
(@ You can also click Show Table _ -

on the Design tab to reopen the
Show Table dialog box to add
126another table or query.
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e Drag more ﬁelds into the grld EEH S & = Morthwind - Microsoft Access QUERY TOOLS ?2 - O x

HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGN Paul McFedries ~ ! o

as needed. = %' g #lpdte G Union == 2e lnsertRows | U3 Insert Columns B, Paramatars
vow e | k‘ N .a F Crosstab @ Pass-Through oy | Delete Rows % Delets Columns S [&] Praperty Sheet
few  Run Select Make Append | o osls oy
. s - Table Ix Delete £ Dota Definition  Tap)e o Builder g—:lmmm: [ Table Mames
NOte' The ﬁelds can come from  Results Query Type Query Setup ShawHide -
different tables as long as the NErTR -]
tables are related. proct S L
" E - -
. . F ProductD B supplierd
0 Click View to check the query Procucsams compemtane
SupplierD Contacthame
results in the Datasheet view. egonD
QuantityPerUnit Address
E UnitPrice City
o UnitsInStock Region
F a7
%
2
z
=
[« ] [v]
Field: | ProductMame Companyiame CategomyiD Unitsinstock El
Table: | Products Suppliers Products Produrts ]
Sort:
Shous ] O |
Criteria;
o -

NUM LOCK

The results appear in a [ e@ - o Mirasofe e
H:

d t h t CREATE EXTERMAL DATA DATABASE TOOLS Paul McFedries ~ ! o
atasheet. VI T A R T T
. \‘;‘"—""‘ B ER Copy i il Descending T3~ Rafresh o saue v g 7T BIU|E oo | EE -
£ ter .
@ Chck D . " T S Formatpanter | Ao remove sort T ;‘Tf X Delete ~ [+ " == id-
Views Clipboard ] Sort & Filter Records Find Text Formatting oo
. » || =) oueyt x
The Save AS d]alog box OpenS. Product Name - Company Marme v| Category v| Units In Stock - [2]
Chai Exotic Liguids Beverages 39
@ Type a name for the query | |Chang ExoticLiquids Beverages 17
4 | |Aniseed Syrup Exotic Liguids Condiments 13
replacing the placeholder name. QY T e swens B
|| Chef anton's Gumbo Wix 0
. | |Louisiana Fiary Hot Pepper Sauce oustyNome; - 76
@ cl]ck 0K. || |Louisiana Hot Spiced Okra Products and Supplers| 4
& || |Grandma's Boysenberry Spreac pom— 120
. §|| |UncleBob's Organic Dried Fears 15
The query 1S Saved. B Northwoods Cranberry Sauce Condiments 6

What is the Run button used for? What if the query results are not what
Some types of queries perform permanent actions on the I want?

data in the table. In such queries, there is a difference Rather than save your work, as shown in steps
between previewing the results in the Datasheet view and 10 to 12, click the View button on the Home
actually running the query. That is why there are two tab to return to the Query Design view. Make
buttons: View and Run. For the type of query that you any changes as needed and then click View
create in this section, though, the two buttons do the to preview your work in the datasheet again.
same thing.
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Insert, Arrange, and Remove Query Fields

he order that the fields appear in the datasheet when you run the query is determined by the

order that they appear in the query grid. When you double-click a field to add it to a query,
Access places the field in the query grid to the right of the existing columns. If you want to insert
the field in a different position, you must use a different technique.

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

9 Move [ to the top of the
column that the new column
should appear to the left of
(ly changes to ) and then
click to select the column.

9 Click the Design tab.
e Click Insert Columns (“f").

() A new blank column appears.

e Click the new column’s [v| and
click the field that you want to
appear in the column.

Note: As a shortcut, instead of
inserting the column, you can drag
the new field on top of an existing
one; Access creates a new column
to the left of the existing column.
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HOME

QUERV TOOLS

- 0 x

?
Paul McFedries ~ ! O

CREATE  EXTERMAL DATA  DATABAS DESIGN
a '|' @ %1 +' #pdate @D Union @ &= Inswﬁu\nseﬂcmumm I Pararmeters
* * * ) crosstab @ Pass-Through I Deletetows X Delete Columns 5] Praperty Sheet
Run  Select Make &ppend | Show Totals oz
Table b Delete B Dots Definition  Typa o Bullder HRetum: A~ B Table Mames
esults Query Type Query Setup ShowHide ~
=5 Products and Suppliers x
(]
Products Suppliers B
? ProducD ? supplierld
Productiame CompanyMame
SupplierlD ContactMame
CateganD ContactTitle
CQuantityPerUnit Address
UnitPrice City
UnitsinStack Region
. Gactal
s
Field: | ProductName Companyblame UnitsinStock [=]
Table: | Praducts Suppliers Products L]
sort:
Show: | | O
Criteria:
o
I
=30 Products and Suppliers x
B
Products Suppliers ]
? ProductiD g ? Supplierld
ProductMame CompanyName
supplierD = Contactiame
CategoryiD ContactTitle
QuantityPerUnit Address
UnitPrice City
UnitsinStock Region
L Dastaldnd, -
]
-
) A =
Field: | Producttlame CompanyName Unitsinstack
Table: |Products Suppliers Prod: Products D
satt:
Show: O O O
Criteria:
or:




Remove a Field

o Click the top of a field's
column to select it.

9 Click the Design tab.

© Click Delete Columns ().

Alternatively, you can

press (0.

() The field is removed from the
grid.

Move a Field

o Click the top of a field’s column
to select it.

9 Drag the bar above the field left
or right to move it
(s changes to k).

(@ A black line shows where the
field is being dragged.

When you release the mouse
button, the field moves to the
new location.
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©- - o=
HOME  CREATE

Morthaind - Microsoft Access

EXTERMAL DATA DATABASE

QUERYTOOLS ? - 0O x
DESIGN Faickearies - [ @

3 1 @ %' 'i" #1pdate 0D Union @ €= InsegeBows TV Insert Columns z T Parsrneters
¢ ® F Crosstab @ Pass-Through %0 ' Delete Columns [=] Property Sheet
Run  Select Make Sppend o Shew \ Totals 4y
Table I Delete  BZ Data Definition | Taple | <N Builoer BlRem: Al - B Table Names
esults Query Type Query Setup ShowgHide -
73 Products and Suppliers X
B
Products Suppliers B
¥ ProduciD g ? Supplierld
ProductMame Companyiame
SupplierD = Contactiame
CategorylD ContactTitle
OuantityPerUnit Address
UnitPrics City
UnitsinStack Region
= DoctalCod. -
Field: | Productilame CompanyName Contacthiame CategorylD Unitsinstock
Table: |Praducts Suppliers suppliers Products Products
Sart:
Show:
Criteria:
or:
=30 Products and Suppliers x
B
Products Suppliers ]
? ProductiD P SupplierlD
ProductMame CompanyName
SupplierlD Contacitiame
CategoryiD ContactTitle
QuantityPerUnit Address
UnitPrice City
UnitsinStock Region
L Dastaldnd, -

]
¥
Field: | Productiame Unitsinstack [
Table: | Product:; Products D
Sart:
Shows: & O 0
Criteria:
or

How do I remove a table’s

field list from the Query

Design view?

To remove a table’s field list:

@ Right-click the title of the
field list.

e Click Remove Table.

& Rernowe Table [}

Properties..,

=

Shippers

shipperlD
CampanyMame

Phaone
Payment Types
Payment Types,

What happens if I remove a table
that has fields in use in the
query grid?

Those fields are deleted from 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 by a certain field, either in ascending or descending order. An
ascending sort means that a text field is sorted from A to Z, a numeric field is sorted from 0 to 9,
and a date field is sorted from earliest to latest. For the opposite sort order, choose a descending sort.

You can specify sorting for more than one field. Access prioritizes the fields 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

o For the field that you want to
use for sorting, click the
Sort [~].

e Click Ascending for an A to Z
sort.

() You can also click Descending
fora Z to A sort.

(© To turn off field sorting, click
(not sorted).

9 Repeat steps 1 and 2 for other
fields if needed.

e Click View to check your work.

The results appear sorted by the
chosen field(s).

( You can return to the Query
Design view by clicking View
again.
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* ® A crosstab @ Pass-Through 3% Delete Rows % Delete Calurmns

Wiew  Run Select Make Append Toty
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CHAPTER

hen you display a query in the Datasheet view, Access displays the field names at the top of

each column. However, 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.”

Add an Alias to a Query Field

To change the wording of the column heading in the query results, you can create a text alternative
called the field's alias. Note, however, that you cannot create an alias for a field that already has a
defined caption.

Add an Alias to a Query Field

o POS]tiOI’I the 1nSEI't1.0n pOint Field: | CategorD roduct: ProductMame Comparyiame ContactMame In| Stack: UnitsinStock [
. . 0 Table:
at the beginning of the Field Sart | rending B e e !
box for the field that you rrenn
want to work with. °”
© Type the alias, followed by a [ ]
colon (3).
ﬂE H - 2 - Morthwind - Microsoft Access QUERY TOOLS
e Repeat steps 1 and 2 for HOME ~ CREATE  EXTERMAL DATA  DATABASE TOOLS DESIGN

other fields if needed.

2
@ &= InsertRows B Insert Colurnns

@Qﬁ %! -i-! #1Update 0D Union

Crosstab 0 Pass-Through 2 Delete Rows 3‘; Delete Columnz

e Clek V'iew tO preview the VIEW un st -T—‘:j: Aopend !){Dalete l'g‘é,‘Data Diefinitian TaEr: N Builder A Return:
Change -in a datasheet‘ Results Query Tupe Query Setup
() The datasheet column(s) T Produds and Sippie
Product - | Company Mame - | Contact Mame - ‘Im Stock -

Category -
Beverages

appear With the alias(es)- Rhénbrau Klosterbier Flutzer Lehensmittelgrokma Martin Bein 125
| Beverages Sasguatch ale Bigfoot Breweries Cheryl Saylar 11

| Beverages Chartreuse verte Auy joyeux ecclésiastigues  Guyléne Modier 63

| Beverages Lakkalikdori Karkki Oy Anne Heikkonen 57

| Beverages Laughing Lumberjack Lager Bigfoot Breweries Cheryl Saylar 52

| Beverages Chai Exatic Ligquids Charlotte Cooper 39

Beverages Guarana Fantastica Refrescos Americanas LTDA  Carlos Diaz 20
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Understanding Criteria

he heart of any query is its criteria, a set of expressions that determines the records that appear in

the results. Criteria is composed of expressions that combine operators, functions, and field names
with literal values. Access applies the result of the expression to the field in which it was entered in the
query design grid, and only those records that match the result are included in the results.

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 Field: | Quantity OrderDate
criterion for a number field. Type the Table: | Order Details Orders
number directly into the Criteria row sor:

in the grid. You do not need quotation Shiow
marks or any special formatting. Access Criteria: [100 #E0/23/2070 3%
interprets dates as numbers, too. When or

using a date, enter hash symbols around
it: #08/23/2013#. If you forget the hash
marks, Access usually adds them for you.

Text Criteria

You can specify a text string as a Field: | Companyhlame Country
criterion. It can contain multiple words, Table: | Custamers Customers
including punctuation and spacing, but SO

you must enclose it in quotation marks. Show
For example, to set a CompanyName field’s Criteria; | “mCME" "Lsan
criterion to ACME, type “ACME” in the ar:

Criteria row. If you forget the quotation
marks, Access usually adds them for you.
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Criteria Ranges

It is often useful to specify a range Field: | Quaritity _ UnitPrice _

of values for a criterion instead of Table: | Order Details Grder Details

one specific value. You can accomplish Sort:

this with comparison operators and Show:

special keywords, as shown in the Lriteria: | ==100 <20

following table: or:

Use Description Example

< Less than <30

<= Less than or equal to <=#1/1/14#

> 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 #1/1/14# And
#1/15/144

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*

g Wildcard, substituting for a single character 46277
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Filter a Query for a Specific Value

he simplest criterion is one in which you specify a single value for a field. Only records containing
that value in that field are included in the query results.

For example, if you have a Products table in your query and that table has a UnitsInStock field, you
can display all the out-of-stock products by filtering the query to show those records where the
UnitsInStock field value is 0. Similarly, if you just want to see the beverages in the Products table,
you could filter the query to show those records where the Category field is “Beverages.”

Filter a Query for a Numeric 3 Products and Suppliers
Value : : .
@ ror the field that you want to Products Suppliers
filter, type the numeric filter value " [a] 0T [«]
. h C .t . b ¥ ProductiD 7 SupplierlD
in the Critenia box. Producthame _/_ CampanyMame
N o0
Note: If the value is a date, enclose it i“fp“e”lt; ED”:E‘E'T“_;”“
. Ategary onta ITle
in hash marks: #10/27/2013#. QuantityPerUinit ddress
Note: If you enter criteria for more Hnitprice city
. UnitslnStock Region
than one field, only records that match e R I £
both criteria are included in the
results. Multiple criteria queries are Field: | CategorylD In Stock: UnitsinStock Product: Productiame
covered later in this chapter. Table: | Products Praducts Praducts
ot | Ascending Descending
Show:
Criteria: Q
or
Filter a Query for a Text String & Products and Suppliers
o For the field that you want to - - _
. . . Products Suppliers
filter, type the text string filter - O - =
value, enclosed 1:n q.uotation  ProductiD — | ¥ supplieriD
marks, in the Criteria box. ProductMame _/_ Companyhame
. SupplierlD = ContactMame
Note: If you forget the quotation CategoryiD ContadTitle
marks, Access usually adds them QuantityPerUnit Address
for you. IInitPrice City
UnitsinStock - Region
Note: If you are not sure of the entire om e -7
text string, use a wildcard, as in the
table in the preceding section. For Field: | CategorylD Fraduct: Productiame CompatyMame
" "o Table: | Products Products suppliers
example, “ACME*” finds ACME, ACME Sort: | Ascending
Corp., and Acme Corporation. Show:
P P Criteria: | "Bewverages” {
ar
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You can specify a range of values in your criteria by using comparison operators. For example,

if your query includes a Products table with a UnitsInStock field, you might want to see which
products are low in stock by looking for records where the UnitsInStock field is less than 10.
Similarly, in a query that includes an Orders table with an OrderDate field, you might want to see just
those orders placed between January 1, 2013 and January 31, 2013.

Comparison operators work with all kinds of criteria (text, dates, numbers, and so on). A table of
available operators appears in the section “Understanding Criteria.”

Specify a Range of Values

Using a Greater-Than or

Less-Than Range Field: | CategorylD In Stock: UnitsinStock| Produck: ProductMam
. Table: | Products Products Products
o For the field that you want ok
to filter, type the comparison Showe:
operator that you want to Criteria: &{10 2
use in the Criteria box: >, <, or
>=, or =,
o Type the value to which you

want to compare it.

Field: | CustarmerlD OrderDate ProductiD
Note: The value can be a Tahle: | Customers Orders Order Details
number, date, or text string. sort:
! ! 9 . Shiow
Remember to enclose text strings Criteria: Between #1/1/2013# And #1/3172013#
in quotation marks. or:

Using a Between Range
o In the Criteria row, type
Between and add a space.

o Type the lower value in the
range and add a space.

e Type And and add a space.

e Type the higher value in the
range.
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Specify a List of Values

You can create a list of values to use for a criterion to apply to a specified field. Access will
include in the query results only those records in which the field value matches any one of the
values in the list. For example, if you have an Order Details table with a Discount field, you might
want to see those orders where the discount was 15%, 20%, or 25%.

There are two ways to create a list of values. You can separate each value with the word Or, or you
can use the In keyword and then place the values in parentheses as a group.

Specify a List of Values

Create a List by Using Or
o For the field that you want to Field: |OrderlD CustomerlD Discount .
. . . Tahle: | Orders Orders Order Details
filter, type the first value in Sort:
the Criteria box and then add Shiow
a space. Criteria: @15 00201025 <)
Note: Enclose the value in quotation o
marks if it is a text string.
9 Type the word Or and add a
space. Field: | OrderlD CustomerlD Discount
Table: | Orders Orders Order Details
e Type the next value and add a Sort:
space. Shiow:
Criteria: Ik [0,15,0,2,0.25)
e Repeat steps 2 and 3 to ar: 4
include as many items for the 6
list as needed.
Create a List by Using In

o For the field that you want to
filter, type In ('in the Criteria
box.

e Type the list of values,
separated by commas.

Note: If the values are text strings,
enclose each one in separate
quotation marks. Make sure that the
commas are outside the quotation
marks.

e Type ).
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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 for sorting or as part of your criteria but you do not

want that field to show up in the results.

CHAPTER

/

For example, suppose that you are creating a query called Orders in Washington. You would need the
State field to be included so that 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

0 Click the Show check box for
the field that you want to
hide ([¥ changes to [1).

IEHd S @
HOME

E<49=

CREATE

M

Morthwind - Microsoft Access

EXTERMAL DATA,
*' #Tpdate 0D Union
.

Crosstab @ Pass-Through

DATABASE TOOLS

QUERY TOOLS
DESIGN

2
&= InsertRows  “F" Insert Colurnns

=
X Delete Rows 3'(‘ Delete Calumns

Wiew  Run Select  bake Append f e e Showe ™ Bui @ -
. . - Table = Delete Data Definition e < Builder 24 Return: _
e Click View to check your =
Results Quety Type Quen Setup
WOI'k. »» ﬁ Query1
Custormers Orders Order Details
OTICATCTTE " N . o
Addl
c res 7 OrderD 7 OrderD
R\ty. CustomerlD ¥ ProductiD
PEgtml'; a EmployeelD UnitPrice
E ostaltade OrderDate Quartity
& Country " - f -
RequiredDate Discount
=
o
£ |
2
= .
£ Field: | OrderlD CompanyMame ProductiD Region OrderDate
Table: | Orders Customers Order Details Custamers Orders
Sort
Show: £l
Criteria: WA
ar

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

EH S & =
HOME | CREATE

b

[iaiia

EXTERMAL DATA
2l Ascending T+ ||:
il Descending '|:|'

=i Mewr

ﬁ Sawve

DATABASE TOOLS

ap
§ IHI fac

Morthwind - Microsoft Access

>~

Calibri

B I U =&

the cr.lteria appear' \f'\vew Pavste Filter E Rernoue Sort Y7 Riﬂejh X Delete ~ [+ Find [ &- =
Wiews  Clipboard & Sart & Filter Records Find Text Format]
() The field providing the NIE :.,E,ﬂ ;

Criter'ia does not appear. Order|D - Cormpany Marme v| Product - ‘ Crier Date -
|| 104832 Lazy K Kountry Store Boston Crab Meat 21-Mar-2012
|| 10822 Trail's Head Gourmet Provisioners  Tarte au sucre 0&-Jan-2013
|| 10822 Trail's Head Gourmet Pravisioners  Outback Lager 08-Jan-2013
|| 10577 Trail's Head Gourmet Praovisioners  Chartreuse verte 23-Jun-2012

o |l 10577 Trail's Head Gourmet Provisioners  Rhédnbrau Klosterbier 23-Jun-2012
r:\.=° || 10577 Trail's Head Gourmet Provisioners  Original Frankfurter griine Sofke 23-Jun-2012
H| 10574 Trail's Head Gourmet Pravisioners  Geitost 19-Jun-2012
=10 10574 Trail's Head Gourmet Pravisioners  Boston Crab heat 19-Jun-2012
E‘ || 10574 Trail's Head Gourmet Provisioners  Tarte au sucre 19-Jun-2012
2 || 10574 Trail's Head Gourmet Pravisioners  Wimrmers gute Sernmelknadel 19-Jun-2012

10696 White Clover Markets Alice Mutton 08-0ct-2012
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Create Compound Criteria

In many situations, using a single criterion does not show you the data that you want to work
with. For example, in a Products table, you might want to see those records in which the
UnitsInStock field is low (say, less than 10) and the UnitsOnOrder field is 0. For queries like these,
you need to set up compound criteria, where you enter either multiple expressions for the same field
or multiple expressions for different fields.

You use And criteria when you want to select records that satisfy two or more different expressions.
You use Or criteria when you want to display records that satisfy one expression or another.

Create Compound Criteria

Combine Exclusive Criteria

(Using And) Field: Companyhame UnitsInstock UnitsOnOrder
L . Table: | Suppliers Products Products
o Create a criterion for a field. Sart
. . Show:
Note: See the preceding sections o

Criteria: =
for help if needed. e &{10 DQ

ar,
e In the same Criteria row,

create a criterion for another Kl
field.
Combine Nonexclusive Field: | CampanyMane CrderDate ProductD
Criteria (Using Or) Table: | Customers Crders Order Details
Lot

0 Create a criterion for a field. Show:

. Criteria: | "Barney's Beane 0
9 On the ﬁrstc en.1pty Or row, ar: b>#1f1f2013#
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.
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Limit the Records Returned
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y default, a query’s results contain all the records that match the criteria that you specified.
However, there are situations in which you do not want or need to see all the records. For
example, in a query that includes an Order Details table with a Quantity field, you might only want

to see the biggest orders.

Access enables you to do this by limiting 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 25 records, or you
could show the top 5%.

o For the field on which you want to = queryt
impose a limit, click the Sort [~/
and then click Ascending or Custormers = Orders = Order Detai
Descend]ng' ¥ CustomerlD |: ;\_ 7 OrderlD |: = ¥ OrderlD
o0 =
Note: Access applies the limit to the ComparyHame CustomenD ¥ Productip
. . . . ContactMame Ernplaoyeellr UnitPrice
first field on which the query is sorted, ContactTitle CrderDate Quantity
if any. If there is no sorting specified, Address - RequiredDate |~ Discount
Access applies the limit to the leftmost [
field.
Field: | OrderDate ProductiD Quantity
Table: | Orders Crder Details Crder Details
Sort: 4
Shiaw: Ascending [l
Criteria: Descending
or [not sorted)
9 Click the Design tab. QUERY TOOLS ? - 0O x
: : 5 DESIGN Q Paul McFedries ~ o
© Click the Return [+] and click vl creari: - 1
the limit that you want. '@ EE Insert Rows "R Insert Calumns z ITE; Parameters
< 3% Delete Rows | 3 Delete Colurnns | Froperty Sheet
oy s
Tahle SN Builder E’JReturn: he 1Table MNarres
Cuery Setup g ShowHide -
25 x
100 [:} [=]
Order Details . 3% [
25%,
1 i [ Al
F orderD
% ProductlD
UnitPrice
Cuantity
Discount - -
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CHAPTER 8

Creating
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 2013.

You are about to update 77 rowis).

Navigation Pane

NUM LOCK




Understanding Summary Queries . . . . . . . . . . .. 142

Create a Summary Query with the Simple

QueryWizard . . . . . . v v v v v v it bt e e 144
Create a Summary Query in the Query Design View. . . . 148
Understanding Calculated Fields . . . ... ... ... 150
Create a Calculated Field . . . . ... ... ...... 151
Understanding Action Queries . . . .. ... ... .. 152
Run a Make TableQuery . . . . . . . . . o v oo v o 153
Run a DeleteQuery. . . . . . . . ¢ v v v v v v v oo 154
RunanAppendQuery . . . . ... ¢ o oo v oo 155
RunanUpdateQuery. . . . . .« ¢« v v v ¢ v 0 v v v v 156
Prompt the User for a Parameter . . . . . . ... ... 158

Understanding ParameterSyntax . . . . . .. ... .. 159



Understanding Summary Queries

Asummary query includes a column that performs a mathematical operation — such as summing
or averaging — on the values of a particular field. A summary query derives either a single value
for the entire query or several values for the records that have been grouped within the results.

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

O No individual records @ Orders Quantities By Month

I"diVidlfal records do not OrderDate By Month = Sum Of Quantity - &vg Of UnitPrice -
appear in the results of a . lune 2012 6 — 425,59
summary query. Each row in

the query datasheet represents July 2012 2054 527.15
a summary of a group of ALgust 2012 0 186l 526.14
records. It is possible but not September 2012 2343 526,66
typical for a group to consist October 2012 2679 426,81
of a single record. Movernber 2012 1856 ¢25. 40
O Group By December 2012 2632 530,94
A summary query typicall

contains Igln(l:ly a ¥evs3// ﬁelds% It O Ssum O Average

needs only the field(s) by which The Quantity field has been set up  The UnitPrice field has been set
you want to group the data and to use the Sum function to sum up to use the Average function to
the field(s) by which you want to the Quantity values for the month  average the unit price values for
calculate. There is typically one as a whole. Access automatically the month as a whole. Access
field by which the data is generated the column title Sum automatically generated the
grouped. In this example, each Of Quantity. column title Avg Of UnitPrice.

row represents a different month.

Aggregate Functions

Summary queries summarize data using aggregate functions built in to 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).
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Creating Complex Queries
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Function Purpose

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

criteria purposes without grouping or calculating by that field.

Refers the query to the Criteria row. This enables you to include fields in the query purely for

Simple Query Wizard Summaries
O Summary Options
When you choose a summary query with the Simple Query

Wizard, a Summary Options button becomes available in
the wizard.

O Select the calculations

You can click check boxes for each calculation that you want
([ changes to [¥1). Each check box that you click translates
into a column in the query results, so choose carefully to
avoid information overload.

Simple Query Wizard

wiould you lke a detail or summary query?
() Distail {shaws every field of every racord)

®F

Summary Options ... A

Summary Options
What summary values would you like calculated? oK
Field Sum  Avg  Min Max
Quantity D D D
UnitPrice OF 0O 0O

6

O Query Design view
summaries Tg
In the Query Design view, you can Totel (Groun By
display a Total row in the grid. For Shows:
each field included, the Total row Crterta
must be set either to Group By or to
one of the functions shown in the
previous table.
L]

OrderDate By Month: || Sum OF Quantity: Quantity

Order Details

Sum|

Order Details

[y g

Group By
_

A

Kin

hax
Count
StDev

War

First

Last
Expression
Where

Ayg OF UnitPrice: UnitPrice
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Create a Summary Query with

the Simple Query Wizard

he easiest way to create a summary query is to use the Simple Query Wizard, as you learn in

Chapter 7, “Creating Simple Queries.” You follow the same procedure for adding fields from one or
more tables or queries. After you have done that, the Simple Query Wizard gives you the opportunity
to specify that you want to create a summary query. From there, you set up the calculations that you
want to use and decide if you want your results grouped on a field’s values.

Create a Summary Query with the Simple Query Wizard

o Click the Create tab. } CREATE | EXTERMAL DATA  DATABASE TOOLS
= — FAFan
. . [z = R
@ Cick Query Wizard. el o el < M=l ~=Rmloy
n Table Tahle SharePoint  Query Query  Form Form Blank =
: Design  Lists = “Wizard Design Design Form °
The NeW Query d1alog bOX Tables Queries Forms
opens.
P oty ’
e Click S1mple Query Wizard. Simple Query Wizard T
[ C_rosstab_Query Wizard _
O click ok. gs == it ittt
-
This wizard creates a select query
From the Fields yaou pick.
4
The Simple Query Wizard opens. Simple Query Wizard
o Click here and choose the table A Which Fields do vou want in wour query?
(or other query) from which = 1E ’ H | . " y
. = Eﬁ | You can choose from maore than one table or query.
you want to select fields. == e
G Click a field. Tables/Queries
. . Table: Order Details
@ Click = to move the field to | <@
the Sel_ected F1elds IjSt. Available Fields: Selected Fields:

OrderID OrderDate

ProductID

EDiscount
Shippinghethiod é
0 If needed, repeat steps 5 to 8
to pull fields from another

table. <§W Mext > || Finish

@ Click Next.
144
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e Repeat steps 6 and 7 to pull
more fields from the same
table.




The detail or summary page
of the wizard appears.

@ Click Summary (O changes
to @).

@ Click Summary Options.

The Summary Options dialog
box opens.

@ Click the check box for each
calculation that you want to
perform ([ changes to [¥1).

@ If you want a record count, click
Count records in table name
(CJ changes to ).

Note: 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.
| TIPS

CHAPTER

Creating Complex Queries

Simple Query Wizard

R
.

would vou like a detail or summary query?

O Detail {shows every field of every record)

Surnmary Opkions ...

1 |aa |12
2lcc| 9
ae | 6
| Cancel | | < Back || Mext = | | Einish
Summary Options
What summary values would you like calculated? 15
Field Sum  Awg  Min Max
Cuankiby D D D
UnitPrice ] O O

@ [] Count records in Crder

Details

Which fields should I use?

data in a concise format.

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

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 (click
the Database Tools tab and then click
Relationships) if you are not sure about
the relationships.

continued - 145



Create a Summary Query with the

Simple Query Wizard (continued)

hen you create a summary query that includes a field that uses the Date/Time data type, the

Simple Query Wizard enables you to group the results according to the values in that field. You
do this by selecting a grouping interval for the field’s date values, and that interval can be by day,
month, quarter, or year.

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 the Query Design view.

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

You are returned to the Simple Query Wizard
Simple Query Wizard.

‘Would vou like a detail or summary query?
@ Click Next. O Detail (shows every field of every recard)

@ ______ : ;
______ 1
1
3 [ [1d====== i

4 | eC| Beadmmmmmm i | Summary Options ...
1
------ 5
i
1
1
n
'y
1 |as |32
2lcc| 9
a8 | 6
| Cancel | | < Back || Me;t > | | Finish
If the Group By field is a Simple Query Wizard

Date data type, you are
prompted for an interval.

€D Click the grouping interval 1 s 1580 ‘ ®llsleta e
2w w1958

How would you like to group dates in vour query?

that you want () changes 3 s 192

2 1994 i
to ® ). + ::: ::: ::: 1905 @Mon
D Quarker
@ Click Next. 0O tear

Cancel | | < Back || ext = | Einish

146




CHAPTER

Creating Complex Queries

The title page of the wizard Simple Query Wizard
appears.

What title do you want For wour query?

@ TYPe a name for the query, E [Orders Quantities By Maonth Q_‘

replacing the default name.
€D Click Finish.

That's all the information the wizard needs to create vour
quEry,

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

(@) Cpen the query ta view information.
odi & query design.
() Modify the query desig

| Cancel | | < Back Mext = Einish

The query results appear in a (A5 EI@ - s MNorthwind - Microsoft 4

datasheet.
HIOME CREATE EXTERMAL DATA DATABASE TOOLS

@ Widen the columns if needed to = o =
= B po= -3 For

display the column headings. \ETEj % h‘E mj lﬁ &E B D Bl Nav

Application  Table Table SharePoint  Query Query  Formm Form Blank

Note: To automatical_[y size a Parts - Design  Lists = Yifizard Design Design Form Mor
column to its content, double-click E“P'a@t“ Tables Cuieries Farm
: o “3d Orders Quantities By Month
I:nztr\:\:liﬁ[;tsr:iecil’uglgghf;::g;t To OrderDate By Month - Sum Of Quantity - Avg Of UnitF'Srice = |
. June 2012 1e35 25,59
border of a column heading. 2 1oty 2002 054 427,15
@ Click &. S| august 2012 1861 %26.14
'.9.- September 2012 2343 S26.66
Access saves the summary % | |october 2012 2679 £26.61
query. 5 :NovemberEDH 1856 525,40
December 2012 2682 530,94
Record: M 4 [1of15 | » M . o Filter | [Search

Can I make changes to a summary query after When I view the query in the Query Design view,
creating it with the wizard? why is there a weird extra field that starts with
Yes. You can edit it in the Query Design view. In “Year”?

most respects, a summary query is just like any When you specify grouping by a date range, the Simple
other query. However, it has a Total row in the Query Wizard adds a formula that represents the

grid that detail queries do not have. You will interval. Its syntax can be quite complex; that is why it
learn more about summary queries in the Query is best to create such fields with the wizard. Widen its
Design view in the next section. column in the grid to see the entire formula at once.
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Create a Summary Query in the Query Design View

f you want more control over the creation of a summary query, you can create it in the Query

Design view by specifying the fields manually. For example, the Simple Query Wizard gives you
a choice of only four summary values: Sum, Average, Maximum, and Minimum. If you want to use
summary values such as Count or Standard Deviation, you need to use the Design view.

Also, if you know exactly what you want and if the syntax that you need is not complicated, it can
be faster to use this method than the wizard.

Create a Summary Query in the Query Design View
o cljck the Create tab. BEH 9 - Marthwind soft diccess GUERY TOOLS
h &CREATE

EXTERMAL D& DATABASE TOOLS DESIGN Paul McFedries = ! o

9 Click Que Design. e = = R Formwizard | - [ ReportWizard a8

ry g |E;Ej % LE m ’Ejﬂ % kﬂq D [E Havigation - &;I [E] Labels 54l

. Application  Table Table SharePoint  Query Query  Form  Formo Blank Report Report Blank Macra u

A new Ouery Des‘lgn Parts ~ Design  Lists~  Wizard Design Design Form |2 bare Farms = Design Report =
. d d th Templates Tables Queries Forms Reports Macros &, *
window open.s, an e » || querpt honTane g -
Show Table dialog box s Jou e

Tables | Queries | Both

appears. Allorders 2
Categories

: > ‘Customers

© Double-click the tables (3 g

Order Details

o
that you want to include |é& Py T
= Products
in the query. H o P
2 Shipping Cptions
£ Suppliers

() You can also click a table
and then click Add.

om ) o

@ You can also click the I S | i \ [ | £l

Queries tab and add an

eX'iSt'in e .USt as BEH S & - Morthwind - Microsoft Access QUERY TOOLS ?2 - 0O x
g q ry, J HOME CREATE EXTERMAL DATA, DATABASE TOOLS DESIGN @ Paul McFedries = ! 1)
you Wou"d a tabl‘e‘ E 1 @ %' %' #Vpdate QD Unian + &= InsertRows UV Insert Colurnns Ty Parameters
X : * *  Plcrosstab @ Pass-Through 3% Delete Rows | 3 Delete Columns [=] Property Sheet
e Click Close. View  Run - (Select Meke Append | ete B2 Dt Definkion oy 2 Dullder HaRearn: [ - T b Harmes
Results Query Type Query Setup ShowHide ~
The selected tables » || quert ES
. - - [<]
(OI’ quel"'leS) appear as Custorners Orders Ordler Details ]
. . . * E - E * E
ﬁeld hStS m the top part ® CustomeriD [ L P orderd ¥ orderlD
of the window. . s e
% Cor actTitle JrderDate Quantity
e Drag the ﬁelds that you % Add ess hd IReqwedDate hd ‘ Discount hd .
want on to the grid. B =
;"‘ Field: |CompanyMame OrderlD jQuzntitg %
. . Table: |Custoggers roers I etails
O Click the Design tab. o | b i
[Slsowi | O O O
@ cClick Totals. -
1] [+]
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The Total row appears on the grid.

e For each field, click the Total
and click the calculation to
perform.

(@ Leave one field set to Group By;
these groups will form the rows of
the results.

© click view.

The query results appear in a
datasheet.

€@ Click |

The Save As dialog box opens.

@ Type a name for the query,
replacing the default name.

@ Click OK.

The query is saved.

CHAPTER

Creating Complex Queries

% ' % %' +’ #Tlpdste QD Unian @ €= Insert Rows
: ° * P cCrosstab @ Pass-Thraugh 2 Delete Rows
Wiew  Run Select Make Append f Showy
- Table % Delete gData Definition  Taple SN Builder
Flesults Query Type Query 5e
9 3 Query1
Custorners Orders Order Details
w = w “
= 1 1 oo
7 CustomerlD |: 7 OrderiD ¥ OrderiD
CompanyMame = CustomerlD 7 ProductiD
ContactMame EmployeelD UnitPrice
ContactTitle QrderDate Quantity
Address - RequiredDate | 7 Discount
o
o=
o
H Field: | Companyhame OrdleriD Quantity
= Table: | Customers Orders Order Details
2 Total: |Group By Count Sum 0
2 Sort Group By
Shos O
Criteria: Avg
ar Min
M
Count
StDev
War
First
Last
Expression
ED Where

EXTERMAL DATA,

T
HO CREATE

h(‘ ‘D‘D o Y 2l scending ¥ -
= E| ) zl Descending Tj'
g Paste Filter

- N Z#Remove 5ot Y
Yiews Clipboard Sort & Filter

» || 2] query1

Morthuing - Microsoft Access

DATABASE TOOLS
B =" K 3
EHSave '3 = - B
Refresh Find
ale X Delete - EH- - A
Records Find

Company Mame
| | Alfreds Futterkiste
| |AnaTrujilla Emparedados y helados
Antonio Moreno Taguerfa
| |Araundthe Horn
| |Berglunds snabbkap

- | CountOforderlD ~ | SumOfQuantity -

Blauer See Delikatessen
Blondel pére et fils

1z 174

10 63

17 359

30 650

592 1001

Save As ? Lol
133

Balido Cormidas preparada
Bonapp'

Quary Hame: 130
Ete 11 —

Bottom-Dollar Markets
B's Beverages

MNavigation Pane

Cactus Comidas para llevar
| |Centra comercial koctezuma
| |Chop-suey Chinese
Comércio Mingiro

| |Consolidated Holdings

Die Wandernde Kuh

956

293
1L 115

2z 11

2z 465

10 133

7 ar

26 432

How can I rename sSum of Quantity: Quantity
the column Crder Details
headings? sur

Use an alias, as

v
you learn to do in

Chapter 7. In the

of the field name in the Field row.

Query Design view, type an alias and a colon in front

Can I sort and use
filter criteriain a
summary query?

Yes. A summary query is
just like a detail query

Field: | ComparyMame
Table: | Customers
Total |Group By
Sor
Shio:
Criteria: | Like "a*"
or:

in most respects. You

can even include a field in the query that does not
appear in the query results just for filtering.
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Understanding Calculated Fields

You often need to perform some kind of analysis on the query results. To do that, you need to
introduce calculations into your query by creating what is called a calculated field. This is a
column where the “field” is a calculation and the field values are the results of the calculation for
each record. The calculation can be any combination of operator, field, and literal values.

For example, if you have a table of orders with a UnitPrice field and a Quantity field, you could
create a calculated field named Total that multiples these two values.

Assign a Column Name

Use the same technigue for naming the new Field: |Total: ”
column that you did with aliasing in Chapter 7, Tahle:
but do it in a blank column. Type the new name at '
the beginning of the Field box and then follow it A ulan

with a colon.

S oy,
Criteria;
ar,

Write the Expression
After the colon, write

Field: |Total: [UnitPrice]*[Cuantity]

the expression — that Table:
is, the math formula — sSort
by using standard math A

operators, with field
names enclosed in square
brackets. For example, to or
multiply the UnitPrice by

the Quantity, type the following: [UnitPrice]*[Quantity].

Criteria:

Here are the math operators that Access recognizes:

Addition +
Subtraction =
Multiplication L
Division /
Exponentiation A
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Create a Calculated Field

CHAPTER

Calculated fields enable you to create powerful queries that use the full power of Access’s
expression-building features. For example, suppose that you have a Products table with a
UnitPrice field and you want to display the unit price for each product plus a 5% increase. You can
do that by creating a calculated field based on the following expression: [UnitPrice] * 1.05.

Similarly, suppose that you have a table of employees with FirstName and LastName fields and
you want to see the names combined. You can do that by creating a calculated field that uses the
following expression: [FirstName] & “ “ & [LastName].

Create a Calculated Field

Create a Calculated
Field

o In the Field row for a
blank column, type a
title for the new column,
followed by a colon (z).

e Type the formula to
calculate.

Note: Remember to enclose
field names in square
brackets.

Set a Number Format
for the Calculated Field

o Right-click the calculated
field.

e Click Properties.
The Property Sheet opens.

e Click the Format [+| and
click the number format
that you want.

O click x.

The Property Sheet closes.

Field: |ProductMame IInitPrice Mewy Price: [LInitPrice]*1.05
Table! | Products Products
Sort:
S hoi
Criteria:
or;
Field: |ProductMame |IenitPrice ce: [LInitPrice]*1.
Table: | Products Pt 2 Totals 6
Sort V3]
haw: Table Marmes
Criteria: % Cut
or:
Emy Copy
&I'_"n Paste
\ Build...
Q, Zoorm..
[« ] & Properties.., I}

Property Sheet

Selection type: Field Properties

General Lookup

Description

Format Curren

Ihput bask Lang Date 3

Caption tedium Date 12-Mo-15

Text Format Short Date 11122015
Lang Tirne 5323 PM
redium Time 5:34 PM
Shart Time 17:34
General Mumber 3456759
Currency

£3,456,79
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Understanding Action Queries

lL the queries that you have worked with to date have been select queries. A select query is one

in which Access uses the query criteria to select the matching rows from one or more tables.
However, Access has several other query types that are designed to perform actions on the data, such
as changing values, adding records, deleting records, and writing records to a new table. These are the
so-called action queries. Unlike a select query, an action query makes permanent changes to the table.

Types of Action

Queries a - ' ' 1-' =
In the Query Design == =" E H # - ‘/ -

view, the Query Type

group has buttons for =elect Make Lppend Update Crosstab Delete
the various types of
queries. Here are the Table

action queries that are
the most useful:

e 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.

e Update: This changes values across the entire table based on criteria that you specify. For example, you
can increase prices by a certain percentage.

o Delete: This deletes records from the table based on criteria that you specify.

Be Careful! Paste Table As ?
Because an action query makes permanent

changes to a table, you should back up the |Tat'|e LSz | : ;
table before running one on it. One way is to Copy Of Products

copy the table by selecting it in the Objects Paste Options
list, pressing (1) + (2], and then pasting it (7 Structure Oy

by pressing (20 + (1. In the Paste Table As (®) Structure and Data

dialog box, specify a name for the copy, click (") Append Data ta Existing Table

Structure and Data () changes to @), and

click OK.

To avoid accidentally rerunning an action
query later, either delete it from the Objects
list when you are finished with it or hide it there by right-clicking it and clicking Hide in This Group.

To unhide hidden objects, right-click the bar at the top of the navigation pane and click Navigation
Options. In the Navigation Options dialog box, click Show Hidden Objects and then click OK.
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Run a Make Table Query

CHAPTER

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.

For example, at the end of the fiscal year, you might want some of your tables to be “frozen” while
you tie things up for year-end. (This applies particularly to tables that track invoices.) Instead of
letting the new work pile up until the table can be released, you can run a Make Table query to
create a new table from the existing one.

Run a Make Table Query

9 Create a select query as you
would any other query in the
Query Design view.

Note: Make sure that you include
all the fields that the new table
should contain. Also, make sure
that your criteria captures the
needed records.

9 To check your work before
running the query, click View.

e Click View again to return to
the Query Design view.

@ Click the Design tab.
© Click Make Table.

The Make Table dialog box
opens.

e Type a name for the new table.

@ click ok.
© click Run.

Access creates the new table.

8
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HOME CREATE

Horthwind - Micrasoft Sccess QUERYTOOLS
EXTERNAL DATA DATABASE TOOLS DESIGN
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3% Delete Rows 5 Delete Colurmns

2 - 0O x

Paul McFedries ~ - o
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View ct Make Append Update Crasstab Delete how Totals
. B Data Definition SN Builder 338 Return: |All - BF Table Names
Table &, Table &
Results Query Type Query Setup ShowgHide -
» || 3 querpt x
[~
Customers Orders Order Details Praducts Categories C
- . ¥ Ordedn =] = * [ . *
¥ CustomerD D = CustomenD D 7 OrderiD # ProductiD ¥ CategoryD
CompanyName EmployeelD ¥ Productin = Productiame CategoryName
ContactName OrderDate UnitPrice SupplierlD Description
o ContactTitle RequiredDate Quantity CateganyiD = Picture
8 Address hd hinnedDate  ~ Discount hd QuantityPerlini
< ~
8
| x| o
k-
H I+
3 Field: | Companyhame Ordenp OrderDate Productame Quantity UnitPrice Discount Ca
Table: | customers Orgers orgers Products Order Details Qrdler Details Order Details Gl |
Sort: | Ascending
Show:
Criteria Between #1/1/2013% And #1/31/2013% |

Navigation Pane

Vie

ﬁ 6 e o
) @ B o @4

E= RTEr Rows

HOME  CREATE

w Run

Select Make Appen:
Table

Harthwind - Micrasoft Access QUERYTOOLS

EXTERNAL DATA  DATABASE TODLS

Pass-Thraugh
e Crosstsb Dalets & N

Show
L€ Data Definition

Table
Query Type

Paul McFedries ~ - )

B Insert Colurans 5 Pararmeters

3 Delete Rows % Delete Columns o [E] Property Sheet
otals
SN Builder B8 Return B Table Marmes

Query Setup

ShowyHide

Customers

Make Table

i

Categories

¥ Custamerin

ContactTitle

ComparyName D

Contactiame

[

% Make New Table

oK

¥ categoryin

Table Name: | Jaruary Orders|

(® Cunrent Databass
O ainather Database:

-0

2]
Description

Picture

address - File Name: | |

Browse. .. A

Field: | CompanyMame QrderlD OrderDate ProductName Quantity UnitPrice Discount CEE

Table: | Customers Orders, Products ©Order Details Order Details Order Details. CaD

Sort: [Ascending
Show:
Criteria: Between #1/1/2013# And #1/31,2013#
on
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Run a Delete Query

f you need to delete one or two records from a table, just select each record and choose the Home

tab’s Delete command. But what if you have a large number of records to delete? For example, you
might want to clean out an Orders table by deleting any old orders that were placed before a certain
date. Or you might want to delete records for products that have been discontinued. For these and
similar examples, you can set up a Delete query that uses criteria to identify which records to delete.
When you run the query, Access deletes the matching records.

Run a Delete Query

o Create a select query as you
would any other query in the
Query Design view.

( Include criteria that identifies the
records to be deleted.

Note: This query acts on entire
records, regardless of the fields that
you include. Therefore, you need to
include only those fields required to
set up the criteria.

e To check your work before
running the query, click View.

- - = Morthwind - Microsoft Access QUERYTOOLS
HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGN

; 3 @D Union @
I 2 ¥ 71 E

@ Pass-Through

= Insert Rows

2 Delete Rows

U8 Insert Calumns

% Delete Colurnns

~
4

Wiew  Run Select Make Append Update Crosstab Delete howe Taf
Table £, Data Definition Table 4N Builder E@Return:
£ s ults Query Type Query Setup
3 e
Products
> [2]
¥ ProductiD
Producthame
SupplierlD
g CategorylD
N -
= QuantityPerUnit
5
£
o
=
2 Field: | Discontinued Supplierll
Table: | Products Products
Sart:
Show: O O O O
Criteriat | Trye
o 4 |

e Click View again to return to the
Query Design view.

@ Click the Design tab.
o Click Delete.

(@ The rows in the grid change. The
Sort and Show rows disappear,
and a Delete row appears.

O click Run.

A warning dialog box opens.

0 Click Yes.

Table:
elete:
Criteria:
or

EE E - & - Marthwind - Micrasoft Aecess QUERY TOOLS
HOME CREATE EXTERMAL DATA, DATABASE TOOLS DESIGN
% ' @ %' %' #'I % & D Union @ €= Inzert Rows | 5" Insert Calurnns A
N * o= 0 Pass-Through 32 Delete Rows L)'(“ Delete Columns 4
View Run  Select Make Append Lipdate Crosstab Delete Show - To|
- Table B£ Data Definition  Tgple oo Builder G Return:
Resul Cuery Type Cuery Setup
» Al
Products
*
? ProductiD . - u
ProductMame Northwind - Microsoft Access
SupplierD
M CategoryiD You are about to delete 10 row(s) from the specified table.
£
& QuantityPerUnit Once you click Yes, you can't use the Undo command to reverse the changes,
= Are you sure you want to delete the selected records?
k]
_E:-_Eva [ Shows Help > .
z Field: | Discontinued SupplierD
Products Products 7 ves
Wihere Where

True

4

Access deletes the records that
match your criteria.
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CHAPTER

Run an Append Query

Instead of creating a new table using a Make Table query, you might prefer to add records from

one table to an existing table. You can accomplish this using an Append query, which takes the
records that match some criteria from one table and copies them to another table. Appending records
does not remove them from the original source.

Note that for an Append query to work, the corresponding fields in the receiving table must use the
same data type as the fields that you specify in your query.

Run an Append Query |

o Create a Sel.ect query‘ - 2 = Marthwind - Microsoft Access QUERY TOOLS
HOME CREATE EXTERMNAL DATA DATABASE TOOLS DESIGN
7 i o @D Unian +* €= InsertRows "B Insert Columns b
o .Add the .ﬁelds that you Want to N ! @ EAE? Ai!d U%t! C%b Dl OPass-Through ? X De\e:e Raws SF De\:e Calurnnz T‘
include in the appended records. e st Make Append Update Crosstab Delet® y o pata Defintfion  sopne | INBuider | ABIRetum:
. . . . _Eesu\ts Query Type Query Setup
© Include criteria that identifies > |3 quent\
the records to be appended to T
. - B
another table S [
ProductMame
e To check your work before —
running the query, click View. AT
e Click View again to return to L
the Query Design view. A
o Sort
O Click the Design tab. £ ) - -
] ar
o Click Append. IEH S & - Northwind - Microsoft Access GLERY TOOLS
. HOME CREATE EXTERMAL DATA, DATABASE TOOLS DESIGN
The Append dialog box opens. = =0 = cgsm h 7 x ::SIM:WS uf::Tﬁccmlwm
. . o ass-Throug B elete Rowws % Delete Columns
0 Cth the Table Name and VIEW Fun select -T—‘llﬁ: fihbe] picte Crosstab Delete L!Data Definition -?;ET: SN Builder i‘ﬂﬂetum:
click the table to which you »Rﬁ“éﬁ“ é sy e Suey Setup
ry
want the records appended. e Append » |
Products Append Ta Y
o Cljck OK. * [+] Table Mame: |Inventory'
i E;ZZ:;:\ime |: (®) Current Database
e CI.'ICk Run. cuppliefD (7) Another Datahase:
CategarylD File Name: |
A warning dialog box opens. Suanthpen Bowss.
Q Click Yes.
MNorthwind - Microsoft Access “
The records are appended.
You are about to append 72 rowis).
Note: The records are not appended
. . . . ;  Onceyou click Yes, you can't use the Undo command to reverse the changes,
where it WOUld leate data mteQth Areyou sure you want to append the selected rowes?
rules, such as duplicate records not m |
. . L ¥ b
being allowed for a certain field. = -
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Run an Update Query

hat if you want to replace the contents of a field with a new value, but only for records that

meet certain criteria? You can do this by creating an Update query. Unlike a select query, which
displays only a subset of the table, an Update query actually makes changes to the table data. You
select a field, specify the new field value, set up some criteria (optionally), and then run the query.
Access runs through the table and changes the field entries to the new value. If you enter criteria,
only records that match the criteria are updated.

Run an Update Query

o Click the Design tab. BEd S @& - Morthwind - Microsoft Sccess QUERY TOOLS
. HOME CREATE EXTERMAL DATA, DATABASE TO& DESIGN
© cc updste. B! #at | Lo i
o - Pass-Th h
o An Update TO row appears m Wiew  Run Select  Make Append Update Crosstab Delete 3 e r_m_’lq Shoan
the grid. - Table L£ Data Definition Table
_Besults Cuery Type
» ﬁ Query1
. Products
* [4]
% ProductiD [
Productiame
Supplierll
CategorylD -
L]
Field:
Table:
Update Ta: 0
o Criteria:
= ar:
e Double-click the field that EEEH S @ = Marthwind - Microsoft &ccess QUERY TOOLS
you want to update HORE CREATE EXTERMAL DATA, DATABASE TOOLS DESIGN
I ' ' I @D Union L
@ The field is placed in the BH ! &Eal ¥ A B @ Pass- Through 5=
. Wiew  Run Select Make Append Update Crosstab Delete Showe
gﬂd. - Table gData Definition  T3pe
_Besults Cuery Type
» ﬁ Query1
Products
SupplierlD El
CategarylD
CQuantityPerUni |:|
UnitPrice %
UnitsinStock -
K1/
Field: | UnitPrice 0
Table: | Products
Update To:
O Criteria:
£ .
5 or
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CHAPTER

Creating Complex Queries

e In the Update To row, type the HE E - = Maorthweind - Microsoft Access QLERY
formula to use fOI' the update. HOME CREATE EXTERMAL DATA, DATABASE TOOLS DES
X D Unian
Note: A 5% increase in the unit % ' % %! 'i'! gl % @ Pass-Through
pn-ce 'iS Shown here. VIEW Fun Select _PI\_f1aabk|: Append Update Crosstab Delete P_;,{:Data Definition
. Resu Cuery Type
e Click Run. » [y
Products
SupplierlD El
CategaorylD
CuantityPerlnit |:|
UnitPrice
UnitsInstock -
[ ]
Field: |UnitPrice
Table: |Products
Update To! | [UnitPrice]*1.05
o Criteria:
H or:

A warning dialog box opens.
O Click Yes.

The query runs and updates

MNorthwind - Microsoft Access “

You are about to update 77 rowis).

& Once you click Yes, wou can't use the Undo command to reverse the changes,
the values. Arewal sure wol want to update these records?

| TIPS |
What is the correct syntax for an Update To formula? What are some examples of formulas?
Enclose field names in square brackets and use standard Some examples include the following:
math operators: e To increase Price by $2: [Price]+2
* + (addition) e To decrease Price by 5%: [Price]*0.95
* - (subtraction) e To decrease Price by one-third:
e * (multiplication) [Price]*0.67
e / (division) ® To multiply Price by itself:
e " (exponentiation) [Price]*[Price] or [Price]”2
Do not use any currency symbols and express numbers as
plain digits.
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Prompt the User for a Parameter

fter you have a query running properly, you usually do not have to worry about the query design

any longer. However, in certain situations, the query itself undergoes regular change. For
example, if your query filters customer orders using a State field, you might find yourself constantly
changing the State criterion.

Instead of constantly editing the query, you can configure the query to prompt the user for a value
to use as a variable. In the customer orders example, you could create a parameter that asks for the
state each time the query is run.

Prompt the User for a Parameter

Create the Prompt F quert

@ Create the query as you s o .
normally would in the Query ® custamend [ Vo ==l o
: : Companytame CustamerlD 7 ProductD
DeS]gn view. ContactMame EmployeelD UnitPrice
ContactTitle OrderDate Quantity

9 In the Criteria row, type the Aadress RequiredDate Discount L

prompt message in square (<]
brackets. Field: CDmpan;Name Region OrderlD OrderCate ProductiD:
Table: | Customers Customers Crders Orders Order Details
Sort:
Test the Parameter S
l k R Criteria; [Type the two-character state abbreviation] |
" Click Run.
. . u! E - & = Morthwvind - Microsoft fccess QUERY TOOLS
Note: Because this is a select HOME 0 EXTERMAL DATA  DATABASETOOLS | DESIGN
query, there is no difference % | @ %' & /1 % @ Unian @ 2 nsert Rows | 3" Insert Calurans
between RUH and V'ieW. YOU can Wiew  Run Select  Make Append U;:iata Crosstab Delete @ Pass-Thiough Show X Deletz Raws | X Delet Columns
'ther one - Table P__{:Data Definition Table f}_\EuﬂdEr E’JReturn:
use e1 . Resul Query Type Query Setup
» y1\-
The prompt for the parameter P o ‘ F— ‘
appears. - - * - ! !
PP # CustomeriD E z 7 Ordern 9 Enter Parameter Value  ?
e Type the variable in the text EZ:&:;:::'E E:wltlﬂo::::g Type the two-character state abbreviation
bOX ContactTitle CrderDate ‘CA |
Address - RequiredDate ™ &
© click ok. e

The datasheet opens with
just the records that match
the variable.

() If you want to rerun the
prompt from the Datasheet
view without returning to
the Design view, click the
Home tab and then click
Refresh AlL
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CHAPTER

Understanding Parameter Syntax

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 modify the basic prompt and combine it with other criteria to permit a variety of responses.

Here are some examples that use the simple prompt [Which State?] 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 C* 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 (1] 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 (=] or click OK without entering anything to display all records.
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CHAPTER 9

Creating Forms

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.

Employee Details
#® Jan Kotas

'Was hired as a sales associate and was promoted to sales representative.

Address

Streat
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Understanding Forms

he datasheet is a reasonable tool if you are only entering one or two records, but if you are

entering a dozen records or even a hundred, you need to leave the datasheet behind and use the
Access data-entry tool of choice: the form. A form is a collection of controls — usually labels and
text boxes, but also lists, check boxes, and option buttons — each of which represents either a field
or the name of a field. Forms make data entry easier and more efficient.

O One record at a time = T s
The default form shows the
fields as fill-in boxes for one Epie
record at a time. This makes it | General | arders|
easier for users to enter a new - (o ‘ Eral  [marewrd |
record without becoming Last Nams ketas \ § s pace [ /notwinetragers.com |
confused by the multiple rows o }?;:::e‘:i’;::i:ve }
and columns of a datasheet.
Phone Numbers Motes

© Object display . e
In the Datasheet view, imported B }(mm_m }
objects such as graphics appear
as text names, but on a form, e
depending on the data type, o e
Access might be able to display SO
them as they actually appear. ZaFostalCode (9399
For example, pictures of cenmREan - usa
employees can be displayed
with each employee record. T TR TR AT .
O Form header O Search @ Record navigation
A form can have a running header ~ To search for a particular record, ~ To move between records, users
that appears the same no matter the user can type a word or can use the Record navigation
which record is displayed. You can ~ phrase in the Search box and then  buttons. These are the same as in
put anything that you want in this  press (Z170. The records are a datasheet, but they are more
header. In this example, filtered so that only records that useful here because you cannot
hyperlinks to other forms appear, ~ contain the word or phrase appear see other records without them.
making it easy for the user to when the user scrolls through
navigate between forms. them with the record navigation

controls. The user can click No

Filter to remove the filter.
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CHAPTER

Creating Forms

@ Tabbed or pop-up

forms 7
[} 4
A form can appear on a Status:

Clozed

=8| Order Details

F
Order #51

i Direlzr Szt Ol

[IEEtE Erel=r

tab, as shown here, or
as a pop-up window, as

Customer

E-mail Address ‘ |

‘CDmpanyZ Salesperson

[+]

Order Date

‘Amne Hellung-Larsen

‘ 4f5fznns|

shown on the preceding

page. This is controlled

Order Details |Shippinglmformat\om Payment\nformation|

by the pop-up setting in
the form’s properties.

*

O Multitabbed
forms

A form can consist of
multiple tabbed pages,
with different form

Morthwind Traders Olive Oil
Morthwind Traders Clam Chowder
Morthwind Traders Crab Meat

Product
25
an
an

431,35
89,65
518,40

Total 85

v | Oty vTUnit Frice - | Discount - | Total Price - | Status -
[v] 0.00% 253375 |nvaiced

0.00%
0.00%

5289.50 | Invoiced
£552.00 | Invaiced

$1,375.25

0

of

controls on each tab.

Record: M 4 [210fd | b M ki | E 1o Filer | [Search ]

@ Datasheet-style
forms

There are 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.

© Subforms

A subform shows the records from
a different table or query that are
related to the main record shown.
In this example, the orders for a
particular customer are being
pulled from the Orders table
depending on which customer is
chosen in the main form.

© Navigation buttons

This subform does not have
navigation buttons at the bottom.
That is 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.
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Create and Save a Form

he easiest way to create a form is to use a predefined form layout. Access has several of these
layouts, but the basic, split, and multiple-items forms are the ones that you will use most often.

A basic form layout shows just the data from one record at a time. A split form displays a datasheet
on top and a form below, and when you click a record in the datasheet, the record data appears in
the form. A multiple-items form is a tabular layout that shows the field names at the top and the

records in rows.

Create and Save a Form

Create a Basic Form

o In the Objects list, click the
table or query for which you
want to create a form.

@ Click the Create tab.
e Click Form.
The form appears.

Note: You might also see a
subform showing a related table,
if any usable relationships exist.

Create a Split Form

o In the Objects pane, click the
table or query for which you
want to create a form.

@ Click the Create tab.
9 Click More Forms.
O click Split Form.

() The form appears in the
upper part of the screen.

() The datasheet for the table
or query appears in the lower
part of the screen.
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CHAPTER

Creating Forms

Create a Multiple-ltems Form HOME CREATE  EXTERMAL DATA DATABASE TOOLS DESIGM ARRAMGE  FORMAT Pau\MtFEdnEs'! )
. . = === B [ Form Wizard T3l Report Wizard &8
© 1n the Objects pane, clickthe | 2 [TEAT NS IHET LI e el B
table or query for which you C e MDET i S e e
Multiple Items
want to create a form. All Access Objects. © «|[3 21 S 2
Egi;l“ &l £=] Orders =] patashest 0
. vders2 ||| Bl
e Click the Create tab. = ::;Zn; - Order 1D Custome Order Date Reqt
. B3 copy o Products 3 10248 || wilman 04-Jul-2011 01
e Click More Forms. = — Modal Diog v
B Employees 10249 | Tracigio Suyama, Michael 05-Iul-2011 16
1 1 E inventory Hipermercados  |¥ 2
0 Click Multiple Items. =
Order Details L
. . E rders 10250 |Hanari Carnes Peacock, 08-Jul-2011 0s
A form appears with multiple = ,i:mgmyw{ v Mergaret
records visible at the same z Products B 10251 vtmt:awlesen Leverling Janet 08-Jul-2011 05
. Products For Update B stoch A4 A4
t]me. E shippers ’ — = =
I T 10252 |Suprémes délices . :AE;E;;I; . 09-Jul-2011 UE-
= supptiers +|| Recard: 1t ¥k [ B o fiter [ [Search [ [v]
Save a Form BEEd S @ = Northwind - Microsoft Access FORM LAYOLT TOOLS
HOME CREATE EXTERMNAL DATA DATABASE TOOLS DESIGN ARRANGE FORMAT Paul McFedries ~ o
@ click @ “
ek 58T RO EgOqme 58 05 O3
The Save As d]alog box opens. Aps::tlm el J:::n Sh:fxpsovm \(n::\uz:r:j DO::;:. rem J:;:n Elua:: B voreFarma Eifg: ::::tt M e
Templates Tables Queries Forms Reports Macros 8. *
: M= Orders1 x
e Type a name for the form. All Access Objects. # « ﬁq B
. E miomersz ||| BT Save As ?
© click oK. B cosr
B2 copy of Products 4 |muttple Orders | D4-ul-2011 o
The form is saved. E cusamer e [ e
g Emplayees 05-Jul-2011 16
. . Invento ipermercados ¥ e
@ You can right-click the form tab . e
and then click Close on the
shortcut menu to close the form.
What other form types can I create? What if I do not want a subform on a
Click the Home tab, click the More Forms button, and then form created with the Form button?
click one of the following: If you do not require the subform, you can
¢ Datasheet: This looks just like a regular datasheet, but delete it from the form. First click any
it is actually a form. This is useful when you want to border of the subform to select it. You will
show a datasheet on a subform, for example. know that it is selected when you see a
. . . . . .. thick border around the subform. Click the
® Modal Dialog: This looks just like a dialog box, but it is Home tab and then click Delete
actually a form. This is useful for creating navigational .
men systems (alternatively, press (CEE0)).
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Create a Form with the Form Wizard

he basic, split, and multiple-items forms are fine for very simple form needs, but it is likely that

in most cases the resulting form will not suit your needs exactly. For a bit more control over
your forms, you need to use the Form Wizard, which takes you step-by-step through the entire form-
creation process.

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.

Create a Form with the Form Wizard

9 Click the Create tab. Ht& CREATE | EXTERMAL DATA  DATABASE TOOLS ?
e Click Form Wizard. <EE Al == & Farm Wizard
B N B BE
S ] e i & Havigation -
Table Table SharePoint  CQuery Query  Form Form Blank
Design  Lists - Wiizard Design Design Farm More Farms -
Tables Queries Farms
The Form Wizard appears. Form Wizard
e Click the TableS/Quenes EI = ‘which fields do vou want on your Form?
and click the table or query = B —
. —_ ’ “~ L | You can choose from more than one table or query.
from which you want to == — —1
select fields. _
Tables/Queries
Table: Custarners| W 0
L4l .
Table: Emplovess Fields:
Table: Inventory
Table: Order Details
Table: Orders
Table: Payment Types
Table: Products
Table: Products For Update
Table: Shippers
Table: Shipping Options b
FOTTATC O ] T
% Back Mext = | | Einish
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O Click a field. Form Wizard
o Click to move the field = wihich Fields do wou wank on your Form?
to the Selected F]el.dS HSt' IE-.E“’ : ‘¥au can chaose From more than one table or
= e query.
Note: Add fields in the order in
which you want them to appear Tables/Queries
on the form. |Table: Custamers [w]

Available Fields: Selected Fields:

() If you make a mistake, you
can remove a field by

CuskomerID

Contacthame

clicking [<]. ContactTitle
Address
ity
Reqion
PostalCode
Counkry v
% Back | Mext = | | Einish
0 Repeat steps 4 and 5 to add Form Wizard
more fields from the chosen o
‘which fields do you wank on your Form?
table or query. i —
t _E“’ “ | ¥oucan choose from more than one table or query,
o Repeat steps 3 to 6 for other === —

tables or queries if needed.

Tables/Queries
Note: If you choose fields from [Table: Order Detals 0
more than one table or query, forailable Fields: Selected Figlds:
they must be related. ProductID Address "
City
e Click Next. shippingMethod Region

Counkry
OrderID
uankity

Q@ s | o

IPS
Can I use fields from more than two Is it okay to not use all the fields from the table or
tables or queries? tables?
Yes. But you are not prompted for subform Yes. But keep in mind that users filling out that form
information. Instead, all the fields appear will have no way of entering values in the fields that do
on a single form. It is possible to create not appear on the form. With an AutoNumber field, that
subforms within subforms using the Form is not a problem because the user cannot enter data into
Design view but not using the wizard. that field anyway, but any other field will be blank if it

is not included on the form.
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Create a Form with the Form Wizard (continued)

he 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 the Form
Design view, but it is often easier to specify upfront what you want via the wizard.

In particular, you can use the Form Wizard to determine the form layout to use when you choose
fields from two related tables. For example, if your form includes fields from the Customers and Order
Details tables, you can choose one table for the main form and the other for the subform.

If you chose fields from two different

. . Form Wizard
tables or queries, you are asked which
one should be the subform. et o R B el
0 Click the option that best represents by Customers CustomerID, CompanyMame, Phone, Address,
the layout that you want by Order Details City, Region, PostalCode, Country
’ 9
@ If you would rather have a linked form OrelerID, Quantity, UnitPrice

than a subform, click Linked forms
(O changes to ®).

Note: A linked form means that Access

creates a second form instead of a subform.
The main form includes a button that, when
clicked, displays the second form. @ orm with sibform(s) ™ g () Linked forms

@ Click Next.

| Cancel | | < Back || uex't = | | Einish
The layout page of the wizard appears. Form Wizard
@ Click the layOUt that you want for the what layout would you like For your subform?

form (O changes to @). Otabuer
Note: If you are creating a form with a ~ @bt
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.

Cancel | | < Back ” Mexk = | Einish
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The title page appears. Form Wizard

@ Type a name for the form, whit titles do wou want For yvour Farms?

replacing the default name. [Z Form: Custorers <) |
@ If you created a subform, type a Subfarm: |Crder Details Subform 4AB

name for the subform, replacing

the default name. That's all the information the wizard needs to create your
/-A farm,
@ Click Finish y ) Do you want bo open the Form or modify the Form's design?

(®) Open the form ko view ar enter information.

() Madify the Farm's design.

Cancel | | < Back [ext =
The form appears in the Form view. = customers
Customers
If some of the labels appear
truncated, you can fix this problem R
in the Form Design view. Customer 1D
. . Company Name alfreds Futterkist
Note: See the section “Arrange Fields plred Futterite
” - Fhone [030-0074321
on a Form” for more on fixing truncated - Goera s 57
fields.
Postal Code
Order Details Order1D v‘ Quartity -~ Unit Price - [=]
10643 15 545.60 D
10643 21 518,00
10643 2 512.00
10692 a0 343,90
Record: M |11Qf1n2 [ v wows | B fier [[search |m "
Record: M« [10f91 | b W pii [ B o filer [ [Search |
Do I need to save the form I made a mistake; how do I delete the form that I just created?
before I close it? Delete the form as you would any other object:
No. When you specify a name in 9 Locate the form in the Objects list.

step 14 and optionally in step 15, ) )
you are supplying the object names 9 Right-click the form name.
to be used. Access automatically e Click Delete.

saves the form and subform, if
applicable, with those names.

Q In the warning dialog box that appears, click Yes.
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Create a Form in the Layout View

he Form Wizard offers the easiest path to creating a form, but it does not give you much

flexibility in terms of the form layout. The Form Design view, which you learn about in the “Create
a Form in the Design View” section, gives you complete flexibility but is more complex to learn and
use. In between these extremes is the Form Layout view, which lets you create a form by dragging
and dropping fields on to a blank page. It is not as powerful as the Design view, but it is much
easier to use.

Create a Form in the Layout View

Create the Form Ed (s Morthwind - Microsoft Access FORM LAYOUT TOOLS ? - 0O x
o l k h b CREATE EXTERMNAL DATA DATABASE TOO DESIGN ARRAMGE FORMAT Paul McFedries ~ ! O
Click the Create tab. = = Rromwions /=] (= L Report iz
2 BE D RE BEENTo 58 (ar O
. Application  Table Table SharePoint Query Queny Farm Form  Blank N Report Report Blank Macro
e Click Blank Form. Parts v Design Lists  Wizard Design Design Form =) More Forms - Design Repart &
Templates Tables Queries Forms Repart: Macros & | &
A blank form appears, along = Fold List .
with a Field List pane.
Mo fields available to be adde, the current wiew,
. [F showall tables %
© Click Show all tables.
o A ljst Of au the tableS BEHS &= Morthwind - Microsoft Access FORM LAYOLT TOOLS ? - 0O x
appears; each table’s field HOME  CREATE  EXTERMALDATA  DATABASETOOLS  DESIGN | ARRAMGE  FORMAT pauiltcredies ~ JJ] ©
’ Ellogo -
L. B Colars - — D = = =
list is Collapsed. wiew MEs A Fonts~ % Aa [=] [j @) E e it Add Existing Property
- - o "l rmage - B Date and Time Fields Sheet
e Click next to a table' :/)IEWSE FD'm‘IT\h.EmES Caontrals = Header / Footer Toals
» [=] .
: d : - Fiel ®
A IJSt Of the ﬁelds 1n the = Smﬂedx inthe current record source

table appears ([ changes o Fote m e o —
to =). g Bl P
Customer|D

© Drag a field from the Field o
List on to the form.

ContadtTitle
Address
L] City

Region

You can also double-click a postalcods

Country

field to add it to the form. rone

Fax
= Employees Edit Table

@ Repeat step 5 to add more Recont R AT 7 1 D] Bl i
fields.

Navigation Pane
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Adjust the Spacing between =] Form x
X N . .
Labels and Fields = Qe 9 | Field List
. . . L% er
@ This is the field label. I _ Y show only filds
Company Nal_ﬁ;ﬁ.lfreds Futterkiste | Fields available far thi
0 Th'IS is the ﬁe[d. Cojact Ma aria &nders | AuurEs
o
X X ct Tit les Representative | Rlewgion
o Click any label to select it. Address  [obere str 57 | PostalCade
.. . . A Country
e Position [+ between the field and ity [Berlin | Phane
. Regi
its label ( Iy changes to 4+—¥). sgon | | Fa
Postal Code |12209 | Fields available in relat
e Click and drag to the left or right Country  [Germany | order
to change the spacing. Fhone [p30-0074321 |
The Change affects all the fields. BEH S @ = Morthwind - Microsaft Secess FORM LaY0UT TOOLS
Adjust Label Alignment HOrE CREATE EXTERMAL DATS DATABASE TOOLS DESIGH ARRAMNGE FORMAT
@ Click any label to select it. it] | lcotbiaay o[ o] Femateng = = é:‘ |
%ﬁSelectAll B I U A- ﬁ LE== 8% s o Background  Alternate uick C
L Ifmage = Row Color= Styles = 5l
9 POS'lt]O” I} abOVe the top l'abel' o Selection Font Mumber Eackaround g
so that a black arrow appears » || = rorm1\ x
and then click. g Emgﬁ&m : Field List
. =) Showe only fields in
Access selects the entire column. & Company Mame |alfreds Futterkiste | gdmai.w.mm
. Contact Mame  [|Maria anders ‘ "‘f"“'”’”
e Click the Format tab. Cortact Title 5ales Representative | ::;ian
. . . o o Address Ohere Str, 57 PostalCode
e Click the Align Right button ( =). i - =0 } Country
£ Phaone

Access aligns the labels on the
right.

Can I rearrange fields after placing them on the layout?

Yes. Follow these steps: ustomer D |AL7K . |
Company MNarme |Alfreds Futterkiste |
@ Click the field's label to select it. c?mme [Maria Anders |
e Press and hold 17 and then click the field to also joopectTitle  Sags Representative |
l . Address *{% Str. 57 |
select 1t. - e |

ity erlin
e Position [ over either the field or the label Region | |
|

(l: changes to %). PQ code [ [12209
0 Click and drag up or down to move the field and its label. - ﬂ'jjurr;;'::m ﬁ

iPhone

(@ A horizontal line shows where the field is being moved.
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Create a Form in the Design View

[though the Layout view is a step up from the Form Wizard in terms of control, the resulting form

still might not satisfy your needs. For maximum form flexibility, you need to use the Form Design
view, which gives you total control over the form, including the positioning of the controls, the
formatting of the text, and the colors.

This section shows you how to create a basic form layout using the Design view. The rest of the
sections in this chapter and in Chapter 10, “Editing Forms,” show you how to customize your form
using the Design view tools.

Create a Form in the Design View

@ This is the field label.
() This is the field.

o ch’ck the Create tab EH S &= frind - Microso ft Bccess FORM LAYOUT TOOLS ?2 - 0 x
. HOME CREATE L DATA DATABASE TOOLS DESIGN E FORMAT Paul McFedries - ! o
@ click Form Design. B DN RE EESOT 5L [ B X
Application  Table Table SharcPoint  Queny Query  Form  Form  Blank meamen Repart Report Blank = Macro ©
. Parts = Design  Lists~  Wizard Design Design Form 15 Mare Forms - Design Repart =
A new form appears in the Form Tempiats 2ot cuercs Forns Reports Macos 8~
. . » || = Form1® x
Design view. é T
g = ’.D.Et.a”. . P o e = Fiold List .
© The Field List appears. T Q™
-_ Al Orders Ed\tTahIEEl
. . . Categories it Table
() If the Field List does not appear, i e L s @ Cusanens caxanl
. . ] S S QgD
click the Design tab and then & i compananc
E """" Contacthame
click Add Existing Fields. H corce
. . . 2 City
e In the Field List, click # next to . o il parcoss
the table from which you want || - o fiii : Dl oy
to select fields. w cnpraes EatTabe
Inventory Edit Table | ¥
changes to [=1, and the list of —
fields appears. Fiold List x
. . ) [&  show only fields in the current record source
e Click and drag a field on to the : P il o s -
design grid. r S
. . . E Contactiame
Both the field and its associated | < Cortadtite
label appear. LB '
= N Orders Edit Table

Fields available in other tables:

© Drag and drop more fields on to - =
the form.

Note: You can drag more than one
field at a time by selecting multiple
fields in the Field List before
dragging. Hold down (&3} and then
click the fields that you want.
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Delete a Field from the Design View

f you no longer need a form object, 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 fields
on the form are obvious and do not need labels to name them, such as Notes or Memo.

Delete a Field from the Design View

Delete a Field and Its Label = F.,,,,ﬂ\

@ click the field — not its
label — to select it.

F Detail

() A selection box appears
around the field.

e Press (CELED). -

Both the field and its label ]
are deleted. :

Delete Just the Field Label =l me?\\

@ Click the field label — not the
actual field — to select it.

(@) A selection box appears
around the label.

9 Press (L0, -

The label is deleted, but the
field remains.

Note: You cannot delete the field
but leave its label. You can,
however, place freestanding labels
on a form. See Chapter 10 for
more information.

173



Arrange Fields on a Form

ne advantage of working in the Form Design view, as opposed to the 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.

An invisible rectangular frame surrounds each label and field. When you select an item, Access
displays a selection box on this frame, which includes selection handles at the frame’s corners and
midpoints. You can use this frame to resize any label or field to change its shape or dimensions, as
well as to move the label or field.

Resize a Field or Label Box [ i o

When you hover [; over a

selection handle on a selected
field or label, I3 turns into a '
tWo-headed arrow (H or I). ----------------------------------------------------------------

Toresizethe width of a field or | 1111111

label, click and drag a selection ~ f:iiiiiriiirosrrosrron)onnrinrrnnrrnnrnnnrfinrrniiiniiiniiiiiiiL

handle on the left or right side of
the box. To resize the height of a
field or label, click and drag a selection handle on the top or bottom of the box.

Move a Field
When you move a field, its label

travels with it. To move a field, o efaiiy !
position s over the border of the doelCaom [pany [ S
selected field or label — but not C ————

over a selection handle — so I3
changes to . 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.
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Align Fields and Labels B ||:, =

It is often useful to right-align or left-align a series of fields or field labels. > |[€ =l 0
You can select several fields and then click one of the alignment buttons to Size/ NN Bring  Send
make the fields align neatly with one another. Click the Arrange tab, click Space 'I — 0 F_mnt £ Bark
Align (=), and then choose an alignment from the menu that appears. : Et To Grid

Note that Access aligns the selected controls with a single base control, R ; :&ht ——
which is the control that is the farthest positioned in whatever direction you oo ?

are aligning the controls. For example, if you want to align the controls on —— "I Iop |
their right edges, the base control is the one that is farthest to the right. ¢ Bottom

Make Field Sizes Consistent a2 e O

Sometimes, a form looks best when all the fields are the same size. Access enables == ('_ .J -
Sizef  Align  Bring  Send

you to select multiple items and then automatically size them horizontally to Spacer ~  toFront to Back
either the widest item in the selection or the narrowest. You can also size the Size
selected items vertically to the tallest or shortest item in the selection. | E ToFit ||
Select the fields and/or labels that you want to size consistently, click the ED To Tallest
Arrange tab, click the Size/Space button (22), and then click a sizing command. [ = T°=hortest —
TF ToGrid
(2 To widest

El To Marrowest

Align Fields in a Grid

Access gives you an easy way to ==| ] —
arrange your form controls: the ==|] -
control layout. This simple layout | =(] | X

acts as a kind of table, and your
controls are slotted neatly into e

the lvout rous and colamns, | F1AlInes Stacked Tabular Rermowe
In a stacked layout, the controls

are arranged vertically in two LE}"EI I"It
columns, with field names in the
left column and fields in the right
column. In a tabular layout, the controls are arranged horizontally in two rows, with field labels in the top
row and fields in the bottom row.

Select the items that you want to align, click the Arrange tab, and then click either Stacked (/=) or
Tabular ().
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Group Fields Together

hen working with fields, it can be easier to work with multiple fields together than to select and
move each one individually. You can do this by creating a group, which is a collection of fields you
can format, size, and move together, similarly to the way you format, size, and move a single control.

Access treats a group as a single item with its own frame. To select an entire group, you just need to
select one item from the group.

Group Fields Together

o 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 s
above and to the left of the fields to  |::: i
a spot below and to the right of the s
fields. You can also press and hold
(1) and then click each field that
you want to select.

e Click the Arrange tab. ARRANGE  FORMAT Paul McFedries - !
_@ »- Control Margins = 0 |2 m]
€ Click Size/Space (3%2). Q-
1 N B horing -
e Click Group.

The fields are grouped
together.

() To ungroup the fields, click
any item in the group to
select it, click the Arrange
tab, click 42, and then click
Ungroup.

Size/  AligWing  Send
Spac - toFront to Back

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,
click the Arrange tab, and then
click Remove Layout to remove
them from the grid.
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Define the Tab Order on a Form

You can navigate a form by pressing the key. As you press (1), the order in which Access
selects the controls is called the tab order. Access sets the tab order according to the order that
you added the controls to the form. You will often find that this order does not correspond to the
“natural” order of the controls, so pressing causes the selection to jump haphazardly around the
form. To fix this, Access lets you control the tab order yourself.

Define the Tab Order on a Form

o Click the Design tab. Microsaft Access FORM DESIGN TOOLS
. e DATABASE& DESIGN | ARRANGE  FORMAT
9 Click Tab Order (=3). El

o

po . 12
: m E 2
Add Existing Froperty  Tab .,,_*
e and Time Fields Sheet  Order "0

erf Footer Tools g
[ - N O

The Tab Order dialog box opens. Tab Order ?

e Click to the left of a field name to Section: Custom Order:
. Detail CompanyMame
select it. ContactMame
@ Drag the selected field name up or SontactTite
down in the list. City
‘} ountry
() Alternatively, you can click Auto %gostamode
Order to set the tab order based on Frone

the positions on the form.

Note: Auto Order orders fields from top
to bottom. If two fields have the same

Click b select a raw, or

. oy . lick. and drag ko select

vertical position, it orders them from left B, B
. lected row(s) b

to right. Foplotetodat

order.

o Click OK. ok ﬁ Cancel | | Auto Order m

The dialog box closes, and Access
puts the new tab order into effect.
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CHAPTER 10

Editing Forms

The basic forms that you create 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.

Edit Table

o
2
&£
=
8
®
2
=
5
4

Design View NUM LOCK




Display the Header and Footer . . . . . . . ... ... 180

Resize SectionsofaForm . . ... ... ....... 181
Select SectionsofaForm. . . . . .. ... ...... 182
AddaFormTitle. . . . . . . . . .0 o v v v oo 183
ApplyaTheme. . . . . . ¢« ¢ ¢ v v ¢ v 0t 0 v v o o o 184
Browse foraThemetoApply . . . . . . . . . . .. .. 185
Apply a Font Theme or Color Theme. . . . . . . . . .. 186
Create a Custom FontTheme . . . . . . ... ... .. 187
Create a Custom ColorTheme . . . . . . ... ... .. 188
Create a CustomTheme. . . . . . . . . . . ... ... 189
Adjust Internal Margins and Padding . . . . . . . . .. 190
Addalabel . . . . . ... ..o 191
FormatLabelText . . . . . . . . . . v v v v v v v v 192
Change the Background Color. . . . . . . ... . ... 194
Add a BackgroundImage . . . . . . . . 0000 .. 195
AddaHyperlink . . . . . ... .00 196
Add a Tabbed Section. . . . . ... ... ... .... 198
InsertalogooranImage . . ... .......... 200

Set Conditional Formatting. . . . . . . . .. ... .. 202



Display the Header and Footer

he Detail section of a form should be a data-only area. If you want to display a form title or the
current date or some other information not related to the data, you can take advantage of the
form’s header and footer.

The form header appears above the Detail area, so it is a good choice for the form title, a company
logo, or any other items that you want displayed separately from the form data. The form footer
appears below the Detail area. It is a good place to add nondata items such as the current date or
instructions on how to fill in the form.

Display the Header and Footer

o In the Design view, right-
click one of the section bars
(such as Detail).

e Click Form Header/Footer.

Build Event...

2 Tab Order...
. Paste
Note: The command is a toggle; g i Back Color E
click it again to turn the header/ 5 femate il Back Color | »
3 Ruler
footer display off. o
() You can also click Page ERTLT A
. | Form Header/Footer
Header/Footer, which SR -0
creates separate Page Header = Properties

and Page Footer sections,
both of which appear only
when you print the form.

() The form header appears at
the top of the form, with its
own title bar.

(@ The form footer appears at
the bottom.
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Resize Sections of a Form 10

H eader and footer sections start out with a relatively small height, 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 that you have more room to work and
then tighten the spacing up again when its content is finalized.

Resize Sections of a Form

o In the Design view, position [ =5] Form1
at the bottom edge of a section T T
of the form ([; changes to #). # Form Header

# Detail

§|ContactName
............. [

:[ContactTitle

9 Click and drag up or down to
change the height of that
section of the form.

() A horizontal bar denotes the
new position of the bottom
edge of the section.

(© The form footer does not have
a divider below it. To enlarge
the form footer, drag its
bottom border down.

[CompanyNamd

[CustomeriD

me

EZZ

‘Ccntactllwlame ‘ :

o

Note: If you want only the header pddress |:
but not the footer, or vice versa,
resize the unwanted section so that

it takes up no space at all.

Region

. :
‘PcstaICode :

Country

Note: If you do not want the
header and footer at all, turn them
off, as described in the section e ﬂ
“Display the Header and Footer.” Kl




Select Sections of a Form

fter turning on headers and footers, you will have a multisection form that consists of at least

three sections: Form Header, Detail, and Form Footer. You can select and work with each of
these sections individually. For example, you could add a label to just the Form Header section. (See
“Add a Label,” later in this chapter.) Similarly, you could add a background image to just the Detail
section. (See “Add a Background Image,” later in this chapter.)

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 == Formt

0 In the Design view, click the
title bar of the section that
you want to select.

() The title bar turns black,
indicating that the section
beneath it is active.

Select an Entire Form

9 In the Design view, click the
square in the upper-left
corner of the form.

@ A small black square appears
within the square, indicating :
that the form is selected. : St CustomeriD

Note: Any individual section
title bars that were previously
selected become unselected.
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Add a Form Title

CHAPTER

10

form title appears in the form header and provides a name for the form. Adding a title to your
form is usually a good idea so that users have some idea what the form is used for. 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.

Add a Form Title

o In the Design or Layout view,
click the Design tab.

© cClick Title.

() If the form header was not
already visible, it now appears,
containing a box with dummy
text, such as “Form1.”

e Type the text for the title.

Note: Because the dummy text was
already selected, typing new text
replaces it.

e Click outside the box when
finished.

The title is added to the form.

View  Themes s ponges

Views Themes

Northwind - Microsoft Access

FORM DESIGN TOOLS

kEHS @ -
HOME CREATE EXTERMAL DATA DATABASE T& DESIGN ARRANGE FORMAT
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Controls

D E,E' Logo

L] Title

Insert
E‘é Date and Time

Image
Header / Footer
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# Form Header
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|CustomerID
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e e 11

EE S &
HOME
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View  Themes A Fonts~

EXTERNAL DATA DATABASE TOOLS DESIGN ARRANGE FORMAT P
. D = Logo %a
ebl] Aa =] [ €Z (O F[| ,, @
% m m (<> E —| Insert Add Existing P
" image- B Date and Time Fields

Wiews Themes

» % Form1

Controls

FORM DESIGN TOOLS

Header / Footer
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I
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Apply a Theme

theme is a preset collection of formatting that you can apply to your form. Themes are used
consistently across all Office 2013 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

o In the Design or Layout view, BEEH 9 @ = Northwind - Microsoft Access FORM DESIGN TOOLS
click the Design tab. HOME  CREATE  EXTERNALDATA DATABASET& DESIGN | ARRANGE  FORMAT

p—— . &@Logo
© Click Themes. % T:m?: 5 bl Aa (=] (7 €3 B lD e
- - onts ™ - mage~ F ate an me
A gallery of themes appears. Views | In this Database — e uindtf:Tt
e Click the theme that you want. g Aa I 0 — AT R
() You can point to a theme | office
without clicking it to see a laa 1 Az E Aa —‘
preview of it on the form. - |lommm=e e ] | e
The theme is applied to the || Aa. f‘_] Ao g
form. : <% '
1_ o“ﬂ a ji O

- r@ Browse for Themes...
- '!__'B Save Current Theme...

Navigation Pane

2 |
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CHAPTER

Browse for a Theme to Apply 10

he 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 15, and any custom themes that you have created are taken from C:\Users\
username\AppData\Roaming\Microsoft\Templates\Document Themes (where username is the name
you use to log into Windows). If you want to apply a theme that is stored in some other location,
such as on a network or on a CD, you must browse for it.

Browse for a Theme to Apply

9 In the Des-ign or Layout VieW HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN ARRANGE FOR|
: : 3 Elage
click the Design tab. I colors- & =] &'
anuzn ° . .
. iew  Themes A Fonts = % Aﬂ @ m @C?J ’; Insert ETItIe
9 Click Themes. - > image~ [ Date
Ev_\rs In this Database ntrols Header
e Click Browse for Themes. » | &
u Aa 1 4 o 5 1
.|| Office
AaIAaﬂAu—‘AG]
JlAa Q| Aa 1 Aa_[H | Aa
iES 1S IES =
1 Ag Ad
E : - om [ 1
t N r@ Browse for Themes... h
The Choose Theme or Themed o: Choose Theme or Themed Document | < |
Document dial.og bOX OpenS. @ = 1 | « Documents » Thems@ v & Search Themes o
e Select the location of the Torm o R =- 0 @
theme. EE Microsoft Access = Name Date modified Type
. . E‘% Corporate 0 9/5/2012 3:25 PM Microsoft|
1 - Favorites Provisional 9/5/2012 2:25 PM Microsoft;
Click the theme or other file ¥* ]
: B Desktop % Public 9/5/2012 3:36 PM Microsoft]
from which you wapt to apply B Downtoncs
font and color settings. ] Recent places
. £ SkyDrive
e Cl.'ICk Open. |# Photo Stream
The theme is applied. =5 Libraries
@ Documents
J’ Music
[E=] Pictures
B videos B >
File name: | Corporate j |D‘FﬁceThem5andThemed Do V|
Too\s@ Open | ‘ Cancel |
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Apply a Font Theme or Color Theme

pplying 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 that you create.

Apply a Font Theme or Color Theme

Apply a Font Theme

BEH S & = Morthwind - Microsoft Access FORM DESIGN TOOLS
HOME CREATE EXTERMAL DATA DATABASE &DFSlGN ARRAMNGE FORMAT

o In the Design or Layout view,
click the Design tab.

e Click Fonts.

A gallery of font themes
appears.

e Click the font theme that you
want.

The new fonts are applied to
the form.

Apply a Color Theme

o In the Design or Layout view,
click the Design tab.

»

Navigation Pane

_— A n alors -
D Col %M@m@) oo 1 THE
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1 Office [=]
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BEH 9 @ =
HOME CREATE EXTERNAL DATA DATABASE &

FORM DESIGN TOOLS
DESIGN ARRANGE FORMAT

D i Logo

| (S s I W o @ . .
[=] (3 © E: e, | 0 Tike
“image - Dste and Time

T O W Office
: Views T 1 Contrals Header / Footer
L — m | | Office 2007 - 2010
9 Click Colors. s T o

Grayscale
Blue Red
Elue

Elue Il
Blue Green

[ - Y

A gallery of color themes
appears.

e Click the color theme that you
want.

Green
Green Yellow
Vellow
Yellow Orange
Orange
Orange Red
Fed Orange 0
Red

@ o Red Winlet

The new colors are applied to
the form.
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CHAPTER

Create a Custom Font Theme 10

You can add visual appeal to your form by selecting a different font theme. Each font theme has
two defined fonts: a heading font for text that appears in the Form Header (or Page Header)
section, and a body font for text that appears in the Detail (or the Form Footer or Page Footer)
section. Access offers more than 20 font themes, but if none of the predefined themes is suitable,
you can create a custom font scheme.

Any custom font themes that you create are also accessible by other Office applications, such as
Word and PowerPoint.

Create a Custom Font Theme

o In the Design or Layout view,
click the Design tab.

9 Click Fonts.
e Click Customize Fonts.

The Create New Theme Fonts
dialog box opens.

@ Click the Heading font [v]
and click a heading typeface.

o Click the Body font [v| and
click a body typeface.

() The Sample preview box
shows what the heading and
body fonts look like.

G Type a name for the new font
theme.

0 Click Save.

The new font theme will be
available in the Fonts gallery
the next time you use it.

p- - = Morthwind - Microsoft Access FO

HOME  CREATE  EXTERMAL DATA DATABAS&DES\GN
E B Colars -

- Aa = [ @ :
mes anb [j «© =

| (il = Controls

1 . office
Calibri Light

|Aa Calibri ¢ ' ¢ '
B . Office 2007 - 2010
poiiee Cambria

i | Aa Calibri
(i Calibri
Fi Calibri
’:,: L Calibri
E6h . Arial
L Avrial
LN
lezin Corbel
s Corbel
ks [Aa Cortel
Candara

Candara
ey Az | e
I Trebuchet
ci | A Trebuchet

& Trebuchet

|

Create New Theme Fonts
Heading fant: Sample
|‘\u"erdana Eading "
Body font: Body text body text body text,
chy text bodly text, "

|Tah|:|ma

Marne: |Corp|:|rate 0 |
w Sae || Cancel |
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Create a Custom Color Theme

color theme defines colors for 12 placeholders that Office applications use when formatting a

document; however, not all these colors are used in Access forms. 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 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 as
with font themes, you can share color themes among all your Office applications.

Create a Custom Color Theme

o In the Design or Layout view, click the R et Mol s o
D . t b I HOME CREATE EXTERMAL DATA DATABAS&DESIGN
951gn ap. Q_‘
Aal K calars+
1 = — A ’—‘7 [j @ .
© click Colors. e

e’ i T\'IDIII I Office 2007 - 2010 Contrals
i i Formt| g O Grayacale

Cth CUStomlze COlors. © ECEEEENE Blue Red B4

Blue

Blue I

Blue Green

Green

Green Yellow

Vellow
Vellow Orange
Qrange
Qrange Red
Red Orange
Red

Red Violet
Wislet

Yialet |l
Hedian
HEODEENEE Fper

The Create New Theme Colors dialog

Hpad

box opens. { o MOEEEEDE Mg
p i E Custornize Colars.., D

e Click the color button for one of the

placeholders.

Create New Theme Colors ?
A palette of color choices opens.
Theme calars Sample

o Click the color that you want. TextyBackgrounc - Dark ™

TextyBackground - Light 1

0 Repeat steps 4 and 5 for each
placeholder that you want to change.

TextyBackground - Dark 2

TextyBackground - Light 2

Theme Colors

H HEEE " EEERN

() The Sample preview box shows what accent 1
the colors look like. actent 2

Accent 3
@ Type a name for the new color theme. accerta I lI I 111 I lI I'o

perlink
petlink

e Click Save. peeent2 :t:‘d“d Cu:“l EEEE
Accent § ﬂp Moare Caolors,..
The new color theme will be available Eyperlink (] ~ |
in the Colors gallery the next time you Eollowed Fypertink
use ]t‘ Mame: |Corporate ﬂ |
Reset 8

188




CHAPTER

Create a Custom Theme 10

You can create a theme that combines your preferred fonts and colors so that 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 custom color and font themes, as you
learn earlier in this chapter. Then, you use the following steps to save them as a new theme.

Create a Custom Theme

o In the Design or Layout view, EH S & - Northwind - Microsoft Access FORM DESIGN TOOLS
apply the colors and fonts h

that you want to be used in = “_g@ brs - =l i Logd

the theme E T A Fonts- 3 Aa =1 (1 9] E et ET‘HE

) - w2 o - Image = 5o Date

@ Click the Design tab. T o e oS e e
A E

eCh’ckThemes. ) = R S L A

.|| Office

(=]
S | |
I =

e Click Save Current Theme.

:
t - r@ Browse for Themes...
o || |=
'-E '!_'H Save Current Theme...
'g i g
The Save Current Theme &= Save Current Theme E3
d1a|'og bOX Opens' T | <« Tem.. » DocumentTh.. + v & Search Document Themes el
o Type a name for the theme. Organize »  Newfolder - @
. 2 Narme . Date modified Type
o Cl.le SaVE. Ll Computer .
= . . Theme Colors 10/30/2012 5:15PM  File folde
: : isa Local Disk (C) . Theme Effects 10/30/2012 215 PM  File folde
The new ther!"e will appea_r n a RECOVERY (D) 1 Theme Fonts 10/30/20125:15PM  File folde
the Themes list the next time = Formulas and Fu
. S8 TYV Excel 2013 (7
you use it. 8 My Office RT (X:)
o TYV Access 2013
5# PCs for Grownup
H" Paul (paulsbdbitg
f, Network wla >
File name: Corpuratdg w
Save as type: | Office Theme ]
[~ Hide Folders Toolsw Save | | Cancel |




Adjust Internal Margins and Padding

Your forms will be more attractive and easier to use if the controls have some extra space within

and around them. You can ensure this by adjusting the margins and the padding. The margin is

the amount of space inside a field's 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.

In a stacked or tabular layout, padding refers to 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 EHS & = Northwind - Microsoft Access FORM DESIGN TOOLS
. . . HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN ARRANGE T
o In the Design view, select the field(s) for 7 | MR B et Below B SclectLoyout | ) Merge m&mﬂolm@m-
which you want to change the margins. G‘”d‘mez - T Insert Left [ Select Column | (] Split Vertically 7
B | Apove E2 InsertRight [ Select Row i Split Horizontally
. . . Table Rows & Columns Werge / Split
Note: To select fields, drag an imaginary box i

» || 5] Formi

around them while holding down the left

mouse button. When you release the mouse
button, everything inside the area that you
dragged across will be selected. 3l

e Click the Arrange tab.
e Click Control Margins.
e Click the margin setting that you want.

+ Form Header

r e
IContact Marne: ContactName

i
ontact Titl ContactTitle

L
iddress ddress

Navigation Pane

Access applies the margin setting to the
selected fields.

Change the Padding

. . . EEHS @ - Northwind - Microsoft Access FORM DESIGN TOOLS
o In the DeS]gn view, select the ﬁeld(s) for h HOME ~ CREATE  EXTERNALDATA  DATABASETOOLS  DESIGN  ARRANGE T
which you want to change the padding. A B R B Beetimon | e — g £ Contro Margins -
: ZH Insert Left  [F Select Column  [[1] Split Vertically
e Cljck the Arrange tab‘ G”dlmﬁ '\An;zte 2 Insert Right [ Select Row i Split Horizontally
Table Rows & Columns Merge / Split
© Click Control Padding. ”

e Click the padding setting that you want.

The new padding setting is applied to the
selected fields.

Note: You can also change margins and
padding in the Layout view.

Navigation Pane
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CHAPTER

Add a Label 10

label is a text area that is not connected to a field or function. A label displays static text, which

means the text that cannot be edited or copied by the user of the form. Labels are most often
used to display the name of a field, but they have many other uses, as well. For example, they can
be used as the form subtitle; this should go in the Form Header section, below the title. You can also
use labels to add explanatory text to the form: instructions for filling out the form, data restrictions,

and so on.
Add a Label
o In the Design view, click the EH S - - Morthwind - Microsoft Access FORM DESIGN TOOLS
Design tab. HOME  CREATE  EXTERNAL DATA DATABASET[&DBlGN ARRANGE ~ FORMAT

. E 2] Themes ~ D = Logo
@ Click the Label button (Aq). = Bowos- | [ bl | Aa =] [ Q) F it

View Insert Ad
[+ changes to Al

- A Fonts~ E‘% Date and Time

Image ~
Views Themes Controls Header / Footer

»» % Form1

9 Drag a box where you want
the label to be and then
release the mouse button.

LI T A A S PRI A -

ContactName

[contactTitle
|Addre ss

vigation Pane

¥
]
oo

A label box appears, » Form1
containing a flashing L B B T R I B B IO I BT R

insertion pO'int_ # Form Header
e Type the label text.

e Click outside the label when
finished.

Z[This field is opti

rigation Pane
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Format Label Text

You can apply some of the same types of formatting to a label as you would to text in Word or
most other word-processing programs. For example, you can change the typeface, specify a font
size, and applying formatting such as bold, italic, and underline.

The main difference is that in Access, text formatting is available only when the outer frame of the
label is selected; you cannot select different formatting for certain characters within a single label box.

Format Label Text
0 In the Design view, Cl'iCk the EH S & = Northwind - Microsoft Access FORM Dr_swgwroom

frame of the label that you Want HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN AR FOKMAL
to format‘ 1 |Labetos - || Calibri (Detail] .g" Formatting D ; |_‘.4

EﬂSelect m Calibri Light (Header) El €9 oo Background  Alternate Quick|
. r———— D Image~  Row Calor - | Styles
Note: You can select multiple labels o steaion [ poer gackground
. » || =3 Form1 ey
at once by holding down 1) as you . % Aharoni MR -

. € Form Head T wita e
click each one. : T BLEERIAN

T tndalue e

Note: You can format labels you

B fngrana Mew afan
create yourself and labels that are Ege— ari
associated with fields. g S
T frabic Typesetting Jan
. Arial
9 Click the Format tab. . X Ane Edon
H i Arial Black T
. . 2 B Arial Marrow
e Click the Font [v] and click a font. % i Arial Rounded MT Bold
N E " Arial Unicode MS
Note: You can also use the Font list £ 5 Bakerdle Ol Face
on the Home tab. % Batang :
o+ ™ BatangChe S e
e Chck the Font S-ize EI and CI.'iCk a kEHd S & - Northwind - Microsoft Access FORM DESIGN TOOLS
s'ize HOME C EXTERNAL DATA DATABASE TOOLS DESIGN ARRANGE FORMAT
. !T|Labal95 - | |Calib, (Detail) '|. l@atﬁng D _J \7.3
o Click one or more of these buttons iﬁﬁ.‘.elzctm&B Ty a2t = e us Background Alerte | Quich
to appl_y formatt]'ng:  Seledion Font | 10 Number Background
B =2| Form1 "
12
OBOld(B) |1w214 L N B B N

# Form Header

© Ttalic (1) Enee

@ Underline (U)

‘26
Erany:Nar ur:-“\_t)l 28

stk et o 36
4

jesetact Fitle:: ::| Col Id ts:gpti

ddrassi:

MNavigation Pane
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Editing Forms 10

0 Click an alignment button: BEH 9@ = Northwind - Microsoft Access FORM DESIGN TOOLS

HOME CREATE EXTERNAL DAT, DATABASE TOOLS DESIGN ARRANGE FORMAT
O Left (=)

§T|Labe|95 | | Calibri (Detail) -1 Formatting |:| == |i#
= s
G Center (g) EF Select Al B I U H- === @, <0 oo Background Alternate Quick]
- — 3 ' ' Image~ Row Calor~ | Styles
o Right ( = ) Selection B Automatic Mumber Background
T_ =8| Form1 ', Theme Colors
@ Click the Font Color [+ and S W OEEEESEE
click a color. : ill I I
Standard Colors
H EEENEEN
|
L |
= 1 1 18007
e To place a colored background H % @ = Northwind - Microsoft Access FORM DESIGN TOOLS
]n the label bOX, cljck the HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGN ARRANGE FORMAT
Background Color [v] and click labelos -| | calibri (Detail 11 -]« | Formatiing D =+ (4
r— &
a Col_ol’, blect All B I U A- =% % + | W0 Background Alternate Quick
- Image~ Row Color~  Styles
Fol:‘ Automatic mber Background

( You can click Transparent to Seledtion
m— Theme Colors

remove the colored background. o W AR

# Form Header

IPS
Can I format the text What is the paintbrush button on the Format tab?
in a field? This is the Format Painter button (+*). It copies formatting from one place to
Yes. Just select a another. To use it:
field instead of a o Select a label or field that has the formatting you want to copy.
label and then apply )
the formatting as you 9 Click .
learn in this section. e Click the label or field to which you want to apply the formatting.
It works exactly the

If you want to click more than one field or label in step 3, double-click * instead

same way.
y of single-clicking in step 2. Click the button again to turn it off when finished.

193



Change the Background Color

ou 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.

When choosing a background color, make sure that it does not clash with the color of the field label
text. For example, the default label text color is black, so any dark background will cause a problem.
Either use a light color for the background or change the color of the label text.

Change the Background Color

o In the Design view, click the H S- 2 Northwind - Microsoft Access FORM DESIGN TOOLS
title bar of the section for HOME  CREATE  EXTERNALDATA  DATABASETOOLS  DESIGN AR FORMAT
which you want to change prmHeader - ¥ | Formatting E E (2
the background CO|.OI’. lect All B I U A Q, = § g5y 0o Background  Alternate Quick|
f— Image~ Row Color~  Styles
. Selection Fa Automatic mber Background
9 Click the Format tab. =] Form1)\ Theme Colors
S I I T R AEEENEE 5o 6o
e Click the Background Color 1 ;
to display the available I I IIIIII
colors. !

e Click More Colors.

Transparent

More Colors...

The Colors dialog box opens.

o Select the color that you
want:

() You can use the Standard
tab to choose from basic
colors.

() You can use the Custom tab
to define a color numerically.

O ctick ok.

The color is applied to the
background.
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Add a Background Image

CHAPTER

10

background image can add interest to a form. As the name implies, it sits behind the fields,
providing a backdrop. For the 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 a background
image and stand out for easy viewing. If you prefer the fields to blend into the background image,
set the fill for each field to Transparent, as you learn to do in the section “Format Label Text.”
Labels are already set to a transparent fill by default.

Add a Background Image

@ Click the Format tab.
e Click Background Image.
e Click Browse.

The Insert Picture dialog box
opens.

e Navigate to the folder
containing the image that
you want to use.

o Click the image.

O click ok.

The image appears behind all
sections of the form.

Note: To remove the background
image from the 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 filename from the
Picture property.

HS o -
HOME CREATE

MNarthwind - Microsoft Access

EXTERNAL DATA DATABASE TOOLS DESIGN ARl FORMAT
lormHeader - ¥ | Formatting &D == | _.*
| -4
Elect All B I U A & === 0§ 9% 504 Background Alternate Quick
a ' ' ' Image= |Row Color~ | Styles
Selection Font Number& Browse...
=] Form1

FORM DESIGN TOOLS

|#/ Photo Stream

[ Libraries
@ Documents

Jﬂ Music

[E5] Pictures

B8 videos

Bahamas 063

v

|C0ntactName
0= Insert Picture “
@ - 1 1 « Pictures » Bahamas 0 v & Search Bahamas -l

Organize = Mew folder m (7]
7 Favorites F

B Desktop

4 Downloads

%] Recent places Bahamas 020 Bahamas 047 Bahamas (42 Bahamas 055

#& SkyDrive

Bahamas 071

File name: | Bahamas 071

J |Web-Re,ady|mageFi\5 v|

Tow ok | [ Conca |
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Add a Hyperlink

hyperlink on a form is like a label, except that it is a live link to the destination it represents.

That destination can be a web page, a file on your PC or network, an e-mail address, or another

object in the database, such as a table, form, or report.

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 2 to learn how to change a field type to Hyperlink.

Add a Hyperlink

o In the Design view, click the
bar of the section in which
you want to place the
hyperlink.

@ Click the Design tab.

e In the Controls group, click
the Hyperlink button (4%).

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.

The Insert Hyperlink dialog
box opens.
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CHAPTER

Editing Forms 10

e Type the URL. Insert Hyperlink ?
o YOU can al.SO Cljck Bl‘owsed Link to: Text to d\splay:|Get help for this form g | screenTip,.,
Pages to choose a recently st e | tookim [ yDomments [v] =
r e P
used URL T e | oo e
Falder
e Type the text that should 8 ). Onehictz Notebooks
Objecti is 1| Résumés
appear on the form. BEE Browsed | o gt
pp Pages ke 9
@ 1 Thernes
Click ScreenTip. i 1| Web Pages
0 P o Recent | ] 10rig1o
The Set Hyperlink ScreenTip el 10fig1 -
. Address: |http:.-’.-’W\n\uw.northwmd‘com.-’support-’(ustomerFormHelp.html ﬂ
dialog box opens. Hyperlink
R | QK | | Cancel
Note: A screen tip is text that pops

up when the user points at the Insert Fyperimk 2
hyperlink with the mouse pointer.
Link to: Text to display:|Get help for this form | ScreenTip..
o Type the screen tip text that ookin: [l Wy Doaments o =
you want to use Existing File
M or ¥eb Page L1 v Fs Bookmark...
. Current Set Hyperlink ScreenTip ~ ?
© click ok. a |
Object in This ScreenTip text:
ACCESS I’eturnS yOU to the Database Browsed |Click this link to view the Help page for this form ﬂ
Pages
Insert Hyperlink dialog box. O o |
e Fecent T Torig10
0 Click OK. Files [az] 10fig11 Y
Access adds the hyperh.nk to ngﬁrd”nk Address: |http:.K.-’\t\n/\ru\r.northwind.com.fsupportfcustomerFormHeIp.html
the form. - O « | o

@ Click the hyperlink’s frame and
then drag it to the location
that you want.

Can I hyperlink to other locations besides the Internet?
Yes. A hyperlink can link to any file in any location, including

your own hard drive 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 drive or network locations using this interface to choose
any accessible file. You can also link to a database object by
clicking Object in This Database and then clicking the
object, such as a table, form, or report.

What does the E-mail Address type of
hyperlink do?

It inserts 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.

197




Add a Tabbed Section

hen there are too many fields or labels to fit on a form at a usable 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.

A tab control is also useful when you need the form to show multiple sets of the same (or similar)
data. For example, you might want the form to be capable of showing separate data for various

company divisions.

Add a Tabbed Section

Add a Tab
o Click the Design tab.

9 Click the Tab Control button ([ 7).

e 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.

O click a tab.

() A frame appears, representing
that tab’s page.

© Click Add Existing Fields.
The Field List pane appears.

e Click @ next to a table name
(® changes to ).

The list expands to show that
table’s fields.
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@ Drag and drop fields from the e 5 Froig Lit )
. . e 15
F]el'd L1St on to the frame' [&F  Show only fields in the current recard source
Fields awailable for this wiew:
Note: You can also add nonfield : Compartane e
items, such as labels and hyperlinks. | — e
R City
© Click the other tab to add fields |- Fomprione]  [Gompayond g
tO -lt . |Cuntacl Name‘ |Cnnta:tNamE | Country =
Zi |CDHlaCt e ‘ |CnntaI:tT\t\E | Fields ava;\:};e in related tables:
Add Another Tab _ Orders Edit Table
i : )Address ‘ |Addr’ess |
o Click the outer frame of the tab ; L
ContrOL N Fields available in other tables:
@ Click the Design tab. ; Poticase]  pondcods e s
e Click the Controls = and then
Cth the Insert Page bUtton (Ij). HOME CREATE EXTERMAL DATE DATABAT) DESIGN ARRAMGE FORMAT Paul McFedries ~ ! o

Access adds another tab to the i 51?"” L5 B0l Aa =1 (7 €, & S FA =3 ?‘
tab control. Afonse | R || = m b endTime o Py T
5 Themes u (N \ - [l " Header / Footer o TS:U\: o

Rename a Tab

o Click the tab that you want to
rename.

ig setControl
N Use Contral

# Detail

ECTNF RO} 3 {JF

i3 ActiveX Controls

Defaults

B ‘“T\ Y

Wizards

_45tumerlD|

9 Click Design.

‘Custnmer\D

e Click Property Sheet. Ho

Paul McFedries ~ ! O

ME CREATE EXTERMAL DATA DATAEA@DESK}N ARRAMNGE FORMAT

] 28] Themes = l:l = Lago b =)

= R

The Property Sheet pane oo L5 [obl] Aa (=1 (7] €3 | | ET e by T -

Al Fonts ~ " imoge - B Date and Time Fields  Sheet  Order
appears- 5 Themes Controls Header / Footer Tools ~
=5| Form1 x

e Click Format. LrooclrrriiEr st 8 S Prpperty Sheet x

# Detail

e Type the tab text in the

~Customer Details | Pagel23 |

Selection type: Fage

|P393122

Caption box.

Caption Custamer Details
™
Page Index 0
CusmmerlDl TCustUmer\D Visible Yes

The tab is renamed.

How do I delete a tab?
Right-click the tab that you want to remove and
click Delete Page on the shortcut menu.

Alternatively, click the tab that you want to remove
and then press (0.

Can I hide a tab without deleting it?

Yes, you can hide a tab by setting its Visible
property to No. Click the tab to select it, click the
Design tab, and then click Property Sheet to open
the Property Sheet task pane. Click the Format tab,
click the Visible [~|, and then click No.
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Insert a Logo or an Image

You can add visual appeal to a form by adding a logo to the form header. This will most often be
a company logo, but you might also want to use different logos for different projects, teams, or
departments. 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 an Image

Insert a Logo
@ Click the Design tab.

o Click Logo.

The Insert Picture dialog box opens.

e Select a location.
e Click the picture to be inserted.

© click ok.

The picture is inserted in the Form
Header section.

Depending on the resolution of the
image file, it may cause the Form
Header section to expand. The form
header may also change its
background color.

Resize a Logo

o If needed, expand the Form
Header section to make room
for the image to be enlarged.

9 Click the logo.

e Drag a corner selection handle
(s changes to ™).

Note: If you do not maintain the
proportions, extra blank space may
appear on either the sides or the top
and bottom, but the picture will not
be distorted.

The logo is resized.
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Insert an Image 3 o o

FORRM DESIGH TOOLS

- Morthwind - Microsoft Access

0 Click the Design tab. HOME  CREATE  EXTERNAL DATA  DATABASE TO&DESMN ARRAMGE  FORMA
. ﬂTher‘ﬂesv E,E' Loga
Click Insert Image. ,D .
9 HCDIDrs' % Aﬂ @ Ij % s [ L] Title .
e Cth Browse. A Fonts = T Image E@)Date and Time
Themes Contrals Browse..s oter
=8| Form1
The Insert Picture dialog o Insert Picture | - |
bOX OpenS. [C] * 1 L <« MyPictures ) Bahamas Search Baham 2
Organize New folder =2 0 @
e Select the location of the w
image. I |

o Click the picture that you
want to insert.

O click ok.

Bahamas 020 Bahamas 047

el ¥ -

Baharrias 065 Bahamas 071

| |Web-Ready Image Files v|
6

File name: | Bahamas 047

Form1

0 Drag the mouse pointer to =

create the picture frame size .

that you want and then release
the mouse button.

The picture appears in the frame.

TIP

Set the picture’s Height and Width properties:
o Click the picture.

e Click the Design tab.

e Click Property Sheet.

e On the Property Sheet, click the Format tab.

How can I make sure that a picture has exact measurements?

e Click in the Width field and then type a value
in inches.

e Click in the Height field and then type a value
in inches.
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Set Conditional Formatting

ou can make form data easier to analyze by applying a conditional format to a field. A conditional

format is formatting that Access applies only when a field meets the condition you specify. For
example, you 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 green for customers whose order amount exceeds a certain value.

When you set up your conditional format, you can specify the font, border, and background pattern, which
helps to ensure that when a field meets your criteria, it stands out from the other fields in the form.

Set Conditional Formatting

o In the Design view, click
the field that you want to
format.

Note: Make sure that you select
the field, not its label.

9 Click the Format tab.

€@ click Conditional
Formatting.

Morthweind - Microsoft Access

FORM DESIGN TOOLS

Mumber

Background

[TE EXTERMAL DATA DATABASE TOOLS DESIGMN AR FORMAT Paul McFedries =
i (Detail) S e gemeoo -| D H [ o A
] -
ru A- & - === $ % v WM Background  Alternate Quick Change Conditional
- Image = Row Color= Styles = Shape - Formatting =

Control Farmatting

Quantity

Order Tatal

OrderDate

The Conditional Formatting
Rules Manager dialog box
opens.

O click New Rule.

Conditional Formatting Rules Manager

Show formatting rules for | opder Tatal IEI

EF EditRule [ X Delete Rule I « B »

Rule [applied in order shown) Forrat

The New Formatting Rule

dialog box opens.

o Click a rule type.

G Click [+ and choose a
condition.

o Click [v| and choose a
comparison operator.

e Click here and type the
value or text string.
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0 In the Preview area, define

the formatting for records Select a rule type:
Where the Condition -is met. Check values in the current record or use an expression
* Compare to other records
o Bol.d ( B ) Edit the rule description:
. Format only cells where the:
e ItahC (I) |Fie|d “Walue |s IE“ ||greaterthan HCCO Q
— M

@ Undertine (U) e e 1 v <0
() Background Color (|=-1) 6 6
@ Font Color (&-))

(? Enable/Disable (=) toggles
the display of the formatting.

€@ Click ok.

(® The new rule appears in the
Conditional Formatting Rules
Manager dialog box.

@ To add another rule, you can
repeat steps 4 to 10.

@ Click ok.

The conditions are applied to
the selected field. @ [o] 4 | | Cahcel | | Apply

Note: You can switch to the Form
view and then scroll through a few
records to check the conditional
formatting.

Why would I want to use the Enable/Disable button? How do I delete one of the multiple

You can toggle off the conditional formatting with the conditions that I have set up?
Enable/Disable button for either default formatting or To remove a rule, click the Format tab and
for any of your conditions in order to preserve your then click Conditional Formatting to open
conditional settings without using them all the time. the Conditional Formatting Rules Manager
For example, perhaps you only want to use conditional dialog box. Click the rule that you want to
formatting when a form is viewed on-screen, so you delete, click Delete Rule, and then click OK.
would turn it off before printing the form.
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CHAPTER 11

Creating
Reports

A report is a database object that organizes and formats your table or
query data to make it presentable and meaningful to other people.
With reports, you can organize data into groups; display subtotals and
grand totals for appropriate fields; and add lines, graphics, and fonts
to put your data in its best light. Best of all, as you see in this chapter,
various Access tools and wizards make it easy to create basic reports.

Customer Address Book
|

Navigation Pane

NUM LOCK fl & H &
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Create aSimpleReport. . . . . . . . . . oo o .. 208
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ou have seen in previous chapters that each type of Access object offers multiple views, such as

the Datasheet and Design views for a table, and the Form, Layout, and Design views for a form.
Reports come with the most views of just about any other object — four in all. Each view has a
specific function for which it is best suited, so it pays to understand what each view offers you and
when it is best to use it.

Layo Ut vi ew T8 Customer Address Book 3
. . Customer Address Book ey peesmmerTAE
The Layout view enables you to configure the
overall formatting and layout of the report but A
. . . Elizabeth Andersen 123 Any Street Any City WA 99399 usA
not to change individual elements, such as text e e 123 e any iy " sss00 uen
Thamas Aken 123 Any Street Any City WA 99999 usa
boxes. You can add grouping and sorting levels, B
totals, and other information as well as apply T — T v o wm e
themes. i — o e
G
Design View e F
@) € Report Header
The Design view is where you can fine-tune the CustomprAddressBook | [ | ™0
~ | RO FRet 154 (Report IFter Qe Beblmcad Eitefeatt s shiw oo inenll i i g
|

fields and labels to be included on the report. S !
Only in this view can you add nonfield controls,
such as labels. A report in the Design view often
bears little resemblance to the finished layout.
For example, compare the Design and Layout
views shown here; the Layout view shows
approximately how the fields will appear in the
actual printout. However, the Design view shows

items according to section and does not always
place everything where it will actually be. As
you are learning to use the 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.
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Report View

The Report view shows the report approximately
as it will be printed, but it does not simulate

[ customer Address Book

Customer Address Book

A

Friday, Decermber 7, 2012

a0

the edges ofthe paper on-screen, soyou cannot | SR S m D oE
see the actual margins that will be used. Even if B
the report is too wide to fit on the paper, it still P S v M ww
appears on-screen as one whole page. You B .
cannot edit the report in the Report view. e it e o wmm

G

I EE R DOE 3

Print Preview e >
Print Preview shows the report exactly as it will Customer Address Book
be printed. It shows page margins by simulating
the edges of the paper on-screen. If the report B e S,
is too wide to fit on the paper, it is truncated mon en e m
where the page break would truncate it. You B s .
cannot edit the report in Print Preview. g oo

Daniel Goldschmidt

123 Ary Street

gl

Any City

wa
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y far, the easiest way to create a report is to use the Report command. It lets you create no-frills

reports with just a few clicks of the mouse. The Report command — which you can use only on
existing tables or queries — is fast and requires no input from you. This is the way to go if, rather
than print a form or datasheet, you prefer to generate a report. After you create a report, you can
save it for later reuse or simply re-create it the next time you need it.

Create a Simple Report

o Click the table or query in
the Objects list.

© Click the Create tab.
e Click Report.

The report appears in the
Layout view.

o To save the report, click the
Save button ().

The Save As dialog box opens.

o Type a name for the report.

O click ok.

The report is saved.
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theme is a preset collection of formatting that you can apply to your report. Throughout Office

2013, themes define three formatting elements for the object to which they are applied: fonts,
colors, and object effects. However, in Access reports, only colors and fonts are affected. Office 2013
provides you with ten themes that you can use to quickly apply consistent formatting to a report so
that it matches other reports or company specifications.

Themes work the same way for reports as for forms; for more details, see Chapter 10, “Editing Forms.”

Apply a Theme to a Report

. . . E=H s Northwind - Microsoft Acce; REPGRT LAYOLT TOOLS ? - x
In the LayOUt V1eW Or DES]gn V1ewl HOME CREATE EXTERNAL DATA DATA“ DESIGN ARRANGE FORMAT PAGE SETUP Paul McFedries '! 13
3 3 = A o [£= Group & Sort .
click the Design tab. O %z o T As = (0 &, F BB o B
. . o T3 Hide Details - Fiel Shest
o Cljck Themes. Views | In this Database — Contrals Tocls ;
Access displays a gallery of themes. shabetical List of Products Friday, Decerber 7,2012
4126134 PR
. Procigmilams Supplier Category G
You Can p01nt to a theme to See a Che Exotic Liquids Beverages 10k
preview of it on the report. Chang Exofic Liquids Beverages 24 -|
Aniseed Syrup Exotic Liquids Condiments 12 -
e Click the theme that you want. e can Do | Cendmens e
Grandma's Boysenberry Grandma Kelly's Condiments 12+
> M Spread Homestead
The theme ]S apphed' 7 | Uncle Bob's Organic Dried Grandma Kelly's Produce 12-
Pears Homestead
Note: See Chapter 10 for information S st conements =
on creating your own custom themes. e 10 [ lkura Tokyo Ireclers seatood 12-
. 11 | Queso Cabrales Cooperativa de Quesos | Dairy Products 1ke
Chapter 10 also explains how you can s Caras
12 [Queso Manchego La Cooperativa de Quesos || Dairy Products 10-
apply color themes or font themes et [ s
l_ 12 | Konbu Maryurmi's Seafeod 2 ke
Separate y' = 14 |Tofu Mcyumi's Produce 40-
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fter creating a report, you will probably want to print it — for example, if you need multiple
copies for distribution to others. Access enables you to set a number of print options before
printing the report, including choosing the printer, a page range, and the number of copies.

You can also check the report first in Print Preview to make sure that it looks the way you want it. If
you are confident that the report is laid out properly, you can also print it directly from any other view.

Preview and Print a Report

Open a Report in Print
Preview

o In the ALl Access Objects list,
right-click the report.

@ Click Print Preview.

The report appears in Print
Preview.

Switch an Open Report to
Print Preview

@ Click the Home tab.
@ Click the View .
€@ Click Print Preview.

The report appears in Print
Preview.
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Print a Report from Print Preview
@ click Print.

The Print dialog box opens.
9 Change any print settings, if necessary:

Click the Name [+ to choose a different
printer.

Click here to set a page range () changes
to @).

Click here to specify a number of copies to
print.

€© click ok.

The report is printed.

Print a Report from Other Views

@ click File.

The File options appear.
e Click the Print category.
€ Click Print.

The Print dialog box opens.

6 Perform steps 2 and 3 in the subsection
“Print a Report from Print Preview.”

The report is printed.

Qe | :
FRINT FREVIEW
& 0O ww o @6 Q
Frint Size  Margins Print Data Cinky Fortrait Landscape Columns Page  Zoom
- - Setup - A
Page Size Page Layout
A Alphabetical List of Products
- 2 -
Print > IEN
Printer
Mame: EPSONSFECAT (Artisan 837) v Properties
Status:  Ready
Type: EPSON Artisan 837 Series
where: WSD-355bceS5-56a5-4850-9367-0d6 31 c3b0%e5. 0069
Comment! [CIPrink
Print Range Copies
OL Number of Copies: 1
] (IPages  From: : B : .
= Callate
P4 lb—l 2'—' 3‘—'
= Selected Record(s)
2 5
=
w
5 O - =
I}
= s

How can I see more of

the report at once?

The Zoom group on the
Print Preview tab contains
buttons for One Page, Two
Pages, and More Pages. If
you click More Pages, you

QEEE 2 &

Zoom  One  Two  More  Refresh  Excel

Page Pages Pages— All
ZLoam Four Pages
Eight Pages

Tuielse Pages

can choose a four-, eight-, or twelve-page display.

Moarthwind - bi

Print

o Quick Print

.y
qu Send the object directly to the default printer without
rmaking changes,

Print

o}
ﬂ;ﬁ Select a printer, nurmber of copies, and other printing
options before printing,

Print Prewview
@ Prewiew and rmake changes to pages before printing.

How can I export the
report?

The Data group on the
Print Preview tab contains
buttons for exporting to
Microsoft Word (in rich
text format), to a text file,
to an Excel file, and to several other formats.

, Decernty
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he simple report is fine for very basic reporting, but it is likely that in most cases the resulting
report will not suit your needs exactly. For more control over your reports, you need to use the
Report Wizard, which takes you step-by-step through the entire report-creation process.

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 the Design view to fine-tune its appearance.

te a Re ith the Report Wizard

o Click the Create tab.
e Click Report Wizard.
The Report Wizard opens.

€ Click the Tables/Queries [
and click the table or query

on which to base the report.

O click a field.

9 Click [> ] to move the field
to the Selected Fields list.

0 Repeat steps 4 and 5 for all
the fields that you want to
include.

If necessary, you can click
= | to remove a field.

@ Click Next.
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The grouping page of the
wizard appears.

© Click a field by which you
want to group the records.

o Click = | to group by the
chosen field.

The sample changes to show
grouping by that field.

@ Click Next.

The sort order page appears.

@ In the first drop-down list,
click [+] to choose a field by
which you want to sort.

@ Click here to switch between
an Ascending and a
Descending sort.

You can define additional
sort levels, if needed.

€®) Click Next.

Report Wizard
Do you want ko add any grouping
levels? CategoryID
ProductMame, SupplierlD,
QuantityPerUnit, UnikPrice,
PrUdL!ctName - UnitsInStock, UnitsOnOrder,
| SupplierIC ReorderLevel
ECuantity PerLinit
UnitPrice =
UritsInStock.
UritsOnOrder
ReorderLevel Pricrity
i.
Grouping Options ... Cancel < Back Mext = Einish
Report Wizard

what sort arder and surmary infarmation do waou want For detail records?
‘You can sort records by up to Foueields, in
ascending or descending order,
1 ProductMame W Ascending

Z ¥ Ascending

3

4

Summary Sptions ..

9

Cancel < Back Einish

How can I group by something other than unique | Can I have fields from more than one table or

values?

query in the same report?

Click Grouping Options after step 9 to access the Yes. Repeat steps 3 to 6 to select another table or
Grouping Intervals dialog box. From there, you can query before clicking Next in step 7. As long as the
define a grouping interval. For text, you can group tables or queries are related in some way, Access
by the first letters of the entry. For numeric values, | will pull data from them, just as it does when you
you can group by numbers (such as 10s or 100s). create a query.
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he Report Wizard is useful not only for selecting the exact fields that you want in your report, but

also for making it easy to apply a grouping option to the records. The Report Wizard also allows
you to choose the report layout, orientation, and formatting. You can change the fields, grouping,
layout, and other options later in the Report Design view, but it is often easier to specify upfront

what you want via the wizard. Finally, the Report Wizard also enables you to preview your report.

The layout page appears.

@ Click the layout that you want
to use (O changes to @).
@ Click the page orientation that

you want () changes to @).
€D Click Next.

The title page appears.

@ Click here and type a name for
the report, replacing the
generic name that appears.

@ Click to choose how the report
should be viewed after it is
created () changes to @).

€D Click Finish.
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How would vou like to lay out vo

Report Wizard
ur repork?
Layout Crientation
() Stepped (@)Portrait
(®) Block (CJLandscape

;Qutline é Izh

Adjust the field width so all Fields Fit on

a page,

Cancel < Back

Finish

(18 g

Report Wizard

what title do wou want For vour report?

Alphabetical List of Praducts Report @

That's all the infarmation the wizard needs to create vour
report,

Do wou wank ko preview the report or modify the report's
design?

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

Cancel < Back.




If you cl-icked the Preview I8 Alphabetical List of Products Report x
the Report option in step 18,
the report appears in Print Alphabetical List of Products Report
Preview.
Category ProductMarme Supplier Quantity Per Unit Price:sinstock On Orded
Beverage Chai Exotic Liquids 10 boxes x 2 S18.00 39 sl
Chang Exatic Liquids 24 -12 0z bo $19.00 17 40
Chartreuse verte Aux joyeux ecclési 750 cc perb S18.00 69 83}
Cdte de Blaye Aux joyeux ecclési 12 - 75 ¢l bo $263.50 17 o]
Ipoh Coffes Leka Trading 16 - 500 g ti $46.00 17 10
Lakkalikdiri Karkki Oy 500 ml $18.00 57 a
Laughing Lumberjack Lag Bigfoot Breweries 24 - 12 0z bo $14.00 52 a
Outback Lager Pavlova, Ltd. 24 - 355 ml $15.00 15 10
Rhiinbriu Klosterbier Pluizer Lebensmitt 24 - 0.5 | bo 57.75 125 o]
Sasquatch Ale Bigfoot Braweries 24 - 12 0z bo $14.00 111 o}
Steeleye Stout Bigfoot Breweres 24-12ozbo $18.00 €0 o]
Condimen  Aniseed Syrp Exotic Liquids 12 - 550 ml S10.00 13 70
Chef Anton's Cajun Seaso Mew Oreans Cajun 48 - 6 oz jar $22.00 53 (0]}
If you Cl-icked the Modify the I8l Alphabetical List of Products Report
Bt e “ Field List x

Report’s Design option in Crepoiimen
step 18, the report appears

in the Design view.

# Page Header

# Categoryhame Header
& Detail

. Alphabefical Li

# Page Footer

=Moo ()
# Report Footer

- _‘Categn ryl‘mP roductMame

SupplierlD

R R R
t of Pradicts Report|
EETEEaE e
v [QuantityPerl|UnitPrice

How can I change the name of a report
after creating it with the Report Wizard?
First, close the report. Then, from the wi
Objects list, right-click the report and
choose Rename from the shortcut menu.
Type a new name and then press (Z10].

dth?

[ show all tables

Fields available for this view:
ProductiD
Producthlame
SupplieriD
CategorylD
QuantityPerUnit
UnitPrice
Unitsinstack
UnitsonOrder
Reorderlevel
Discontinued
CategoryName

How can I make the report extend to multiple pages
horizontally if the fields do not fit on a single page

Before step 16, deselect Adjust the field width so all
fields fit on a page ([¥] changes to [1). The report will
then expand horizontally to fill as many pages as needed

for all the fields to be at their original sizes.
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he Report Wizard offers the easiest path to creating a report, but it does not give you much

flexibility in terms of the report layout. The Report Design view gives you complete flexibility
but is more complex to learn and use. In between these extremes is the Report Layout view, which
enables you to create a report by dragging and dropping fields on to a blank page.

Because you can easily switch between views, you can create the initial layout in the Layout view
and then fine-tune it in the Design view.

the Layout View

o Click the Create tab.
9 Click Blank Report.

A blank report window
appears in the Layout view.

€ 1n the Field List, if a list of
tables does not already
appear, click Show all
tables.

o Click next to a table’s
name.

A list of the fields in the table
appears ([ changes to ).

9 Drag a field on to the report.

The field name appears at the
top, and records from the
table appear beneath it.

0 Repeat step 5 to add other
fields to the report as needed.
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HOME  CREATE ATA DATABASETOOLS  DESIGN  ARRANGE  FORMAT  PAGE SETUP Paul McFedries &
, liok| & Form Wizard ;— R 4 Module
A HE M Re EEOZ ) [ L
N [E Mavigation - 11 Class Madule
Application  Table Table SharePoint Ouery Query  Farm me Blank Repart Repur'. B\ank Macro
Parts - - sian Form [ More Forms = Design Report 4] visual Basic
Templates Tables Queries Forms, Repaorts 5 & Code -
» |18 Reportt x
Field List *
Mo fields available to be adde CUPERE i e,
[F Show all tables
[ Rreport1 X
R, d List x
Producthame Shiw only flelds in the current record source
Chai Flfds awailable for this view:
?ang (=1 Products Edit Table
. ProductiD
Aniseed Syrup FroductName
Chef Anton's SupplierlD
Cajun CategaryiD
Seasoning QuantityPerUnit
UnitPrice
Chef Anton's UnitslnStock
Gumba Mix UnitsOnOreer
Ermdmes Rearderlevel
BDySEﬂbEI’W Discontinued
Spread
Fields available in related tables:
Uncle Bob's [ Categories Edlit Table
Crganic Order Details Edit Table
Dried Pears Suppliers Edit Table
Marthwoods
Cranberry
Sauce
Mishi Kobe Fields awailable in other tables:
Miku @ ANl Orders Edit Table [a
Custamers Edit Table
Ikura Employzes Edit Table
Inventary Edit Table
Queso B Orders Edit Table
Cabrales Fayment Types Edit Table
Puinen

h Products For Update

Edit Table




he default page size for a report is Letter size, which is 8.5 x 11 inches. If you will be printing
your report on paper that uses a different size, Access offers 17 different page sizes, including
Legal (8.5 x 14 inches) and US B (11 x 17 inches).

You can also switch the report layout between portrait and landscape. Portrait prints across the
shorter dimension of the paper, so it is best for reports that have only a few fields. Landscape prints
across the long dimension, so use it if your report has many fields.

et the Page Size and Orie n

Set the Page Size 0EH S s Northwind - Microsoft Access REPORT LAYOLT TOOLS
. . HOME  CREATE  EXTERMALDATA  DATABASETOOLS  DESIGN  ARRANGE  FORMAT | PAGESETUP 0
o In the Design or Layout view,

. Show Margins D = [En
click the Page Setup tab. Size V%pmwmomy Partrait Landscape Colurnns PE
© cClick Size.

Cd

Setup

A4(210x 257 mm] = Jlout
27 x11.68"

Letter (8 1/2 x 11in)

O] Op

9 CI-]Ck a paper size. EE Quantity Per Un Unit Price  UnitsinStack Pnits On Order|
. ;Eg“' :‘:H"Z* 14in s |[10 boxes x 20 518.00 39 0
575
Access adjusts the report to bags
. . 8x 10in B
suit the new page size. o P ST " “
bottles
5x Tin (Photo Tray) 0
e 12 - 550 ml $10.00 13 70
bottles
4x 6in (Photo Tray)
4"z 6" ats |48 - 6 oz jars $22.00 53 0
3.5 x 5in [Photo Tray)
155"
169 wide (4 7.11 in) (Photo Tray) pts (|36 boxes 521.35 0 0
25701
Envelope #10 (4 18 x 9 12 in]
413" % 95" its (12 - 8 oz jars $25.00 120 o]
A6 4.1 x 5.8in (105 x 148 mm) (Photo Tray)
413" 5,83 =

HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN

. °* u; E - B REPORT LAYOUT TOOLS
Set the Page 0nentat10n h BRRAMGE  FORMAT  PAGE SETUP 4

o In the Design or Layout view, 0 oo B = =

click the Page Setup tab. Szt Marsins i pacs Orty | POEE Landscape Colurnns Sp:tie

Page Size Page Layout '

@ Click Portrait or Landscape. > [ nepons é

Access adjusts the report E‘ProductName Supplier Categaory Quantity Per Un Unit Price  UnitsinStack Pnits On Order§
Chai Exotic Liquids||Beverages 10 boxes x 20 S18.00 39 af
to accommodate the new bags
oﬁentation. Chang Exotic Liquids|[Beverages 24 - 12 0z $19.00 17 40
bottlas ;
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Change the Report Layout Type

Access gives you an easy way to arrange your report fields: the control layout. This simple layout
acts as a kind of table, and your fields are slotted neatly into the layout’s rows and columns. In
a stacked layout, the controls are arranged vertically in two columns, with field names in the left

column and fields in the right column. In a tabular layout, the controls are arranged horizontally in
two rows, with field labels in the top row and fields in the bottom row.

(. The default type of report
created in the Layout view is
tabular.

- A tabular layout places each
field name across the top row,
with the individual records
beneath.

G

e

HOME

==
E=]
E=

CREATE

Morthwind - Microsoft Access
EXTERNAL DATA

E E [ Select Layout

[E Select Colurmn

REPORT LAYOLTTOOLS
DAT&BASE TOOLS DESIGN | ARRANGE | FORMAT

PAGE SETUP

?

Paul bicrediie: - [l @

- 8 x

Navigation Pane

[

Grilines Stacked Tabular  Insert Insert Insert Merge  Split Split Move Move  Control  Contral
- Pbove Below Left  Right [ SelectRow Vertically Horizontally  Up  Down  Margins = Padding =
Table Fows & Columns herge / Split Move Pasition -
o B
ProductMame g Supplier Category Quaritity Per Unit Unit Price
Chai Exotic Liquids Beverages 10 bices x 20 bags ||518.00
Chang Exotic Liquids Beverages 24 - 12 oz bottles 519.00
Aniseed Syrup Exotic Liquids Condiments 12 - 550 ml bottles ||510.00
Chef Anton's Cajun Seasoning MNew Orleans Cajun Delights Condiments 48 - 6 oz jars 522.00
Chef Anton's Gumbo Mix Newr Orleans Cajun Delights Condiments 36 boces 521.35
Grandma's Boysenberry Spread Grandma Kelly's Homestead Condiments. 12 - 8 0z jars 525.00
Uncle Bob's Organic Dried Pears Grandma Kelly's Hormestead Produce 12 -1 b pkgs. 530.00
Morthwoods Cranberry Sauce Grandma Kelly's Homestead Condiments 12 - 12 0z jars 540.00
Mishi Kobe Niku Tokyo Traders Meat/Poultry |18 - 500 g pkas. 597.00
Ikura Tokyo Traders Seafood 12 - 200 rnl jars 531.00
Queso Cabrales Cooperativa de Quesos Las Cabras' Dairy Products ||1 kgipkg. 521.00
Queso Manchego La Pastara Cooperativa de Quesos Las Cabras' Dairy Products |10 -=500 g pkas. 538.00
Kaonbu Mayumi's Seafood 2 kg box 56.00
Tofu MayLmi's Produce 140 - 1100 g pkgs. 523.25
Genen Shouyu MaEyLmi's Condiments 24 - 250 ml bottles ||515.50
Paviova Paviova, Ltd. Caonfections 32 - 500 g boxes 517.45
Alice Muttan Paviova, Ltd. Mheat/Poultry  ||20 - 1 kg tins 539.00
Carnarvan Tigers Pavlova, Ltd. Seafood 16 kg pkg. 56250
Teatime Chocolate Biscuits Specialty Biscuits, Ltd. Confections 10 boxes x 12 pieces||59.20 ~

¥
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CHAPTER

Creating Reports 1 1

G You can cl‘ick here to change |ﬂ§ H S o= Northwind - Microsoft Access REPORT LAYOUT TOOLS 7 - x
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGM ARRANGE FORMAT PAGE SETUP Paul MeFedries ~ ! ‘
to a stacked layout.

A fc ﬁ%%mﬁde(tuyuul % ﬁ E ga

[E Select Colurmn
Gridlines Stacked Tabular

st Insert Insert Insert Merge  Split Split Move Move  Control  Gontral

() A stacked layout places each | T e Pssein et | ™ | et .
record in its own area, one on i e g
top of the other, with all its Procusie - [Chel
fields in one place. spaler oo g

Category ‘Beverages

-0

(2 When switching between ety per e }‘“W”Zg begs
Unit Price S18.00
stacked and tabular layouts, make .
nitsinstack |

sure that you click the Select All
icon ([#) to select the entire
data grid before making the
change. If you select only certain P
fields, only those fields will be Untsirstosk 17

ProductNams ‘Chang

Supplier ‘Exumc Liquids

Navigation Pane

Category ‘Beverages

Quantity Per Unit [24 - 12 oz buttles

changed. That enables you to Productharme  [anizeed Synp
create layouts in which some e [rotc L
. . Categp Condiments
fields are arranged in a tabular T

_— -

layout and others are stacked. —

219



ou can get more space on the printed page to display your report data by using smaller page

margins. The margins are the blank areas that surround the printed data. For example, if you find
that Access is printing extra pages because your data is a bit too wide or a bit too long to fit on a
single page, you can reduce either the left and right margins or the top and bottom margins.

If you or another person will be writing notes on the printouts, consider using wider margins to
allow more room for the notes.

EHS s

Use a Page Margin Default

Harthwind - Microsoft ficcess REPORT LAYOLUT TOGLS
I he Desi L . HOI CREATE  EXTERMAL DATS,  DATABASE TOOLS DESIGN ~ ARRAMGE  FORMAT | PAGESETUR
o n. the Design or Layout view, 3 souvan: B E [é
C|'1Ck the Page setup tab‘ Size  Margins Pririt Diata Only Partrait Landscape Colurmns Page
- - Setup
9 Click Margins. ST @ Top 0r B [
Left: 035" Right:  0.33"
9 Click a margin setting. e S
Top: 1" Bottom: 1"
The margin Setting ]'S appﬁed. &@ Left: 075" Right: 075" Exotic Liquids
Narrow Exotic Liquids
By default, margins appear D Lh oae g o Fotie Liguids
. P . t P . un Seasoning MNew Orleans Cajun Delights
on-screen 1n Fnn reY]eW' ;Chef Anton's Gumba iix Mew Drleans Cajun Delights
If you do not want this to {|Grandrna's Boysenberry Spread Grandma Kelly's Homestead
happen, deselect Show
. B H - 5 REPORT LAYOLT TOOLS
Marg]ns ( Changes to D) HOME ~ CREATE  BXTERMALDATA  DATABASE TOOLS DESIGM  ARRAMGE  FORMAT | PAGE SETUP
Set Custom Page Margins 0O [ zseevese [H = 2 -0
. Size  Margins Print Data Only Portrait Landscape Colurmns Page
o Click the Page Setup tab. T setup
~ Page Size Page Layout
© Click Page Setup. > e Page Setup ?
E‘ Print Cpti P
. FroductMame rint Options [o0cRpllcn
The Page Setup dialog box — Merdinsfinches)
opens. Topi 025
p Cha”g Bottom: | g,25
. . . Aniseed Syrup Left: 05
e Cth ..m a teXt ﬁeld and type a Chef Anton's Cajun Seas Right:  [p.25 ts
margin setting for that side of Chef Antan's Gurmbo M =

the page. Grandma's Boysenberry ] Prit Data Only rd
Uncle Bob's Organic Drie Split Form ad
o Repeat step 3 as needed for 2 Northwoods Cranberry 5f| | Pr: Formcriy -
. o - : Print Diatasheet Only
the other sides. 5 Mishi Kabe ik
S lkura
o Click OK. ";U Quesn Cabrales 5 Cancel < Cabrac'

The margin setting is applied.

220

Queso Manchego La Pa

urd

LUUpErEye ue guests Las Cabras'




our reports will be more attractive and easier to read if the controls have some extra space within
and around them. You can ensure this by adjusting the margins and the padding. 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.

et Co

Set Control Margins

o In the Design or Layout view,

select the controls.

Note: Hold down (E1) and then
click multiple controls; you can also

drag a lasso around them.
9 Click the Arrange tab.
e Click Control Margins.

0 Click the setting that you want.

Access applies the control

margin setting to the selected

controls.

Set the Control Padding

o In the Design or Layout view,

select the controls.

Note: Hold down (&) and then
click multiple controls; you can
also drag a lasso around them.

9 Click the Arrange tab.
e Click Control Padding.

0 Click the setting that you want.

Access applies the control

padding setting to the selected

controls.

Margins and Pad

g

H ©- =
HOME  CREATE

Table
[ Report1

Morthwind - Microsoft Aecess
EXTERMAL DETA  DATABASE TOOLS

ﬂ ﬂ m ,I‘ (El E) [ Select Layout

nes Stacked Tabular  Insert Insert nsert Insert
Shove Below Left  Right L Select Row

[ Select Column

Rows & Calumns

Merge  Split Split

REPCRT LA&YOLT
DESIGN ARRANGE PAGE SETUP

il = 2=

Merae / Split Maove

&@

ProductMame

Chai

Chang

Aniseed Syrup

Chef Anton's Cajun Seasoning
Chef Anton's Gumbo Mix
Grandma's Boysenberry Spread
Uncle Bob's Organic Dried Pears
Morthwoods Cranberry Sauce
Mishi Kobe Niku

Supplier

Exotic Liquids
Exotic Liquids
Exotic Liquids
Mewy Orleans Cajun Delights
Mew Orleans Cajun Delights
Grandma Kelly's Homestead
Grandma Kelly's Homestead
Grandma Kelly's Homestead

Tokyo Traders

Move Move | Contral  Cond
Vertically Horizontally | Up  Dewn  Margins= Padding -

ﬂ. Medium

A wide

?2 - 8 x

Paul MeFedries = &

Beverages

Condirments
Condiments
Condiments
Condiments
Produce
Condiments
Meat/Poultry

H ©-
HOME  CREATE

Morthwind - Microsoft Access
EXTERMAL DATA DATABASE TOOLS

m D (El E’ [ Select Layout
£

[ select Colurnn

v Insert Insert Insert  Insert
Above Below et Right [0 Select Row

Rows & Calumns

erge  Split Split

REPORT LAYOLIT, g
DESIGN ARRANGE % PAGE SETUP

=R

Merge ¢ Split Moue

Move Move Control antrol
Vertically Horizontally  Up Down  Margins - Padding =
o1

Producthame

Chai

Chang

Anisead Syrup

Chef Anton's Cajun Seasoning
Chef Antan's Gumbo Mix
Grandma's Boysenberry Spread
Uncle Bob's Organic Dried Pears
Morthwoods Cranberry Sauce
Mishi Kobe Niku

Supplier

Exotic Liquids

Exotic Liquids

Exotic Liquids

MNew Orleans Cajun Delights
MNew Orleans Cajun Delights
Grandma Kelly's Homestead
Grandma Kelly's Homestead
Grandma Kelly's Homestead

Tokyo Traders

7 -

B
Paui tckedies - B

0

G ox

Jeverages
Condiments
[Condiments
Condiments
Condiments
Produce
Condiments
Meat/Poultry
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hen you apply a theme to a report, the font formatting is applied automatically. You can modify

this, applying some of the same types of formatting to report text as you would text in Word.
For example, you can change the typeface, specify a font size and color, and apply formatting such
as bold, italic, and underline. 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

o In the Design or Layout view,
click the label or field that you
want to format.

To select more than one label
or field, hold down (£1) as you
click them.

9 Click the Format tab.

© Click the Font [v] and click the
font that you want.

Access applies the font.

Set the Font Size

o Click the label or field that you
want to format.

To select more than one label
or field, hold down (£ as you
click them.

@ Click the Format tab.

9 Click the Font Size [~] and click
the font size.

Note: If you choose a larger size,
the text may appear truncated.
Enlarge a field’s box if needed,
moving other boxes to make room.

Access changes the font to the
new size.
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Selection
& report1

CREATE  EXTERMALDATA  DATABASE TOOLS DESIGN  ARRAMGE  FORMAT QTUP Py
- Trebuchet MS (Detail) Farmatting D L2 Shape Fil -
= L# Shape Outline
Ject A1l Trebuchet M3 (Header) Background
Trebuchet MS (Detail) Image -
Selection nber Background Control Formatting
& Reportt T dgency B
— & Aharoni HGRE=T]
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A s Supplisr Caf
T ALGERIAN —
B Exotic Liquids Bl
T et Pp|
| - - Exotic Liquids Be
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T Aparajita GrEiced MNew Orleans Cajun Delights [ofs ]
Tp arabic Typesstting Jso sl Mew Orleans Cajun Delights Crl
T Arial Grandma Kelly's Homestead o
T Arial Black Grandma Kelly's Homestead Pr
Br Arial Narow Grandma Kelly's Homestead Crl
T Arial Rounded MT Bold Tokyo Traders M
T Arial Unicode MS ety e o
Baskerville Old Face
i B Cooperativa de Quesos 'Las Cabras' DE|
atan :
2 Cooperativa de Quesos Las Cabras' D
T BatangChe - -
\\\\\\\ Manurmi's Sel
d - s Morthwind - Microsoft Access REPORT LAYOUT TOOLS
HOME  CREATE  EXTERMNAL DATA  DATABASE TOOLS DESIGN  ARRANGE  FORMAT Qup Faul e

«| [Trebuchet MS (Header, ~ [l |* ting D L2 shape Fill -
B Bk . ¥ Shape Outline -
B I U -5 = ckgrour
L2 9 Irmage =
Fort 10 Humber Backgrounsd Cantral Farmatting
1
12
F 14
ProductMams 15 Supplier Categ|
Chai 8 Exotic Liquids Bever:
2
Chang 2 Exotic Liquids Bewer
Aniseed Syru 24 Exotic Liquids Condi
Chef Antan's 26 easoning Mew Crleans Cajun Delights Condi
28
Chef Anton's . i Mew Crleans Cajun Delights Condi
Grandma's Bi 48 Ty Spread Grandma Kelly's Homestead Condi
Uncle Bob's © Ti Jried Pears Grandma Kelly's Homestead F rodu
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Set the Font Attributes

@ Click the label or field that you
want to format.

To select more than one label or
field, hold down (£ as you
click them.

@ Click the Format tab.

9 Click the buttons for the
attributes that you want:

Bold (B)
Italic (I)
Underline (U)

Access applies the font
attributes.

Set the Font Color

o Click the label or field that you
want to format.

9 Click the Format tab.
e Click the Font Color [+].

The Font Color palette appears.
e Click the color that you want.

Access applies the color.

H - s Marthwind - Micrasoft Access REPORT LAYOUTTOOLS
HOME  CF EXTERNAL DATA  DATABASE TOOLS DESIGN  ARRANGE  FORMAT Qup Paul Mc
<| [Trebi nek MS Header -[13 - Farmatting El L shape Fil~
L7 Shape Qutline =
lect 21l B I U === Background
Image ~
Selection Font Mumber Background Contral Formatting
i reporti
5
& ProductName Supplier Cate
Chai Exotic Liquids Bewer
Chang Exotic Liquids Bever
Aniseed Syrup Exotic Liquids Condi
Chef Anton's Cajun Seasoning Mew Crleans Cajun Delights Condi
Chef Anton's Gumbo Mix Mew Crleans Cajun Delights Condi
Grandma's Boysenberry Spread Grandma Kelly's Homestead Condi
Uncle Bob's Organic Dried Pears Grandma Kelly's Homestead Produ
ly
Morthwoods Cranberry Sauce Grandma K{Qﬂy‘s Homestead Condi
H ©- s Marthwind - Microsoft Access REPORT LAYOUT TOOLS
HOME ~ CREATE  EXTERMAL DATA  DATABASE TOOLS DESIGN  ARRAMGE  FORMAT Qup Paul Me
«| [Trebuchet MS (Header |14~ Formatting El L2 shape il -
LZ Shape Outline =
lect A1l B I U A- = Background
Image ~
Selection W Zutomatic Pumber Background Cantral Formatting
B Report1 Theme Colors
H ENENEER
Flas
& Pri Supplier Cate
Chi ] I I I I I I I I Exotic Liquids Bever
Ch¢ Standard Colors Exotic Liquids Bever
i : EEEEE 4 Exotic Liquids Condi
Che m 1 Mew Crleans Cajun Delights Condi
Ch H Mew Crleans Cajun Delights Condi
EEEEENN
CrpEEEEEEEEEd Grandma Kelly's Homestead Condi
e L L LI Grandma Kelly's Homestead Produ
Recent Colors - =
Mo EEEE Grandma Kelly's Homestead Condi
MiS @ More Colors.., Tokyo Traders Meat/

What are the different color sections in the Font Color

palette?

e Theme Colors refers to the color themes that you can apply

throughout Office applications in Office 2013. These colors

shift when you apply a different theme.

Standard Colors are fixed colors that do not change with

the color theme.

Recent Colors are colors that you have already applied in
this database. Using one of these colors ensures consistency

across objects.

What does the Background Color
button do?

The Background Color button (=-)

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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s 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 report in the Layout view, the fields are usually properly aligned with one
another, but if you create or modify the report in the 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

o In the Design or Layout view,
click the label or field.

e Position [; over the right edge
of the control (I changes
to #—#) and then drag to the

right or left.

3 el Stacked
B Tabular

The field is resized, and any
fields to its right are moved.

Align Fields with One
Another

o In the Design view, select the

Table

@ Report1

[ Select Layout.
[ select Calurnn

iR e = =

- Insert Insert Insert  Insert Move Move
ElRemovelayout  apove Below Left  Right L SelectRow Up  Dowin
Rows & Columns Merge / Split Move

[E Rreportt %
i =
&;PmductName upplier Category
Chai otic Liquids Bevarages
Chang tic Liquids Bewerages
Aniseed Syrup xotic Liquids Condiments
chef Antan's Cajun Seasoning MNew Crleans Cajun Delights Candiments
Chef Anton's Gumbo Mix Mews Orleans Cajun Delights Condiments
Grandma's Boysenberry Spread Grandma Kelly's Homestead Condiments
Uncle Bob's Organic Dried Pears Grandma Kelly's Hormestead Produce
H - Northwind - Micrasoft Access REPORT DESIGN TOOLS ? - x
h HOME ~ CREATE  EXTERMAL DATA  DATABASETOOLS & ARRANGE | FORMAT  PASE SETUP Paul McFedries + o

Fosition

CEF To Grid

& Page Header

e e

[ Left
R ﬁq Bight

W Tep
ZO¥ i Bottam

i <> |[€ =l
Contral  Ca Align  Bring  Sen
Margins - Padd W Space~ | = toFront t Back

d

fields.

Note: Hold down 111 as you
click each field.

e Click the Arrange tab.

€ Click Align.

0 Click the alignment that you
want.

The selected fields align with
one another.
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ecause 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. Page numbering can be placed in either the report header or footer. The report
header appears above the Detail area, whereas the report footer appears below the Detail area.

Note: The following steps are for reports that do not already contain page numbering.

Insert a Page-Numbering Code

o In the Design view, click the Northwind - Micrasoft Acczss REFORT LAYOUT TOOLS
Desi gn tab. EXTERMAL DATA  DATABASE T& DESIGM | ARRANGE  FORMAT  PAGE SETUP
[£2 Group & Sort - i Lago
@ Click Page Numbers. ot e LS Aa & E B }Page Bree
. 1= Hide Details - Murmbers [ Date and Time
The Page NumberS dla[Og bOX OpenS- Grouping & Totals Controls Header f Footer
e Click a page number format
(O changes to @). ProductName Supplier Category
Note: Page N displays ”page" along Chai Exntic Liguids Beverages
with the number, like this: “Page 2.” |2 Exntic Liquids Boverages
Page N of M displays ”Page" along Aniseed Syrup Exatic Liguids Condiments
With the current page number, HO'F," Chef Anton's Cajun Seasoning MNew Orleans Cajun Delights Condirments
and the total page count hke thiS' Chef Anton's Gumbo Mix Mews Orleans Cajun Delights Condirments
“Page 2 of 4.”
9 Page Numbers ?
o Choose a position for the page roductName — @ Category
numbers (O changes to ®). i @pago Beverages
hang (JPage N of M Cancel Beverages
© click the Alignment [+ and click  |isceq syrup T
. (®) Top of Page [Header]
an ahgnment fOT the page nef Anton's Cajun Sea&,:_:_:,sztptzm ;g:ag:;::orter] Condiments
numbers. hef Anton's Gumbo Mix alignment: Condiments
drma’s B b c Center v Condi t:
You can deselect Show Number [ BEEREIERIEE 2 o e
. ncle Bob's Organic Dride He| Produce
on First Page ([v] changes to [1)

to omit the page number from the
first page.

O click ok.

The page numbering code is
inserted in either the header or
the footer, depending on your
selection.
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CHAPTER 12

Grouping and
Sorting Data

The reports you learn about in Chapter 11 provide a complete listing
of the records in the data set. In this chapter, you learn how to create
reports that group and sort data, distilling down a large amount of
information into a manageable, meaningful report.
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Understanding Grouping and Summarizing

hen you have a lot of data, it can be difficult to discern its overall meaning. As you learn in the

previous chapter, the Report Wizard gives you options for grouping the records based on the
values in one or more fields, as well as summarizing the report records. If you need to fine-tune the
grouping and summarizing options set up through the wizard or if you are building your report from
scratch, you can specify the report’s sorting and grouping from the Design view. Access provides
several ways of grouping and summarizing data to make it easier to understand.

O Groupin
ping Product Inventory By Category
You can group a report by a field, Category duct Supplier Units In Stock
. Bewerages
such as by category. In this example, @Gi frolic Lavics "
each category has its own section of Chang Boofle Uguids v
Chartreuse verte Aux joyeux ecclésiastiques £9
the repor‘t. Cate de Blaye Aux joyeux ecclésiastiques 17
Guarand Fantastica Refrescos Americanas LTDA 20
0 A f 0 Ipoh Coffes Leka Trading 7
ggregate functions Lekkalikaer Karkkl Oy 57
. . Laughing Lumberjock Lager Bigfoot Breweries 52
YOU can summanze eaCh gl’OUp W]th one Cutback Lager Pawvlowa, Lid. 15
f . h Rhdnbrdu Klosterbier Flutzer LebensmittelgroBmdrkte AG 125
or more aggregate UnCt]OnS, sucn as Sczquatch Ale Bigfoot Breweriss m
Sum (shown here) AVerage or Count Steeleyve Stout Bigfoot Brewwerles 20
’ r .
TOTAL 559
Condiments
Aniseed Syrup Exotic Liquids
Chef Anfon's Cajun Seasoning Mew Orleans Cajun Delights
Chef Anton's Gumbo Mix Mew Orleans Cajun Delights
Genen Shouyy Maryumni's a7
Grandma's Boysenberry Spread Grandma Kelly's Homestead 120
Gula Malacca Leka Trading 27
Louisiana Fiery Hot Pepper Scauce Mew Orleans Cajun Delights 7é

O Reports based on ;
summary queries Order Summaries By Cus’romler
Customer Total Units Crdered Total Value of Orders
As you learn in Chapter 8, Alfreds Futtsrkiste 174 $4,272.00
”Creating Com plex Queries,” you Ana Trujillo Emparedadeos y he 83 $1,402.95
can create sum mary queries that Antonio Moreno Tagueria 359 §7.023.98
distill table data into aggregate Around ine Horn 0 SR20ES
functions. YOU can then Create Berglunds snabbk&p 1001 F24,507.58
Blaver See Delikatessen 140 $3,23%.80
reports baSEd ielis Of those Blondel pere ef fils 499 F18.524.08
qUEr1eS. Bolido Comidos preparadas 150 $4.232.85
Bon app’ S80 F21,943.25
Bottam-Dollar Markets F5E F20,807.40
B's Beverages 293 $4,08%.90
Caclus Comidas para llewvar 115 $1.814.80
Cenfro comercial Moctezum 11 $100.80
Chop-susy Chinsse 445 F12.348.88
Comércio Mineiro 133 52.870.75
Corsolidated Holdings &7 $1.71%.10
Drachenblut Dellkalessen 140 kS i
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Grouping and Sorting Data

CHAPTER

12

O Sorting

If you want your report data sorted
without worrying whether the data in
the report’s table or query was sorted,
you can specify a sort field from within
the Report Design view.

O Sorting levels

Access supports multiple sorting levels,
which means that you can sort your
report based on two or more fields. For
example, if you sort your Product
Inventory report based on the Category
field, you can also add a second sort
level that sorts within each category by
the Product Name field.

@ Sorting text

For a text field, you can sort the values
from A to Z (an ascending sort) or Z to
A (descending).

O Sorting dates

For a date field, you can sort the values
from oldest to newest (ascending) or
newest to oldest (descending).

O Sorting numbers

For a numeric field, you can sort the
values from 0 to 9 (ascending) or 9 to 0
(descending).

E Product nventory By Category

Pr@c’r Invem? By Category

Category Product Name Supplier Units In Stock
Beverages Chai Exotic Liquids 3%
Bevverages Chang Exotic Liquids 17
Beverages Chartreuse verte Auxjoyeur ecclesiastiques %
Beverages Cbte de Blaye Auxjoyeux ecclésiastiques 17
Beverages Guarana Fantastica Refrescos Americanas LTDA 20
Beverages Ipoh Coffee Leka Trading 17
Beverages Lakkalik&Sri Karkki Oy 57
Beverages Laughing Lumberjack Lager Bigfoot Breweries 52
Beverages Outback Lager Pavlowva, Lid. 18
Beverages Rhonkrdu Klosterbier Plutzer LebensmittelgroBmarkte AG 125
Beverages Sasqguatch Ale Bigfoot Breweries 111
Beverages Steeleye Stout Bigfoaot Breweries 20
Condiments Anisesd Syrup Exotic Liguids 12
Condiments Chef Anton's Cajun Seasoning New Orleans Cajun Delights 53
Condiments Chef Anton's Gumbo Mix New Orleans Cajun Delights o]
Condiments Genen Shouyu Mayumi's 3% -
I8 customer Orders for 2012 x
CusQer Orders for 2012 ? ?
Customer Employee Order Date  Product Guantify
Alfreds Futterkiste MNancy Davolio 15-Jan-2012 Criginal Frankfurter grine Sofl 2
Alfreds Futterkiste MNancy Davolio  15-Jan-2012 Raclette Courdavault 15
Alfreds Futterkiste MNancy Davolio  16-Mar-2012 Ré&ssle Sauverkraut 2
Alfreds Futterkiste MNancy Davolio  16-Mar-2012 Grandma's Boysenberry Spre 16
Alfreds Futterkiste lanet Leverling  0%-Apr2012 Flizternysost 20
Alfreds Futterkiste lanet Leverling  0%-Apr2012 Escargols de Bourgogne 40
Alfreds Futterkiste Michael Suyama 25-Aug-2012 Spegesild 2
Alfreds Futterkiste Michael Suyama 25-Aug-2012 Ré&ssle Sauverkraut 15
Alfreds Futterkiste Michael Suyama 25-Aug-2012 Charfreuse verte 21
Alfreds Futterkiste Margaret Peacc 02-0ct-2012 Wegie-spread 20
Alfreds Futterkiste Margaret Peacc 12-0ct-2012 Aniseed Syrup 3
Alfreds Futterkiste Margaret Peacc 12-0ct-2012 Lakkalikdsr 15
AnaTrdiillo Emparedac Margaret Peacc 04-Mar-2012 Ciueso Cabrales 2
AnaTrujillo Emparedac Margaret Peacc D4-Mar-2012  Teatime Chocolate Biscuils 7
AnaTrujillo Emparedac Margaret Peacc 04-Mar-2012 Konbu 10
AnaTrujillo Emparedac Margaret Peacc D4-Mar-2012 Wozarella di Giowanni 10
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Group Report Results

f 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 the Layout or Design view afterward or change the grouping. If you
arrange the grouping in the Layout view, the grouping field is moved automatically into the newly
created group header. If you arrange it in the Design view, you must manually cut and paste the field.

Group from the Layout View

o In the Layout view, click the
Design tab.

o Click Group & Sort ([:=).

The Group, Sort, and Total
pane appears.

e Click Add a group.

A shortcut menu appears,
showing the available fields
by which you can group
your data.

O Click the field by which you
want to group.

@ A Group On line appears.

@ An additional set of buttons
appears for creating another
level of grouping, if needed.
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[i= Group & Sort D i {414
e #

2 Totals % abl] oo [j & EE B[~ i

o - Aa "m —1 Insert Page

1= Hide Details - Image ~  Mumbers S D

Group, Sort, and Total

& [= Add agroup %) Add asort

Meat/Poultry CategorylD 0 Miku Tokyo Traders
ProductMame
CompanyMame

Group, Sort, and Total Unitsinstock

Group on select field ™

ExpIression

Group, Sort, and Total

| Group on CategoryDd ™ from smallestto largest ™ . MWore & 0




Group from the Design View

o In the Design view, perform the
steps in the subsection “Group
from the Layout View” to create
a grouping.

e On the design grid, click the
field on which you have grouped

and then press (&1 + (9 to cut
it to the Clipboard.

9 Click the header for the field on
which you have grouped.

@ Press G+ (D to paste the

field into that header section.

Access will now display the field
in the report’s grouping header.

CHAPTER

Grouping and Sorting Data 12

B& Product Inventory

# Report Header
- Produghinventory|

# Page Header
I :|Cdlég'dr§f” ;

# CategorylD Header

T # petsil

- “CategorylD

HCompcmchxme HUr\iTsInST”

="Page" & [Page] & " of " & [Poges]|

# Page Footer

| =how()
# Report Footer

B Product Inventory '\

i i e |
i

Humtsmst”

|[Etepn Hame:

. .Ccnlegory\D
# Detail

# Page Footer

HComponyNome

="Page " & [Fage] & " of " & [Pc:ges]|

;|Produc:tNome

e
# Report Footer

to your original one.

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

How can I set grouping
options?

Click More on the group’s
bar. Additional drop-down
lists appear for setting

4
Group, Sort, and Total

Group on Category D

options. For example, you
can choose grouping
intervals, choose to have
only a group header or
footer, and choose whether

CategorylD
ProductMame
CompanyMame
Unitsinstack

Ware =

L— | Group on CompanyMame ™

- [E add a group 4,

expression

to keep a group together
on one page.
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Group a Numeric Field by Intervals

By default, Access groups a field based on the entire value of each unique item in the grouping
field. That is exactly what you want if you are using a text field, but it does not work well if you
are using a numeric field. For example, if your report contains order data, it does not make sense

to group the report based on the Quantity field because you will just end up with a huge number of
groups. Instead, you can group a numeric field using intervals, such as 1-10, 11-20, and so on.

o Click the Design tab. EEd s = Harthwind - Microsoft Aecess REPORT DESIGH TOOLS
HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGN 4\1& FORMAT PAGE SETUP
9 Cth GI'OUP & SOI’t (I}z). j -_']& [£= Group & Sort ;T D @ é,Logo DD pommy [ 8 ) R
: = =)
i Colars= 2 Tatals : = . " L] Title St Exiting ?h [l
e — ontrals  Insert age i stin rape al
The Group: Sortl and . A Fants - T2 Hide Details - Image - Num?:ers 3 Date and Time Fields ? Shiefy Order ¥
Total pane appears V\EV_\J’S Themes Grouping & Totals Controls Header / Footer Tools
»» ﬁ Cuslumels{
ecljckMore L B O - O T R T B - R A

# Report Header

o
E # Quantity Header
Sl |Compcmch1me
2 T
= e e B R E R T B
o R R oo s FlProductName Tonitrrice
= (4
Group, Sort, and Total
| Group an Quantity ™ from smallest to largest ™ . Move w Q
B add graup 2l add asort
. . Group, Sort, and Total
e Cl.le thlS ", . W by entire value
. Group on Quantity ™ from smallest to largest ™ . by N — title dlick to add, with 3 header section ™ .+
. . : wiithout a footer section ¥ . do not keep group togett 3 :I by s
Access displays the interval e 5| ) by 105
. . = Add a group 24 Add a sort ) by 1005
options for the grouping. ) by 10005
&E:_' Custam:

Interval: |4

o Click the interval that you
want to use (O changes
to @).

@ If you prefer to use some
other interval, click Custom
(O changes to @) and then
type the interval value.

Access will now display the
report grouped on the
numeric field, using the
interval that you selected.
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Group a Date Field 12

As with a numeric field, grouping a report based on a date field usually presents problems because
your report ends up grouped by the individual dates in the grouping field. This might be what
you want, but in most cases it creates too many groups for the report to be useful. A better way to
go is to group the date field based on some larger interval, such as by week, month, quarter, or year.
This will usually give you a more meaningful and more readable report.

| Group a Date Field

o Cljck the Design tab EHS- B Northuwind - Microsoft Access REPORT DESIGN TQOLS
HOME CREATE EXTERMAL DATA, DATABASE TOOLE DESIGN E FORMAT PAGE SETUP
: = F = = Fi 1
9 Click Group & Sort ([:=). = A&ﬂfemup&m It = HlLege = 2 &
- Colors= | 3 Totals = L Title . Ll
Wiews o~ . Controls Insert  Page ) Add Bisting Property Tab -
The Gl’OUp Sort and Total . A Fonts~ [ Hide Details < lmage Mumbers B Date and Time Fields  Sheet  Order 5
4 ’ Vie\{«s Themes Grouping & Totals Cantrols Header / Footer Tools
pane appears_ » || B customers1
e [ 20 e T T [ 2R G T
e Cljck More - Report Header

# Page Header
B el

o[ [eisnig ‘”:\Fﬁfb@ﬁué?@@” i

e ‘;;;‘ProduciNome HLlrwifPrice |

£ ey

Mavigation Pane

Group, Sort, and Total

| Group on OrderDate ™ from oldestto newest ™ . More » Q

o add group 2l pdd asort

e Cljck th'is - Group, Sort, and Total \:_- By entire wallie

. Group on OrderDate ™ from oldest to newest ¥ ¥ L) byday

iy to add . with a header section ¥ -
() byweek
without a footer section ¥ . do not keep group togetherono -

Access displays the date = .
. . = Add a group 2l Add a sort by quarter
interval options for the O byyear

gfouping- & Cw;um:
il (g T “b
e Click the interval that you

want to use (O changes
to @).

by month

@ If you prefer to use some
other interval, click Custom
(O changes to @), type the
interval value, and then
select an interval unit.

Access will now display the
report grouped on the date
field, using the interval that
you selected.
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Group Records Using an Expression

lthough you will most often use a field to group a report, you can also define your own grouping
expression, which is a collection of operators, operands, field names, and functions that returns some
value for each record. You can then group the report based on the values returned by the expression.

For example, suppose that you have a product inventory report that includes UnitPrice and UnitsInStock
fields. Multiplying these values together gives you an “inventory value” number. If you want to group
the records based on inventory value, here is the expression to use: =[UnitPrice] * [UnitsInStock].

o Click the Design tab. A = Morthwind - Micrasoft Access REPORT DESIGN TOOLS

HOME CREATE EXTERMNAL DATA DATABASE TOOLS DESIGN E FORMAT PAGE SETUP Paul

© Click Group & Sort ([:=). = P o [ S =S

nCo\urs' ZTutaIs Lﬂ Title
i Caontrols  Insert Page Add Existing Property  Tab

. AFontst  fiEHide Details - . % Date and Time ; &
The Gl'OLlp, SOl't, and Total Image - Mumbers ©0 Fields Sheet  Order
iews Themes Grouping & Tatals Controls Header / Faoter Toals
pane appea]’s, s || B Product nventory

e Click Add a group. - # Report Headler
|Frodaatim

# Page Header
e
Detail

B e e Bl e T e

. ‘ProduciNOme HCcﬂegoryID V||UnHF‘rice HUmifs\nSI‘

# Page Footer

MNavigation Pane

. I I I T I
4
Group, Sort, and Total

&[{2 Add a group 2] Add asort

Access adds a grouping.

# Page Footer

Navigat

[l

e cljck th'iS ™, Group, Sort, and Total

¢\ Group on select field ™
o Click expression.

QuantityPerUnit
UnitPrice
UnitsinStock
UnitsOnOrder
Reorderlevel
Discontinued

Design View expression NUMLOCK  f]
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The Expression Builder dialog Expression Builder E3
bOX appears‘ Enter an Expression ko group or sork the repork:
. (Examples of expressions include [field1] + [field2] and [field1] < 5)
0 Type your expression. =[UnitF‘rice]*[UnitsInStock]|@ 7
@ click ok. Conce
Help
=< Less
Expression Elements Expression Cateqgaries Expression Yalues
Eﬂ Product Inventory =R (93 <ialue > A
#) Functions =Field List fterDelConfirmEmMacre
' Northwind.accdh Labeld AfterFinalRenderEmMact
T orthwind. acc ProductMame_L abel AfterInsertEmMacro
] Canstants CategoryID_Label AfterLayoutEmMacro
LY operators UnitPrice_Label AfterRenderEmMacra
@ Comman Expressions UnitsInStock_Label AllowDesignChanges
PraoductMame AllowFilkers
CategoryID AllowLayoutiiew
UnitPrice AllowReportyiew
UnitsInSkack. “ | |AlkernateBackshade W
@) Access adds the expression to I Product nventory '\
the group header. T A S A

e Click More. :
© Click this . -

€0 Click Number (C changes
to ®@).

# Page Header

[UnitPrice]*[UnitsInStock] Header

@ Type an interval that specifies

how you want the expression [ProductName ' ateconiD. o]
results grouped. roup, Sort,and Total 5 by entre vaoe
Access will now display the ;s j° R 1 E
report with the records grouped . [gthomamemm:l o~ notkeepwega Number: B
using your expression. Addagroup = Adda sort nteral [10~aB)
) Date:
TIP oL My

Can I also use an expression for sorting?

Yes. For example, in the product inventory report, you could use the expression =[UnitPrice] *
[UnitsInStock] to sort the report based on the inventory value. Similarly, suppose that you have an
invoices report that includes the fields Quantity, Price, and Discount. If you want to sort the report based
on the total value of each invoice, you would use the following expression:

=[Quantity] * [Price] * (1 - [Discount])
To sort your report based on an expression, open the Group, Sort, and Total pane, click Add a sort, click
expression, and then follow steps 6 to 11 in this section.
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Sort Report Results

You can sort the results in a report, with or without grouping. If you have grouped your report,
you can sort your report by sorting on the groups themselves. You can also sort the entries within
each group. For example, if you have grouped a report based on product categories, you can sort
within each category based on product supplier names.

If you have not grouped your report, you define the sorting separately. In this case, you can define
your sort based on any field in the report.

\ Sort Report Results

Sort the Groups Group, Sort, and Total
Note: Begin these steps in the ¢ Group on Categoryd ™ from smallest to largest 'ﬂb
clDef.Eilgndwew, with a group already o [ add 4 group 5 add 2 sort 0

efined.

© click =.

The Group, Sort, and Total
pane appears.

9 Click = to choose a sort order
for the group.

9 To sort within the group based
on another field, click Add a
sort and then select the field.

Access will now display the
report with the groups sorted.

Sort with No Grouping Group, Sort, and Total

@ click [:=.

The Group, Sort, and Total [= Add agroup 2 Add asort
pane appears.

@ cClick Add a sort.

A list of available fields : careaow®
. 4 roductMame
appears on which you can sort Group, Sort, and Total companiame
nitsinstodl
your data‘ Sort by ProductMame ™ Hare »

9 Click the field on whichyou | [ add a group

want to sort.

A sort bar appears.
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Count Records

CHAPTé!

You can use a Count function in a report to list the number of records. You can add record counts
whether you have grouped or sorted the report.

Access gives you several count options. For example, you can display just the total number of records

within the report, which is called the grand total. If your report is grouped, you can also display

subtotals, which are the total number of records within each group. You can display these subtotals
in the group header, group footer, or both. You can also display each subtotal as a percentage of the

grand total.

\ Count Records

Note: Begin these steps in the
Design view, with a group or sort
specification already defined.

@ click =.

The Group, Sort, and Total
pane appears.

9 Click More.

The available options expand.
The options may be different
than shown here depending
on the field type.

9 Click this = to open a menu
of options.

e Click the Total On [+] and
click the field on which you
want to total.

@ Click the Type [+] and click
Count Values if it does not
already appear.

0 Click the check boxes to
indicate where and how
the count should appear
([ changes to ¥1).

o Click away from the menu to
close it.

Access will now include in
the report the record counts
that you selected.

Group, Sort, and Total

£ Group on CategoryD ™ from smallest to largest ™ . More & Q

...... IE Add a croup 2} add asort

Group, Sort, and Total

Totals

.| Group on Categoryd ™ from smallest to largest ¥ . by entire value T o with no totals T

H ) Total On | categomiD v
without a faoter section . do not keep group together on one page 7 . less 4

] - . wpe |5y iCAtERBNID
©[Eadda group 2l pdd asort

ProductMame
Show {Companyiame

[ show P”J‘.f‘“.f.ﬁ““« T f Grand Total
[] show subtotal in group header

Group, Sort, and Total

Totals
Group on CategoryD ™ from smallest to largest ™ . by entire value ™ . with CategomiD t

Total On | CategarylD v

- B
&  Grand Tatal

without a footer section ™ . do not keep group together on one page ™ . Less 4

= add a group £l add asort

Type | Count Values
Show Grand Total
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Add an Aggregate Function

Counting is only one of many math operations that 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.

For example, if you have a report that shows product inventory, you might want to know the total
number of products that you have in stock. You can do that by adding a Sum function based on the
field that holds the units in stock for each product.

\ Add an Aggregate Function

Note: Begin these steps in the [E Product mwentory|

Design view, with a group or sort P —
specification already defined. : ‘

. _ & Page Header ’
o Click [=. e BBl B e o BB R G| 8121 G [ G R Bt IlSihSﬁiéCZﬁH
+ CategorylD Header
The GI’OUp, SOI’t, and Total : -‘-- FEEE ::‘:: Hhinnnnn ::‘:: Hhinnnnn :| Hiinnnaon |: Hhinnnnn ::‘:: Hhinnnnn ::‘:: Hhinnnnn :| Hhinnnn ::|
Detail
pane appears‘ ) i |CategorylD vl ‘ProducINome HComponyNome ”umfs\nSfH
¥ Page Footer
9 C'.le More -|f the extended : |:NOW[] FE ] e e e e HETEE
options do not already | report roster
appear. :

FE eI e e e e FEETE e e T TETECTE] T TEE TR
="Page " & [Page] &" of " & [ques]‘

4
Group, Sort, and Total

i Group on CategoryD ™ from smallest to largest ™, Mare m 0

l= add a group il add asort

e Click this == to open a menu 18 Product iwentory

Ll T T e e T e R e N I I A I I

of total options. € Report Hesder
- Prodiat inv
# Page Header
masgen|iE nnEa S el R
# CategorylD Header

|| # etail

ilcotemomd v Productiame [cempanytiame [unitsnsi]
 Page Footer
T e e

ey | ='Page " & [Pags] & of " & [Pages]|
& Report Footer

emssacs|

4
Group, Sort, and Total

. Group on Category» ™ from smallestto largest ™ . by entire walue ™ . with nototals ™ . with fitle click to add, with a header section ¥ .

without a footer section ™ + do not keep group tagether on one page ¥+ iess 4

= pdd agroup 21 Add asart

238



O Click the Total On [+ and
click the field on which you
want to total.

o Click the Type [v] and click
the function that you want.

G Click the check boxes to
indicate where and how the
function should appear.

0 Click away from the menu to
close it.

@ The function appears in the
report design.

CHAPTER
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|| # petail

ProductMame

HComponchme

||UnH5\nSIH

# Report Footer

=sumijul]

4
Group, Sort, and Total

tals

Tota
.| Group on Categoryd ™ from smallest to largest ¥ . by entire value ¥, with UnitsinStack
H Total On [ Unitsinstock | w
with a header seckion ™ . without a footer section ™ . do not keep aroup together on

[ Add group 2l add asort

D e o n arous fester

Type [Sum v
Show Grand Total

[ show group subtotal

[] Shaw subtatal in grad

zrand Total

F Detail

[ CategorylD v productiame

=Nowl()
# Report Footer

HCompqhyNome

||Umns|nst||

="Page" & [Page] &" of & [ches]

T =sum([UnitsinStock]) I}ﬁ

How can I 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

Can I 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.

@ Click the Design tab.

e Click Controls.

e Click the Text Box button ([ell).

e Drag to create the text box.

o Select the text box label and then press (:20°0) to remove it.

0 Click inside the text box and type the function, starting with an equals

the function and press

sign (=).

& @l / Footer

(=70 + £3. Click the
b for the Section into AL DATA, DATABASE T(& DESIGM ARRAMGE FORKAT PAGE SETUP
ar .

. “ i #HLege e=le L) &
which you want to L *l O Tie =H
. . Contrals  |nsert P AddE ting P Tab h
insert the function and | | 1 e ool st ;121? o
press (&) + (1. Tosls

e
ENCER P E—
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Hide the Group Header and Footer

hen you create a report grouping, Access creates two new report sections: a group header and

a group footer. You can use the header to identify the group and the footer to print summary
information about the group. For example, at the bottom of each group, you could print the sum of a
particular field or the total number of records in the group. (See the section “Count Records,” earlier
in this chapter.)

However, if you do not use the group header or the group footer, you can hide these features to
reduce clutter in the Report Design view.

‘ Hide the Group Header and Footer

0 H 9
Hae

Morthwind - Micrasoft Access REPORT DESIGN TOOLS

o If the group header section

. l h CREATE EXTERMAL DATA, DATABA, DESIGN ARRAMNGE FORMAT PAGE SETUP Paul
contains controls that you = Soonsin |y o & oo ma
: Colors - Totals ~ = & Tid =2 e
want to save, move them to Vi | WEORET TR page DT i Eisting Fropery Tab ©
. - AfFontsv 13 Hide Details < lmage - Mumbers E® Date and Time Fields  Sheet  Order °%
another section. Viws | Themes  GroupmgaTowls  Controls Headr  Faoter

» || @ Product inventory By Category

9 Click the Design tab.
© Click Group & Sort ([:=).

The Group, Sort, and Total
pane appears.

e Click More.
© click this = .

0 Click without a header
section.

Navigation

HCategoryName [ |ProducINGme

HCompcmyNome

[[unitsl|

# CategonMame Footer

|| # Page Focter

4
Group, Sort, and Total

;| Group on CategoryName ¥ with Aontop ¥ . byentire value 7« with no totals 7 . with title click to add . with a header section ¥ .

with a footer section ~ . do not keep group together on one page ™, Less =

[ add 2 group 2l add a sart

) Access removes the group
header section.

@ Click this .

e Click without a footer
section.

Access removes the group
footer section.

o

wiith 3 header section
without a header section

Navigation Pane

# Feport Header

# Detail

HCotegoryName

||Compcmch1me

="Page " & [Page] & " of "

& [ques]‘

Group, Sort, and Total

.| Group on CategoryNam®™ with & ontop 7 . by entire value T . with no tokals T - with itle click to add , without a header section 7 .
“| with a footer section . do not keep group together on one page T . Less 4

. | with 3 footer section
?wthuutafwterseﬁun Add a sort
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Keep a Group Together on a Page 12

Access offers an option called Keep Whole Group Together on One Page. This option tells Access to
print each group on a single page, if possible. If there is not enough room after one group ends
to print the next group on the same page, Access starts a new page.

Another option is called Keep Header and First Record Together on One Page, and it tells Access to
print the group header on the same page as the first group record. This prevents the group header
from appearing by itself at the bottom of a page.

‘ Keep a Group Together on a Page

o CI.]Ck the Design tab, E - = Morthuind - Microsoft Access REPORT DESIGN TOOLS

HORAE CREATE EXTERMAL DATA DATABASE DESIGN ARRAMGE FORMAT PAGE SETUP Paul b

@ cClick Group & Sort ([=). ﬁ&a;emup&m i = HlLage M E = r‘.‘;‘

nCnlﬂrs' 2 Tatals c . . L Title e o b
Y ontrols  Insert age visting mperty a
The Group, Sort, and Total A Fonts~ T3 Hide Details = Image- Mumbers G0 Date and Time Fields  Sheet  Order =
pane appears 5 Themes Grouping & Totals Contrals Header / Footer Tools
: ﬁ Product inventory By Calagnly.
. L B I R R e B e
e Cl]Ck More' ‘Repor’tHeader

 CategoryMame Header

G CategoryMame i

Productdame HComponch:me HUanI||

Group, Sort, and Total

Group on CategoryName ¥ with & ontop ¥ . Mare '0

I pdd a group 2} Add asort

. . (Group, Sort, and Total
O click this = .
. Group on CategoryName ™ with 8 ontop ™ . by entire value ™ . with no tot; ¥ . with title Tesat, with a header seckion ™ .
. . | with a footer section ¥ . do not keep group together on one page '4 b
o Cl.]Ck the Optlon th at yOU IE Add Al do not keep group together on one page
a9 keepwhole group together on one page

keep header and first record together on one page

prefer to use.

Access will print the report
based on the option that you
selected.
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Change the Grouping or Sorting Priority

f you have added two or more groupings to your report, Access maintains a priority for the
grouping levels. The first grouping is given top priority, which means that Access groups the
entire report based on that field. The second grouping is given the next priority, which means that
Access only groups the records within the main grouping. To get a different look at the report, you

can move a grouping level up or down in the priority list.

The same priority idea applies also to sorting, so if your report uses multiple sort levels, you can also
move them up or down in the sort priority.

3 1 H ©- s Marthwind - Microsoft Access REPORT DESIGN TOOLS ? - 0O x
ick the Design tab.

HOME ~ CREATE  EXTERMALDATA  DATAR DESIGN | ARRANGE  FORMAT  PAGESETUR  PaulMckecr. - IR &

Click Group & Sort ([:=). Boopaser! Iy 3 [ & o 2@

> Total = ] Ti =i o

ars - otals itle

.y Contrals Insert  Page Ldd Existing Property  Tab o

A Fonts~ = Hide Details = Image- Mumbers E0 Date and Time Fields  Sheet Order S
The Group, Sort, and Total L emes  Geupngaots ool Headr Footer toot -

@ Product Inventory By Category

pane appears.

9 Click the grouping or sorting
level that you want to change.

# Fage Header
G i ‘ H
[ | il

& CategoryMame Header

iiCo?egor\/NorﬂEEiiiiiiiiiii‘iiiiiiii‘iiiiiiii

& Comparyhlame Header

Group, Sort, and Total 53]

‘ Group on CategoryName T with & o T More e @G X
¢ Group on CompanyName

LE Group on Unitshnstock

I add s group 8l pdd a sort

Group, 5ort, and Total B3

e Change the item’s priority:

i Group on CategoryName
. | [ Group on CompanyName ~ with A on tap . More &4 @ x|
O Click the Move Up button (<) [ r—
to move the item to a higher "B addagroup £ addasort

priority.

@ Click the Move Down button
(%) to move the item to a
lower priority.

Access adjusts the grouping or
sorting priority.
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Remove a Grouping or Sorting 12

f you have added two or more groupings to your report, you might find that the extra grouping
levels actually make your report harder to read because it is now broken down into too many
groups within groups. In that case, you can simplify the report by deleting a grouping level.

If you have added one or more sorting levels to your report, you can also remove any sorting level
that you no longer require.

‘ Remove a Grouping or Sorting

o If the group’s header or footer H ©- = Marthwind - Microsoft Access REPORT DESIGN TOOLS T - 0O x
. . ME CREATE  EXTERWAL DATA DATAEA& DESIGN | ARREMGE  FORMAT  PaGESETUR  Paulbckedr. - [ @
section contains controls that ; T Hiogo - =1

Slors - 3 Totals = 4 L] Title =5l
you want to save, move them = Contiols Insert Page add biring Property Tab
. A Fonts= 15 Hide Details = image~ Mumbers 0 Date and Time Fields  Sheet Order S
to another section. 3 Themes Grouping & Totals Controls Header / Footer Tools ~
@ Product nventory By Category x
9 Click the Design tab. e
9 Click Group & Sort ([:=). | Fredugtinvent

# Fage Header

The Group, Sort, and Total
pane appears.

HiE
il

0 Click the grouping or sorting N
level that you want to remove. i B 3

Group, Sert, and Total
i Group on CategoryName ¥ with A ontap T . More m P X
LE Group on CompanyName

% Group on Unitshstock 4

= adda group 2l add asort

. Group, Sort, and Total &3
9 Click . | Group on CategoryName
. { Group on CompanyName
Access del,etes the group]ng or Lé‘Gmup on UnitsinStock ™ from smallest to largest ™ . Mare & e x‘
Sort-lng leveL [ add agroup £l add asort
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CHAPTER 13

Creating
Mailing 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.
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Create Labels

f you are working on your Christmas card list, a print newsletter, or a direct mail marketing campaign,
you eventually have to mail out a number of pieces. You can make this tedious chore quite a bit easier

by printing a mailing label for each recipient. If you have all your recipients in an Access table, you
can generate the mailing labels directly from it. 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

o In the Objects list, click the
table or query containing the
fields that you want.

@ Click the Create tab.
© Click Labels (=).
The Label Wizard opens.

@ Click the Filter by
manufacturer [~] and click
the label manufacturer.

e Click the unit of measure
that you want to use
(O changes to ®).

G Click the label type
(0 changes to ®).

Note: Continuous-feed labels are
typically used only by dot matrix
printers.

0 Click the label product
number.

Note: If you do not know the
product number, choose one that
matches the dimensions and
number of labels across that

you have.

e Click Next.
246
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HOME

Morthwind - Microsoft dccess

CREATE AL DATA, DATABASE TOOLS Paul M
8 ESED RO ESOZ B gl
e £ N B | E=E e Bl Navigation - - = 3 ] Labels
Application  Table Table SharePoint  Query Query  Form Form Blank Repart Repd ank
Parts - Design  Lists=  Mizard Design Design Form = More Farms = Design Repart
Templates Tables Queries Forms Reports
All Access Objects @ « Label Wizard
Tables ES
This wizard creates standard labels or custom labels,
E sl orders
what label size would you like?
E Categories
Product number: Dimensions: Number across:
st
ustamers
= Employees 112" x39/10"
C2241 11/4" %7 31/50" 2
=] Inventory 224z 2wz 5
EH Order Details 2243 Lif2"x 112 4
Uniit of Measure Label Type
i orders P
T payment Types (@) English () Metric (@) Sheetfeed  (7) Continuous
B Producs Filker by manufacturer: Bvery v
B Faducts For Update | E———
B shippers
B3 shipping Cptions
Suppliers
Label Wizard

This wizard creates standard labels ar custom labels,

what label size would wou like?

Product numbe:

Dimensions:

Number across:

2

114" % 7 31450 2

C2242 a2t 3
2243 11021 12" 4 v

Unit of Measure Label Type

English () Mettic (@ Sheetfeed (7) Continuous@
Filter by manufacturer: |,q\.-ery v
Shove custom label sizes




The font and color page of
the wizard appears.

0 Click the Font name [~/ and
click a font for the labels.

€D Click the Font size [v/ and
click a font size.

€ Click the Font weight (v
and click a font weight.

@ If needed, click Italic
(O changes to ).

@ If needed, click Underline
([ changes to ¥1).

CHAPTER
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Label Wizard

what font and color would you like your bext o be?

Text appearance

Font name:

10

Font size:

|.ﬁ.ria|

8 [yl

Text color:

[--]

Sample Font weight:
Light
Ttalic

< <O

Underlin

| Cancel | | < Back " Mext = Einish

@ Click the Text color [ to coor 2 HEM <
open the COI.OY palette' Basic Colars: ould you like your text to be?
@ Click a color for the text. H[ EEFfEEN
-I_--I_--- Font size:
() For more choices, you can EEEEEEN | ] E
click Define Custom Colors. EEEEEEEN Testt calar:
@ click oK EEEEEEE <)
: - - - - l_ - l_ [] Underline
@ Click Next. Custom Colors:
EEEEEEEN
EEEEEEEN
Define Custom Colors == |
M Cancel | "
TIP « Back Mext = *D Finish
How can I create a custom label definition? New Label B
Q In the first screen of the Label Wizard, click Customize to S “b‘ ‘\ = @
open the New Label Size dialog box. — e (ol |
. i (@ Engiish (@ gheet feed ’7@ Partrait 3
9 Click New to open the New Label dialog box. o= @ et
Enter label measurements in inches: Number Across: : *’
e Define the new label according to its size, type, and orientation. — = |
e Type a name for the new label definition. ! =

O click ok.

G Click Close in the New Label Size dialog box.

fe.00 - Hﬁ Lo ]

continued b 247



Create Labels (continued)

fter 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. In most
cases, these will include the fields that hold the recipient names as well as the recipient address
data, including the street address, state or province, country, and zip or postal code.

You can also configure your labels to appear sorted on one or more fields.

Create Labels (continued)

The available fields page of
the wizard appears.

@ Click a field and click
to move it to the Prototype
Label list.

() You can click a line to move
the insertion point into it.

@ Type any spaces or other
punctuation that should
separate the fields within
a line.

@ Repeat steps 18 and 19 as
needed to create the complete
label.

@ Click Next.

The sort page appears.

@ Click a field by which you want
to sort and click to move
it to the Sort By list.

@ Repeat step 22 to specify
additional sorting if needed.

@D Click Next.
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Label Wizard

/

Ayvailable fields:

Shat would wou like on your mailing label?

Construct vour label on the right by choosing fields from the left. You may also
bype text that you would like to see on every label right onto the protatype.

Prototype label:

ContactTitle

Address

~ {ContactMarme}
{address}

{Citgegion}

=0

Cancel | | « Back " Mext = @Einish

Label Wizard

Wou can sort your labels by one or more fields inyvour database. You might
want ko sork by more than one field (such as last name, then first name), or by

just one field {such as postal code),

Which fields would vou like to sort by?

Available fields:

CuskomerID "~
CompanyMarme
ContactTitle

Reqion
PostalCode
Caunkry w

Sort by:

Caniel ’W Mext> | | Finish




The name page appears.

@ Type a name for the label
report.

€D Click Finish.
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what name would vou like For vour report?

|Customer Labels |

That's all the information the wizard needs to create vour labels!

wwhat do you want to do?
(@) See the labels as they will look printed.
@] Iodify the label design.

Cancel || < Back | I 26 : Einish

The report appears in Print

x

Preview, ready to print on

label paper.

Hgjendra Camino
Gran ia, 1
Matid,

Spein 28001

Ansbeka Domingues
Ay Inés te Castro, 414
St Pauo, SP

‘ Brazil 05634-0G0

| TIPS

Alezander Feuer 2na Tngilo

Hesrr, 22 Avtls. d Ia Constitusion 2222
Leipdg, Mésico D,

Germany 4179 Mesico 05021

Arviré Foresca AnnDevon

v, Brasi, 442 35 King Gecrge

Campinas, SP London,

Brazi 04876786 UK W3 B

How can I change the font after the report has
been generated?

Right-click the report’s tab and then choose Layout
View from the shortcut menu. Click the Format

tab and then select the text that you want to
format. Use the controls in the Font group to
format the text.

When I look at the labels in the Design view, the
fields are enclosed in a =TRIM () function. Why?
The =TRIM () function removes extraneous spaces
around entries. For example, if the City field’s entry
has several spaces after it and you do not use
=TRIM (), those spaces will appear between the
City and Region values on the label.

Arial -8 - |

B I U A-H- ===

# Detail

R | ....................... | .......... :
sContacthame -

if.ﬂxddress
§f=Trim([Cit':.-'] &' " E [Region])
EE—Trlm([Cnurrtry] 8: e 8: [PostalCode])




Add a Field to an Existing Line

As shown in the “Create Labels” section, you can configure a label to include multiple fields on
a single line, such as a City field and a Region field. You can also separate such fields using
commas and spaces. When you do this, the Label Wizard combines the fields and text into a single
text box and encloses everything 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 this function.

Syntax of the =TRIM () function

Syntax Explanation

=Trim([City] & “, “ & [Region])  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.

“ Literal text or space is enclosed in quotation marks.

Additions to a =TRIM ()

function e — —— —
To add another ﬁeld within an existing lContactMame

=TRIM () function, you must make e

sure that the new field is enclosed =Address

in square brackets, separated from Trim([City] & ", " & [Fegion])
other fields by an ampersand (&) and :

separated from other fields with any ;:=Trim|:[':':"-mtr'!|"] & g[P':'Stal':':'dE‘]j

literal text or punctuation marks in
quotation marks.

So, to add the PostalCode field to the
example shown here, you would change
the function’s code to =Trim([City]& “, “&[Region]& “ “&[PostalCode]).
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Add a Field to a Label As a Separate Line

I

could insert one in the Design view.

CHAPTER

13

n 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

If the field will be by itself in its own text box, you do not have to use the =TRIM () function; you

can simply add the field as you would on a form or on an ordinary

Add a Field to a Label As a Separate Line

report.

0 In the Design view, drag the

existing fields to make room

for the new line, if necessary.

Note: To move a field, click [;

on its border and then drag.

. ﬁginnn
[PostalCode])

9 Click the Design tab. E HOME  CREATE

e Click Controls.

Themes=  [EE Group & Sart

@ Click the Text Box button (labl]). B colors~ Z_ Tatals~
. A Fonts = 12 Hide Details
e Click and drag to create a new Themes Srouping & Totals

text box where you want to
place the field.

. Customer Labels 1%

# Page Header

# Detail
PR R | ....................... |
| lzontactMame
CUnbound a
- | Address
. . | H=Trim([City] & ", " & [Region])
e Type the field name in the new . g;—Tnm([c-:.untry]& & [PostalCods])

text box (if a single field).

EXTERMAL DATA,

DATABASE TOOUEIm-DESIGN

I - E,El Logo
# :
= B Title
Controls  [nsert Page ]
o Image Murnbers E‘%Date and Tirne

Aﬂ@ { Footer
Dé%.mh
El O\ = EE
D lvied |
@. xvzli\

I

Note: You can also type a =Trim() - Contacthiams

. . . . C|Companytame ﬂ
function to include multiple fields on ddress
the same line; see the section “Add a  |:{=Trimi(City) & ", " & [Region])
Field to an Existing Line” for more CTmCountry] &

information.

The field name appears in

the box.

Note: To delete a field, select it and
then press (000,
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Color the Label Background

here 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.

When choosing a label background, make sure that the color does not clash with the color of the
label text. For example, the default label text color is black, so any dark background will cause

a problem. Either use a light color for the background or change the color of the label text, as
described next in the “Color the Label Text” section.

Color the Label Background

@ 1n the Design view, click Detail ~ [EH °° < - T — FerRTOE oL
¢ lect th tire Detail HOME ~ CRESTE  EWTERMALDATS  DATABASETOOLS  DESGN  ARRANGE | FORMAT ETuP
0 selec e entire Detal . :
section I ¥ |Fomattng E B K
. Ef Select Al EIuUlA-FIE $ 9 v 508 Ea‘ckgmund RAIteénlate S?yulli:k g:anga iund\t\;nal
mage~  RowColor+  Stes - Shape - Formatting
o You can also click an individual Selection Fol | Automatic onher Backaround Cantrol Form

Customer Labels 1 Theme Colors
------- T .. ,..., B  EEEEEEN s s T

# Page Header I I I I
- fCDmpE"YNEmE Standard Colors
- |Address

S=Trim([Clty] & *, " & [Region]) H EEEEEEN
. =Trim([Courtry] &" " & [PostalCoda]) u

text box to select it.
@ Click the Format tab.

e Click the Background Color [v]
and click a background color.

©fcontsctiame

() You can click Automatic to gt
revert to the default theme R 20—
background color. : Recent Calors

EENE
Transparent 0
&6‘“ Mare Colors...

(@ You can click Transparent to
use no background color.

pvigation Pane

1

Customer Labels 1

() You can click More Colors to R A
create a custom background i
color. | iicantactiame

. CiCompanyMatmne

- {address

g HimC[City] & ", " & [Region])
Hm[Country] & " " & [PostalCode])

( Access applies the chosen :
background color to either the ;
entire label or the individual :
text box. "\ # Page Footer

() Fields on the label remain
white by default; you can set
their colors to Transparent if
you prefer.
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CHAPTER

Color the Label Text 13

ou can change the color of a label’s text. This is especially useful after changing the label
background color so that the text continues to contrast with the background for good visibility.
For more, see the preceding section, “Color the Label Background.”

Note that Access does not allow you to apply a different color to only part of the text in a text box;
you must apply the new color to the entire text box.

Color the Label Text

0 In the Design view select H % ¢ = Marthwind - Microsoft fccess REPQRT DESIGN TOOLS
one or more teXt boxes HOME CREATE E MAL DATA, DATABASE TOOLS DESIGN AR FORMAT PAGE SETUP
containing the text that you ot 7| [l i o] Fomating @ 2 (0 o
. = = ag €0 Background  &lternate Cuick Change Condi
want tO CO|.OI'. et Al Bru o === % % 0 [ Imige' Rn\;CDI;r Styles Shapeg Form
" Selection Ii' Automnatic 0 Mumber Background Contral
Note: You can select multiple CosomerLabele 1\, | ThemeCobos - - |
S A P e [ R A I B 7
text boxe§ by holding down ET) e ! :
as you click each one. You can # Detol g lIIIIlII
also drag a lasso around them. -}

Standard Colors
H EEENEEN

@ Click the Format tab.

e Click the Font Color [v| and I S
click a text color. o P EEEEN
- [ ] | fEEEEER
() You can click Automatic to : T
revert to the default theme : @ More Colors.. #
text color. '
Customer Labels 1\
() You can click More Colors to R R R R R R R

# Page Header

create a custom text color. # Detal

( Access applies the chosen
color to the text in the text :
box(es) that you selected. i

Trimg[City] & ", " & [Region])
Trim([Country] & " " & [PostalCode])
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Apply Font Formatting to the Label Text

You can change the font formatting for the label text in the same way in the Design view that you can
using the Label Wizard — changing the font and size and applying bold, italic, and underline. You
can also set the horizontal alignment — left-aligned, centered, or right-aligned — of the label text.

If you have spent some time getting the formatting of a label text box just right, you might want
to apply the same formatting to another text box. Rather than start from scratch, you can copy
formatting between text boxes with the Format Painter tool.

Apply Font Formatting to the Label Text

Change the Font

. . . EXTERMAL DATA DATABASE TOOLS DESIGM AR ORMAT
o In the Design view, click the o
Format tab- B |Text2 - | |Arial m ¥ | Formatting D ma) |_‘_:_,?
EﬂSelectAII Century Gothic (Header) El 0 Background  Alternate Cuick
o Select one or more text boxes Century Gothic (Detail D Image = Row Color~ | Styles
. Selection nher Background
for which you want to 5 (@ costomartat T Ay ®
change the font. . T Aharoni TORET —
e s
. . # Page Head: Addhabi Bl
e Click the Font [v] and click €Dl ALEERIAN
the font that you want. wiContsciame) B unatos s asl
- | CompanyhaT T sngranalMew atan
. = lAddress
Access applies the font to GOty & e angranaC aiaf
the text. EaEET
T drabic Typesetting Jon £l
B Aral
Change the Font Size and LE HOME  CREATE  EXTERMALDATA  DATABASE TOOLS DESIGN  ARRAMGE | FORMAT
Attributes o | i S 2 Y =] H (4
— &
0 Select one or more text boxes eIectAll& BIlu A 5.8 = § 9 » |4 0y Background Altemate | Quick
that you want to format ’ Image» Row Color™ | Syles
y * | Selection Font 10 MNumber Background
. . Customer Lal 1l
eCl}cktheF.ontSueand S A RF! - S R
click the size that you want. € Fage Header |
. F Detail :::
T T
Access resizes the text. o .
. - CompanyMame
e You can click one or more of - | [address 22
* H=Trime[City] & ", " & [Region]) 4
these buttons to apply more : PostalCode) | 26
attributes: ! 8
R 36
o Bo"d ( B ) - ‘ Page Footer . 72

© Ttalic (I')
@ Underline (U)

Access applies the font
attributes.
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Change the Text Alignment

0 Select one or more text boxes
with text you want to align.

9 Click one of the alignment
buttons:
O Left (=)
( Center (=)
@ Right (=)

Access applies the alignment
to the text.

Copy Formatting to Another
Text Box

O Select a text box that is
already formatted the way
you want.

9 Click the Format Painter
button ().

e Click the text box that you
want to format.

Access copies the formatting
to the second text box.

TIPS |

&Companyl\lame
- Address
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Morthweind - Microsoft Access

REPORT DESIGN TOOLS
ARRAMGE FORMAT

HS ¢ -
HOME CREATE

EXTERMWAL DATA, DATABASE TOOLS DESIGH

| |Ar|a| | ¥ Farmatting D == | 4
elect &1 &g == y | %8 08 Background  Alternate Quick
S Image~ FRow Colors Styles
Selection Font Mumber Background
Customer Labels 1%,
L O - e 2 - T -
# Page Header

# Detail

) &[R ion])
K Trlm([Country]a &EEPostaICode])

Maorthuvind - kicrosoft Access REPORT DESIGH TOOLS
HOME CREATE EXTERMAL DATA, DATABSSE TOOLS DESIGH ARRAMNGE FORMAT

Text? - [aial i "Qtting D - (¥
>

elect Al B I U A- H. === $ %+ Wo Background  &lternate Quick
Image = Row Color - Styles

B
7
YV

Selection Fant Mumber

Customer Labels 1%,

L e -

Background

I B T

Ed Page Header

ContactName

L HETimicity] & " & [Region])
11—Tr|m([C0untry] &"" & [PostalCode])

- # 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 I enlarged the font, the text appeared 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 the text
box, clicking Size, and then clicking To Fit. Keep in mind, however,
that in the Design view, the text in the text boxes is the code to
produce the label text, not the label text itself. Switch to the Layout
view for a more realistic picture of whether the text on the labels will
be truncated.
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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. Also, Word has powerful tools for setting up
printed pages, so by transferring your labels to Word you can take advantage of these tools.

You can use the Export Wizard to export the labels — or any other report — to a new Word

document.

Export Labels to Word

0 Click the External Data tab.

9 In the Export group, click
More.

€© Click Word.

The Export - RTF File Wizard
opens.

Q Change the path and filename
if needed.

() You can click Browse to
choose a location.

e Click here to open the file
in Word after the export
([ changes to ¥1).

O click ok.

o If you see a message about
some data not being displayed,
click OK to continue.
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BEH S &=

h e (@
jmma] - == R Tedrile ===1 7 FlEaccess [y i
7 ;% g2r g7 ﬁ @“;xr\:tme 9 EEIE E@ E@ (=1 £Wurdmerge = rg 2l

Saved Linked Tshle Excel Access ODBC Saved  Becel  Text ML PDF Ernail oirk Syr’\chmmze‘;._‘

Impaorts  Manager Database @MD"E' Exparts File File  or}P3 E‘ More lire
Import & Link Export o Yord
» Customer Labels 1 I L e e —O
Text
L R I R B O R o B A S R AP S|
# Page Header SharePoint List
& Detail T0 Exportthe selected abject to

SharePoint as a list

ContactHame

- |Compsany Mame: ,_1 0DBC Database
- Address P87 Exportselected object to an ODBEC
=Trim([City] & ", " & [Region]) Database, such as SOL Server

Tt Courry) & " & [PastaiCode]) HTML Document
i '@ Export selected object to an

HTML document

?
7 A

Export - RTF File

Select the destination for the data you want to export

Specify the destination file name and format.

Eile name: |C:\Users\PauI\Documents\customer Labels Hf Q

Specify export options.

'¥| Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, o report,

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

Export only the selected records.

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

= |




The final screen of the Export
Wizard appears with a
confirmation.

Save Export Steps

[7] saue export steps

Finished exporting 'Customer Labels 1" to file *Ch\Users\PaulDocuments\Custamer Labels.rtf' successfully,

e Cth Cl.ose Do you want to save these export steps? This will allow you to quickly repeat the operation without using the wizard.
.

CHAPTER

Creating Mailing Labels 13
7 4

HOME INSERT DESIGN PAGE LAVOUT REFERENCES MAILINGS REVIEW WIEWW Paul McFedries =

S o PN
B

Pute ¢ B T U-amexx A-W-A-

The labels open in Word. % 50 -

Cliphoard & Fant

n S -

| Alejandra Camino
Romero yiomilly
Gran via, 1

Madrid,
Spain 28001

AnabelaDomingues
Tradiggo Hipermencados
Ay inesdeCastro, 414

R &0 Paulo, 5P

~ Brazil 05634-030

Annette Roulet
Lamaisond'Ssie
1 rue Alsace-Lowsine

France 31000

Thormal | ThaSpac. Heading 1 Heading 2
" g 9 3 Select -
& Paragraph & Styles 5 Editing
R o s e R SR,
Alexander Feuer Ana Truijillo
Morgenstern Gesundkost £na Trujillo Emparedacos v helados
Heerstr 22 Avda. delaConsitucon 2222
Leipag, MexicoDF .,
Germany 04179 Mexico 05021
AndréF onseca AnnDevon
Gourmet Lanchonetes Eastern Connection
2 Brasil, 447 35 Kiny Gerige
Campinas, SP ,
Brazi| 04876-786 UK WHIBFW
Antonic Moreno Aria Cruz
AntonioMoreno Taqueria Familia Aruibaldo
Mataderns 2312 Rus Ords,92
México D F S&o Paulo, SP
Mexico 05023 Brazil 05442-030

Customer Labels [Compatibility Mode] - Microsaft Ward ? 8 -

dbFind -
saBhCeDr . aaBbCeDr AgBbC AaBthF an

2 Replace

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. For example, to adjust the margins in Word, click
the Page Layout tab, click Margins, click Custom Margins,
and then use the Margins tab of the Page Setup dialog
box to set your new margins.

If I export the labels to Word frequently,
do I have to repeat these steps each time?
No, you can save the export steps for easy
recall later on. In the final screen of the
Export Wizard, click Save export steps

([ changes to [¥). This enables you to
rerun the export later from Saved Exports on
the External Data tab. See the section “Using
Saved Import or Export Specifications” in
Chapter 15 for more information.
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CHAPTER 14

Pertorming a
Mail Merge

One common use for a database is to store names and addresses of
people to whom you send written correspondence. 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.

INSERT DESIGH

Baldwin Museum of Science
stetr
_456 12% Street Write your letter
Indianapolis, IN 46294
«AddressBlock»
«Phone»

«Greetingline»

Thank you for renewing your single membership with the Baldwin Museum of
lScience. In order to show our appreciation, we have some great news for you.

You now qualify for a special discount on a family membership. Sign up the rest of
your family for one year and the first two months are free for them. The details of
this special offer are explained in the enclosed brochure.

If you have any questions, give me a call.

Sincerely,

Step4af6

PAGE10F1 93woRrDs [ 89




StartaMailMerge . . . . . . . . ¢ vttt 260

Create the Main DocumentinWord . . . . . . . . . .. 262
Insert an AddressBlock . . . . ... ......... 263
Insert a GreetingLline . . . . ... ... ....... 264
MatchFields. . . . . . . . ..o vt v v oo 265
Insert Individual Fields. . . . . ... ... ...... 266
Preview the MergeResults . . . . . . ... ... ... r{y
Filter the Recipient List . . . . . . .. ... ... .. 268
Sort the Recipient List . . . . . . . .. .. ... ... 270
Merge toa NewDocument . . . . . . ... ... ... 271
Merge DirectlytoaPrinter . . . . . . ... ... ... 272

Save the Merge for LaterUse . . . . . . . .. ... .. 273



Start a Mail Merge

ou 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 in 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.

The Mail Merge Wizard gives you the choice of creating a new Word document to serve as the main
document or using an existing one. This chapter assumes that you will create a new Word document
as part of the mail merge process.

Start a Mail Merge

o Cth the table that you want BEEH S & Northwind - Micrasaft fecess
to use as a data source for the h HOME  CREATE HTERNA[DATAQASETOOLS
M = = 72 Text File mm] . [‘]L- P Access
’. D_% ng’. nﬁ ﬁ é)ﬁ'!‘v’l\_ﬁle bt épnﬂg @ = [ iard Merge h;j rg
merge‘ Saved Linked Table Excel Access ODBC = Saved Excel Text XML P mail o E Waork Synchronize
Imports  Manager Database @More' Exports File File orXPs E: More~ Online
Note: Make sure that the table | b‘“"““‘“‘g Brport web n
: 3 All A Object: «
contains adequate fields to address o ceess Hpjects = Microsoft Word Mail Merge Wizard [ |
HH ini ER Al Orders is wizard links your data to a Microsoft tior
.a pOStal’ n?a1l]ng' At the m1n1muml = Cateqories ;zcument,ds‘oﬁv;tym‘.jlctantpmnrformlefttt:ts:ra
it should include the name, B customers 4 e
address, city, state, and zip code. B enmployees Wit o o went the iz .o
A B incentory () Link your data ta an existing Microsoft Word dacument.
9 Click the External Data tab. I order petal
B orders M Create & new document and then fink the data to it.
e Click Word Merge. E pamenttype:
B Produds
The Microsoft Word Mail Merge g pe e
ippers
W1Zard OpenS. 2] Shipping Options

e Click Create a new document Ly i z : s E
and then link the data to it 7 Mail Merge 7%
(D changes to @). Select document type
What type of document are
you working on?
Cljck OK. ‘}-@‘lﬁt&rs
o () E-mail messages
Microsoft Word opens a new &f]fgﬁf“’
document and then opens the P
. - Letters
Ma]l. Merge taSk pane. Send letters to a group of
) o
e Cth Letters (O Changes ChckNe‘xttocontmue‘
to @). b,
() You can click other document
types if you prefer. b Step10f6
. . }—) Mext: Starting document
0 Click Next: Starting

document.
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CHAPTER

Performing a Mail Merge 14

You are prompted to select a : ' 5
starting document. Mail Merge ™ %
© Make sure that Use the St string doument
] your letters?
current document 1S &l Use the current document
selected (2 changes to @®). O startfrom a tamplate
() Stark from existing document
0 Click Next: Select recipients. Use the current document
Start from the document
shown here and use the Mail
Merge wizard to add
recipient information,
Step2of 6
= Mext: Select recipients
€ Previous Select document by
You are prompted to select z E E
recipients. Mail Merge ~ ~ %

@ Leave the data source settings
as they are.

Note: Because you started the
merge from Access, the correct
Access table is already selected.

@ Click Next: Write your letter.

The next set of options
appears in the task pane.

Note: The rest of the sections in
this chapter take you through the
steps required to complete the
mail merge.

Select recipients
(®) Use an existing list
() Select from Outlook contacts
() Type & new list

@Use an existing list

Currently, wour recipients are
selected from:

[Customers] in "Morthwind.accdb

[ select a different list...

[ Edit recipient list..,

Step 3of 6
= Mesxk: Write your letter

& Previous: Starting document

table to be used for mail merge?

Do I need to do anything special in Access to prepare the

If you are going to use the mail merge results for postal

Do I have to use the Mail Merge
Wizard?
No. You can use the commands on the

mailings, the table should include all the fields you need for Mailings tab in Word to manually set up
that purpose: full name, address, city, state, and zip code. a mail merge. This chapter does not
Otherwise, you will not be able to construct complete, usable cover those methods, but you can learn
addresses. about them by using Help in Word.
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Create the Main Document in Word

he main document is the one that contains all the parts of the letter that stay the same for each
copy. For example, if you are writing a letter to customers, the main document will contain your
return address, the message to the customers, and your signature line.

You can create all the text for the main document at once, or you can insert fields in the letter.
Inserting fields is covered later in this chapter.

Create the Main Document in Word

o Start the mail merge as
described in the section
“Start a Mail Merge.”

e In Word’s Step 4 of 6 of the
Mail Merge Wizard, type all
the parts of the letter except
those that should be
personalized.

() Leave blanks where you will
put 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 sections.
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HOME
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Ervelopes Labels  Start Mail Select
Merge - Recipients - Recipient List  Merge Fields Block  Line Field

L

Create

INSERT  DESIGN

Start Mail Merge
1 H

2 B BB

Docurnent - WMicrasoft Word

PAGEL&YOUT  REFERENCES | MAILINGS  REVIEW  VIEW

[ Rules -

3 Match Fields [5 Find Recipient

Edit Highlight  Address Greeting Insert Merge
-7 [ Update Labels

it 8 Insert Figlds
3 a B B A 7

Baldwin Museum of Science
456 121 Street 0

Indianapolis, IN 46294

rrrrr

7 H - 0O x

Paul McFedries ~ u o

@ WA,

Finish &

Mail Merge =

Write your letter

0
0

Thank you for renewing your single membership with the Baldwin Museum of
Science. In order to show our appreciation, we have some great news for you.

If you hawe not alveady done
1 letter now.

in the d d then
click one af the items below,

Address block...

B sreeting line..
=4 Electronic
B More

postage.

personalize each recipient's

You now qualify for a special discount on a family membership. Sign up the rest of 9
your family for one year and the first two months are free for them. The details of
this special offer are explained in the enclosed brochure.

If you have any questions, give me a call.

Step4of 6

Sincerely,
3 Next: Preview your letters

~| € Previous: Select recipients
[+
B2 B -——+—+ wo%




CHAPTER

Insert an Address Block 14

f 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.

If the Address Block field code does not deliver the results you expect, you can instead insert the
individual field codes, as covered later in this chapter.

Insert an Address Block

o Perform the steps in the previous h“g 8 © - et

. HOME  INSERT ~ DESIGN  PAGELAYOUT  REFERENCES  MAILINGS IEW Paul MeFedries -- o
two sections. = B 3 O D P & | M ¢ ANES
. Erlope: Lobels | StMsi  Select Bt Plgn: Aedress Greeting nsert Mrge ‘rf'u:;:i::;s Preview ’Dz:::::f::rs Finish &
© In the main document, put the | .. I Y |t
insertion pOint Whel’e the - a ' ’ Baldwin MLseum of Scl‘ence ’ ' ° ’ Mail Merge . x
s
address block should be placed. indanapols, N 46204 e

If you have not already done
. - 50, write your letter now,
© 1n the task pane, click Address B 2)

> B inthe document, and then
block. Insert Address Block BN click one of the items bel

ow,
Specify address elements Preview Address block...

Insert pecipient s name in this format: Here is a preview from your recipient list: B Greeting line.

() Alternatively, click the Mailings
tab and then click Address
Block.

Jash ~ [} (=4 Electronic postage...

Josh Randall Jr,
Alfreds Futterkiste Bl more items..,
1022;’; BS"‘ 57 When you have finished
eriin writing your letter, click Next.
Germany

Josh Q. Randall Jr
Then you can preview and
personalize each recipient's

Vi Insert postal address: letter,
Th I Add Bl. k d- |. 1 ©) Hever include the country/region in the address
e Insert ress bloCk dialog O Aigays incluce the courtyitegion i the adaress
- Correct Problems
- If: @ only include the countryfregion if different than: i .
box opens If items in your address block are missing or out of order, use
p . [Uniited States [ Match Fields to identify the correct address elements from

your mailing list.

Sii
Format address according to the destination countryiregion Step4of 6

() You can choose a different e | 2

« € Previous: Select recipients
format for the recipient’s name.

: Baldwin Museum of Science Mail Merge v
(@ You can choose to include or 156 199 o B
Om]'t the company name. Indianapolis, IN 46294 e e ot sty e
~ «AddressBlock» 0 oo
() You can see how the records el
from your database will appear

B Greeting line...
Thank you for renewing your single membership with the Baldwin Museum of

. . (= Electronic postage...
Science. In order to show our appreciation, we have some great news for you.

[l More items.

in the letter.

. ¥ou now qualify for a special discount on a family membership. Sign up the rest of e v e Tl
NOte' If the sam p"e does nOt I'OOk . your family for one year and the first two months are free for them. The details of fi%;“:fﬁ';‘?@i&éf};i”ﬂi
right, see the I_ater Section ”Match this special offer are explained in the enclosed brochure. Intter.

F.ields" for help. If you have any questions, give me a call.

X - Sincerely, Step 40f 6
O click ok. = i

( An <<AddressBlock>> field code
appears in the document.

Note: Field names in a main
document are surrounded by double

arrow brackets.
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Insert a Greeting Line

Agreeting 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, as covered later in this chapter.

Insert a Greeting

9 Perform the steps in the
previous sections.

9 In the main document, put the
insertion point where the
greeting line should be placed.

e In the task pane, click Greeting
line.

() Alternatively, click the Mailings
tab and then click Greeting
Line.

The Insert Greeting Line dialog
box opens.

e Click this [v] to choose a prefix
type for the greeting.

o Click this [v] to choose how the
name will appear.

e Click this [+]| to choose what
punctuation will follow the
greeting.

o Click this [v| to choose a
greeting to use if the record
lacks the fields needed to
construct a regular greeting.

() You can preview the greeting
line here.

© click ok.

(@ Access adds a <<GreetingLine>>
field code.
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HOME  INSERT  DESIGN

PAGE LAYOUT REFERENCES
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¥ Match Fields

Baldwin Museum of Science
456 1217 Street
Indianapolis, IN 46294

«AddressBlock»

@

Thank you for renewing your single membership with the Baldwin Museum of
Science. In order to show our appreciation, we have some great news for you.

You now qualify for a special discount on a family membership. Sign up the rest of
your family for one year and the first two months are free for them. The details of
this special offer are explained in the enclosed brochure.

If you have any questions, give me a call.

- Sincerely,

Envelopes Labels  StartMail  Select Edit Highlight Address Greeting Insert Merge Preview
Merge = Recipients = Recipient List  Merge Fields Block  Line Field = [ Update Labels  Results
Create Start Mail Merge Write & Insert Fields
e 1 2 f 4 . P

T 2 - 0

paulcredries + [

MAIUNGS@ VIEW
= [ Fusles - @ M afi ES

[ Find Recipient

Finish
[ Check far Errors Merge -
Preview Results Finish

Mail Merge -

Write your letter

If you have not already done
50, write your letter now,

T add recipient information
ta your letter, dlick 3 location
in the dacument, and then

dlick ane of the items below.

Address block,
& B Gresting line..

=4 Electronic postage...
B Maore items...
when you have finished
writing your letter, click Nest.
Then you can preview and

persanalize each recipient's
letter,

Step 4o 6
> Next: Previews your letters

€ Previous: Select recipients

x

x

L g 1 z 3 4 5 6 A

Baldwin Museum of Science
456 121 Street
Indianapolis, IN 46294

«AddressBlock»

«Greetingline» 0 Dear |
Greeting line for invalid recipient names:
™ Thankyou for renewing your
Science. In order to show our| | Freview
Here is a preview from your recipient list:
You now qualify for a special b bl

your family for ona yaar and
this special offer are explaine:

Dear Sir or Madam, |

Carrect Problems

If you have any questions, gi If items in your greeting line are missing or out of order, use Match Fields

o identify the corect address elements from your mailing list.

Match Fields,

| Sincerely,

Mail Merge v

Wirite your letter

If you have not already done
5@, write your letter now,

Ta add recipient information
t0 your letter, dlick  location
in the document, and then
dlick one of the items below.
Address block..,
B Greeting line..
=4 Electronic postage...
ER More items...

Wihen you have finished
wititing your letter, click Next,
Then yau can preview and
personalize each recipient's
letter,

Step dof 6
> Mext: Previews your letters

€ Previous: Select recipients

x




Match Fields

CHAPTER

14

f 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.

For example, if your Access table uses a field named Region for the state or province, Word might not
recognize that field as a match for the State portion of the address block. In that case, you can tell
Word that your Region field matches the State field in the address block.

Match Fields |

o Perform the steps in the previous
sections.

e In the Insert Address Block or
Insert Greeting Line dialog box,
click the Match Fields button.

() If neither of those dialog boxes
is open, you can click the
Mailings tab and then click
Match Fields (73

The Match Fields dialog box
opens.

e Click [v to open the drop-down
menu for a field placeholder and
then select the corresponding
field in the data source.

Q Repeat step 3 for each field that
you need to match.

© click ok.

@ If you have either the Insert
Address Block or Insert Greeting
Line dialog box open, click OK to
close it.

The fields are now matched as
you have indicated.

g = Document] - Micrasoft Word
E IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILING i WIENY
....... p— B, N [5 Rules - M4
& = &3 . @ M|
- & Match Fields [?)Fmd Recipie
Start Mail  Select Edit Highlight Address Greeting In e Previent
Merge = Recipients ~ RecipientList  Merge Fields EBlock  Line Field - [ Update Labels Results [ Check for £
Start Mail Merge wirite & Insert Fields Presiew Results
1 z k] 4 3 3 S 7

Insert Address Block

+ I

Specify address elements Presdew

Insert recipient's name in this format:

b Jpu

Josh -

Here iz a preview from your recipient list:

Jash Randall Ir.
Jash Q. Randall Jr.
Joshua

Alfreds Futterkiste
Obere Str. 57
12209 Berlin
Germany

Insert company name
Insert postal address:
D Mewer include the country'region in the address

C) Ahwrays incude the countrgregion in the address
@ Only include the countryfregion it different than:

Carrect Problems

[+]

Format address according to the destination country/region

|Un|ted States

your mailing list,

If items in your address block are missing or out of order, use
Match Fields to identify the correct address elements from

2 Match Fields...

g
- k]
Match Fields : ?
. In order to use special features, Mail Merge needs to know
SecaitvlcdiclelenEnts wehich fields in your recipient list match to the required
fields, Use the drop-down list to select the appropriate ient list:

Insett recipient’s name in this £

recipient list field for each address field component

Josh

laosh Randall Jr, Required for Address Block

Josh Q Randall Jr. First Mame [hot matched)
lashua
loshua Randall Jr, Last Mame [not matched)
Joshua Q. Randall Jr, Suffix [not matched)
\nsert;ompamyname Compary CompatyMame
[+] Insert postal address: Address 1 Address
D Mewer include the countr Address 2 (not matched)
i Ci ¥
O Alweays include the country) fty ity
nly include & Coun re.
= i Postal Code PostalCade
united states | Country or Region

Optional information
Unique Identifier

Faormat address accarding to t

Customerlly vl v

Use the drop-down lists to choose the field from wour
database that corresponds to the address information Mail
Merge expects (listed on the left)

|:| Remember this matching for this set of data sources on

b

this computer
5

missing or out of order, use
ctaddress elements from

e T

Step 4
ES
«
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Insert Individual Fields

n addition to creating an address block, you may also want to insert other fields from the database
table. For example, after the address block, you might want to insert the person’s phone number.

You can also insert individual field codes to create your own version of the address block instead of
using the <<AddressBlock>> code. For example, you might want to create a custom address block that
includes not only the standard address fields, but also the person’s e-mail address and phone number.

Insert Individual Fields

o Perform the steps in the previous
sections.

e Position the insertion point

Merge = Recipients - RecipientList Merge Fields Block  Line Merge =
. reate Start Mail Merge Preview Results Finish -
where you want the field code to |2 . z 3 : s o —
Baldwin Museum of Science Mail Merge M
be placed' 456 121 Street

e Click the Mailings tab.

e Click the top half of the Insert
Merge Field button.

() You can also click More items in
the task pane.

Baldwin Muse Insert Merge Field ? Mail Merge
| A56 1280, rite your letter
0 If. you Cl’]c!< the Insert Merge Indianapol I 5gadress Fields (@) Database Fields W;f;‘,:ha,,:n:m,em
Field = instead, a menu of puta S
. . «AddressBlock CustomerlD e lortor i
available fields opens; you can «Phone»% Sontaian: oo od
click one of the fields there s tress oot
: : : «Greetingline» Region B srecting line.)
instead of using the dialog box. PastalCode S
Thank you for renewing your single me s IR More ftems..
The Insert Merge Field dialog Science. In order to show our apprecati When you have i
wiriting your letter, dli
bOX opens. You now qualify for a special discount o g L:is”o%;:::c:\gem
your family for one year and the first tw 8 letter,
o CliCk the ﬁel.d that you Want tO this snarial nffer are synlained in the an
insert.

e Click Insert.

( Access inserts a field code.

©- 0
HOME

=] s ent] - Microsoft Word
INSERT DESIGH PAGE LAYOUT RE MAILINGS

rE = B2 B B

pes Labels  StartMail  Select Edit Highlight  Address

REVIEW
[ Rules -

Indianapolis, IN 46294

«Addresﬁck»

«Greetingline»

Thank you for renewingyour single membership with the Baldwin Museum of
Science. In order to show our appreciation, we have some great news for you.

WIEW

B Watch Fields
ing Insert Merge Preview
Field = Labels Results
Write & Insert Fields

@

?T B - 0O %

Paul McFedries ~ ! o
R LN ES

[0 Find Recipient

Finish &
[ Check far Errars

Write your letter

IF YL have nat 3lready done
5o, write your letter now

Ta add recipient information
to your letter, click a location
in the dacument, and then
click one of the iters below.
Address block..,
B Greeting line..,
[} Electronic postage...
B More items...

When you have finished

o Repeat steps 5 and 6 to insert other fields if needed.

Note: You may want to type some punctuation between
steps 6 and 7 to separate the fields, such as a space
between the first and last names.

© click Close.

Word returns you to the merge document.
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Preview the Merge Results

Before you print the mail merge, you might want to preview the merge on-screen to save paper in
case there are problems that need correcting.

Word enables you to page through the records one at a time, examining each one to make sure that
the addresses are valid and the fields are appropriately set up to display the right information. If you

see a record that you do not want to include in the merge, you can exclude it.

Preview the Merge Results

o Perform the steps in the
previous sections.

e In the Mail Merge task pane,
click Next: Preview your
letters.

() The document changes to
show the first copy of the
letter as it will appear when
printed.

e Click ¥+ to display the next
record and then continue
until you have checked all
the records.

(@ You can click Exclude this

recipient to exclude a record

that you did not intend to
include.

«AddressBlock»
«Phonex|
«Greetinglines

Thank you for renewing your single membership with the Baldwin Museum of
Science. In order to show our appreciation, we have some great news for you.

You now qualify for a special discount on a family membership. Sign up the rest of
your family for one year and the first two months are free for them. The details of
this special offer are explained in the enclosed brochure.

If you have any questions, give me a call.

Sincerely,

To add recipient information
ta your leter, dick a location
inthe document, and then

click one of the items below,

Address block..,

B Greeting line.

=} Electronic postage...
Bl More items...

When you have finished
writing your letter, click Next,
Then you can preview and
personalize each recipient’s
Ietter,

Stepdof6
& 3 Mest: Preview your letters

€ Frevious: Select redpients

Baldwin Museum of Science
456 121 Street
Indianapolis, IN 46294

Alfreds Futterkiste
Obere Str. 57

12209 Berlin 0
Germany
030-0074321

Dear Sir or Madam,

Mail Merge M

Preview your letters

One of the merged letters is
previewed here, To preview
anather letter, dick one of

the following:

Recipient: 1

[0 Find a recipient..
Make changes

Vou can also change your
recipient list;

[ Edit recipient list..

Exclude this recipient

When unu have finished

x
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Filter the Recipient List

esides excluding individual records, you can filter the recipient list more broadly by examining
the entire list in a dialog box and then deselecting the recipients that you do not want to

include in the mail merge.

You can also apply a filtering rule that automatically deselects certain recipients. For example, if
you have an international list of recipients, you might want to filter the list to include only those

recipients from a particular country.

Filter the Recipient L

Filter the Reci pient List to Document1 - Microsoft Ward 7 = - O x
Exclude certain Records DESIGHN PAGE LAYOUT REFEREMCES MAILING WIEN Paul McFedries = ! o
h w y O R D M [P H 2
. o =8 - >
9 Perform the steps in the P& B B o enres X et
. . ot Edit Highlight Address Greeting Insert Merge Preview Finish &
prev]ous Sect'|ons‘ fnts ~ Recipient List  Merge Fields Black  Line Field = [3 Update Labels | [Ragyles QC"‘ECHD'E"D” herge ~
ail Merge Write & Insert Fields Previews Results Finish -~
@ Click the Mailings tab. 2 3 ' 5 o |
Baldwin Museum of Science Mail Merge T
e Click Edit Recipient List. 456 121 Street Preview your etters
IndlanapOIIS' IN 46294 One of the merged letters is
() You can also click Edit A
° o . . the following:
recipient list in the task et
pane. E} Find a recipient...
Make changes
You can also change your
tecipient list:
o Edit recipient list..
When you have finished
The Mail Merge Recipients e e e T ?

dialog box opens.

This is the list of recipients that will be used in your merge, Use the options below to add to or change your list,
Use the checkboxes to add or remove recipients from the merge, When wour listis ready, click OK,

e Deselect the check boxes for

any records that you do not
want to include (¥ changes
to ).

© click ok.

Access removes the

Data Source | |7 | CompanyM ame - | Address v| City v| Region - ™
Marthwind.accdb [#  Alfreds Futterkiste Obere Str. 57 Betlin

Morthwind.accdb [ &na Trujillo Empareda.,.  fwda, de la Constitucid..  México OLF,

Morthwind.accds [ Antonio Moreno Taqu.. Mataderos 2312 México DLF,

Morthwind.accdb ¥ Around the Harn 120 Hanower 5g, London

Morthwind.accdb r Berglunds snabbkdp Berguvswigen 8 Luled

Marthwind.accdb [#  Blauer See Delikatessen  Farsterstr. 57 Mannheim

Morthwind.aceds [ Blondel pére et fils 24, place Kléher Strashourg

Morthwind.accdb [ Bélido Comidas prepar... C/ &raquil, 67 hadrid v
< >

Data Source

deselected recipients from
the mail merge.

Morthwind.accdb

Refine recipient list
2l sort.

@ Find duplicates...
E) Find recipient...

Edit...

[ walidate addresses...
Refresh
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Filter the Recipient List Based Data Saurce Refine recipient list
on Criteria Morthwind.accdb 2] sort.
i Filter..:

o Perform the steps in the previous %3 Find duplicates..

sections and then click Edit [ Find recipient..

Recipient List on the Mailings ; 7 Validate addresses..

tab Edit... Refresh

" » IEN

e In the Mail Merge Recipients Filter and Sort -

dialog box, click Filter. gntemecmas@ms

. . Field: Comparison: Compare ta:
The Filter and Sort dialog box Country Equalto vl lusa @
opens. and [v] |

e Click the Field [+ and click the | |
field that you want to use. | |

|
© Click the Filter Records tab. }zéi
|
|

© Cclick the Comparison [+ and 7 R

click an operator.

Mail Merge Recipients ?

G Type a comparison value.
This is the list of recipients that will be used in your merge, Use the options below to add to or change vour list,
Use the checkboxes to add or remove recipients from the merge, When your listis ready, click OK

() You can choose additional < [[Fegion
criteria on subsequent lines. s Food Market | 2732 Baker Blud, Eugene 07403

. City Cenl Elgin
GYOU can click this lzl and click ntry Stare 12 Orchestra Terrace WiallaWalla WA 99362 s,
. . . M Shop 87 Polk 3t.Suite 5 San Francisco CA 117 Usa,
And to require all criteria for a Pine Restaur.. 89 Chiarascura R, Portland oR 7219 usa, 0
record to be included; click Or to

Delicatessen 2743 Bering 5t Anchorage Ak 99508 IS4
e Caryon Gr., 2817 Milton Dr, Albuquerque M 87110 sa
allow records that meet any of
the criteria.

+ | PastalCode + | Country

Markets 187 Suffalk Ln, Buoise D 43720 Lsa,

< >

Data Source Refine recipient list
o Cljck OK. Morthwind.accdb -“l Sart
() The recipient list changes to %23 Find duplicstes..
show only records that match (3 Eind recipient..
your cr-iter-ia. — er— E Walidate addresses..,
© click ok. 8 LTI
TIPS |
How do I clear a filter? Can I filter based on whether a particular field FJConiectiane <]
To clear the filter, click Filter is blank or nonblank? fl Sort scencing
again in the Mail Merge Yes. In the Mail Merge Recipients dialog box, click o f:;D”EE”d'"E
Recipients dialog box (which the heading above the column by which you want @anks)
reopens the Filter and Sort dialog | to filter and then choose (Blanks) or (Nonblanks) (enblanks)
box) and then click Clear AlL. from the menu that appears. hdvanced. )
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Sort the Recipient List

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.

Whatever the reason, you can use the Mail Merge Recipients dialog box to sort the recipients based
on any field in the table. You can sort the field in ascending or descending order.

Sort the Recipient L

o Perform the steps in the
previous sections.

@ Click the Mailings tab.
€ Click Edit Recipient List.

() You can also click Edit
recipient list in the task
pane.

The Mail Merge Recipients
dialog box opens.

@ Click the heading of the field
by which you want to sort.

Word sorts the list by that
field.

If you want to sort in reverse
order, click the column
heading again.

© click ok.
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G

Edit Highlight &ddress Greeting Insert Merge res e Finish &
Recipient List  Merge Fields  Black Line Field = [3 Update Labels | [pasylts @Check for Errars Merge -
Write & Insert Fields Freview Results Finish -

erge
2

Document? - Microsoft Ward ?T B - O x®
Paul McFedries = ! =
RIS

E) Find Recipient

PAGE LAYOUT REFEREMCES

B By Ly
- .

MAILINGS BN

D,' Rules ~ @

¥ Match Fields

E] 4 5 [3 A 7
Mail Merge v

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, click one of
the following:

--<< Recipient: 1 -->>
E} Find a recipient...

Make changes

You can also change your
recipient list:

Edit recipient list...

Baldwin Museum of Science
456 1217 Street
Indianapolis, IN 46294

"I

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list,
Use the checkboxes to add or remove recipients from the merge, When your listis ready, click OK,

- | Addresz

Mail Merge Recipients

CompanyM ame w | Region | PostalCode

Ob 7 Eerlin
Auda, de la Constitucid.,., México DLF, 0501
Mataderos 2312 México DLF, 05023 e

£

Ana Trujillo Empareda...
Antanio Moreno Tagu..,

Around the Horn 120 Hanower Sq. Londan W1 1DP Lk
Berglunds snabbkop Berguwswigen 8 Luled 3-958 22 S
Blauer See Delikatessen  Forsterstr, 57 Mannheirm 6306 Gerr
Blondel pére et fils 24, place Kléber Strashourg 67000 Fran
Bdlido Comidas prepar.,  Cf Araquil, 67 Madrid 28023 Spai ,
£ >

Drata Source Refine recipient list

4] sart..
W Eilter..

Klg Find duplicates...

Marthwind.accdb

E) Find recipient...
[T walidate addresses...

Edit... Refresh




CHAPTER

Merge to a New Document 14

Instead of merging directly to a printer, as described in the next section, you might prefer to
merge to a new Word document. This means that instead of printing the letters, Word creates a
new document and uses it to store all the letters.

This is useful if you do not have the printer available that you want to use. Similarly, you might need
someone else to approve the letters before you send them. Either way, you can first merge them to a
document and then print the letters later.

Merge to a New Document

o Perform the steps ]'n the B H S - Document] - Micrasaft Word 7 H - O x
. . HOME INSERT DESIEMN PAGE LAYOUT REFEREMCES MNLINGSQ WIEWY Paul McFedries = ! o
previous sections. = B & 2 B C - ;F:d%t» "

. e Envelopes Labels S:jrtMa‘M . samt e EdwttL . MH.gthghlz A;Idrekss Grfetmg \nse':rtll\ge'rge F‘Dupdatehbeh :rewaw % GheckforErors ;\Amshﬁvt

9 Cth the Ma]hngs tab‘ Create * StartpMaHMErgE ’ * Wirite & Insert Fields wtn gd\tlnd\wdua\Du:urgnantsm

& L 2 3 & 5 & & Bg Print Documents )

e Click Finish & Merge. Baldwin Museum of Science B Send Emsi Mesrages.

456 1217 Street Preview your letters
e Click Edit Individual Indianapolis, IN 46294 Oneofthe mergedetrs
Documents. " AlfredsFutterkiste etohowng
Recipient 1 [,
Obere Str. 57 gna a re(\pienl”
12209 Berlin Make changes
~ Germany \r/:(u‘p[;:tal\ls;[hangeyuur
030-0074321 E—
The Merge to New Document o
dialog box opens. Merge to New Document
Click OK.
e 0K Merge recards
The letters appear in a new
@Al
Word document. You can save e
it, print it, or discard it by () Current recard
closing it without saving ) From; To:
your changes. You can also
make changes to individual
letters before printing. % (8] 4 Cancel
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Merge Directly to a Printer

f you have entered your merge field codes, filtered the records as needed, and previewed the

merge results, you can be confident that the results of your merge are complete and accurate. In
that case, you might want to merge directly to your printer. This is the easiest and quickest way to
perform a merge, 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

o Perform the steps in the
previous sections.

9 Click the Mailings tabh.
e Click Finish & Merge.
e Click Print Documents.

The Merge to Printer dialog
box opens.

© click ok.

The Print dialog box opens.

0 Change any print settings if
needed.

() You can change the printer here.

@ click ok.

Word sends the letters to the
printer.

272

entl - Microsoft Word

MAI LINGSQJIEW VIEW
] = B Rules -

B & Match Fields

<[ |»

E)Fmd Recipient

@

? H -

x

Paul bcFedries - ! (3]
" P

ng Insert Merge resien Finish &
Field = P Update Labels Results QCheckforErrors Merge -
3 Insert Fields Previews Results _:E"D Edit Individual Dacurnents..,
& [ 7 B .
& M:g, Print Docurnents...
Fa E"’ Send Email Messages..,
Merge to Printer
Print records
(O
I::l Current recard
l[:]l Erom: | | Ton | |
& [e]4 | | Cancel |
) 2
Print ?
Printer
Mame: ) EPSON3FECAT (Artisan 837) 0 [v| | properties |
Status: Idle Find Printer...
Type: EPSOM Artisan 837 Series
Where:  WSD-355bce55-56a5-458 - 9367-cd631c3b09e5.0069 [ print ta file
Comment: |:| Manual duplex
Page range Copies
® 2l Mumber of copies: |1 EI
Current page Selection
O Pages:

Type page numbers and/or page ranges
separated by commas counting from
the start of the document ar the
section, For example, type 1, 3, 5-12 or
pls1, p1s2, p133—p8s3

' ' [+] callate

-0

Print what: |D0cument | Zoom

Print: |AII pages in range IEl Pages per sheet: |‘I page IZ|
Scale to paper size: |N0 Secaling IZ|

Q= | o |




CHAPTER

Save the Merge for Later Use 14

aving 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 Perform the steps in the previous v Save AS
. nro
sections.
. . Tewny _
e Click File. Places El:l Compu
. . Open
The File options appear. £Ba, Paul McFedries's SkyDrive Recent Folders
e Click Save As. _ Documents
Seuo A Computer 4
. Save As EI;I Cloud Com
You can also click the §ave PALLS M
button () on the Quick Access Bt + Add a place Author Rev
Toolbar or press (&) + (). WPALLS-IME:
Share
O click Computer. Desktop
Export
6 Click Browse.
Close °>
Browse
The Save As dialog box @ Save As | x|
opens. 1 5] « Doc.. » MyDocuments »0 @ | Search My Documents »
G Select a |.0C3t10n. Organize * MNew folder g - (7]
. . b u; Microsaft Word Marme Date modified Type ™
o Edit the filename as needed. Wiy Dats Sources 10/26/2012 340 P File fol
. b 57 Favorites 0 CneMote Motebooks 117872012 601 Ak File fol
e Click Save. J! Résumés 11/6/2012 134 BM File fol
4 Libraries 1 Smagit 9/5/2012 3:55 PM File fol
Word saves the file. 1l Thermes 12/5/2012 234PM  File fol
b gl Music 1| Wb Pages 10/28/2012 1143 .. File fol
[ Pictures [ A Brief E-mail Primer 11/26/2012 523 PM Micros
- B videos AMosaic of Mewe Wards 11/28/2MN2 421 PM Micra:
L 4 - >
File name: | Baldwin Museum of Science ﬂ w
Save as type:  Word Document ]
Authors: Paul M Tags: Addatag
[] Save Thumbnail
(= Hide Folders Toow Save | | Cancel
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CHAPTER 15

Working with
External Data

Access offers many powerful features for working with outside data.
You can import data into Access from a variety of sources, including
Excel, Outlook, other Access databases, text files, web pages, and XML
files. You can also export Access data to other formats, including an
Excel worksheet, a web page, and a text file.

HOME CREATE EXTERNAL DATA

Get External Data - Excel Spreadsheet

Select the source and destination of the data

pend a copy of the records to the table:

o
H
a
£
2
®
2
-
5
=

ink to the data source by creating a linked table.

NUM LOCK




Import an Excel Worksheet. . . . . . . ... ... .. 276

Link to an Excel Worksheet. . . . . . . . . ... ... 280
Link to an Outlook Folder . . . . . ... ... .... 282
Manage LinkedTables . . . . . ... ... ... ... 284
Import a Table from Another Access Database. . . . . . 286
Import Data from a Delimited Text File . . . . . . . .. 288
Import Data fromaWebPage. . . . . . ... ... .. 292
Import Data froman XML File. . . . . . ... ... .. 294
Export DatatoExcel . . . . . . . . ... .00 . 296
ExportDataAsHTML. . . . . . . ... ¢ ¢ 297
Export Data to a Plain TextFile. . . . . . . .. . ... 298
Save Import or Export Specifications . . . . . . .. .. 300
Using Saved Import or Export Specifications. . . . . . . 301
Analyze Access Data Using an Excel PivotTable . . . . . 302
Add Multiple Fields to a PivotTable Area . . ... ... 304
Move a Field to a Different PivotTable Area . . . . . . . 306
Group PivotTableValues . . . . . . .. ... ... .. 308

Apply a PivotTable Filter . . . . . . . . . .. ... .. 310



Import an Excel Worksheet

ou 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.

For the best results, the Excel data should be database-oriented. That is, the data should be in a row-
and-column format, with headings at the top of each column and sets of related data in each row.
When the data is imported into Access, the column headings become the field names in the new table,
and the rows become the records. Excel data that includes formulas and functions does not import well.

‘ Import an Excel Worksheet

o Click the External Data tab.

9 In the Import & Link group, click
Excel.

The Get External Data - Excel
Spreadsheet dialog box opens.

e In the File name field, type
the path and filename for the
Excel file.

() You can click Browse to browse
for the file if you prefer.

e Click Import the source data
into a new table in the current
database (O changes to ®@).

© click ok.

®d o o
HOME ~ CREATE  EXTERNAL DATA ToOLS
| 3 Text File i ec s Y
N HE@ EF g 5 T B 5B =i
E7ML File g ord Merge
Saved Linked Table Excel Access ODBC Saved Excel Ted XML PDF  Email Wark
Imports  Manager D tabase " More Exports File  File or¥PS 5 Mor Online
Import & Link Export
Get External Data - Excel Spreadsheet 2 IEM

Select the source and destination of the data

Specify the source of the definition of the objects

Eile name; | ¢\serstaulDocuments\Acrounts

Spechll how and where you want to store the data in the current database,

(@ Import the source data into a new table in the current database.
IFthe specified table doe: eate it If the specified table ah

() Append a copy of the records to the table: || Order
Il not be reflected in the database.

() Link to the data source by creating a linked table.

Receivable Dataxinx %

not exist, Acce ady
Contents with e Impated data. Changes made 1 the source fafa il not be remma n'the database

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

Access will create 3 table that will maintain a link to the source data in Excel, Changes made to the source data in Excel will
be reflected in the linked table. However, the source data cannot be chan, Access

7 A

Access might ovenwrite its

TP o | o |

= Import Spreadsheet Wizard
The Import Spreadsheet Wizard
preadshest file conbains more than one worksheet or range. Which worksheet or range would you like?
opens.
. (®) Show Worksheets Accounts Receivable Data 4
G Click Show Worksheets OstonNamsdgargss (00,
Reports

(O changes to @).
0 Click the sheet that you want

Sample data for warksheet 'Accounts Receivable Data',

to import.

@ A preview of the data on that
sheet appears.

© click Next.

0 If Excel displays a warning
about field names, click OK.

coount Nawme coount Maber [Invoice Nuwber [Involce Awount [Pus Date Date Pai| A
rimson Furniture LO-0009 117321 §2,144.55 19-Jan-13
rimson Furniture L0-0009 117327 $1,847.25 1-Fekh-13

imson Furniture [LO-0009 117339 §1,234.69 19-Feh-13 17-Feb-1

on Furniture LO0-0009 117344 §875.50 [f-Mar-13 E&-Feb-1

rimson Furniture Lo-0oo9 117353 §895.54 poO-Mar-13 [15-Mar-1
himera Illusions pz-0zoo 117318 $3,005.14 14-Jan-13 [19-Jan-1
pime Import Spreadsheet Wizard

will automatically assian walid field names,

(9 gl

The first rowe contains some data that can't be used forwalid Access field names, In these cases, the wizard

276

Cancel

| ‘ Einish

<w Mext >
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The column headings page of = Import Spreadsheet Wizard
the wizard appears.
Microsoft Access can use your column headings as field names For your table, Does the First
. . row specified contain column headings?
@ If the ﬁrSt rOW COﬂta'Il'lS [WIFirst Row Contains Column Headings
. . .
column headings, click First
.
Row Contains Column
. TR
Headings if it is not already
dccount Name Account Nunber |Invoice Number |Invoice dmount Due Date |[Date Pail
selected (D Changes to ). [1 Primson Furniture Lo-ooos L17321 i2,14%.55 19-Jan-13 ~
LErimson Furniture [10-0009 L17327 $1,547.25 1-Feb-13
Cl. k N iErlmSDn Furniture lo-o009 117339 $1,234.69 19-Feb-13 17-Feb-1
]C eXt. |4 Frimson Furniture Hio-0o009 L17344 4875.50 5-Mar-13 E&-Feb-1
| & Frimson Furniture [10-D009 117353 $598. 54 EO-Mar-13 [15-Mar-1
|6 Fhimera Illusions fz-0zo00 L17318 $3,005.14 14-Jan-13 [159-Jan-1
|7 Fhimera Illusions pz-0zo0 117334 $303.65 12-Feb-13 [16-Feb-1
|8 Fhimera Illusions pz-ozoo 117345 $588.88 6-Mar-13 |e-Mar-13
|9 Fhimera Illusions pz-0zo0 117350 §456.21 15-Mar-13 [11-Mar-1
EDoor Stoppers Ltd. f1-0045 117319 §75.85 16-Jan-13 16-Jan-1
gDoor Stoppers Ltd. p1-0045 L173z24 §101.01 E&-—Jan-13
EDDDI Stoppers Ltd. f1-0045 117328 §58.50 E-Feh-13
. . [13poor Stoppers Ltd. f1-0045 L17333 51, 685.74 —Feh-13 B-Feb-13
The field 0pt10nS page 14Emily's Sports Palace [B-2255 h17316 31,584.20 @an—lS ©
< >
appears. !
Cancel | | =gk | [ mwea» | Eosh |
.
@ Use the Field Name text box
to edit the field name for the - e T e
first field.
‘You can specify information about each of the Fields you are importing. Select fields in the area below. You can then madify field
. infarmation in the 'Field Options' area,
@ Click the Data Type [v| and ot cmtons
then click the data type that i 12 M —— 13 )
Indexed: - [] Do nat import Field {Skip)
you want. _ -

PS

How should I prepare the Excel worksheet before | Can I import only part of a worksheet?

importing it? Yes. In step 6, you can alternatively click Show
For Excel data to import correctly into Access, it Named Ranges () changes to @) and then click
must be set up to mimic a datasheet in Access. the named range that you want to import. However,
Follow these guidelines in Excel: you must set up the range in Excel first. To create a
e Place the field names in row 1. named range in Excel, follow these steps:
e Remove any blank rows or titles above the field 0 Select the range.

names. Q Click here and type a name for the range.
e Place each record in a separate row, starting e Press 0.

immediately below the row containing the field

names.
|D\a’DInvent0ry0 | 5 || Title
[ ]
A

Do not include any formulas or functions. Omit =

cells containing them from the range to import or 1

convert them to values. > | Alien 1979
3 |An Anggom Texas 1940

4 |Big 1988

continued > 277



Import an Excel Worksheet (continued)

he 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. In each case, you can proceed just as though you were creating an Access table from scratch.

| Import an Excel Worksheet (continced)

@ Click the Indexed [+ and then = Import Sprcadsheet Wizard
choose whether the field should
be indexed and whether o
duplicates are okay. Fﬂdw: ecoun fare Cata Lypei G Toxt .

Indexed: o) M Do not import; field (Skip)
Mo Iy

Ves (Duplicates OK)
‘es (Mo Duplicates)

You can specify informatian about sach of the Fields you are importing. Select fields in the area below, ‘fou can then madify field
information in the 'Field Options' area.

() You can click Do not import
field (Skip) (] changes to ¥])
to exclude a field from being

Invoice Nurber |[Tnvoice Amount Due Date |Date Pai
117321 $2,144.55 19-Jan-13 -
1173z7? $1,847.25 1-Febh-13

imported' 117339 31,234.69 19-Feb-13 [17-Feb-1
117324 4875.50 [5-Mar-13 pE-Feb-1
. 117353 3898.54 EO-Mar—13 [t5-Mar-1
@ Click the next column and then gsw 43,005 14 1a-an-19 [19-380-1
334 5303. 65 12-Feh-13 [t6-Feb-1
]’epeat Steps 12 to 14. 345 588,88 6-Mar-13 [s-Mar-13
117350 5456.21 15-Mar-13 [t1-Mar-1
117319 578.85 16-Jan-13 [16-dan-1
@ When you have set up all the 117324 $101.01 E6-Jan-13
. . 117328 458.50 E-Feb-13
ﬁetds, click Next. 117333 41, 685.74 11-Feh-13 p-Feb-13
117316 51,584.20 12-Jan-13 v
€ >

Cancel Ey: 16 Einish

The primary key page appears. = Import Spreadsheet Wizard El
€ If the imported data contains a = iy e e i e A e T
field that you want to use as the 2o

. (O)Let ficcess add primary key.

primary key, click Choose my e
own primary key, click [/,
and choose that field.

(@) Choose my own primary key.,

()Mo primary key.

Account Name Account Munber |Invoice Nuwber |Invgice Awount |[Due Date |Date Pail
© You can click Let Access add [Bbe vmoon rurmteere  fo-000 ' ren 1 :
primary ke to allow the wizard | (LI I o
to create a new field to be used [ frimcra Tiimesone  ba-ozoo A
as a primary key. 1S T raris potee1o

| 9 Fhimera Illusions pz-ozoo 1S-Mar-13 [11-Mar-1

. . - —Jan- —Jan-

@ You can click No primary key to | [ siomers b s e e

decline to use a primary key in T Rl
the table. J:lEmlly‘s Spores Palace 18-2255 12-Jan-13 - v

@ Cl.iCk NEXt. Cancel < 18 Finish
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The table name page appears.
@ Type the name for the table.

Note: The default name is the name
of the tab from the worksheet.

€D Click Finish.

CHAPTER
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Import Spreadsheet Wizard BN

That's allthe information the wizard needs to import your data,

Import to Table:

] twould like 3 wizard to analyze my table after importing the data

Py
| cd || <mk | @k Einsh |

You are returned to the Get

External Data - Excel
Spreadsheet dialog box.

() You can save the import steps
by clicking Save import steps
([ changes to ¥1).

Note: You will learn more about
saving import steps later in this
chapter.

@ Click Close.

Access imports the Excel data as
a new table in the Objects list.

Sawve Import Steps

Get External Data - Excel Spreadsheet ?
R 7

Finished imparting file "CAUsers\PauliDocuments\Accounts Receivable Dataxdsz’ to table ‘Accounts Receivable Data’,

Do youwant to sawe these import steps? This wil| allow you to quickly repeat the operation without using the wizard,

[[] sawe import steps

21 SR

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, suppose that 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
following section, “Link to an Excel Worksheet.”
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Link to an Excel Worksheet

f you frequently need to reimport the same data from Excel, you can save time and effort by
linking to that worksheet instead of repeatedly reimporting it.

When you set up a link to an Excel worksheet, the data is always up to date. Each time that you use
Access to open the linked worksheet, Access refreshes the link to the data. This means, however,
that the Excel file must always be in its original location or an error will occur.

Link to an Excel Worksheet

Q Click the External Data tab.

e In the Import & Link group,
. orts Database ARMOre™  Exports File  File orxps 57 More -
click Excel. Import & Link Export

Get External Data - Excel Spreadsheet

,
The Get External- Data - Excel Select the source and destination of the data "/ ‘
SpreadSheet dialog bOX opens' Specify the source of the definition of the objects,

e In the File name ﬁeld, type File namet | caUsers\PaulDocuments\Parts.dsx £ &

the path and filename for the T O R T G DT
Exce l ﬁ le. O Import the source data into a new table in the current database.

If the specified table does not exist, Access will create It If the specified table already exists, Access might overwrite its
ontents with the imported data. Changes made to t & data will not be reflected in the database.

Northwind - Microsoft Access

EXTERNAL DATAﬂE TooLs

] =

27 Text File r! E‘ E g! [% F@Access el

§ o Gl

E’? ELFile | 508 o) Sl Lword e N

ess ODBC Soved Excel Tet XML PDF  Email Work
0

o You can CHCk Browse to browse O Mvemlafuvvullnu.:(umsluIll:lihle: Accounts Recei . .
If the specified table sists, Access will add the records to the fable, If the table does nat exist, Access will create it
for the file if you prefer.

e Click Link to the data source
by creating a linked table

(0 changes to ®).
5
© click ok.

=5 Link Spreadsheet Wizard

The Link Spreadsheet Wizard ?‘7

(®) Link to the data source by creating a linked table.

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

readsheet file contains more than ane worksheet ar range. Which worksheet or range would you like?

opens.

(® Show Workshests

o Click Show Worksheets Cshonamodanges  Dictived s 0
(© changes to ®@).

o Click the sheet to which you

Sample data for worl ‘Parts',
Want tO link' [ pivision peseription umber [Juantity fCost  [Total Cost [Retail Bross Margin A
z e Fangley Fliers p-178 |57 s10.47 [§596.79 17,95 [71.4%
(3] HCLE Washer ~201 356 s0.12 102,72 s0.25 [1os.3%
0 A preview of the data on that [ Finley sprocket k-n98 [s7 s1.57 [s5s0.49 fz.95 E7.93%
sk &' Sonotube B-111 & s15.24 $1,310.64 [$12.95 Bo.o%
Sheet appears. [l Langstrom 7" Wrench [p-017 [75 :15.69 $1,401.75 [327.95 [o.5
7 [Chompson Socket F-321 fse s3.11 f9z6.78 s5.95 B1.3%
. et B-Joint -182 [t585 :5.85 [31,061.75 [t9.95 p5.3%
e Cl_]ck Next. Ez LAMF Valve E-047 p8z 4.01 [§1,932.82 [§6.95 [13.3%
[10]
11
[ v
< >
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The column headings page Link Spreadsheet Wizard
of the wizard appears. Micrasoft Access can use your column headings s field names for vour table, Does the first
vow specified contain column headings?
. : [w|First Row Eontains Column Headings
0 If the first row contains column i
headings, click First Row
. .
Contains Column Headings
Diwision [Description Muwrber |guantity [cost  [Total cost [Retail [Gross Margin
(D Changes to ). [1] angley Pliers -175 [57 §10.47 [§596.75 f17.95 [f1.4% ~
[2 [ HCALE Washer -201 =13 §0.12 §10z.72 §0.25 [L08.3%
[3 Finley Sprocket [c-095 57 $1.57 [§560.49 F2.95 PB7.9%
3 4 6" Sonotube E-111 & §15.24 [§1,310.64 |§19.95 [0.9%
@ CI']Ck NeXt' E‘l Langstrow 7" Wrench pP-017 [75 §18.69 [§1,401.75 [$27.95 [49.5%
[ [Thompson Socket [C-321 E98 $3.11 [§926.78 5.95 PB1.3%
ll E-Joint -182 LS55 §6.85 |§1,061.75 [$9.95 WH5.3%
12 LALMF Valve E-047 R@s2 $4.01 [§1,932.82 [$6.95 [73.3%
=)
m
[ v
g 5
| canel || <Back [ met» | | Ensh
The table name page appears. Link Spreadshest Wizard

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

@ Type a name for the linked table.

Note: This will be the name that
appears in the list of tables.

€ Click Finish.

Linked Table Mame:
[Parts @

A confirmation dialog box appears. P ————
@ Cljck OK. o Finished linking table 'Parts’ to file 'C\Users\PaulDocuments\Parts xlsx'.
13

The linked table appears in
the Objects list in the Tables
category.

@

What happens if I need to How can I tell what tables are actually All Access Objects © «
move the Excel sheet later? linked Excel sheets? Tables 2
Use the Linked Table o In the Navigation pane, open the All ER accounts Receivable Data
Manager, as described in the Access Objects list and then open the o
: " . N A Cateqaries
section “Manage Linked Tables category. Linked Excel sheets have T customers
Tables.” If the table has an Excel icon (*®) next to them. B Emplayess
moved and Access can no B inventoy
longer find it, prompts can B Order Details
help you locate it again. E orders
’E_Y_;_' Parts
E Payment Types
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Link to an Qutlook Folder

f 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 OQutlook, you may want to link certain orders or invoices to customers
there. You can do this by using Access to set up a link to an Outlook folder. As when you create
a link to an Excel worksheet, a link to an Qutlook folder creates a new Access table that always

contains up-to-date information from Outlook.

Link to an Outlook Folder

o Click the External Data tab.

9 In the Import & Link group,
click More.

€ Click Outlook Folder.

The Get External Data -
Outlook Folder dialog box
opens.

e Click Link to the data
source by creating a linked
table (O changes to ®@).

© click ok.
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ﬁ

J‘

Imports

»

©- - s
HOME  CREATE

Marthuind - Microsoft Arcess

EXTERNAL DATA ASE TOOLS

% A TetFile | P g ? [@Jj I fccess
5 e S — .
ﬂﬂj« ua 55 52 L File SEE $H o Gl ~ I ward Merge i
Saved Linked Table Excel Acces Saved Excel  Text XML PDF Ermail ok
Manager @MDVE' Exports File File  or¥ps 50 Mare - Online
Import & Link ﬁ SharePaint List Export
ImpartorLink to a

SharePoint List

-4 r‘% Data Services

&g LinktoaData
Service

HTML Document
@ Import or link to an
HTRL Docurment
E Outlook Folder

H’ Impart or link to an
COutlook folder h

0

Get External Data - Outlook Folder

Select the source and destination of the data

= |
R 7

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

) Impuort the source data into a new table in the current database.

If the specified table does not exist, Aocess will create it Ifthe specified table already exists, &ccess might owerwrite its
contents with the imported data, Changes made to the source data will not be reflected in the database,

() Append a copy of the records to the table: | - ounts Receivable Data

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

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

! Access will create a table that will maintain a link to the source data,

& - 1 o
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The Import Exchange/ importBehange/Oulock Ward

?
Outlook Wizard opens. Selectthe source folder or address book \"/ ‘

ge/Microsoft Outlook

@ Click [ to expand the
available categories and then
click the Outlook folder that
you want.

@ Click Next.

word Spy

The table name page appears. Link Exchange/Outlook Wizard

e If needed, change the default
name for the linked table.

© click Finish.

A dialog box opens, saying
that linking to the table is

That's all the information the wizard needs to link to your data,

Linked Table Mame:

|Conkacts @

finished.
@ Cl.]Ck OK Link Exchange/Outlook Wizard
. . Finished linking table "Contacts' to file "winGbooks @live.comiContacts',
The link is complete, and the i
. . [ ok |
new linked table appears in @

the Tables category of the
Objects list.

IPS
Can I import the data from Outlook What are the Address Books listed in the Outlook folders
rather than linking it? list in step 6?
Yes. It works very much like importing data | Outlook has an Address Book utility that interfaces with your
from Excel. In step 4, click Import the Contacts list and also optionally interfaces with other data
source data into a new table in the sources, such as an employee directory on a file server or a

current database () changes to ® ). Keep | mobile address book from a handheld device. You can link to
in mind, however, that if you import data, one of these sources instead of Contacts if you prefer. Be
any future changes you make to the data in | cautious, though, about linking to an address book stored on
Outlook will not be reflected in Access. a mobile device that might not always be available.
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Manage Linked Tables

ne of the biggest advantages of setting up a table that is linked to an Excel worksheet or an

Outlook folder is that Access automatically displays the most recent data when you open the
linked table. That is fine if you just have one or two linked tables, but if your database has a large
number of linked tables, it can be time-consuming to open each one just to make sure that you have
the latest data. A better way to update multiple linked tables at once without having to open each
one is to use the Linked Table Manager.

Manage Linked Tables

o cljck the External Data tab. ﬂ! H © [« Morthwind - Microsoft Sccess
. HOME CREATE EXTERNAL DATA QBASE TOOLS
9 In the Import & Link group,

mma| EiTectfiie T2 & ? ? Er.';,i
click Linked Table Manager. ) VE] ELE XL File x| B R Bo
Saved  Linked Table coess  ODBC a\.-'ed Excel Text XML PDF Email
Imports  Manager Database ’\;EMUVE' Exports File File  orxPs i Vo
Import & Link Export

:

The Linked Table Manager o e
Opens, Select the linked tables to be updated:
. v ¢® Cortacts  (CWsers\PauldppDatailocahTempiContacts)
e Chck the Check bOX for each |_ »g Defeds (C Isers'PaulDocumentstables . xlsx\Defedssi)

. B rziPaulDocument=1Pa =) C |

linked table that you want to - .

update (] changes to [#]).
() You can also click Select AL

O click oK.

[] &ways prompk far new lacation
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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 8.

o Select the new location of
the file.

O click the file.
0 Click Open.

You may have to repeat steps
5 to 7 for additional tables.

A message appears, stating
that the tables were refreshed.

© click ok.

You are returned to the Linked
Table Manager.

0 Click Close.

CHAPTER
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o= Select New Location of Defects EX

+ @ » Libraries » Documents 0 v & Search Documents p-l
Organize + MNew folder == > [@M @

uE Microsoft Bccess 2 Mame Date modified Type
Selecting Cells by Differences 9/7/2012 324 PM icro:
S Favorites Solver 1A220M2 1134 . Micro:
Statistics 1022722 230PM Micro:
) Libraries Stock Price 101872012 5:03 PRA - Micro:
@ Documents Stocks 11/15/2006 3:43 Ph - Micro:
o Music [BF Table Data 111272012 1145 .. Micro:
[&] Pictures Text Functions 1022 1820 PM Micro:
B videos Understanding Srray Formulas 12132006 2232 PR Micro:
untitled 14342009 5:21 PM Micro:
@ Homegroup Working with Investrnents 5414/2006 2:22 PM Micra:
WorksheetD\aIDg Box Cantrals 9192012 &02AM  Micro:

% Computer @ resurne 11/15/2006 3:00 PR Micra:
v < - >
File name: |Tab|e Data v |Microsoft Excel V|
Tom Open ‘ | Cancel |

Linked Table Manager
Select the linked tables to be updated:

[l »ﬂ Contacts  (Chllsers'PaulidpplatalocalTempiContacts)
om0 acumel

8

[ Ahways prompt For new location

- +H Partz (CWsers'PaulDocumentsiParts xlex\Partad)
Linked Table Manager Select Al
Deselect Al
o All selected linked tables were successfully refreshed.

How can I change the location to which
a link refers, even though the original
location is still working?

Click Always prompt for new location

in the Linked Table Manager ([ changes
to ). Access then prompts you for each
table’s location, even if the existing
location is still working.

What if I 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.
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Import a Table from Another Access Database

ou may find that another Access database has data that you require in the current Access
database. For example, the other database might have a table that contains information that
would be useful in your current database. In that case, you can import the table from the other

database into the current database.

You can also import other Access database objects, including queries, forms, and reports, but the
destination database must have the needed tables and queries on which they are based.

o Click the External Data tab.
9 In the Import & Link group, click Access.

The Get External Data — Access Database
dialog box opens.

e In the File name field, type the path
and filename for the Access file.

() You can click Browse to browse for the
file if you prefer.

e Click Import tables, queries, forms,
reports, macros, and modules into the
current database () 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 that you want to
import.

() For each table or query, you can
optionally click Definition only
(2 changes to @) to import only
the table structure, not the data.
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BEH S @ = Morthwind - Microsoft Secess
HOME  CREATE B(TERNALDATAQTOOLS

=z ’% nﬂfﬂ nﬂ!ﬂ @ 2 Text File ==z é‘ﬁg El.é Eﬂé [EI T Access prai

7 2 Q27 L rle e @ Word Merge

Saved Linked Table Excel fccess ODBC Soved Excel Ted XML PDF  Email W

Imports  Manager Database BMorE ™ Eror File  Fils orxps 5 More - Online
Impart k Export

Get External Data - Access Database

’
Select the source and destination of the data "/ ‘

Specify the source of the definition of the objects.

File name: ‘(:\Llsevs\Pau\\Dncummts\wmtm‘acmb £ ﬁ Browse..,

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

¢l

(® Jmport tables, queries, forms, reports, macros, and modules into the current database.
If the specified object does not exist, Access will create it, IF the specified object already exists, Access will append a
number to the name of the imported object. Changes made to source abjects (including data in tables] will not be
reflected in the current database.

O Link to the data source by areating a linked table.
Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected
in the source and vice versa, NOTE: If the source database requires a password, the unencrypted password will be stared
with the linked table;

Import Objects

Tables |Queries I Forms I Reports I Macros I Modulas|

H
H :

Comman Tasks o
El
Cancel
Select Al
Deselect All
6 Options 3
Import Import Tables Import Queries
Relationships (®) Definition and Daka (®) as Queries
[IMenus and Toolbars () Definition Ok () as Tables
[l Import(Export Specs
D Mav Pane Groups

[T &l Images and Themes
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© click the Queries tab. import Objects ?
0 Click any queries that you @ Quertes | Farms | Reports | Macros | Modues|
want to import. Common Toske Lpiar Add Feld @"—IOK
@ If lected . Emr,ﬂ"'ytd e :
.you selecte any queﬂes, -83::?;19;'55 Q |
chc_k how you want them to
be imported. —
ptions =
@ You can click other tabs and _
. Impart: Import Tables Import Queries
SeleCt any Other Ob.]eCts that [ Relationships (®) Defirition and Data (®) as Queries
you want. [(IMenus and Toolhars () Defiritian Orly () as Tables
[ Import{Expart Specs
@ Cljck OK. [Imav Pane Groups
[ &l Images and Themes
The Save Import Steps screen Get External Data - Access Database K
appears. Save Import Steps \"I//‘
() You can save the import B
steps by cljck-ing Save Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard,
import steps ([ changes i
to ¥1).
Note: You will learn more about
saving import steps later in this
chapter.
€ Click Close.
Access imports the objects
into the database.
12
[
What is the difference between importing a query as a table and Can I link to content from
importing it as a query? another Access database?
Importing a query as a table creates a new table with a datasheet Yes. In the Get External Data -
that includes the query’s results. Any records or fields the query Access Database dialog box,
definition excludes are excluded. Importing a query as a query click Link to the data source
imports just the query definition. The database must have a table of by creating a linked table
the same name as the one the query uses, with compatible fields. (O changes to ®@).
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Import Data from a Delimited Text File

N owadays, most data resides in some kind of special format: database object, XML file, Excel workbook,
and so on. However, it is still relatively common to find data stored in simple text files because text
is a universal format that users can work with on any system and in a wide variety of programs. You can
analyze the data contained in certain text files by importing the data into an Access table.

Note, however, that you cannot import just any text file into Access. Instead, you can only import
delimited or fixed-width text files. See the first Tip in this section to learn more.

G Click the External Data tab.
@ Click Text File.

The Get External Data - Text File
dialog box opens.

e In the File name field, type the
path and filename of the text
file.

() You can click Browse to browse
for the file.

e Click Import the source data
into a new table in the current
database () changes to @).

© ctick ok.

The Import Text Wizard opens.

0 Click Delimited (O changes
to @).
@ If you are importing a fixed-
width text file, click Fixed Width
(© changes to ®) instead.

Note: Because fixed-width text files
are relatively rare, they are not
covered in this section.

@ Click Next.
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S @
HOME

Saved Linked Table Excel Access ODBC
Irports  Manager Databas, ore ™
Import & Link

Saved  Exrel
Exports

EXTERNAL DATA ﬂTOOLS
B 2R e HidEmREHT 7

Narthwind - Micrasoft Access

[ Access
g word Merge
Te ML PDF Email Wark
File  File oriPs 55 More ~ Onling

Get External Data - Text File

Select the source and destination of the data

Specify the source of the definition of the objects.

PT7 7 \

& name: | Ciise rstPaulDocum entshSto ok Prices.csv

Spechifhow and where you want to store the data in the current database,

(®) Import the source data into a new table in the current database.

© Link to the data source by creating a linked table.
Access will create a table that will maintain
text file, However, you can add new records.

3

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

(© append a copy of the records to the table: | 4ccounts Receivable Data

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

alink o the source data. You cannot change

[ A i

or delete data that is linked to

o - -

Import Text Wizard

ta seems bo be in a ‘Delimited’ Format., IF it isn't, choose the Format that more correctly
s your data,

(@)Delimited - Characters such as comma or tab separate sach field

()Fixed Width - Fields are aligned in columns with spaces between each Field
I\

0
o

méa From file: CIUSERSIPAULYDOCUMENTSYSTQCKPRICES.CSY,

[5leo[2]n]]e [« ]~

=
o

G
~ BB

[Pate,Voluwns, High, Low, Close
Eo130802z, 18000, 19,16.25, 18.25
k0130803, 47500, 19, 18,25, 18.5
o13ng04, 73900,20,16.25,19
0130805, 83300,20.5,19,19.75
kO130606,27200,20,.25,19.5,19.5
0130809, 8800,20.25,19.5,20
k0130610,387900,20.5,19.5,20.5
E0130811,256200,21.75,20.25,21.5
k0130812, 40800,22.5,21.25,21.25
0130613, 47900,22,20.75,21
0130516, 33800,21.25,20.25,20.5
kO130817,27200,21,20.25,20,25
k01308168, 12200,21,20.25,21

& ‘ Net > | | Finish
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The delimiter character page of = Import Text Wizard

the wizard appears.

e Click the delimiter used in the
file (O changes to ®@).

What delimiter separates your fiel ct the appropriate delimiter and see haw your text is affected in the preview below,
pose the delimiter that separatefour Figlds:

Tab Semicalon Camma Space Other!
o,

[]First Row Contains Field Mames Text Qualifier:  [{none} |y |
@ You know that you have chosen
the correct delimiter when the e Teirolers er Toiees
data appears in orderly rows Coisoncs prson |a  eoce |ee g
. E0130804 [?3900 o ns.z25 19
and columns in the sample bota000s pasoo ko.s hs  fe.vs
£0130806 R7200 pRE0O.2Z5 9.5 19.5
area. paoo  fo.zs fis.s ko

87900 p0.5 [19.5 go.5
ESez00 E1.75 EOD.25 R1.5
@os00 pz2.5 R1.25 R1.25
[@7o00 Rz EO0.75 Bl

o Click First Row Contains Field
Names ([] changes to ¥)

3800 p1.25 RO.25 RO.S

> > > Er7zoo g1 EO.2Z25 EO0.25

if the first row contains the A S el

s i7000 p1.25 E0.25 REO0O.25 L

field names. -
€D Click Next. D e

The field options page appears. = Import Text Wizard El
m Cl_]Ck a f‘le[d to Sel_ect 'It. ‘o can sperfy information about each of the fields you are importing. Select fields in the area below. You can then modiy field

information in the 'Field Options' area,
. . Field {ptions

@ Change the field name if R 12 BRI S —r 13)

needed. Indexed: [] Do not import field ¢Ski)

Note: If the first row does not

contain field names, field names are —lose R
generic and should be changed in o
step 12. s
@ Click the Data Type [v| and £o-*
click the data type if needed. pr-2s
@ Repeat steps 11 to 13 for each 23:25
field that you want to change. po.2s v
Cancel ‘ | < Back ‘ ‘ Mext > | | Finish

What are delimited and fixed-width text files?

A delimited text file uses a text structure in which each item on a line of text is separated by a character
called a delimiter. The most common text delimiter is the comma (,). A delimited text file is imported into
Access by treating each line of text as a record and each item between the delimiter as a field.

A fixed-width text file uses a text structure in which all the items on a line of text use a set amount of
space — say, 10 characters or 20 characters — and these fixed widths are the same on every line of text. A
fixed-width text file is imported into Access by treating each line of text as a record and each fixed-width
item as a field.

continued > 289



Import Data from a Delimited Text File (continued)

xcept for the beginning part of the process, the steps for importing data from a delimited text

file are nearly identical to those for importing data from an Excel file, as described earlier in the
“Import an Excel Worksheet” section. That is, you can choose which fields if any should be indexed;
you can choose to skip certain fields that you do not need; and you can specify a primary key or let
Access create one for you. In each case, you can proceed just as though you were creating an Access

table from scratch.

@ Click the Indexed [v| and click
the indexing setting if needed.

@ 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 click Do not import
field (Skip) ([ changes
to [¥) to skip a field.

@ Repeat step 15 for each field.
€ Click Next.

The primary key page appears.

@ Click Let Access add primary
key (0 changes to ®).

(@ Access adds an ID field as the
primary key.

() You can also click Choose my
own primary key () changes
to @) and then choose a field
from the drop-down menu.

( You can also click No primary
key (O changes to @).

@ Click Next.
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Import Text Wizard EX

¥ou can sperify information about sach of the fislds you are importing. Select fields in the area below, You can then madify field
information in the 'Field Options' area.

Field Options

Field Mame: | Datalype: Date With Tims ™
Indexed: M  [}] []Donotimport fisld (Skip)
o

po.25 w
>

@4 Mot | Eeh |
Import Text Wizard EX

=

1 s ma e
2 s unn

EE ® St e

()Ng primary key.

ft Access recommends that vou define a primary key Far wour new table, A primary key is used ko
identify each recard in ywour table. It allows you to retrieve data mare quickly.

ig000 (13 15.25 [15.25 ~
|J7500 [i9 18.25 [15.5
[f3go0 go 15.25 19

E3300 EO0.5 |19 19.75
g7a00 pg0.25 |19.5 19.5
j=i=lulu) EO.25 |19.5 go

87900 EO.5 [18.5 EO.5
p56z00 E£1.75 B0.25 E1.5
@os00 gz.5 p1.25 R1.25
@vaon gz go.75 E1

3800 [1.25 R0.25 RO.5
graoo g1 go.z25 E0.25
izzoo g1 po.z5 g1

17000 E1.25 RE0.2Z5 [EO0.2Z5 g

D




The table name page
appears.

@ Type the name to use for
the imported table.

@ Click Finish.
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Import Text Wizard

“That's allthe information the wizard needs to import your data,

Import to Table:

b))

(]2 wouldd ke 2 wizard ke analyze my table after mparting the data.

advanced, . Cancel <Back M

The Save Import Steps screen

appears.

(@ You can click Save import
steps ([] changes to [¥]) to
save the import, as described
later in this chapter.

@ Click Close.

Access imports the data into
a new table with the name
that you specified.

Save Import Steps

Finished importing file "CAUsers\PaulDocumentsiStockPrices.csw' to table ‘Stock Prices’,
Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.

[7] save impart steps

Get External Data - Text File ?
RT7 7\

22 SR

My text file includes dates such as 20130823
(for August 23, 2013). Will this data import
correctly?

Not unless you tell Access that the date field uses
this specific date format. Before you click Next in
step 17, click Advanced to open the Import
Specification dialog box. Click the Date Order [+]
and then click YMD for Year Month Day order. Delete
the character in the Date Delimited text box and
then click OK.

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 the
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 other objects such as
queries, forms, and reports.
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Import Data from a Web Page

Data is often available on web pages. Although this data is usually text, some web page data comes
as either a table (a rectangular array of rows and columns) or as preformatted text (text that has
been structured with a predefined spacing used to organize data into columns with fixed widths).

Both types are suitable for import into Access so that you can perform more extensive data analysis.
To import web page data, the file must reside on your computer or on your network.

Import Data from a Web Page

o Click the External Data tab.

9 In the Import & Link group,
click More.

e Click HTML Document.

The Get External Data - HTML
Document dialog box appears.

G In the File name field, type
the path and filename of the
web page file.

() You can click Browse to browse
for the file.

e Click Import the source data
into a new table in the
current database (0 changes
to @).

O ctick ok.
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BEH S & =
HORE CRELTE

EXTERNAL DATA ASETOOLS
% 5:, 2 Text File ===l ze=] El@ Eﬂé @ 1 P Access s
’ ﬂg’ “E’ FJE #ML File ‘9ﬂ§ Igiward Merge pi
Saved Linked Tahle Excel Acc Saved Excel Text XML PDF  Ernail E‘ Work
Imports Manager ase KFMU'E' Exports File File orXxPs Muare - Online
- Impart & Link % SharePoint List Export
» Irnport or Link to a

SharePoint List

- .
Qﬁ Data Services

@ LinktoaData
Service

HTML Document

ﬂ lmport or link ta an 0
HTML Document k

E QOutlook Folder

ﬂE’ Irmport or link to an
Outlook folder

Get External Data - HTML Document

Select the source and destination of the data

?
47 A

Spedify the source of the definition of the objects,

File name: ‘C:\User’s\Pau\\Documents\Products.html 4

Spechlh o and where you want to store the data in the current database,

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

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

O Append a copy of the records to the table:  rccounts Receivable Data

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

O Link to the data source by creating a linked table.
Access will create a table that will maintain 3 link to the source data,

o -
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The Import HTML Wizard = Import HTML Wizard
appears.
Micrasoft Access can use your column headings as Field names For your table, Does the First
. row specified contain calumn headings?
o If your web page data contains [JFirst Row Contains Column Headings
. . .
column headings, click First
N
Row Contains Column
.
Headings ([] changes to [¥]).
. [1 Beverages [hai fi0 boxes x 20 bags [f18.0000 B9 O P |~
e CI.]Ck NeXt. |2 Beverages  [heng B4 - 12 oz bottles [$19.0000 |17 RS o
[5 Beverages  [hartreuse verte F50 cc per bottle [$18.0000 [s2 | p
|4 Beverages [¢te de Blaye e - 75 ¢l bottles [i263.5000 L7 f15 P
|5 Beverages  [Ipoh Coffee 16 - 500 g tins Fas.onnn 17 RS p
|6 Beverages  [Lakkalikoori 500wl big.o000 57 RO P
[7 Beverages  [Loughing Lurberjack Lager B4 - 12 oz bottles [$14.0000 |5z {0 p
iBeverages uthack Lager 4 - 355 ml bottles [f15.0000 |15 op
[5 Beverages  Rhonbréu Klosterbier B4 - 0.5 1 hottles [§7.7500  [125 B5 [
EBeverages Fascuatch ile E4 - 12 oz bottles [$14.0000 (111 A5 P
[{iBeverages [teeleye Stout B4 - 12 oz hottles [$18.0000 pa {15 [
&Condnnents niseed Syrup iz - 550 ml bottles [§10.0000 (13 RS P
[13fondiments fhef Anton's Cajun Seasoning WB - & oz jars fez.oonn 53 o p
14Condiments |renen Shouvyu 4 - 250 ml bottles [$15.5000 a k5 p w
€ >
: : [ s e N
The field options page of the
wizard appears.
= Import HTML Wizard
0 Click a field.
‘You can specify information about each of the Fields you are importing. Select fields in the area below. You can then modify Field
. . information in the 'Field Options' area,
@ Change the field name if needed. S —
: : O 10 LS —— 1 1)
@ Click the Data Type [v] and click Indexed: Mo [v] []Donotimport field (Skin)
the data type if needed.
Fi=lds Ficldd  [FiclFidFie
@ Repeat StepS 9 to 11 for each 10 bexes x 20 bags [18.0000 2 [0 P |~
3 E4 - 12 oz bottle=s 312.0000 n7? gsp
field that you want to Change' hartreuse verte PS0 cc per bottle [§18.0000 59 |5 P
ate de Blaye 1Z - 75 cl bottle=s $z63.5000 17 1s p
3 D 16 - 500 g tins 45.0000 f7 RS p
@ Click Next. 7 oo i EOa ml fis.0000 57 o
Laughing Luwberiack Lager B4 - 12 oz hottles [$14.0000 52 10 a@
@ FO“.OW StepS 17 to 21 -in the Cuthack Lager B4 — 355 ml bottles [315.0000 {5 Bop
Fnsnbran Klosterbier B4 - 0.5 1 hottles [$7.7500 {25 25 p
”Import an Excel Worksheet” fiasquatch ile B4 - 12 oz bottles [314.0000 [ti1 {15 |
X . fireeleye Srour B4 - 12 oz hottles [$15.0000 RO |15 p
sect]on to complete the ]mport. iniseed Syrup 12 - 550 ml bottles [§10.0000 13 BS P
hef Anton's Cajun Seasoning B8 - 6 o0z jars 3zz.0000 B3 D P
. enen Shouyu B4 - 250 ml bottles [§15.5000 B9 5 [
Access imports the web page < >
data to a table. B 1R

it

How can I append records to an existing

appended. For this to work, the table must
have the same fields, with the same field
types, as the data you are importing.

On the initial Get External Data - HTML Document screen, click Append a copy of the records to the table
(O changes to @) and then click the [v] to select the table to which you want the web page data

table from a web page?

@ Append a copy of the records Lo the table:  products .

If the specfied table exists, Access will add the records to the table. If the table does not exist, Access will create it.
Changes made to the source data will not be reflected in the database.
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Import Data from an XML File

You can analyze data that currently resides in XML format by importing that data into Access and
then manipulating and analyzing the resulting table.

XML (extensible markup language) is a standard that enables the management and sharing of
structured data using simple text files. These XML files organize data using tags, among other
elements, that specify the equivalent of a table name and field names. Because XML is just text, if
you want to perform data analysis on the XML file, you must import the XML file into an Access table.

Import Data from an XML File

G Click the External Data tab.

e In the Import & Link group,
click XML File.

The Get External Data - XML
File dialog box appears.

e In the File name field, type
the path and filename of the
XML file.

() You can click Browse to
browse for the file.

O click oK.
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ni E Ao (54 s Morthaing - Microzoft Access
HOME CREATE E{TERNAL DATA ASETOOLE

rm % T a2l BTtk | MO E@ EE"J [@j T Access —

. | [ | = X

7 g @ EaLrle SE3 i Idwerd Merge
Saved Linked Table Excel Acces BC Sawved  Excel  Text XML PDF Email = Wfark
Imports kdanager Database @MU'E' Exports File File or¥PS 5 More ™ Online

Import & Link Export

Get External Data - XML File

?
Select the source and destination of the data \‘M‘

Specify the source of the data.

Eile name: | causers\PaulDocum ents\Payment Types sml g @ Browse.,

The source data will be imported into a new table in the current database,

o - o
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The Import XML dialog box Import XML g
appears. < M
) yment Types —
6 Click Structure and Data
(O changes to ®).

O click ok.

Import Options

() Structure Onky
(®) Structure and Data
() Append Data ko Existing Tal

The Save Import Steps screen Get Exteral Data - XML File ?
appears, Save Import Steps \ ‘ //d
%
o YOU can Cl.'ick Save import Finished imparting document 'C:\UsersyPaulDocuments\Payment Typesaanl’,
steps (D Changes tO ) to Do you want ko save these impart steps? This will allow you to quickly repeat the operation without using the wizard,

[] save import steps

save the import, as described
later in the chapter.

o Click Close.

Access imports the XML data
into a new table.

(7
| TIPS
What does an XML file look like? Can I add the XML data to an existing
An XML file is a text file that uses a specific structure. Here is a | table rather than create a new table?
simple XML example that constitutes a single record in a table Yes. To do so, in the Import XML dialog
named Products: box, click Append Data to Existing
<Products> Table(s) (O changes to @).

<ProductName>Chai</ProductName>

<CompanyName>Exotic Ligquids</CompanyName> Import Options

() Struckure Only

(" Struckure and Data

(® Append Data ko Existing Tables)

<ContactName>Charlotte Cooper</ContactName>

</Products>
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Export Data to Excel

he section “Import an Excel Worksheet,” earlier in this chapter, shows how to import data from Excel
to an Access table. You can also perform the opposite task: export data from Access to Excel.

When you export Access data to Excel, Access creates a new Excel workbook file. As part of the
export process, you can choose the format of that file. This depends on whether you will be sharing
the workbook with other people. In most cases, the Excel Workbook format is best. However, you can
also choose a format that is compatible with Excel versions prior to Excel 2007.

Export Data to Excel

. EH S & - Nlorthwind - Microsoft Access
o Click the table that you want to iﬂ Wove  creare | mEwAL oA ﬂ@ SR |
export. H OB B 5, vmbEREE- & R
. St v o s ot gl G Tt e LT s s
e Click the External Data tab. Al Access Objocts © - i :
Tables 2 [4] \
e In the Export group, cljck Excel‘ gi;zuﬂnmmwb,wm Select the destination for the data you want to export. "/ ‘
B categories Specifythe destination file name and format.
The Export - Excel Spreadsheet 2o e ] (A ===
dialog box opens. = conomas 0
. . B employees
G In the File name field, type the s 4 spepon SRR
destination path and filename for o e oo
the file to be exported. e 6
B mroducts pos
() You can click Browse to locate a o e =
7 1 T shippers
file or folder if you prefer. .
B stock Prices
o Click the File format [v| and click = e )
the Excel format. e 2
(© You can click Export data with Export - Excel Spreadsheet ?
formatting and layout ([] changes e oot St "/ ‘

to ) to export formatting and
layout as well as data.

Successfully exported ‘Irwentory’,

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

o Clek OK. [ save export steps
The Save Export Steps page appears.

(@ You can optionally click Save export
steps ([J] changes to [¥]) to save
these export steps for later use.

0 Click Close.

Access completes the export.

(7 S
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ne way to share data with others is to export it to a web page — that is, to the HTML format.

HTML is short for hypertext markup language, the standard language used to create web pages.
You normally need to know the HTML code to create a web page from scratch, but Access makes it
easy to export your data to an HTML file that is ready to share on the web.

There are more complex ways of making Access data available online, but for simple sharing in which
the data is static, exporting to an HTML page is the easiest method.

Export Data As HTML

o Click the table to be hﬂi SO Hartiind - Microoft s

HOME CREATE EXTERNAL DATA QSE TOOLS

exported — = m B = R
. 2 Text File fmen] Eﬂ ? ) C@access 1y Di
) % g2 er ﬁ LRl P EEE 0 ol Gl =1 Bword Merge 3 rr:| Re
. Saved Linked Tsble Excel Access ODBC Swed el Test ML Erail Work Synchranize
9 Click the External Data tab. rports  Manager Databsre MO Eon: e Fil & BMerer o e
Impart & Link Expol Word
e In the Export group, click All Access Objects © « ST eporine slected bjctio i
More Tables 2[5 charePaint Lis
= arePoint List
. B Accounts Receivable Dalta ST Export the selected abjectto
B aiorders SharePaint s a list
e Click HTML Document. 1 catenaries [, ODECDatabase
2 clenss 357 Export selected object to an ODEC
Database, such a5 SQL Server
B contacts HTML Document
E custemers & % Export selected object to an
Y& oetects HTML docurment
B Employees
B nwentary
E order Details
T orders
HE o

The Export - HTML Document
Export - HTML Document

?
dialog box opens.
Select the destination for the data you want to export ‘ ‘
N 'l

e In the File name field, type
the destination path and

ﬁlename for the ﬁle to be Eile name! | causers\PaulDocum entsiOrders.hitml @ & Browse..
exported.

Specify the destination file name and format,

Specify expart options,
o You can click Browse to [] Export data with formatting and layout.
. . Select this option to presenve most formatting and layout information when exporting a table, query, form, or report,
locate a file or folder if you e Fee pee R A ’

Open the destination file after the export operation is complete.

prefer. Select this option to view the results of the expart operation, This option is available onlywhen you export formatted data,
Export only the selected records,
Chck OK Select this option to export only the selected records, This option is only available when you export formatted data and
.
hawe records selected,

The Save Export Steps dialog
box opens.

@ Click Close.
Access completes the export. @I oc || cnl
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Export Data to a Plain Text File

You may come across situations in which exporting Access data to an Excel workbook or a web
page is not possible because the person you want to share the data with cannot use those
exported files. For example, the other person might be using a database program that does not
accept Excel or any of the other formats available to you. In such cases, exporting your Access data
to a plain text file may be your only option.

Plain text exports can be delimited by characters such as commas or tabs or, less frequently, set to

be fixed-width.

Export Data to a Plain Text File

o Click the table to be exported.
9 Click the External Data tab.

e In the Export group, click Text
File.

The Export - Text File dialog
box opens.

G In the File name field, type
the destination path and
filename for the file to be
exported.

() You can click Browse to locate
a file or folder if you prefer.

© click ok.

The Export Text Wizard opens.

e Click Delimited ( changes
to @).

Note: It is unusual to do a Fixed
Width export; most database
programs can import delimited
data.

@ Click Next.
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GEH S =
HOME CREATE EXTERNAL DATA QODLS Paul McFedries

m ’% n!—\ E!—\ E? ERTextFile T L_‘g % G 00 [% & fccess S [y Discard Changes
5B -.r) go g o -
7 Ay e [ Word Merge e [ Cache List Dats
Saved Linked Table Excel Access ODBC Swved Bacel Tet AL POE - Eroail Work Synchronize
Imports  Manager Database FHIMore ™ grpon File  File orxps > More - Online &3 Relink Lists
Import & Link Export Wieb Linked Lists
H ? X

All Access Objects @ Export - Text File BN
Tables a

B Accounts Receivable Data Select the destination for thy you want to export '/

= A orders

B categories Specify the destination file name and format.

B clients

Eile name: [ CaUsernPaunDo cumertEmployees. bt

4P Contacts

B customers

*® Defects Specify export options.

8 tmployess 4 [] Export data with formatting and layout.

= nventory Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

B orver Details Open the destination file after the export operation is complete.

B orders Select this aption to view the results af the export operation, This option is available only when you export formatted data,
*

) Parts Export only the selected records.

BT Payment Types Select this option to export only the selected records. This option is anly available when you export formatted data and

have records selected

E rroducts

ER Froducts For Update

EH rrojects

ES shippers

B2 shipping Options

EH stock Prices

Queries ¥

5] Export Text Wizard II!I[

ard allows you to specify details on how Microsaft Access should expart your data,
wport Format would you like?

(@) Delimited - Characters such as comma or tab separate each fisld

()Fixed Width - Fields are aligned in columns with spaces between each field

1
o
E]

le export Format:

L, "Davolio™, "Nancy™, "Sales Representatiwve","Ms."™,12/8/1965 0:00:00,5/1/2002 0:00:00, ™
g,"Fuller”, "indreu","Vice President, 3ales", "Dr.",2/19/1952 0:00:00,5/14/1995 0:00:00
«"Leverling™, "Janet™, "Jales Representative"”,"Ms.",8/30/1963 0:00:00,4/1/2002 0:00:00
l4, "Peacock”, "Margaret”, "Sales Representatiwve”,"Ms.”,59/19/1958 0:00:00,5/3/2003 0:00:0
5, "Buchanan™, "Steven™, "Sales Manager™, "Mr.",3/4/1955 0:00:00,10/17/2003 0:00:00,"14 G
6, "Suyama™, "Michasl"™, "Sales Representative, "Mr. ", 7/2/1973% 0:00:00, 10/17/2003 0:00:00
[7, "Eing", "Robert”, "Sales Representative”,"Mr.",5/29/1960 0:00:00,1/2/2004 0:00:00, "Ed
5, "Callahan”, "Laura”™, "Inside 3Jales Coordinator”, "Ms.",1/9/1885 0:00:00,3/5/2009 0:00:
2, "Dodsworth®, "Anne", "Sales Representative","Miss",7/2/1980 0:00:00,11/15/2011 0:00:0
13, "Sellars”, "Paul”, "IT Specialist”, "Mr.",8/23/1959 0:00:00,10/27/2012 0:00:00,"28 Gug

>

[T [ Iele[2[=[o]alea]o]-

A
]

Q= =~
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The delimiter character page of = Export Text Wizard

the wizard appears.

e Clek the del‘i miter that you Want Choose the delimiter that separates your fields:
to use ( @) Changes to ® ) . Olsh  OSenidon  @Comma  (Spscs () Other ||

0 Cl]Ck Include Field Names on [#]Include Field Mames on First Ruwé Text Qualifier: I:E
First Row ([ changes to ) if

Wihat delimiter separates your Figlds? Select the appropriate delimiter and see how your text is affected in the preview below.

» oyeeID", "Lastlame", "FirstHame”, "Title”, "Tit leOfCourtesy”, "BirthDate®, "HireDate", "Ad| A

yOU Want to ]nClUde the ﬁel-d 1, "Davolio", "Mancy", "Sales Representatiwve","Ms.",12/8/1968 0:00:00,5/1/2002 0:00:00, "507
. R,"Fuller”, "Andrew”, "Wice President, Zales","Dr.",2/19/13952 0:00:00,5/14/1935 0:00:00, "3

names On the ﬁrSt row' "Leverling', "Janet”,"Sales Representative","Ms.",8/30/1963 0:00:00,4/1/2002 0:00:00, "7
[, "Peacock”, "Margaret™, "Sales Representatiwe","Ms.",9/19/1958 0:00:00,5/3/200% 0:00:00, ")

Cljck Next I5, "Buchanan", "Steven”, "Sales Manager™,"Nr.",3/4/1955 0:00:00,10/17/2003 0:00:00,"14 Garr
o &, "Suyama”, "Hichael", "Sales Representative”,"Hr.",7/2/1973 0:00:00,10/17/2003 0:00:00,"C

[, "Eing", "Robert™, "Sales Representative”, "Mr.",5/29/1960 0:00:00,1/2/2004 0:00:00, "Edgeh|
. "Callahan", "Laura®™, "Inside Sales Coordinator","Ms.",1/9/1985 0:00:00,3/5/2009 0:00:00,
B, "Dodsworth”, "Anne™, "Sales Representative","Miss",7/2/1860 0:00:00,11/15/2011 0:00:00, "™
13, "Sellars", "Paul”, "IT Specialist®,"™Mr.",8/23/1959 0:00:00,10/27/2012 0:00:00,"258 Guelp

IR 10 o

The final page of the wizard = Export Text Wizard El
appears.

@ Confirm the path and filename
for the file you want to export.

€D Click Finish.

The Save Export Steps dialog box
opens.

@ Click Close.

Access completes the export.

That's all the information the wizard needs to export your data,

Export to File:
|C:\Users\PauliDocumentsiEmployees.txk 4

e 12

When should I use the Export Data with Formatting How can I change field names as I export?
and Layout option? After step 5, click Advanced to open the
Use this when you want to include helper characters in Export Specification dialog box. From there,
certain types of data, such as parentheses and dashes you can change field names, change the

in phone numbers or dashes in a nine-digit zip code. If delimiter character, and more. To change
you choose this option, the rest of the steps in the one of the field names, double-click it in
process are different (just follow the prompts), and the the Field Information area and then type a
result is a fixed-width file rather than a delimited one. new name.
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Save Import or Export Specifications

he 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 this section, you see what happens when you do so.

If you often perform a particular import or export operation, it can be time-consuming to repeat
those steps over and over. You can reduce time and effort by saving the steps. This enables you to
perform the import or export operation in the future with just a few mouse clicks, as described in the
next section, “Using Saved Import or Export Specifications.”

Save Import or Export Specifications

o Perform an import or export, as
shown earlier in this chapter.

e On the Save Export (or Import) Steps
screen of the operation, click Save
export steps (or Save import steps)
(I changes to ¥).

Additional text boxes appear in the
dialog box.

e Type a name for the saved settings.

e Type a description.

() You can click Create Outlook Task
([ changes to [¥]) to create an
Outlook task to remind you of this
activity.

o Click Save Export (or Save Import).
Access saves the operation’s steps.

If you chose to create an Outlook
task, the task opens in Outlook.

300

Export - Text File

’
Save Export Steps "/ ‘

Finished exporting table ‘Emplayees’ to file ‘C:\UsersiPaulDocuments\Employees.td
Do you want to save these export steps? This will allow you to quickly repeat the operation without using the wizard.

[] save export steps

Close

Export - Text File

:
Sawe Export Steps "/ ‘

Finished exporting table "Employees’ to file 'CUsers\Paul\Documents\Employees bet',
Do you wantto sawe these export steps? This will allow you to quickly repeat the operation without using the wizard.

Sawe expart steps

Save as: ‘Expm’t—Emp\nyeesQ |
Description: Exporting the Employeees table to a comma-delimited text file.| { |

Create an Outlook Task.

If you regularly repeat this saved operation, you can create an Outlook task that reminds you when it is time to repeat this
aperation. The Outlook task will include a Run Export button that runs the export operation in Access.

[] create Qutiook Task

t: Too create a recurring task, open the task in Outlonk and click the Recurrence huthon on the Task tab.

i @ S




Using Saved Import or Export Specifications

CHAPTER

15

fter you have saved an import or export specification, as described in the previous section, “Save
Import or Export Specifications,” you can easily recall it. This enables you to run the entire
import or export operation with just a few mouse clicks.

This saves you a great deal of time because saved settings perform an import or export by using the
same source data and destination location that you specified when you originally ran the import or
export. The saved steps also include all the same settings, file formats, and other specifications that

you chose in the original import or export.

Using Saved Import or Export Specifications

o Click the External Data tab.
@ Click Saved Exports.
() For an import, you would click Saved Imports.

The Manage Data Tasks dialog box opens.

e Click the export or import that you want to use.

O cClick Run.

The export or import is run.

If the file still exists from a previous export or
import, a warning appears.

o Click Yes to replace the previously exported or
imported file.

A message appears, saying that
the file has been exported or
imported.

O click ok.

0 Click Close.

Note: The saved settings are saved
in the Documents folder for the
current user.

Impart & Link Export
Man: ita Tasks ?
ed Imports s

Morthwind - Microsoft Access

52 %ML File
Saved Linked Table Excel Access ODBC Saved Excel Ted XML PDF  Email ork

Impors Manager Database ABMore™  Eoonc File  File  orxps 5 More - Online

5B @ . ¢ mBERE SR G
/e

Click to select the saved export to manage.

M1 ExportEmployees CAUsersyPaulDocum ents\Employe es bt
=5 Expoting the Employees table to a comma-delimited test file

Eﬂ Export-Orders Data CAUsers\PaUlDocUm ents\Orders Data s
S Exports the Orders table b ah Excel workbook,

Northwind - Microsoft Access

i The file ‘C:\Users\PauliDocuments\Employees.tit’ alteady exists.

S _Bgiou want ta replace the existing file?

)
& name or description of the saved aperation, select the operation and then dlick the text you want to edit
Y
| mun || cresteoutiookTask. | | Detete |
Manage Data Tasks ?

Saved Imports | Saved Exports

Click to select the saved export to manage.

=-é Export:Employees

Ci\Users\PaullDocuments\Employees tt
Exparting the Employeees table ta 3 comma-delimited te file,

0. Export-Orders Data CUsersiPaunDacuments\Orders Data sk
SB Exports the Orters table t 3n Excel work 500k,

Northwind - Microsoft Access

Successfully exported Employees’,

operation, select the operation and then dick the text you want to edit.

7
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Analyze Access Data Using an Excel PivotTable

Access tables can contain thousands of records. Analyzing that much data can be a nightmare
without the right kinds of tools. You have seen that Access offers some analysis tools such as
grouping and sorting, but its selection of data analysis features is limited. However, Excel offers

a powerful data analysis tool called a PivotTable. This tool enables you to summarize thousands of
records in a concise tabular format. You can then manipulate the layout of — or pivot — the table

to see different views of your data. If you have exported Access data to Excel, you can create a

PivotTable from that data.

Analyze Access Data Using an Excel PivotTable ‘
o5

PivotTable Recommended Table [llustrations Apps for  Recommended

o In Excel, open the workbook
that contains the exported
Access data.

e Click a cell within the range
that you want to use as the
source data.

e Click the Insert tab.
e Click PivotTable.

The Create PivotTable dialog
box appears.

e Make sure that the displayed
range address is correct.

() If the range address is
incorrect, click here and then
click and drag with your
mouse to select the range.

G Click New Worksheet
(0 changes to ®).

@ click ok.
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Sales Pramotion - Microsoft Excel

HORE INSERT WOUT REVIENS WIEWY

NI -

FORMULAS  DATA
[ R= ] :::!
M- A e

Dl - Wiewr

PivotTables T Office - Charts

PivotChart  Power Sparklines

=

Tables Apps Charts o Reports
b R £ || srarm1a
& B c D 3 F G
11D Date Product Quantity Met_$ Promotion Advertisement
2 1 6/3/2013_Printer stand 10  $119.70 1 Free with 10 Direct mail
] 2 6/3f2013 Glare filter [ $77.82 Extra Discount Magazine
4 3 6/3/2013 Mouse pad 15 $100.95 Extra Discount Newspaper
5 4 6f{3/2013 Glare filter 11 $149.71 1 Free with 10 Magazine
3 5 6/4{2013 Mouse pad 22 %155.40 1 Free with 10 Magazine
7 6 6/4/2013 Mouse pad 3 $20.19 Extra Discount Mewspaper
] 7 6/4/2013 Copy holder 5 $33.65 Extra Discount Direct mail
] 8 6/4/2013 Printer stand 22 $239.36 1Free with 10 Newspaper
10 9 &/4/2013 Glare filter 10  $129.70 Extra Discount Magazine
11 10  6/5/2013 Mouse pad 22 $155.40 1 Free with 10 Magazine
12 11 6/5/2013 Printer stand 8 $82.96 Extra Discount Direct mail
13 12 6/5/2013 Printer stand 22 $239.40 1 Free with 10 Direct mail
:
Create PivotTable :

Choose the data that you want to analyze
@ Select a table or range
Sales_Promotion!$EE1: 365122

Connection name:

Cgase where you want the PivotTable report to be placed

@I Mew Warksheet
D Existing Worksheet

Table/Range:

D Use an external data source

Choose Connectiar..,

A ==

Location:

|

Choose whether you want to analyze multiple tables

|:| Add this data to the Data Model

7

| Cancel |

P
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(© Excel creates a blank e 5 c o I
PivotTable. z @’ PivatTable Fields M
. . 3 Choose fields to add to report:
(C) E?<cel d1.splays the PivotTable s — . .
Fields list. i o ofliy
3 To build a report, choose fields from the PivotTable Field List g g
it
e Click and drag a field and drop . 0 acement
PR MOREEBLES,
9
]t ]nS1de the ROWS box. ID& Drag f¥lds between areas belows:
Bl — Y H TeRs B coLumns
12 E
13 8 |
14 : VALUES
15 8 l:l
16 — -
| Sheet ‘ sales promation | @ P — bl [ Defer Layout Update UPDATE
() Excel adds the field's unique A | ’ c o c F
values to the PivotTable’s row : PivotTable Fields ¥ %
area. 3: Sum of Net_$ |Column Labels |- | Choose fields to sdd to report
4 |Row Labels |- Direct mail Magazine Newspaper Grand Total [] Date [=]
: : . s Copy holder 232722 4050.94 4091.14 10469.30 Product
0 CI']Ck and drag a numeric ﬁe"d & Glare filter 5653.94 10234.55 8097.39 23985.88
and drop it inside the VALUES - Mouse pad 546136  11579.44 731412 2435492 o
& Printer stand 3750.75 6112.45 5063.02 14926.22 emen
box' a Grand Jiotal 17193.27 31977.38 24585.67 73736.32 3 \ -
10 1 aregs below:
( Excel sums the numeric values u 6 6 = CMNS;
based on the row values. - a E
A . 14 i Rows > vALUES
@ Click and drag a field and drop & [proiuct = [Samoftiecs’ =
it in the COLUMNS box. d | Sheett | sales promotion | @ P IZIv [ Defer Layout Update UPDATE
( Excel adds the field's unique
values to the PivotTable’s
column area.
Are there faster ways to build a PivotTable? What is the FILTERS box used for?

Yes. In the PivotTable Fields list, if you click a check You use it to add a filter field to the PivotTable,
box for a text or date field ([J changes to [¥]), Excel which enables you to display a subset of the
adds the field to the ROWS area; if you click a check data that consists of one or more unique values
box for a numeric field (] changes to [#1), Excel adds from the filter field. For more details, see the
the field to the VALUES area. You can also right-click a | “Apply a PivotTable Filter” section later in this
field and then click the area that you want to use. chapter.
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Add Multiple Fields to a PivotTable Area

You can add multiple fields to any of the PivotTable areas. This is a powerful technique that
enables you to perform further analysis of your data by viewing it differently.

For example, suppose that you are analyzing the results of a sales campaign that ran different
promotions in several types of advertisements. A basic PivotTable might show you the sales for each
Product (the row field) according to the Advertisement used (the column field). You might also be
interested in seeing, for each product, the breakdown in sales for each promotion. You can do that
by adding the Promotion field to the ROWS area.

Add Multiple Fields to a PivotTable Area

.
Add a Field to the ROWS B c b E F G
Area ! PivctTable Fields v x
2
o Click Il within th 3 |Sum of Net_$ |Column Labels |- | Choase fields ta sdld to repart
1CK a cell within € 4 |Row Labels |- Direct mail Magazine Newspaper Grand Total Pmdm =
PivotTable. s Copy holder 232722 405094  4091.14  10469.30 [ charity
& Glare filter 5653.94 10234.55  8097.39 23985.88 Net $
7 Mouse pad 5461.36 11579.44 731412 24354.92 £ Promation
3 Advertisement
& Printer stand 375075 611245  5063.02  14926.22 OREThLES
s Grand Total 17193.27 31977.38 24565.67 73736.32
10 Drag fields betueen areas belows
1 Y FILTERS FH COLUMNS
N
13 [ ]|
14 2 rows > VALUES
15 [ Product v | [ sumofMets = |
16 -
| Sheet1 ‘ Sales Promotion | ) o1 ™ [7] Defer Layout Update UPDATE
9 Click the check box of the 2 e ¢ o e FE
1 . )

. PiviotTable Fields M
text or date field that you 2| :
want to add (D chan es S_SUI'I’I of Net_$ _Column Labels E Choose fields to add to report:

g 4 Labels [~ | Direct mail Magazine Newspaper Grand Total [ Date
to ) 5 v holder 2327.22 4050.94  4091.14  10469.30 [ Product
6 1 Free with 10 1196.58 2610.72  2307.69  6114.99 ﬁ::”;"y
. 7 | Extra Discount 113064 144022  1783.45 435431 &» Promation
o Excel adds the field to the s =Glare filter 5653.94 1023455  8097.39 23985.88 V] Advertisement
ROWS box. s 1Freewith10 329340 522456  3622.74  12140.70 MORE TBLES
10 Extra Discount 236054 500999 447465 1184518
o Excel adds the ﬁeldls Unique 11 =Mouse pafi 5461.36 11579.44 7314.12 24354.92 Drag fields between areas belows:
12 1Freewith 10 2991.45 646464 376068 13216.77 ¥ fiveRs B9 coLumns
s r
values to the PivotTable’s 13 Extra Discount 246991 511480  3553.44 11138.15
r r 14 =Printer stand 3750.75 6112.45  5063.02 14926.22
Oow area. 15 1Freewith 10 207081 314811 234608  7565.00
. [ rows > VALUES
16 Extra Discount 1679.94 2964.34 2716.94 7361.22 L]
[ Product v | [ sumofMets = |
17 Grand Tetal 17193.27 31977.38 24565.67 73736.32 [Framation = |
18
| Sheet1 ‘ sales_Promotion | @ EE R B [ [ Defer Layout Update HrnaTe
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Add a Field to the ROWS or . c 5 : N
COLUMNS Area t g PivotTable Fields v
2
. . [sum o Net_ |Column Labels -] Choose fields to add o report:
lick a cell within the e ) T = .
o
o c 4 |Row Labels [-|Direct mail Magazine Newspaper Grand Total [ Date
PivotTable. s | Copy holder 232722 405094 409114  10469.30 7 Product
¢ Glare filter 5653.94 1023455  8097.39 23985.88 ,’i:'?;"y
. . . 7 |Mouse pad 5461.36 11579.44 731412 24354.92 O Promotion
e In the P1V0tTable Fle"ds hSt’ & |Printer stand 3750.75 6112.45 5063.02 14926.22 ] AdTR
click and drag the field that a Grand Total 17193.27 31977.38 24565.67 73736.32 MORE 28
10
you Want to add and drop 11 Drag fields betweelyareas belo 2
the field in either the ROWS i ¥ furees Qﬂcatg
= Aezer
box or the COLUMNS box. 9 g
a
19 [ rows > VALUES
1 | roduct v | [sumofrers - |
17
13
Sheet1 | Sales Promotion ‘ ® [ — O [] Defer Layout Update UPDATE
( Excel adds the field to the A : c v =
ROWS or COLUMNS box. . PivctTable Fields — ~ %
§ , . 3: Sum of Net_§ |Column Labels - Choose fields ta add to report;
0 Excel addS the ﬁel.d S un]que 4 = Direct mail Direct mail Total - Magazine [] Date
: ’ s [Row Labels [-|1Free with10  Extra Discount 1Free with 1 Product
values to the PivotTable’s s Copy holder 1196.58 1130.64 2327.22 2610. ﬁ::”s“'y
row or column area. 7 Glare filter 3293.40 2360.54 5653.94 52241 | Ul Promotion
& Mouse pad 2991.45 2469.91 5461.36 6464, Advertisement
3 |Printer stand 2070.81 1679.94 3750.75 3148. WMORE TABLES.
10 Grand Total 9552.24 7641.03 17193.27 17448,
11 Drag fields betureen areas helg
12 Y FILTERS C
=
4
1 [ rows > VALUES
1 | Product v | [ sumofMets = |
17
18
Sheet1 | sales promotion | @) P E— ] = O Defer Layout Update URDATE

Can I add multiple fields to the data area?

Yes. Adding multiple fields to the data area enables you to see multiple summaries for enhancing your
analysis. For example, suppose that you are analyzing the results of a sales campaign that ran different
promotions in several types of advertisements. A basic PivotTable might show you the sum of the Quantity
sold (the data field) for each Product (the row field) according to the Advertisement in which the customer
reported seeing the campaign (the column field). You might also be interested in seeing, for each product
and advertisement, the net dollar amount sold. You can do that by adding the Net_$ field to the data area.
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Move a Field to a Different PivotTable Area

PivotTable is not a static collection of worksheet cells. You can move a PivotTable’s fields

from one area of the PivotTable to another. This enables you to view your data from different
perspectives, which can greatly enhance the analysis of the data. Moving a field within a PivotTable
is called pivoting the data.

The most common way to pivot the data is to move fields between the ROWS and COLUMNS areas.
However, you can also pivot data by moving a row or column field to the FILTERS area.

.
Move a Field between the ; : 5 ‘ =
1 i i -
ROWS and COLUMNS Areas ! PivotTable Fields =
. . . 3:Sum of Net_$ _Column Labels [~| Chaase fields to 3dd to report:
o CI']Ck a Cel.l. W1th]n the 4 |Row Labels |-|1Free with 10  Extra Discount Grand Total [] Date
PivotTable. s |Copy holder 6114.99 435431  10469.30 4] Product
5 | Glare filter 12140.70 1184518  23985.88 Ehen
: 7 |Mouse pad 13216.77 11138.15  24354.92 [ Promotion
e C.th and drag a COLUMNS & |Printer stand 7565.00 7361.22 1492622 [ Advertisement
field button and drop it s |Grand Total 39037.46 3469886 7373632 MORE TagLES.,
. . 10
Wlth]n the ROWS bOX. 11 Drag fiields between areas below:
12 Y FILTERS B COLUMNS
1
14
15 l,
[ Rows / 3 waLUES
18 [Product 7 = | [SumofNet§ ~ |
17 Promotion
[
18 a
| Sheet1 ‘ Sales Promation | ® T — o [_] Defer Layaut Update UPDATE
() Excel displays the field's A e c o : =
ey L ‘ ‘ .
values within the row area. , PivotTable Fields *
3 W‘Sum of Net_$ Chaase fields to add to reports
. [-) .
You can also drag a field o\ by holder 10469.30 O oate
1F ith 10 6114.99 Praduct
button from the ROWS box : ree it O Quany
. . . 6 Extra Discount 4354.31 et $
area and drop it within the 7 | = Glare filter 23985.88 1 Promotion
5| 1Freewith10 12140.70 [ Advertisement
COLUMNS bOX. 9 Extra Discount 1184518 MORE TABLES.
10| #Mouse pad 24354.92
11 1 Free with 10 13216.77 Drag fields betneen areas below:
12 Extra Discount 11138.15 ¥ FuTeRs 71 coLumns
13 | @Printer stand 14926.22
14 1 Free with 10 7565.00
15 Extra Discount 7361.22 = ows 3 walies
15 |Grand Total 73736.32 U [produst ] [Semettiers =]
17 Promotion ¥
18
| Sheet] ‘ sales promation | @ YT B 5l [7] Defer Layaut Update UPDATE
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Move a Row or Column Field
to the FILTERS Area

@ Click a cell within the
PivotTable.

9 Click and drag a field from
the ROWS box and drop it
within the FILTERS box.

(© Excel moves the field button
to the report filter.

You can also drag a field
button from the COLUMNS
box and drop it within the
FILTERS box.
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B c 5 E [=]
' PivotTable Fields v x
2
3* Sum of Net_$ Column Labels - Chaase fields to add to repart:
2 [Row Labels [~ Direct mail Magazine Newspaper Grand Total [ Date
5 | = Copy holder 2327.22 4050.94 4091.14 10489.30 Fraduck
¢ 1Freewith10 1196.58 261072  2307.69  6114.99 f‘:f“;“"
7 Extra Discount 1130.64 1440.22 1783.45 4354.31 Promotion
o | =Glare filter 5653.94 10234.55 8097.39  23985.88 [ Advertisement
a 1 Free with 10 3293.40 522456 3622.74 12140.70 MORE TABLES...
1n Extra Discount 2360.54 5009.99 4474.65 11845.18
11 | “Mouse pad 5461.36 11579.44 7314.12  24354.92 Drag fields between areas below:
12 1Free \:Vilh 10 2991.45 6464.64 3760.68 13216.77 ¥ fuTers COLUMNS
13 Extra Discount 2469.91 511480 3553.44  11138.15 E— ertisement
14| ©Printer stand 3750.75 6112.45 5063.02 14926.22 =]
15 1 Free with 10 2070.81 3148.11 2346.08 7565.00
. ] RS 3 wALUES

16 Extra Discount 1679.94 2964.34 2716.94 7361.22 L ]
17 |Grand Total 17193.27 31977.38 24565.67 73736.32
18

| sheert [ salespromoton | @ P [ DeferLayout Update UPDATE

A | B c D 3 [=]
1 [Romgtion(al) B PivatTable Fields - %
2
3] Ro Is |~ |Sum of Net_$ Choose fields to add to repart:
4 | Cop’ der 10469.30 ] Date
s Glare filter 23985.88 Produﬂ
Quantity
& |Mouse pad 24354.92 Net §
7 Printer stand 14926.22 [+] Promotion
& Grand Total 73736.32 [0 vertisernent
a MORE TABLES...
10
1 Drag fields between areas belows:
1 Y FILTERS F5 COLUMNS
12
14
15
[ rows 3 VALUES
1 — | Product ~ | [ sumofMers - |
17
18
sheett | Sales promoton | @ P T B [ Defer Layout Update UPDATE

Can I move a field to the PivotTable’s data area?
Yes, you can move any row, column, or filter field to the PivotTable’s data area. This may seem strange
because row, column, and page fields are almost always text values, and the default data area calculation is
Sum. How can you sum text values? You cannot, of course. Instead, Excel’s default PivotTable summary
calculation for text values is Count. So, for example, if you drag the Promotion field and drop it inside the
data area, Excel creates a second data field named Count of Promotion.
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Group PivotTable Values

o make a PivotTable with a large number of row or column items easier to work with, you can group

the items together. For example, you could group months into quarters, thus reducing the number of
items from twelve to four. Similarly, a report that lists dozens of countries could group those countries
by continent, thus reducing the number of items to four or five, depending on where the countries are
located. Finally, if you use a numeric field in the ROWS or COLUMNS area, you may have hundreds of
items, one for each numeric value. You can improve the report by creating just a few numeric ranges.

Gro O EDEREITTES

o Click any item in the numeric S : ¢ e : =
1 . .
. PivotTable Fields T
field that you want to group. ) }
3 Sum of Quantity Column Labels - Choose fields to add to report:
4 Rowlabels [-/1Freewith10 ExtraDiscount Grand Total [] Date
5 [$20.19 | 3.00 3.00 Epmdw
3 . Quantity
& $33.65 5.00 5.00 7] Net $
7 $77.82 6.00 6.00 [+] Promation
& $82.96 8.00 8.00 ] Advertisernent
3 $85.47 11.00 11.00 MORE TAELES...
10/$100.95 30.00 30.00
11$119.70 21.00 21.00 Drag fields between areas belowr:
12 $129.70 10.00 10.00 R — & cowmns
13 $131.67 22.00 22.00
14/ $134.60 40.00 40.00
15$141.33 21.00 21.00 T rows > veLues
16$149.71 11.00 11.00 Hes <1 [ Surm of Quant =
17 $155.40 44.00 44.00
18 $155.55 15.00 15.00
| Sheet1 ‘ Sales_Promotion ‘ ® P — o} [] Defer Layout Update UPDATE
o ch'ck the Analyze tab. BH S @ 0O- Sales Promatian - Micrasaft Excel PIVOTTABLE TOOLS T 5 - O x
h HOME  IMSERT  PAGELAVOUT  FORMULAS  DATA  REVIEW ANALYZE  DESIGN Paul McFedries ~ ‘ &
. [ Active Field: = 5 Elmsertsiicer B 7 n e
e Click Group. = v A SR insert Timeline [% i = i3 [‘—7 e
PivatTable | Drill _  Group Refresh Change Dot Actions Calculations PivatChart Recommended | Shaw
A . - [@ Field Settings 1, + [ Filter Connections - Source = - . PivotTables .
e Click Group Field. Active Field Filter bata Tools -
> Graup Selection
25 v £ | h
B8 Ungroup
A ﬁ Group Field D E [+]
! Srovp PivotTable Fields v x
2
3 Sum of Quantity Column Labels - Choase fields ta 2dd to repart
4 Rowlabels |-/1Freewith10 ExtraDiscount Grand Total [] Date
s [$2019 | 3.00 3.00 Pmduzt
BT /| Quantity
5 $33.65 5.00 5.00 7 Net $
7 877.82 6.00 6.00 [¥] Promation
g $82.96 8.00 8.00 [ Advertisernent
9 $85.47 11.00 11.00 MORE TABLES...
10 $100.95 30.00 30.00
11/$119.70 21.00 21.00 Drag fields between areas below:
12/$129.70 10.00 10.00 V¥ FILTERS | B coLumns
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The Grouping dialog box appears.
o Type the starting numeric value.

() Click these check boxes
(CJ changes to ¥) to have
Excel extract the minimum and
maximum values of the numeric
items and place those values in
the text boxes.

@ Type the ending numeric value.

0 Type the size that you want to
use for each grouping.

CHAPTER

Working with External Data 15
Grouping ?

A
ggtarting at: |0 <@ |
[Endingat: 2200 <@ |

e 0@ |
O ok || cancel

© click ok.

() Excel groups the numeric values.

an)

Sum of Quantity Column Labels |~|

4 Row lLabels |[-/1Freewith10 ExtraDiscount Grand Total
5 |0-200 | 186.00 203.00 389.00
6 200-4000 429.00 430.00 §59.00
7 |400-600 638.00 619.00 1257.00
g |600-800 363.00 286.00 649.00
3 |800-1000 440.00 791.00 1231.00
10 11000-1200 473.00 632.00 1105.00
11 1200-1400 429.00 293.00 722.00
12 11400-1600 473.00 120.00 593.00
13 1 1600-1800 110.00 254.00 364.00
14 1800-2000 132.00 274.00 406.00
15 2000-2200 275.00 275.00
16 Grand Total 3948.00 3902.00 7850.00

17

IPS

How do I group date and time values?
Click any item in the date field that you
want to group. Click the Analyze tab,
click Group, and then click Group Field.
In the Grouping dialog box, type the

or time. In the By list, click the type of
grouping that you want, such as Months
or Quarters. Click OK.

starting date or time and the ending date

How do I group text values?

You must create custom groups. For example, to group by
continent, you could create custom groups named North
America, South America, Europe, and so on. Begin by
selecting the items that you want to include in a group.
Click the Analyze tab, click Group, and then click Group
Selection. Click the group label, type a new name for the
group, and then press (Z12]. Repeat for each custom group
that you want to create.
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Apply a PivotTable Filter

y default, each PivotTable displays a summary for all the records in your source data. This is

usually what you want to see. However, there may be situations in which you need to focus more
closely on some aspect of the data. You can focus on a specific item from one of the source data
fields by taking advantage of the PivotTable's filter field.

For example, suppose you are dealing with a PivotTable that summarizes data from a sales promotion
by showing the net amount sold by product and promotion. To break down this summary by
Advertisement, you could add that field to the filter area.

Apply a PivotTable Filter

Apply a Report filter A e o c =
1 |Advertisement (All) [-] PivoiTakle Fields - %
@ Add a field to the FILTERS 3 2 }
b gﬁmmumn Labels - Chaose fields to ad to report
OX. 4 |Rowlabels ~-|1Freewith10 ExtraDiscount Grand Total [] Date
. . . . s |Copy holder 6114.99 435431 1046930 7 Praduct
e Click [« in the filter field. s |Glare filter 1214070 1184518 2398588 ﬁ:f";‘y
7 |Mouse pad 13216.77 1113815 2435492 Z Promotion
a |Printer stand 7565.00 736122 1492622 7 hdvertisement
s |Grand Total 39037.46 34698.86 73736.32 MORE TABLES...
10
11 Drag fields betoeen areas below:
12 Y FILTERS FE COLUMNS
13 &lAdvemsement‘ | [Promotion =
14
e B RS > waLUES
1 | Product v | [sumoafnet$ < |
17
18 =
sheatt | sales promotion | ® P T B 5 [] Defer Layaut Updsts UPDATE
Excel displays a list of the A 6 c o : T
report filter field values. ;| CE o PivotTable Fields =
. . 315 [E:,r,]mm” Choose fields to add to report;
Chck the 1tem that yOU Want 4 RC . \agazine o Extra Discount Grand Total [ Date
. 5 |Cg - Newsoaper 435431 1046930 ] Product
to use as a filter. s 6l 1184518 23985.88 ﬁ::”s“'y
. ; 1113815 24354.92 Promotion
o If you want to dlsplay data 8 7361.22 1492622 ] Advertisement
for two or more report filters, il Fev— 34898 86/ 173730.32 e
click Select Multiple Items n Brag s bebwan aeas beows
(D changes to ) and then i s Y FILTERS 5 COLUMNS
| 2dvertisement » | || Promation =
repeat step 3 to select the 1
. 15
other filters. e rovs s
[Product ~ | [ SumofMers v |
17
O click OK. z .
| Sheetl ‘ sales promotion | @ P B Bl [] Defer Layout Update UPDATE
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() Excel filters the PivotTable to A 6 o : B
1 Advertisement Direct mail @ . . -
show only the data for the . PivoiTable Fields -
item that you Sel.ected. 3: Sum of Net_$ |Column Labels [-| Choose fields to zdd fo report
4 [Rowlabels [-|1Freewith10 ExtraDiscount Grand Total [] Date
5 |Copy holder 1196.58 1130.64 2327.22 [+ Product
s Glare filter 3293.40 236054 565394 e
7 Mouse pad 2991.45 246991 5461.36 Promotion
& |Printer stand 2070.81 1679.94 3750.75 Advertisement h e
s Grand Total 9552.24 7641.03  17193.27 MORE TABLES...
10
1 Drag fields between areas below:
12 Y FILTERS 3 COLUMNS
1 [Advertisement = | [ Promotion =
14
15
[ rows > VALUES
1 | Product v | [sumofters - |
17
13
Sheet1 | Sales Promotion ‘ ® P — o} [] Defer Layout Update UPDATE
.
Remove the Filter A e o : B
. . . 1 |Advertisement Direct mail [r PivoiTable Fields - %
Click [¥] in the report filter = 2l
. 3] Su - 0 Chaose fields ta add to repart:
ﬁeld. 4 E a;e;z‘m;n Extra Discount Grand Total [ Date
5 |Cg - Mewspaper 1130.64 232722 7 Product
. . a
Excel displays a list of the s |Gl 236054 5653.94 ity
. . 7 |M 246991 5461.36 [/ Promotion
report filter field values. oy Tere0n  a7507s e ot -
. a |Gr 7641.03 17193.27 MORE TABLES...
e Click ALL. 10| [ Select Multiple terns
1 Drag fields between areas below:
e Click OK. 12 = Y FILTERS £ COLUMNS
1= | Advertisernent = | || Prametion -
. 14
Excel removes the filter from .
N [ ROWrs > walUES
the PivotTable. 16 [ Produce = [Sumofners ~ |
17
18
| sheet1 | sdespromotion | @ P 5] Ll peferLayout Update UPDATE

P

Can I add multiple fields to the filter area?

Yes. This enables you to apply multiple filters to the data. For example, suppose you have a PivotTable that
summarizes sales promotion data by showing the total amount sold for each product, and that you have a
filter field with Advertisement data that enables you to isolate the sales by product for a specific type of
advertising used in the promotion. You could extend your analysis to look at the advertisement-specific
sales by product for individual promotions.

To do this, add the Promotion field as a second field in the FILTERS area and then use the steps in this
section to choose a specific advertisement and a specific promotion. It does not matter which order the
fields appear in the filter because the filtering comes out the same in the end.
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CHAPTER 16

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.

Compact & Repair

Encrypt with Password
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Set a Trusted Location

Macro security is quite stringent in Access 2013, which is not surprising given the number of
macro-based viruses and other malware that have appeared in the past few years. A trusted
location is a folder that Access assumes contains only trustworthy documents, so it automatically
enables any macros contained in those documents. 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. Before you can do this, you must set a trusted location.

Set a Trusted Location
@ click File.

Morthwind - Microsoft Access

CREATE  EXTERMAL DATA  DATABASE TOOLS Paul
Cut Y 2] hscending T Selection o = Hew 3 Totals o

DEBCopy il Descending  THAdvanced Fl B % spelling 3- B I U =&
View | Paste Filter efres Find i A
¥ Format Painter 5 Remove Sort W Toggle Filter | g~ X Delete = [l More Iz A-T-H-|==
Wiewss Clipboard F) Sort & Filter Records Find Text Formatting

The File menu appears. Fw | Encyptwith Password

Use 3 password to restrick access to your database. Files that use the 2007
. . Encrypt with Micrasoft Access file format or later are encrypted.
Click Options. pasovrd

The Access Options dialog

BT ———
box opens el )
p . Microsaft cares abaut your privacy. For more information sbout how Micrasoft Sccess helps ta protect your privacy, please see
Currertt Database the privacy staternents,
e cljck Trust Center Datasheet Show the hMicrosoft Access privacy statement
.
Object Designers Dffice.com privacy statement
Customer Experience Improvernent Program
Click Trust Center Settings e
* Language Security & more
Client Settings Learm more about protecting your privacy and security from Office.com.
Custornize Ribbon Micrasoft Trustwarthy Computing 4
k fccess Toalb
Quick Aees Toolbar Microsoft Access Trust Center
Add-ins ) . )
The Trust Genter cantains security and privacy settings. These settings help keep your camputer
secure, Wie recommend that you do not change these settings, Trust Center Settings...
v
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The Trust Center dialog box opens.

Trust Center

Trusted Publishers

Trusted Locations

o Click Trusted Locations.

)

Trusted Docurments locati

d Location:

Microsoft Office Trusted Location ?
ing: All the:

on is secur

cation, make sure that the new

warning: This location will be treated as a trusted source for opening files. If

@ Click Add new location.

The Microsoft Office Trusted
Location dialog box opens.

Add-ins fath

User
Activel Settings

Macra Settings

Message Bar

CiuilesiMicros,

Polw

you change o add a location, make sure that the new location is secure,

Path: a

[causersiPaunpocuments
[] subfolders of this location are also trusted

Date Modified =

Locations

Browse... |-

0

Privacy Options sy
o Type the path that you want to — ‘ ‘
b t t d Description: Date and Time Created:  12/26/201 AM
set to be trusted. o
o You can also click Browse to e | Addnewlocation.. | | Remove | | Modify. |
locate the path [ Allow Trusted Lacations an my netwark (not recommended)
° [ Dissble sll Trusted Lacations
© You can click Subfolders of O -
this location are also trusted =
Access Options ? R
([J changes to [¥]) to also trust
General “~

subfolders of this location.

© click ok.

Current Database
Mic
Datasheet the

Object Designers s

Protecting your privacy

rosoft cares about your privacy, For more information about how Microsoft fccess helps ta protect your privacy, please see
privacy staternents.

how the Microsoft Access privacy staternent

Praofing

The location is added to the
Trusted Locations list.

© click ok.
€D Click ok.

Language

Client Settings
Custamize Ribben
Quick Access Toolbar
Add-ins

Trust Center The

Office.com privacy statement
Customer Experience Improvernent Program

Security & more
Learn more about protecting your privacy and security from Office.cam.
Microsoft Trustworthy Computing

Microsoft Access Trust Center

secure. We recommend that you do not change these settings

Trust Center cantains secuity and privacy settings. These settings help keep your computer

Trust Center Settings...

Files from the location that you

.
(10 _SErampae—

specified will now be trusted.

Can I choose a network folder as a trusted location?
Yes. On the Trust Center’s Trusted Locations tab,
click Allow Trusted Locations on my network

(1 changes to [¥). You can then select a shared
network folder as a trusted location. The check box
includes the “(not recommended)” text because you
probably do not have control over what files other
users put in those folders.

Is there a quick way to turn off location-based
trusting?

Yes. On the Trust Center’s Trusted Locations tab,
click Disable all Trusted Locations ([] changes
to ). 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 it to the list again later.

[] Disable all Trusted Locations

Lllowy Trusted Locations on rmy network (not recormmended)
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Save in an Earlier Version Format

he file format used in Access 2007 through Access 2013 is not backward-compatible with earlier

versions of Access. This means that if someone is using an earlier version of Access, that person
cannot open any of your Access database files that use the current file format. Therefore, if you need
to share a database file with someone who uses an earlier version of Access, you must save the file
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 the database in that format.

Save in an Earlier Version Format
o CIjCk File. HE E %C;EA‘FE EXTERMNAL DATA, DATABASE TOOLS B Pau\McF:dr

. J t 5l Ascending Y Selection o SMew X Tatals %
The File menu appears. - Y . 8 g i

N :‘E@Cupy il Descending T Advanced 7 spelling L, 2 BIU =& w- H

o Click Save As. File Types Save Database As =
o | Save Database A Database File Types
e Click Save Database As. e B8 ccssDabose
Default datahase
~ Save Object As format,
2

Q Click the older format that you
want to use.

(1] &ccess 2002-2003 Database
Save a copy that will be compatible
with Access 2002-2003,

(21 &cress 2000 Database
Save 3 capy that will be
compatible with Access 2000,
0] Template
Save the current database asa o
database ternplate (ACCOT),

o °
Save
As

Note: Certain database features
make it impossible to save the file
in an earlier version, such as
multivalued fields. If you have any

such features in your database, an = T
error will appear letting you know. 00 b » Document 0 O Sewch Do »
At that point, you can edit the Orgaize = Hewfoier - ®
database to remove those features, Browmes [ 0 e -
. . & SeyDrive Ity Data Sources 10/29/2012 2A0PM  File folder
or yOU can deC]de not to save 1n g 1 OneMote Noteboaks 11/8/2012 G01AM  File folder
e Photo Stream 1 Résumés 11/6/2012 1:34 PM File folder
the Ol.der format. U snagit 952012 1SS PM File folder
Eé‘z’jit;znts 1 Themes 12/5/2012 2:34 PM File folder
. Jﬁ Music | Web Pages 10/29/201211:43 .. File folder
e Click Save As. Ei
. BE videos
The Save As dialog box opens. i .
. File name: | Northwind 2003 vl
G If needed, choose a different sﬂmsqpa\wmmDmbag 02009 7
save location. =t

0 Type a filename.
e Click Save.

The file is saved in the older
format to the location that you
specified.
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f you have databases created in early versions of Access, you can choose to update them to the

Access 2007-2013 file format, which is called Access Database. (Access 2007, 2010, and 2013 use
the same format.) Doing so offers several advantages, including the ability to use multivalued fields,
calculated columns, and other features.

Note, however, that after you convert the database file to the latest format, you will not be able to
use the file in earlier versions of Access.

Convert to the Access 2007-2013 Format

: s CREATE EXTERMAL DATA DATABASE TOOLS Paul McFedries ~ o
@ click File. L.

J &) fscend Y = X o o] .-
be 4 Y . peeni 2 g = i N 8 o =

inn T B I U 55é& - E

I*]

The File menu appears.
e Click Save As.
e Click Save Database As.
e Click Access Database.
6 Click Save As.

File Types Save Database As

Save Database As Database File Types
B Access Database
Default database
- Save Object As format,
7
- (1] Access 2002-200% Datahase
Save a copy that will be campatible
with Access 2002- 2003,
(21 fecess 2000 Database
Save 3 capy that will be
compatible with Access 2000,
Template
Save the current database asa
database terplate (ACCOT).

Z 0
Save

As
The Save As dialog box opens. -3 Save hs
1 [H » Libraries » Docurnents »0 v ¢ Search Docurnerts P
e Change the save location if e« New it e
needed, 18 Downloads A Hame Date modified Type ’ Size ~
%
s z:[;"_tp‘am My Data Sources 10/20/2012 3A0PM e Folder
yDrive
: . : 1 OneNote Notebooks 1/B/2012 G01AM  File Folder
o Type a different filename if 4 Photo Stream 1. Résumés TGO T4 PM il Folder
1. snagit USN2IETPM  File Folder
needed. Eé‘h;m 1) Themes 125/ ZIAPM il Folder
? M”[“mm 11 Web Pages 10292012 1083 . File Folder
e Click Save. pes p\::u‘:e; 05 Assets 12/28/2012 1058 ... Microsoft Access Database 1,152 K8
& va 0% Databasel 12422012 1122 .. Micrasoft Access Database 328K8
ased A% Humongous Insurance 10/21/2012 T3AAM  Microsoft Access Database 0 ke
. v 8 Inventary 10/22/2012 449PM  Micrasoft Access Database 1120K8 v
File name: | Northwind-new 7
Save as type: | Microsoft Access Database v
A confirmation box appears. Microsoft Access
0 cl’ick OK. This Database has been upgraded to the Access 2007 File Format. The new database cannot be shared with
o users of Access 2003 or earlier versions.
The database ﬁl_e remains open For more information about conversion, click Help,
but is now in the latest Access @
format. Va3 this information helnful?
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Back Up a Database

omputer problems are an inevitable fact of life. One of these days, your system will crash, or your

hard drive will become corrupted. These and similar glitches can cause problems for your database
file, which could become unreadable. Therefore, it is a good idea to back up your database files
periodically to ensure that your data is safe.

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 filename.

Back Up a Database

: : CREATE  D(TERMALDATA  DATABASETOOLS Paul McFedries ~ G
@ click File. : . o B
b/ Cut Y 2l ascending T ﬂ = New 2 H . =iz
= o 2| Descending ~ 8 b = =]

= > B T U s=é& g

+]

The File menu appears.
e Click Save As.
e Click Save Database As.
e Click Back Up Database.
o Click Save As.

File Types Save Database As

X
Save Database As Advanced
05 Package snd Sign

Package the database and
F} Save Object As apply 3 digital signature.
N 57 Make ACCDE
File will be cornpiled into
an executsble only file.

|2 Back Up Database
Back up important databases
reqularly to prevent data loss.
il SharePoint

Share the database by saving it to
a docurnent managerment senver.

7 -0
Save

As

The Save As dialog box &= Save hs
T » Libraries » Documents » v| & | | Search Documents )
opens.
Organize v New folder B= - (7]
0 Change the save location if Booments & i Basmodifed  Tyee : e -
] Recent places
o My Data Sources 10/29/2012 3:40PM  File folder
needed. @ it‘yD""; . OneMote Notebaoks /G012 GOTAM il Folder
14 Fhato Stream L Résumés 11/6/2012 1:34 PM File folder
1 L Snagit 9572012 355 PM File folder
o Cth save' Eé‘:a”“ : B Themes 12/5/2012 230 PN File folder
J’ Mu[umen 2 L W/eb Pages 10/29/201211:43 ... File folder
usic .
Access Saves the backup- & Pictures Assets 12/28/201210:56 ... Micrasoft Access Database 1,152 KB
i vid DalahaSﬂ 12/28/201211:22 .0 Microsoft &ccess Database 328KB
e ¥ B Humenaous Insursnce 12212012 TR AN Micrasoft fecess Datsbase KB v
File name: | Northwind 2012-12-23 <
Save as type: | Microsoft Access Database v
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Analyze Database Performance

CHAPTER

16

ccess databases generally perform queries, sorts, groupings, and other dynamic tasks quickly.

However, as your tables grow larger, as the relationships between those tables grow more
complex, and as your queries grow more sophisticated, you might notice that Access takes more time
to perform certain tasks. In that case, you can run the Performance Analyzer tool, which analyzes
your database objects and then offers suggestions to improve their performance.

Analyze Database Performance

o Click the Database Tools tab.
e Click Analyze Performance.

The Performance Analyzer
dialog box opens.

e On each tab, click the check
box next to all the objects
that you want to analyze.

O click ok.

Access displays the results of
the analysis.

6 If Access displays a
suggested fix, click the
suggestion.

@ click Optimize.

Access applies the suggestion
to your database.

@ Click Close.

The report appears in Print
Preview. From there, you can
save it and print it.

Morthwind

HOME CREATE EXTERMAL DI& DATABASE TOOLS

DI ﬁ [ Database Documenter
: = ® =

= Analyze Performance

Compact and Yisual  Run  Relationships Ohject =
Repair Database  Basic Macro Dependencies g Analyze Table

Toals Macro Relationships Analyze
Performance Analyzer “
/ 3 A Modules (B2 Current Database | All Object Types |
b = Quefies ‘ Forms | B Reparts | 2 Macros |
¥ (B Current Product List M
v i customer Orders By Categary
v i customers and Suppliers by City
W B8 Customers Mail Merge Query
W B8 Customers Whao Placed Orders in January
v (B Custamers With Orders and Order Detsils Selact Al
W 8 Customers Without Mstching Orders =
W B8 Discounted Totals By Product Deselect Al
v 8 Employes Ages
¥ B Emplovee Orders s
= X
Performance Analyzer -
_ - Opkirnize
g Select All

Deselect All

o -

P Suggestion @ Idea af Fixed |

i

ke 0 Recommendation

—Analysis Mokes:

This aptirization will benefit the Query ‘Employees With People Reporting ta Them' and
potentially ather objects in vour database,

Creating relationships between the tables in vour database can improve the accuracy and

performance of vour database, To create a relationship, on the Database Toals tab, click
Relationships.

Help

‘

3

-

9



Compact and Repair a Database

hen you delete objects from an Access database, Access ensures that the deletion happens

quickly by simply creating blank space in the file where the object used to reside. This leaves your
database file the same size. Compacting a database reduces the file size by eliminating wasted blank
space. You can optionally set up the database to compact itself automatically each time you close it.

Repairing a database checks it for storage errors and corrects any that it finds. Compacting and
repairing are actually two separate functions, but they are performed by using the same command.

Compact and Repair a Database

.
Compact and Repair R T - o
CREATE  DOTERMALDATE  DATABASE TOOLS Pauttickesries - [ @
. . .
o Click File. by | = dow Y 3l ascending T g = b i ==
ER Copy 2l Descending 1o = Bse % 2-|B I U =& - B
View | Paste Filter | Refresh Find N T
" Format Painter A# Remave Sort T A~ X Delete ~ [ Iy A-¥ ===

iews Clipboard [ Sort & Fitter Records Fin Text Formatting

? - 0O x

?
Paul McFedties u R

Morthwind

The File menu appears.
e Click Info.

e Click Compact & Repair
Database.

¥ Compact & Repair
Access compacts and repairs & e B moect dembeseflepreclems oy i3
the database. No additional b
prompts appear.

Info

Northwind 2003

Documents

View and edit database properties

lﬁ[ Encrypt with Password
Use a password to restrict access to your database. Files that use
Encrypt with the 2007 Microsoft Access file farmat or later are encrypted,
Passward
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Automatically Compact
on Close

@ click File.

The File menu appears.
e Click Options.

Marthuing ? - 0 x
EXTERMAL DATA DATABASE TOOLS Paul McFedries ~ o
B i = a gl g
Y L scending Ele Hew E i * s
Fiey b Descnding k=] e o Save v a2 B I U =& H
itter efresl i o
ZoRemoesot W gy. X Delete - [T k- A-¥-H- === |4
Sort & Fitter Records Find Text Formatting -~
@ Encrypt with Password
Use a password to restrict access to your database. Files that use
Encrypt with the 2007 Micrasoft &ccess file format ar later are encrypted.
Passward

The Access Options dialog

General

box opens.

e Click Current Database.

Current Database
Datashest

Object Designers

O Click Compact on Close
(D Changes to )' Client Settings

Custamize Ribbon

Quick Access Toolbar

© click ok.

Access will now automatically

Add-ins

Trust Center

i ~
p  Options for the current database,
pplication Options

compact the database each
time that you close it.

o

| Browse.

Application leon: |

[7] Use 25 Form and Report lcon
Display Form:  Main Switchboard [ v]
Wikeb Display Farm:
Display Status Bar
Docurnent Window Options
O Overlapping Windows
@ Tabbed Documents
Display Docurment Tabs
Use Access Special Keys
Compact on Close

[J Rernove personal information from file properties on save

.
o - -

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 not to 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.
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Password-Protect a Database

M ost databases contain nonsensitive data that requires no extra security precautions. However,
you might be dealing with a database that does contain sensitive, private, or secret data. In
that case, you can assign a password to the 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
Exclusive Use

@ click File.

The File menu appears.
@ Click Close.
Access closes the database.

e Click Open Other Files (not
shown).

0 Click Computer.
o Click Browse.

The Open dialog box opens.

0 Click the database that you
want to open.

0 Click this [v] and then click
Open Exclusive.

Access opens the database
for exclusive use.
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Hurmangous Insurance

DATABASE TOOLS

? - 0O %

Paul McFedries - ! o

e

Open

Places

@ Recent

£@a Paul McFedries's SkyDrive

& E|:| Computer

E Computer

Current Folder

Documents

Recent Folders
Documents

Desktop

-0

Browrse
(A Open
T @ » Libraries » Documents » v ¢ Search Documents
Organize = New folder = -
-
O Microsmftecess 1 Diate rodifisd Type
@Assets 12/28/201210:58 .. Mlicrosaft Access Database
¢ Favorites Database] 12/28/2012 11122 .. Miicrosoft Aecess Database
A5 Hurnongous Insurance 12/31/2012 302 P Microsoft Access Database
=5 Libraries @] Inventory 1072272012 %43 PM  Microsoft Aecess Database
B Documents @ Invoices LYIODIZIOPM  Microsaft Ancess Datahase
o) Music ] Issues 12/282012 1101 .. Miicrosoft Aecess Database
[E] Pictures v <
File name: | Humangous Insurance v [ Microsoft Access
R 7 O

Open

unt

Options

Open Read-Only

Open Exclusive |

(7 2

Open Exclusive Read-Only
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Password-Protect the
Database

= Humuongous Insurance

CREATE EXTERMAL DATE DATABASE TOOLS

@ click File.
The File menu appears.
@ click Info.
e Click Encrypt with Password.

Open

The Set Database Password
dialog box opens.

e Type the password that you
want to use.

e Type the same password again.

O click ok.

Carmpact &
Repair Database

problerns by using Cornpact and Repair,

LE Encrypt with Passward
se a passneord to restrict access to wour
Encrypt with database, Files that use the 2007 Microsoft

Password Access file format or later are encrypted.
2
Set Database Password :
Password:
|********* |
Werify

o «

|| Cancel |

o If a warning appears, click OK.

Humongous Insurance

The database is now
password-protected.

The next time you open the

Z:?E Encrypting with a block cipher is incompatible with row level lacking, Rows level locking will be ignared,

Was this information belpful?

Q@ = |

database, you are prompted
for a password.

How does password protection actually work?
When you set the password, Access jumbles the
database into an unreadable format using a process
called encryption to ensure that it cannot be
browsed from outside of Access. When you enter
the password, Access decrypts the file to make it
readable again.

How do I unset (remove) a password?
o Open the database for exclusive use.

© click File.
9 Click Decrypt Database.
o Type the password.

O click ok.

Note: You cannot unset the password if you do not
know it.
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Create a Switchboard

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.

Create a Switchboard

Add the Switchboard
Manager to the Quick
Access Toolbar

o Click the Customize Quick
Access Toolbar button ( = ).

e Click More Commands.

The Access Options dialog
box opens and displays the
Quick Access Toolbar tab.

e Click the Choose commands
from [+ and click Commands
Not in the Ribbon.

e Click Switchboard Manager.
© cClick Add.

O click ok.

The Switchboard Manager
button is added to the Quick
Access Toolbar.
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Start a New Switchboard

o Click the Switchboard Manager
(%) button on the Quick Access
Toolbar.

A message appears that the
Switchboard Manager was unable
to find a valid switchboard and
asks if you want to create one.

© Click Yes.

() The Switchboard Manager opens
with a default switchboard page
created.

You can now create additional
switchboard pages and add items
to each page.

TIP |
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© e 'E‘;? Hurnongous Insurance
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Switchboard Manager
The Switchboard Manager was unable to find a valid switchboard in this database, Would you like to create
gL ohe?
O -
Switchboard Manager

Switchboard Pages:

Can I 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 the 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 a table called
Switchboard Items, and if you

=8| Switchboard

L T T Sk B S BRI SRR BRI SR

# Form Header

& Detail

T E vl

¥ Form Footer

| E Switchboard kems

SwitchboardlD - | ltemMumber - ltemText - Command - Argument -
| 1 0 hain Switchboard Cefault
& 1 1 Open Custarmers Farm 2 Customers
2 0 Forms Page 0
3 0 Reports Page 0
# a

delete the ItemText placeholder on the form, it loses its connection to the data it needs.

( You can open the Switchboard Items table in the Datasheet view, the same as other tables. Examining
that table can provide a behind-the-scenes view of how the switchboard works.

continued P>
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Create a Switchboard (continued)

he basic switchboard consists of a single page. You may want to create additional pages and

link them to the main page rather than place 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

o In the Switchboard Manager,
click New.
The Create New dialog box opens.

e Type the name for the new page.

© click ok.

Leave the Switchboard Manager
open for further customization in
the following subsection.

Add Commands to a Switchboard

Page

9 In the Switchboard Manager, click
the page that you want to edit.

© click Edit.

The Edit Switchboard Page dialog
box opens.

e Click New.

326

Switchboard Pages:

Main Switchboard (Default)

Switchboard Manager

Switchboard Pages:

Forms Page
Reports Page

Switchboard Manager

IMain Switchboard (Default)
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Items on this Switchboard:

Edit...
Delete
Move Up

Mave Down




CHAPTER

Maintaining a Database 16

The Edit Switchboard Item dialog
box opens.

Edit Switchboard Item

Texk:

e Type the text that should appear
for that item on the form.

© Click the Command [+ and click

Cormmand:

Swikchboard:

|GD to Forms Page 4

|GD to Switchboard

vorcé
O | e

6 3

|F|:urrns Page

an action for the item.

Edit Switchboard Page

@ Click this [+ and click the item
that the command will affect.

Switchboard Marne:

Close

|Main

o

Switchboard

Note: The name of this command
changes depending on what you
chose in step 5.

@ click ok.

e Repeat steps 3 to 7 to create
more commands as needed.

@ Click Close to close the Edit

Tkemns

on this Switchboard:

Mew, ..
Edit...
Delete
Maowe

Up

Mowe Down

Switchboard Page dialog box.
Your edits to the page are saved.

You can close the Switchboard
Manager window or leave it open
for further editing.

How do I create items that open forms or reports?
Follow the steps in the subsection “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.

Edit Switchboard Item

Text: |Open Custamers Farm

b

Cancel

Command: |Open Form in Add Mode

Kl L

Eotm: |Custamers

How do I return to the main switchboard
from one of the other pages?

Create an item on each switchboard page
called Go 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 (step 6).

Edit Switchboard ltem

Text: |Go ta Main Swikchboard

Lok

Cancel

Command: 6o ta Switchbaard

] 1L

Switchboard: |Main Switchbaard

w
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Set Switchboard Startup Options

he 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.
The File menu appears.
e Click Options.

The Access Options dialog
box opens.

e Click Current Database.
o Click the Display Form [+

and then click Switchboard.

© click ok.
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A message appears that you must
close and reopen the database for
the change to take effect.

O click ok.

The Switchboard form is now set

You must close and reopen the current database for the specified option to take effect,

O = |

Was this information belpful?

Humongous Insurance

to display automatically the next

time you open the database.

Set the Switchboard to Open
As a Floating Pane

o Right-click the Switchboard form
and then click Design View.

The form opens in the Design
view.

@ Click the Design tab.
e Click Property Sheet.
The Property Sheet opens.
O Click the Al tab.
6 Set the Pop Up setting to Yes.
@ Click I to save the form.
o Click View to preview the form.

The form appears as a pop-up
window.
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ables ¥ Property Sheet A x
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E L B Madal No
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Design View

The Switchboard window has a lot of
empty space at the bottom. How can
I make it appear smaller?

This happens because by default, the
Switchboard form is set to display as
continuous forms. On the Property
Sheet in the Design view, set the
Default View property to Single Form.

After I put the form in
the pop-up mode, how
can I get back to the
Design view to edit it
some more?
Right-click the

Property Sheet

Selection type: Form

|F0rm

v

|F0rmat| Data | Event | Other| All |

Record Source SELECT * FROM [Su A

Caption Switchboard . .

Pop Up Yes Switchboard form in the
Modal Ma : :

Dt view Navigation pane and then

Allowy Form iew
Allow Datasheet Wiew
Allowy Layout Wiew
Ficture Type

choose Design View from
the shortcut menu.

Continuaus Farm
Datasheet
Split Form
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Symbols and Numerics

# (hash symbol), 132

#Num! error, 285

& (ampersand), 250

* (asterisk) wildcard, 133

* (multiplication operator), 150, 157

A (exponentiation operator), 150, 157

+ (addition operator), 150, 157

< (less than) comparison operator, 133

<= (less than or equal to) comparison operator, 133
<> (not equal to) comparison operator, 133

> (greater than) comparison operator, 133

>= (greater than or equal to) comparison operator, 133
/ (division operator), 150, 157

? (question mark) wildcard, 133

- (subtraction operator), 150, 157

2007-2013 format, converting files to, 317

A

Access 2007-2013 format, converting to, 317
Access 2013, Microsoft
exiting, 6-7
interface, 14-15
starting, 6-7
action queries, 152
addition operator (+), 150, 157
address blocks, inserting, 263
Address Book utility, Microsoft Outlook, 283
aggregate functions, 142-143, 228, 238-239
aliases for query fields, 131
aligning
data within fields, 73
fields on forms, 175
fields on reports, 224
labels on forms, 171, 175
text on mailing labels, 255
ampersand (&), 250
analyzing data using Excel PivotTables. See PivotTables, Excel
AND filter, 116
And keyword, 133, 138
Append query, 152, 155
arrow buttons, Navigation pane, 21
ascending sort, 58, 130
asterisk (*) wildcard, 133
Attachment data type, 35
attachment fields, 48
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AutoNumber data type, 35, 65
Avg function, 142

background color

on forms, changing, 194

on mailing labels, 252
background images, adding to forms, 195
backing up database, 318
base control, 175
basic form, 164
Between ... And keyword, 133, 135
blank database, creating, 8-9
blank entries, filtering for, 112
body font, 187
browsing for themes, 185

C

Calculated data type, 35
calculated fields, 150-151
captions for fields, 67
code values, relationships based on, 94
color
of form background, 194
of mailing label background, 252
of mailing label text, 253
themes, 186, 188
columns
renaming headings, 149
resizing, 60
COLUMNS box, Excel PivotTables, 305, 306, 307
commands
adding to Ribbon, 19
adding to switchboards, 326-327
compacting database, 320-321
comparison operators, 133, 135
composite keys, 37, 38
compound criteria for queries, 138
conditional formatting, 202-203
control layout, 175, 218-219
control margins, setting, 221
converting files to Access 2007-2013 format, 317
copying
formatting on mailing labels, 255
tables, 41, 152
Count function, 143, 237



counting records in reports, 237
criteria for queries, 132-133
Criteria rows, QBE grid, 123
Crosstab query, 125
Currency data type, 35
custom color theme, 188
custom font theme, 187
customizing
Quick Access Toolbar, 16-17
Ribbon, 18-19
tool tabs, 19
custom label definitions, 247
custom page margins, 220
custom themes, 189

D

database. See also maintaining database
attaching files to records, 48-49
closing, 13
creating blank, 8-9
Database Documenter feature, 92-93
defined, 4
opening, 12
relational, 5
templates, creating with, 10-11
Database Documenter feature, 91, 92-93
datasheet
editing records in, 47
entering new records, 44
general discussion, 4
navigating between records, 46
printing, 61
resizing columns and rows, 60
datasheet-style form, 163, 165
Datasheet view, creating tables in, 28
data types, 30, 35, 36
data validation feature, 76-77
date field
grouping by, 233
grouping in Excel PivotTables, 309
import settings, 291
sorting reports by, 229
Date/Time data type, 35, 146
default values, setting for fields, 70
Delete query, 152, 154

deleting
column headings, 149
conditional formatting rules, 203
content of fields, 47
fields, 34, 173
forms, 169
grouping levels, 243
OLE objects, 54
query fields, 129
records, 57
relationships, 87
sorting levels, 243
subforms, 165
tables, 40
tabs on forms, 199
delimited text file, importing data from, 288-291
dependencies, viewing, 90-91
descending sort, 58, 130
description for field, 31
Design view
deleting fields from, 173
forms, arranging fields on, 174-175
forms, creating in, 172
grouping report data in, 231
opening tables in, 32
reports in, 206
tables, creating in, 30-31
Distribute alignment, 73
division operator (/), 150, 157
drop-down list, for properties, 64

E
editing
OLE objects, 54
records, 47
relationships, 86
summary queries, 147
table names, 39
E-mail Address hyperlinks, 197
encryption, 323
Excel, Microsoft. See also PivotTables, Excel
exporting data to, 296
importing worksheets from, 276-279
linking worksheets, 280-281
exiting Access, 6-7
exponentiation operator (*), 150, 157
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exporting
data as HTML, 297
data to Excel, 296
data to plain text files, 298-299
mailing labels, 256-257
reports, 93, 211
saving specifications, 300
using saved specifications, 301
Export - RTF File Wizard, 256-257
Export Text Wizard, 298-299
Expression Builder, 76, 77, 79, 235
Expression function, 143
expressions, 132, 234-235
external data. See also PivotTables, Excel
delimited text files, importing data from, 288-291
Excel, exporting data to, 296
Excel worksheets, importing, 276-279
Excel worksheets, linking, 280-281
HTML, exporting data as, 297
linked tables, managing, 284-285
Outlook folders, linking to, 282-283
saving import or export specifications, 300
tables, importing from other databases, 286-287
text files, exporting data to, 298-299
using saved import or export specifications, 301
web pages, importing data from, 292-293
XML files, importing, 294-295

F

field list, removing from Query Design view, 129
field lookup, 98-101, 102-103
Field row, QBE grid, 123
fields
aliases for queries, 131
aligning data within, 73
aligning on reports, 224
arranging on forms, 174-175
calculated, 150-151
captions, 67
common, in related tables, 82
data type of, changing, 36
defined, 4
deleting, 34, 129, 173
deleting content of, 47
Design view, creating in, 30-31
editing content of, 47
Excel PivotTables, adding to, 304-305
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grouping on forms, 176
hiding in query results, 137
indexing, 72
input masks, 74-75
mailing labels, adding to, 250-251
matching for mail merges, 265
moving on forms, 174
multivalued, entering data in, 55
names of, changing to export, 299
OLE objects, inserting, 52-53
planning, 27
primary keys, 37
properties of, 64
QBE grid, adding to, 122
queries, inserting in, 128
rearranging in tables, 33
rearranging on forms, 171
record-level validation rule, 78-79
required, 71
setting default values, 70
setting format, 68-69
sizing, 65-66, 174, 175, 224
skipping nonrequired, 45
sorting in queries, 130
in summary queries, 145
tables, inserting in, 34
text formatting, 193
validation rules, 76-77
file attachments
attaching to records, 48-49
disadvantages of, 51
opening, 50
removing from records, 50-51
saving, 50-51
file format
converting to Access 2007-2013, 317
saving in earlier version, 316
File menu, 14
Filter by Form sheet, 116, 117, 118, 119
filtering
Excel PivotTables, 310-311
by form, 116-117
general discussion, 5
for multiple values, 114
queries for specific values, 134
versus querying, 119
recipient lists for mail merges, 268-269



removing, 112
saving filters as queries, 118-119
by selection, 113
to show blank or nonblank entries, 112
summary queries, 149
text filters, 115
FILTERS area, Excel PivotTables, 307, 310-311
Find and Replace feature, 108-111
Find Duplicates query, 125
Find Unmatched query, 125
First function, 143
fixed-width text file, 289
floating pane, setting switchboard to open as, 329
font
on form labels, 192-193
on mailing labels, 247, 249, 254-255
on reports, formatting, 222-223
themes, 186, 187
Font Color palette, 223
footer, on form, 180, 181
foreign key, 82
form, filtering by, 116-117
format for fields, setting, 68-69
Format Painter button, 193
formatting
label text, 192-193
switchboards, 325
text on reports, 222-223
forms. See also themes
arranging fields on, 174-175
attaching files to records, 49
background color, changing, 194
background images, adding, 195
conditional formatting, 202-203
creating, 164-165
deleting, 169
Design view, creating in, 172
editing records in, 47
entering new records, 45
footers, 180
Form Wizard, creating with, 166-169
general discussion, 4, 162-163
grouping fields on, 176
headers, 180
hyperlinks, adding, 196-197
images, inserting, 201

internal margins, adjusting, 190
labels, adding, 191
Layout view, creating in, 170-171
logos, inserting, 200
navigating between records, 46
padding, adjusting, 190
printing, 61
resizing sections of, 181
saving, 165
selecting sections of, 182
sorting records, 59
tabbed sections, adding, 198-199
tab order, 177
titles, 183
formula, Update To, 157
Form Wizard, 166-169

G

General alignment, 73
General tab, Properties pane, 64
Getting Started tab on database, 11
grand total, 237
graphics, on forms, 162
greater than (>) comparison operator, 133
greater than or equal to (>=) comparison operator, 133
greeting lines, inserting, 264
group footer, 240
group header, 240
grouping. See also grouping records
fields on forms, 176
values in Excel PivotTables, 308-309
grouping records
by date fields, 233
deleting grouping levels, 243
from Design view, 231
general discussion, 228
hiding group headers and footers, 240
from Layout view, 230
multiple levels of, 231
numeric field by intervals, 232
page settings for, 241
priority levels, setting, 242
setting options, 231
using expressions, 234-235
groups, on Ribbon tabs, 14, 18
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H

hash symbol (#), 132
headers, on forms, 162, 180, 181
heading font, 187
hiding
fields in query results, 137
group headers and footers, 240
Navigation pane, 20, 21
tabs on forms, 199
HTML document
exporting data as, 297
importing, 292-293
hyperlink, 51, 196-197
Hyperlink data type, 35

I
1D field, 31
images
background, adding to forms, 195
Height and Width properties, setting, 201
inserting in forms, 201
Import Exchange/Outlook Wizard, 283
Import HTML Wizard, 293
importing
Access tables from other databases, 286-287
data from delimited text files, 288-291
Excel worksheets, 276-279
Outlook data, 283
saving specifications for, 300
using saved specifications, 301
web page data, 292-293
XML files, 294-295
Import Spreadsheet Wizard, 276-279
Import Text Wizard, 288-291
indexing fields, 72
In keyword, 133, 136
input mask, 74-75
Input Mask Wizard, 74-75
inserting
address blocks, 263
fields, 34
greeting lines, 264
images on forms, 201
individual fields in mail merge documents, 266
logos on forms, 200
OLE objects, 52-53
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page-numbering codes, 225

query fields, 128
internal margins, adjusting on forms, 190
intervals

grouping date fields by, 233

grouping numeric fields by, 232

setting up with Simple Query Wizard, 146
Is Not Null keyword, 133
Is Null keyword, 133

join type, 84, 85

Keep Header and First Record Together on One Page
option, 241

Keep Whole Group Together on One Page option, 241

L
labels
adding to forms, 191
aligning on forms, 171, 175
deleting from Design view, 173
formatting text, 192-193
resizing on forms, 174
labels, mailing. See mailing labels
Label Wizard, 246-249
Last function, 143
layout of report, changing, 218-219
Layout view
forms, creating in, 170-171
grouping data in reports, 230
reports, creating in, 206, 216
less than (<) comparison operator, 133
less than or equal to (<=) comparison operator, 133
Like keyword, 133
limiting records returned with queries, 139
linked form, 168
linked table
Excel worksheets, 280-281
managing, 284-285
other Access databases, 287
Outlook folders, 282-283
Linked Table Manager, 281, 284-285
Link Spreadsheet Wizard, 280-281
lists of values, specifying for queries, 136
logo, inserting in form, 200
Long Text data type, 35



lookups
editing, 101
field, based on tables, 98-101
field, with specified values, 102-103
general discussion, 94-95
multivalued lookup field, 104-105
tables, 95, 96-97
Lookup tab, Properties pane, 64
Lookup Wizard, 95, 98-99, 102-103
Lookup Wizard data type, 35

M

macro security, 314-315
mailing labels
background color, adding, 252
creating, 246-249
exporting to Word, 256-257
fields, adding as separate lines, 251
fields, adding to existing lines, 250
resizing text boxes, 255
text color, 253
text formatting, 254-255
mail merge
address blocks, inserting, 263
greeting lines, inserting, 264
individual fields, inserting, 266
main document, creating in Word, 262
matching fields, 265
merging to new Word documents, 271
merging to printer, 272
previewing, 267
recipient lists, filtering, 268-269
recipient lists, sorting, 270
saving for later use, 273
starting, 260-261
Mail Merge Wizard, 260-261, 262
maintaining database. See also switchboards
backups, 318
compacting, 320-321
converting files to Access 2007-2013 format, 317
password protection, 322-323
Performance Analyzer tool, 319
repairing, 320-321
saving files in earlier version formats, 316
trusted locations, setting, 314-315

Make Table query, 152, 153
margins
adjusting on forms, 190
control, setting, 221
on reports, setting, 220
matching fields for mail merge, 265
math operators, 150, 157
Max function, 142
Microsoft Access. See Access 2013, Microsoft
Microsoft Excel. See Excel, Microsoft
Microsoft Outlook, 282-283
Microsoft Word. See Word, Microsoft
Min function, 142
Modal Dialog forms, 165
moving
fields in tables, 33
fields on forms, 174
fields to different PivotTable area, 306-307
query fields, 129
tables in Relationships window, 88
multiple-items form, 164, 165
multiple values, filtering for, 114
multiplication operator (*), 150, 157
multitabbed form, 163
multivalued fields, entering data in, 55
multivalued lookup field, 104-105

N
naming
fields, 31
reports, 215
tables, 29, 39
tabs on forms, 199
navigating between records, 46
Navigation buttons, 163
Navigation pane, 15, 20-21
network folder, setting as trusted locations, 315
New command, Quick Access Toolbar, 9
not equal to (<>) comparison operator, 133
Number data type, 35, 65, 66
numeric criteria, 132, 134
numeric fields, 229, 232

0

object dependencies, viewing, 90-91
Object Dependencies task pane, 91
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objects
changing view of, 23
closing, 22
displaying on forms, 162
opening, 22
object tabs, 15
OLE Object data type, 35, 52-53, 54
OR filter, 117
Or keyword, 133, 136, 138
Or row, QBE grid, 123
Outlook, Microsoft, 282-283

P

padding
on forms, 190
on reports, 221
page margins on reports, setting, 220
page-numbering code, 225
page orientation of report, 217
pages, adding to switchboards, 326
page size for report, 217
parameter prompt, 158-159
password protection, 322-323
Performance Analyzer tool, 319
PivotTables, Excel
analyzing Access data using, 302-303
filtering, 310-311
grouping values in, 308-309
moving fields to different areas, 306-307
multiple fields, adding to, 304-305
placeholder character, 75
plain text file, exporting data to, 298-299
planning table, 26-27
pop-up form, 163
previewing mail merge, 267
primary key
general discussion, 37
in imported Excel worksheets, 279
in lookup tables, 97
setting, 38
table relationships, 82
printing
datasheets, 61
forms, 61
full database reports, 93
groups on one page, 241
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relationship reports, 89

reports, 211
Print Preview, viewing report in, 207, 210-211
priority level for grouping and sorting, setting, 242
prompting users for parameters, 158-159
properties of fields, 64
Properties pane, 64

Q
QBE (Query By Example) grid, 122, 123, 129
queries. See also summary queries
action, 152
aliases for query fields, 131
Append, 152, 155
calculated fields, 150
compound criteria, 138
criteria, 132-133
Delete, 152, 154
field sorting, 130
filtering for specific values, 134
versus filters, 119
general discussion, 5, 122-123
hiding fields in results, 137
importing as tables, 287
inserting fields, 128
limiting records returned, 139
Make Table, 152, 153
moving fields, 129
parameter prompts, 158-159
Query Design view, 126-127

ranges of values, specifying with comparison
operators, 135

for related tables, 99

removing fields, 129

saving filters as, 118-119

select, 152

Simple Query Wizard, creating with, 124-125

specify lists of values, 136

Update, 152, 156-157
Query By Example (QBE) grid, 122, 123, 129
Query Design view, 126-127, 129, 143, 147, 148-149
question mark (?) wildcard, 133
Quick Access Toolbar

customizing, 16-17

general discussion, 14

increasing space in, 17

New command, adding to, 9

Switchboard Manager, adding to, 324



R

ranges of criteria, 133
Recent Colors, 223
recipient list for mail merge
filtering, 268-269
sorting, 270
record-level validation rule, 78-79
Record navigation buttons, 162
records
attaching files to, 48-49
counting, in reports, 237
defined, 4
Delete queries, 154
deleting, 57
editing, 47
entering new, 45
entering on forms, 162
file attachments, removing from, 50-51
navigating between, 46, 162
planning differentiation between, 27
selecting, 56
sorting, 58-59
record selector, 15
redundant data entry, avoiding, 26
referential integrity, 83
relational databases, 5, 27
relationships
creating between two tables, 84-85
Database Documenter feature, 92-93
deleting, 87
editing, 86
field lookups based on tables, 98-101
field lookups with specified values, 102-103
general discussion, 82-83
lookups, 94-95
lookup tables, 96-97
moving tables in Relationships window, 88
multivalued lookup fields, 104-105
printing reports, 89
viewing object dependencies, 90-91
Relationships window
arranging tables in, 88
creating relationships in, 84
deleting relationships in, 87
editing relationships in, 86
repairing database, 320-321
Replace feature, 108, 110-111

Report command, 208
report filter, Excel PivotTables, 310-311
reports. See also grouping records; mailing labels
aggregate functions, adding, 238-239
aligning fields on, 224
control margins, setting, 221
counting records in, 237
creating, 208
Database Documenter feature, 92-93
exporting, 93, 211
general discussion, 5
layout of, changing, 218-219
Layout view, creating in, 216
padding, setting, 221
page margins, setting, 220
page-numbering codes, 225
page size and orientation, 217
printing, 211
Print Preview, opening in, 210
relationship, printing, 89
renaming, 215
Report Wizard, creating with, 212-215
selecting fields from other queries and tables, 213
sizing fields on, 224
sorting data in, 229, 236
sorting levels, deleting in, 243
summarizing data in, 228
text formatting, 222-223
themes, applying to, 209
views, 206-207
Report view, 207
Report Wizard, 212-215
required fields, 71
Ribbon
adding buttons to Quick Access Toolbar from, 17
customizing, 18-19
general discussion, 14
restoring to default settings, 19
rows, sizing, 60
ROWS box, Excel PivotTables, 304-305, 306, 307
Row Source text box, 102

S

saving
in earlier version formats, 316
export steps, 257
file attachments outside Access, 50-51

337



saving (continued)
filters as queries, 118-119
forms, 165, 169
import or export specifications, 279, 300
mail merge documents, 273
tables, 29
screen tip, 197
scroll bar, 15, 46
Search box, 162
security
backups, 318
password protection, 322-323
trusted locations, setting, 314-315
Security Warning information bar, 11
selecting
filtering by selections, 113
records, 56
sections of forms, 182
select queries, 152
Short Text data type, 35
Simple Query Wizard, 124-125, 143, 144-147
sizing
columns and rows, 60
form fields, 174, 175
label boxes on forms, 174, 175
logos, 200
Navigation pane, 21
report fields, 224
sections of forms, 181
table fields, 65-66
sorting
deleting sorting levels, 243
order for lookup values, 100
priority levels, setting, 242
query fields, 130
recipient lists for mail merges, 270
records, 58-59
report results, 236
summary queries, 149
using expressions, 235
sorting levels, 229, 243
Sort row, QBE grid, 123
spaces
adjusting on forms, 171
in field names, 31
split form, 164
stacked layout, 175, 218-219
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Standard Colors, 223
starting Access, 6-7
Start menu, pinning Access to, 7
startup options, for switchboards, 328-329
static text, 191
status bar, 15
StDev function, 143
subform, 163, 165, 167
subtotal, 237
subtraction operator (-), 150, 157
Sum function, 142
summarizing data in report, 228
summary queries
editing, 147
general discussion, 142-143
Query Design view, creating in, 148-149
reports, creating based on, 228
Simple Query Wizard, creating with, 144-147
Switchboard Manager, adding to Quick Access Toolbar, 324
switchboards
commands, adding, 326-327
floating pane, opening as, 329
formatting, 325
pages, adding, 326
returning to main from other pages, 327
sizing, 329
starting, 325
startup options, 328-329

Switchboard Manager, adding to Quick Access
Toolbar, 324

syntax
for parameter prompts, 159
of TRIM() function, 250
for Update To formulas, 157

T

tabbed form, 163

tabbed section, adding to form, 198-199

Table row, QBE grid, 123

tables. See also relationships
aligning data within fields, 73
composite keys, 37-38
copying, 41
copying records with Append queries, 155
Datasheet view, creating in, 28
data type of fields, changing, 36
data types, 35



defined, 4
deleting, 40
Design view, creating in, 30-31
entering new records, 44-45
fields, deleting, 34
importing from other Access databases, 286-287
inserting fields, 34
lookups, 95, 96-97
for mail merges, 260, 261
Make Table query, 153
multivalued fields, 55
navigating between records, 46
opening in Design view, 32
planning, 26-27
primary keys, 37-38
querying, 125
rearranging fields, 33
records, deleting, 57
renaming, 39
resizing columns and rows, 60
saving, 29
selecting records, 56
sorting records, 58-59
web page data, appending to, 293
XML data, appending to, 295
tab order, 177
tabs, Ribbon, 14, 18
tabular layout, 175, 218-219
template, creating database with, 10-11
text
filters, 115
finding, 109
formatting labels, 192-193
formatting mailing labels, 247, 254-255
grouping Excel PivotTables by, 309
on mailing labels, setting color of, 253
query criteria, 132, 134
replacing, 110-111
on reports, formatting, 222-223
sorting reports by, 229
Text data type, 65, 66
text file, exporting data to, 298-299

Theme Colors, 223
themes
browsing for, 185
color, 186
custom, 189
custom color, 188
custom font, 187
font, 186
forms, applying to, 184
reports, applying to, 209
title, on form, 183
tool tab, customizing, 19
Total row, QBE grid, 123, 149
TRIM() function, 249, 250
trusted location, setting, 314-315
2007-2013 format, converting files to, 317

Update query, 152, 156-157

validation rule, 76-79

Var function, 143

versions of Access, saving files in for other, 316
view buttons, 15, 23, 127

w

web page data, importing, 292-293

Welcome tab on database, 11

Where function, 143

Word, Microsoft. See also mail merge
exporting mailing labels to, 256-257
Mail Merge Wizard, 260-261, 262

X-Z
XML file, importing, 294-295

Yes/No data type, 35
yes/no properties, 64

Zoom group, Print Preview tab, 211
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