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Introducing Microsoft Access 2010

Microsoft Access 2010 is a powerful relational database program that includes hundreds
of tools you can use to quickly start tracking, sharing, and reporting information, even
if you are new to database development. Users have access to a large library of profes-
sionally designed templates; wizards that automatically create tables, forms, queries,
and reports; and extensive local and online help resources.

Access supports sharing data with other sources, including other Microsoft Office 2010
programs, Microsoft SQL Server, Windows SharePoint Services, and documents in XML,
HTML, XPS, and PDF formats. Advanced features allow you to create sophisticated executable
database applications that your employees and customers can use to gather and view
data without needing to know anything at all about database design or development.

This book gives you straightforward instructions for using Access to create databases.
It takes you from knowing little or nothing about Access—or, for that matter, about
databases—to a level of expertise that will enable you to create complex databases
for use by one person or by many people.

New Features

If you're upgrading to Access 2010 from a previous version, you're probably more
interested in the differences between the old and new versions and how they will
affect you than you are in the basic functionality of Access. To help you identify the
entire scope of changes from the version of Access you're familiar with, we've listed
here the new features introduced in Access 2010, as well as in Access 2007.
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Introducing Microsoft Access 2010

If You Are Upgrading from Access 2007

If you have been using Access 2007, you might be wondering how Microsoft could have
improved on what seemed like a pretty comprehensive set of features and tools. In addition
to enhancing many of the new features introduced with Access 2007, Access 2010 includes
the following new features:

The Backstage view Finally, all the tools you need to work with your files, as opposed
to their content, really are accessible from one location. You display the Backstage
view by clicking the File tab, which replaces the Microsoft Office Button at the left
end of the ribbon.

Customizable ribbon The logical next step in the evolution of the command
center introduced with Access 2007: Create your own tabs and groups to suit
the way you work.

Unifying themes Adding pizzazz to database objects such as forms and reports is
just a matter of applying a professional-looking theme from a gallery of options.

Web capabilities Companies that have employees and clients in different geographic
locations can publish databases to Access Services, thereby making those databases
accessible over the Internet in a Web browser.

Navigation forms Offering the sophisticated browsing techniques people are accus-
tomed to using on Web sites, these new forms provide an essential navigation tool
for Web databases, and can also increase the usability of non-Web databases.

New database templates Getting started with the creation of common types of
databases has never been easier. The databases that come with Access are supple-
mented by those made available by a community of database developers through
Microsoft Office Online.

Application parts You can now add predefined database objects to an existing
database. In addition to 10 types of forms, several Quick Start parts are available.
For example, adding the Contacts part adds one table and associated queries,
forms, and reports.

Enhanced Layout view and layout controls It is now easier to make design changes
in Layout view while actively viewing the underlying data.

Enhanced Expression Builder The layout of the Expression Builder dialog box has
been refined to make building an expression more intuitive. In addition, a feature
called IntelliSense has been incorporated to display options based on what you
type and to provide syntax guidance.
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® Improved conditional formatting You can now use data bars to add at-a-glance
insight into the data in Number fields.

® Ability to export to PDF and XPS files When you want to make a report or other
database object available to people but don’t want them to be able to manipulate
it, you can export the object in either PDF or XPS format. You can optimize the file
size for printing or publishing online.

If You Are Upgrading from Access 2003

Access 2010 builds on Access 2007, which introduced a long list of new and improved
features that made it easier than ever to create databases to track, share, manage, and
audit information, including the following:

® The ribbon The new user interface organizes the most common commands for
any database object into tabs and groups so that the appropriate commands are
immediately accessible for the current object.

® Quick Access Toolbar Customize a portion of the toolbar to include commands
you regularly use, regardless of which object is currently active.

@ Navigation pane The customizable Navigation pane replaces the Database window
from Access 2003. You can display or hide all tables, queries, forms, reports, macros,
and modules, or create a custom group that displays only the objects you want to
work with at the moment. You can even hide the Navigation pane to make more
room on the screen for your database object.

® View Shortcuts toolbar This context-sensitive toolbar at the lower-right corner of
the program window provides single-click switching among the supported views
of the current database object. Quickly switch between Datasheet view, Design
view, PivotTable view, PivotChart view, Form view, Layout view, Report view, and
other views appropriate to the current object.

® Tabbed documents Open multiple database objects and switch between them
quickly by clicking tabs on a tab bar.

® Template library Quickly locate and download professionally designed templates
for common database projects.

® Improved sorting and filtering Easily sort all records in a table based on one or
more fields, or filter a table or form to display or hide records matching multiple
criteria.
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Layout view Redesign a form or report while viewing it.

Stacked and Tabular layouts Group controls in a form or report layout so you
can easily manipulate the entire group as one unit.

Automatic calendar The Date/Time data type includes an optional calendar
control. Click the calendar, and select the date you want.

Rich Text Memo fields now support most common formatting options, including
fonts, color, and character formatting. The formatting is stored with the database.

Create tab Quickly create a new table, form, query, report, macro, SharePoint list,
or other Access object.

Totals function Add a totals row to a query, and select from a list of formulas to
automatically calculate aggregate values for forms and reports.

Field List Drag and drop fields from one or more related or unrelated tables onto
your active table.

Attachment data type Attach photos and other files to a database record.

Embedded macros Macros embedded in a form or report offer a higher level
of security in database applications.

Microsoft Access Help Easily search end-user and developer help content from
within Access.

Improved information sharing Easily import and export data between Access and
other Office applications or XML, HTML, PDF, and dBase files; collect information
through e-mail surveys in Microsoft Office Outlook and automatically update your
database with the responses; create or link a database with a SharePoint list; or pub-
lish your database to a SharePoint library and allow users to update and extract
information.

Improved report design Quickly create a professional-looking report, complete with
logo, header, and footer; and use Report view, combined with filters, to browse only
selected records in the report.

Group, Sort, and Total pane This feature makes it much easier to group and sort
data in reports, and add totals from a drop-down list.

Enhanced security Adding password protection to a database now causes Access
to automatically encrypt the database when it closes, and decrypt it when it
opens.
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Introducing Microsoft Access 2010  xiii

Let's Get Started!

There are so many new and improved features to this already feature-rich program
that there are bound to be some exciting discoveries for even the most advanced users.
If you are new to Access, you will find many automated features that let you painlessly
create databases and add queries, forms, and professional-looking reports to track and
share your data. We look forward to showing you around Microsoft Access 2010.
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Modifying the Display of the Ribbon

The goal of the Microsoft Office 2010 working environment is to make working with Office
files—including Microsoft Word documents, Excel workbooks, PowerPoint presentations,
Outlook e-mail messages, and Access databases—as intuitive as possible. You work with

an Office file and its contents by giving commands to the program in which the docu-
ment is open. All Office 2010 programs organize commands on a horizontal bar called

the ribbon, which appears across the top of each program window whether or not there

is an active document.

Ribbon tabs Ribbon groups
&5 Bookl - Microsoft Excel = & =
Home Insert Page Layout Formulas Data Review  View | a @ o=
A ation S Ay === S cenem nsert - | X - W E?a
o Ba~ o . - e | @- Sth&FdBA
aste B 7 U- - - A~ - s i ort& Fin
cd =S —J = E- 8- > s - | (=l Format - | 2~ Fiter ~ Select -
[Cipboara_= Font 5 Number ells Editin )

A typical program window ribbon.

Commands are organized on task-specific tabs of the ribbon, and in feature-specific
groups on each tab. Commands generally take the form of buttons and lists. Some appear
in galleries in which you can choose from among multiple options. Some groups have
related dialog boxes or task panes that contain additional commands.

Throughout this book, we discuss the commands and ribbon elements associated with
the program feature being discussed. In this section, we discuss the general appearance
of the ribbon, things that affect its appearance, and ways of locating commands that
aren't visible on compact views of the ribbon.

See Also For detailed information about the ribbon in Microsoft Access, see “Working
in Access 2010” in Chapter 1, “Explore an Access 2010 Database.”

Tip Some older commands no longer appear on the ribbon, but are still available in the
program. You can make these commands available by adding them to the Quick Access
Toolbar. For more information, see “Customizing the Quick Access Toolbar” in Chapter 13,
“Customize Access.”

Xv
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Dynamic Ribbon Elements

The ribbon is dynamic, meaning that the appearance of commands on the ribbon
changes as the width of the ribbon changes. A command might be displayed on the
ribbon in the form of a large button, a small button, a small labeled button, or a list
entry. As the width of the ribbon decreases, the size, shape, and presence of buttons
on the ribbon adapt to the available space.

For example, when sufficient horizontal space is available, the buttons on the Review
tab of the Word program window are spread out and you're able to see more of the
commands available in each group.

Drop-down list  Small labeled button Large button

= AN N Documentl | Microsoft Word =1 B
Home  Insert  Pagelayout  References  Mailings | Review iew a @
' = b - I as . - =" [
Research = Delete o |23 Final: Show Markup &} Previous
Ve th & g e B B ) pBe=] 3 &[5
<& Thesaurus a2 #previous | = [ show Markup = B} Next

Spelling & Transiate Language | New Track " Accept Reject Compare | Block |Restrict

Grammar 23] Word Count > © Comment 2 Next Changes - [B] Reviewing Pane - - - - Authors -| Editing
Proofing Language Comments Tracking Changes Compare Pratect

The Review tab of the Word program window at 1024 pixels wide.

If you decrease the width of the ribbon, small button labels disappear and entire groups
of buttons are hidden under one button that represents the group. Click the group button
to display a list of the commands available in that group.

Group button Small unlabeled buttons

Documentl - Microsoft Word

Wi d9- o=

Home Insert Page Layout References Mailings Review View & o

% [+ & \j - E:/ @2 Final: Show Markup M @ i A =ja 2

S | = 5 show markup - ¥

Spelling & . |Language Mew o Track —_— Accept Compare | Protect

Grammar {23 hd Comment =d Changes ~ E Reviewing Pane ~ - |22 - s
Proofing Comments Tracking Changes Compare

= @

The Review tab of the Word program window at 675 pixels wide.
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When the window becomes too narrow to display all the groups, a scroll arrow appears
at its right end. Click the scroll arrow to display hidden groups.

@“ H - 5|5 Documentl -M. - @ 3

Hom | Inseir| Page | Refe | Mail | Revii| View | ¢ e

“?@Jﬁ,}mj

Proofing | Language Comments Tracking Changes Compare

-

T Scroll arrow

Compare

The Review tab of the Word program window at 340 pixels wide.

Changing the Width of the Ribbon

The width of the ribbon is dependent on the horizontal space available to it, which
depends on these three factors:

® The width of the program window Maximizing the program window provides
the most space for ribbon elements. You can resize the program window by
clicking the button in its upper-right corner or by dragging the border of a
non-maximized window.

On a computer running Windows 7, you can maximize the program window by
dragging its title bar to the top of the screen.

® Your screen resolution Screen resolution is the amount of information your screen
displays, expressed as pixels wide by pixels high. The greater the screen resolution, the
greater the amount of information that will fit on one screen. Your screen resolution
options are dependent on your monitor. At the time of writing, possible screen reso-
lutions range from 800 x 600 to 2048 x 1152. In the case of the ribbon, the greater
the number of pixels wide (the first number), the greater the number of buttons that
can be shown on the ribbon, and the larger those buttons can be.
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On a computer running Windows 7, you can change your screen resolution from
the Screen Resolution window of Control Panel.

===
o
i iu F!J « Display » 3creen Resolution - |4, ‘ | Search Control Panel 2 ‘
Change the appearance of your displays
m DetECt
@ Id.entlfy
Display: 1 ViewSonic VX2235wm
Resolution: 1680 = 1050 (recommended) v]
Orientation: High
[ 1680 = 1050 (recommended)
Multiple displays:
1440 = 900
This is currently yo Advanced settings
Make text and othe
What display setting
1280 = 800
960 = 600
800 = 600
Low

You set the resolution by dragging the pointer on the slider.

The density of your screen display You might not be aware that you can change the

magpnification of everything that appears on your screen by changing the screen mag-
nification setting in Windows. Setting your screen magnification to 125% makes text

and user interface elements larger on screen. This increases the legibility of informa-

tion, but it means that less information fits onto each screen.

On a computer running Windows 7, you can change the screen magnification from
the Display window of Control Panel.

See Also For more information about display settings, refer to Windows 7 Step by Step
(Microsoft Press, 2009), Windows Vista Step by Step (Microsoft Press, 2006), or Windows
XP Step by Step (Microsoft Press, 2002) by Joan Lambert Preppernau and Joyce Cox.
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E=N HoR FxH)

o
@Uﬂﬂi_ v Control Panel » All Control Panel terns » Display - | &,| | Search Control Panel pe |

@

Control Panel Home . . .
Make it easier to read what's on your screen

You can change the size of text and other items on your screen by choosing one of these options. To

Adjust resolution
temporarily enlarge just part of the screen, use the Magnifier tool.

Adjust brightness

'@ Calibrate color
! X ) Smaller - 100% (default) Preview
Change display settings -
Connect to a projector
Adjust ClearType text ©® Medium - 125%
Set custom tesxt size (DP)
See also
Personalization . . . . . .
/1 Some items may not fit on your screen if you choose this setting while your display -m
Devices and Printers is set to this resolution, EEY

You can choose one of the standard display magnification options or create another by setting
a custom text size.

The screen magnification is directly related to the density of the text elements on
screen, which is expressed in dots per inch (dpi) or points per inch (ppi). (The terms
are interchangeable, and in fact are both used in the Windows dialog box in which
you change the setting.) The greater the dpi, the larger the text and user interface
elements appear on screen. By default, Windows displays text and screen elements
at 96 dpi. Choosing the Medium - 125% display setting changes the dpi of text and
screen elements to 120 dpi. You can choose a custom setting of up to 500 percent
magnification, or 480 dpi, in the Custom DPI Setting dialog box.

Custorn DPI Setting @

For a custom DFI setting, select a percentage from the list, or
drag the ruler with wour mouse,

Scale to this percentage of normal sizes | 200% -

0 1

9 point Segoe Ul at 192 pixels
per inch.

Use Windows %P style DPT scaling [ O ] [ Cancel ]

You can choose a magnification of up to 200 percent from the lists, or choose a greater
magnification by dragging the ruler from left to right.
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Adapting Exercise Steps

The screen images shown in the exercises in this book were captured at a screen reso-
lution of 1024 x 768, at 100% magnification, and with the default text size (96 dpi).
If any of your settings are different, the ribbon on your screen might not look the same
as the one shown in the book. For example, you might see more or fewer buttons in
each of the groups, the buttons you see might be represented by larger or smaller
icons than those shown, or the group might be represented by a button that you
click to display the group’s commands.

When we instruct you to give a command from the ribbon in an exercise, we do it in
this format:

® On the Insert tab, in the Illustrations group, click the Chart button.

If the command is in a list, we give the instruction in this format:

® On the Page Layout tab, in the Page Setup group, click the Breaks button
and then, in the list, click Page.

The first time we instruct you to click a specific button in each exercise, we display
an image of the button in the page margin to the left of the exercise step.

If differences between your display settings and ours cause a button on your screen to
not appear as shown in the book, you can easily adapt the steps to locate the command.
First, click the specified tab. Then locate the specified group. If a group has been collapsed
into a group list or group button, click the list or button to display the group’s commands.
Finally, look for a button that features the same icon in a larger or smaller size than that
shown in the book. If necessary, point to buttons in the group to display their names in
ScreenTips.

If you prefer not to have to adapt the steps, set up your screen to match ours while you
read and work through the exercises in the book.
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Features and Conventions
of This Book

This book has been designed to lead you step by step through all the tasks you're
most likely to want to perform in Microsoft Access 2010. If you start at the beginning
and work your way through all the exercises, you will gain enough proficiency to be
able to manage complex databases through Access. However, each topic is self con-
tained. If you have worked with a previous version of Access, or if you completed all
the exercises and later need help remembering how to perform a procedure, the
following features of this book will help you locate specific information:

Detailed table of contents Scane the listing of the topics and sidebars within
each chapter.

Chapter thumb tabs Easily locate the beginning of each chapter by looking
at the colored blocks on the odd-numbered pages.

Topic-specific running heads Within a chapter, quickly locate a topic by looking
at the running heads at the top of odd-numbered pages.

Glossary Look up the meaning of a word or the definition of a concept.

Keyboard Shortcuts If you prefer to work from the keyboard rather than with
a mouse, find all the shortcuts in one place.

Detailed index Look up specific tasks and features in the index, which has been
carefully crafted with the reader in mind.
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xxii Features and Conventions of This Book

You can save time when reading this book by understanding how the Step by Step series
shows exercise instructions, keys to press, buttons to click, and other information. These
conventions are listed in the following table.

Convention Meaning

SET UP This paragraph preceding a step-by-step exercise indicates the practice
files that you will use when working through the exercise. It also indicates
any requirements you should attend to or actions you should take before
beginning the exercise.

CLEAN UP This paragraph following a step-by-step exercise provides instructions
for saving and closing open files or programs before moving on to
another topic. It also suggests ways to reverse any changes you made
to your computer while working through the exercise.

1 Blue numbered steps guide you through hands-on exercises in
each topic.

2 p

1 Black numbered steps guide you through procedures in sidebars and

2 expository text.

See Also This paragraph directs you to more information about a topic in this

book or elsewhere.

Troubleshooting  This paragraph alerts you to a common problem and provides guidance
for fixing it.

Tip This paragraph provides a helpful hint or shortcut that makes working
through a task easier.

Important This paragraph points out information that you need to know to
complete a procedure.

Keyboard Shortcut This paragraph provides information about an available keyboard
shortcut for the preceding task.

Ctrl+B A plus sign (+) between two keys means that you must press those
keys at the same time. For example, “Press Ctrl+B" means that you
should hold down the Ctrl key while you press the B key.

@ Pictures of buttons appear in the margin the first time the button is
used in an exercise.

Black bold In exercises that begin with SET UP information, the names of program
elements, such as buttons, commands, windows, and dialog boxes,
as well as files, folders, or text that you interact with in the steps, are
shown in bold black type.

Blue bold In exercises that begin with SET UP information, text that you should
type is shown in bold blue type.
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Using the Practice Files

Before you can complete the exercises in this book, you need to copy the book's practice
files to your computer. These practice files, and other information, can be downloaded

from the book’s detail page, located at:

http://go.microsoft.com/fwlink/?Linkid=192153

Display the detail page in your Web browser and follow the instructions for downloading

the files.

Important The Microsoft Access 2010 program is not available from this Web site. You should
purchase and install that program before using this book.

The following table lists the practice files for this book.

Chapter

File

Chapter 1:
Explore an Access 2010 Database

GardenCompany01_start.accdb

Chapter 2:

Create Databases and Simple Tables

None

Chapter 3: GardenCompany03_start.accdb
Create Slmple Forms Logo'png

Chapter 4: GardenCompany04_start.accdb
Display Data

Chapter 5: GardenCompany05_start.accdb
Create Simple Reports

Chapter 6: GardenCompany06_start.accdb
Maintain Data Integrity

Chapter 7: GardenCompany07_start.accdb
Create Custom Forms Hydrangeas.jpg

Chapter 8: GardenCompany08_start.accdb
Create Queries

Chapter 9: GardenCompanyQ9_start.accdb

Create Custom Reports

www.it-ebooks.info

(continued)

xxiii


http://go.microsoft.com/fwlink/?Linkid=192153
http://www.it-ebooks.info/

XXiv Using the Practice Files

Chapter File
Chapter 10: Customers.xlsx
Import and Export Data Employees.txt

GardenCompany10_start.accdb
ProductsAndSuppliers.accdb
Shippers.xlsx

Chapter 11: GardenCompanyll_start.accdb
Make Databases User Friendly lcon.ico

Logo.png
Chapter 12: GardenCompanyl2_start.accdb

Protect Databases

Chapter 13: GardenCompany13_start.accdb
Customize Access
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Getting Help

Every effort has been made to ensure the accuracy of this book. If you do run into
problems, please contact the sources listed in the following sections.

Getting Help with This Book

If your question or issue concerns the content of this book or its practice files, please
first consult the book'’s errata page, which can be accessed at:

http://go.microsoft.com/fwlink/?Linkid=192153

This page provides information about known errors and corrections to the book. If
you do not find your answer on the errata page, send your question or comment to
Microsoft Press Technical Support at:

mspinput@microsoft.com

Getting Help with Access 2010

If your question is about Microsoft Access 2010, and not about the content of this book,
your first recourse is the Access Help system. This system is a combination of tools and
files stored on your computer when you installed Access and, if your computer is con-
nected to the Internet, information available from the Microsoft Office Online Web site.
You can find general or specific Help information in the following ways:

® To find out about an item on the screen, you can display a ScreenTip. For example, to
display a ScreenTip for a button, point to the button without clicking it. The ScreenTip
gives the button’s name, the associated keyboard shortcut if there is one, and some-
times a description of what the button does when you click it.

® In the Access program window, you can click the Microsoft Access Help button (a
guestion mark in a blue circle) at the right end of the ribbon to display the Access
Help window.

@ At the right end of the title bars of some dialog boxes is a Help button (also a question
mark) that you can click to display the Access Help window. Sometimes, topics related
to the functions of that dialog box are already identified in the window.
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XXVi Getting Help

To practice getting help, you can work through the following exercise.

» SET UP You don't need any practice files to complete this exercise. Start Access,
and then follow the steps.

(7] 1. At the right end of the ribbon, click the Microsoft Access Help button.

The Access Help window opens.

) Lecess Help o = E
ORWAOM BAE R .
= B Search - -
Helpand Howe-1o Fs
6a.Office | searn suppont £ oing

downloads | irmages | ternplates

Recommended

Build an Access database to share on the Weh
Article

Create a nevr desktop database
Article

Introduction to the &ccess 2010 templates I
Article

Wfhat and where is the Backstage wiew
Article

Getting started with Access 2010

‘ | = Getting started with Access 2010
A ol 5 |mtrndirtinn tn tarmnlatac

All Aocess | | °Connectedto Office.com -

Your Help window might look different from this one because the material on the
Office Online Web site is constantly being updated.

Tip You can maximize the window or adjust its size by dragging the handle in the
lower-right corner. You can change the size of the font by clicking the Change Font
Size button on the toolbar.

2. Toward the bottom of the window, below the bulleted list under Browse Access
2010 support, click see all.
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Getting Help ~ xxvii

Troubleshooting The See All link is available only if the Search option is set to one of
the Content From Office.com choices. If your Search option is set to one of the Content
From This Computer choices, the complete list is already displayed. To switch among the
available Search options, click the Search arrow and then click your choice in the list.

The window changes to display a list of help topics.
In the list of topics, click Activating Access.

Access Help displays a list of topics related to activating Microsoft Office programs.
You can click any topic to display the corresponding information.

On the toolbar, click the Show Table of Contents button, and then scroll down
the pane that appears on the left.

Like the table of contents in a book, the Help table of contents is organized in
sections. If you're connected to the Internet and the Search option is set to one of
the Content From Office.com choices, Access displays sections, topics, and training
available from the Office Online Web site as well as the Help information stored on
your computer.

) Access Help o B
O M &AM WD e B
- B Search -
Table of Contents X | Acess2010Home s Access 2010 Helpand How-1o
@/nccess basics - i s
@Accessibi\ity anOfﬁce Search Support t=d ©iNg
& Ativating Access downloads | images | templates
@Add\ng and modifying data
Add-ins 5 .
>4 ) Activating Access
@/Connectlng to data sources
@/Cmntrnls Topics
@/Customizwng =

@/Cutting and copying data Aitivate Microsoft Office programs

@/Designing applications
@/Digita\ 10s and signatures Activate volume editions of Microsoft Office
@Expressions Article | There are two twpes of ackivation methods for Micro..,

@/Fields Locate the Product ID foryour Office program
@Finding and filtering data Article | The Produck ID is specific o vour Microsoft Office 200,

@/Fnrms
@/Getting help
@/Getting started
@Instal\ing

@Macms
@/ Maniaging a database

@Programming
& Publishing to SharePoint -

All Access | | @ Connected ta Office.com i

Article | The following information is provided to help you L.,

Clicking any section (represented by a book icon) displays that section’s topics
(represented by help icons).

www.it-ebooks.info


http://www.it-ebooks.info/

XXViii Getting Help
5. In the Table of Contents pane, click a few sections and topics. Then click the
(€ (3 Back and Forward buttons to move among the topics you have already viewed.
[X] 6. At the right end of the Table of Contents title bar, click the Close button.

7. At the top of the Access Help window, click the Search box, type relationships,
and then press the Enter key.

The Access Help window displays topics related to the word you typed.

€ Access Help [="TR 1 B3

LA GME @ !

relationships + J Search -

Aoz 2010 Hom e -
6a.Office | searcn support k2l oing

dovvnloads | images | ternplates

m

Search results for: relationships

Back  Mext L4

Docurent and print your database design
Article | Microsoft Office Access can help you prepare prif..,

Guide to table relationships
Article | One of the goals of good database design is to r.

Create, edit or delete a relationship
Article | Avrelationship is away to bring data from two diff..,

Learn the structure of an Access database

Article | Becoming familiar with the tables, forms, queries,..
Provided byt StevenT

Delete data from an Access database by using a query
Article | To delete large amounts of data quickly, ortoreg..

Create or modify a table's primary key
Article

-
T - . i -

Al Access |

| @) Connected to Office.com

Next and Back buttons appear below the search term to make it easier to search
for the topic you want.

Tip If you enter a term in the Search box and then click the adjacent Search arrow,
you can specify the type of help you are looking for or where you want to look for it.
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8. In the results list, click the Guide to table relationships topic.
The selected topic appears in the Access Help window.
9. Below the first paragraph of the topic, click Database design basics.

Access jumps to the related topic about database design. This type of hyperlink is
identified by blue text. You might also see a Show All button that displays hidden
auxiliary information available in the topic. (The button changes to Hide All when
the hidden information is displayed.)

Tip You can click the Print button on the toolbar to print a topic. Only the displayed
information is printed.

CLEAN UP Click the Close button in the upper-right corner of the Access Help
window.

More Information

If your question is about Access 2010 or another Microsoft software product and you
cannot find the answer in the product’s Help system, please search the appropriate
product solution center or the Microsoft Knowledge Base at:

support.microsoft.com

In the United States, Microsoft software product support issues not covered by the
Microsoft Knowledge Base are addressed by Microsoft Product Support Services.
Location-specific software support options are available from:

support.microsoft.com/gp/selfoverview/
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Chapter at a Glance

I categories
Category | - Category Nam ~ Description
T 1 Bulbs Spring, summer and fall, forced
ProductD -| ProductName ~-| LatinName -] Supplier - | Quantity
Explore tables, [ 1 MagicLily Lycoris squamigera The Bulb Basket One dozer
page 17 | 2 Autumn crocus Colchicum ! The Bulb Basket One
| 63 Anemone Anemone coronarii The Bulb Basket One dozet|
71 Lily-of-the-Field Sternbergia lutea The Bulb Basket One doze|
| 160 Siberian Iris Iris Siberica The Bulb Basket 6 per pkg.
] 161 Daffodil Ismene calathina  The Bulb Basket 6 per pkg. |
e 162 Peony Paeonia The Bulb Basket 6 per pkg.
| | 163 Lilies Lilinum Hybrid  The Bulb Basket & per pkg. Explore forms,
164 Begonias Begonia The Bulb Basket 6 per pkg.
| | 190 Bulb planter The Bulb Basket lea. page 24
|| (New)
] 2 Cacti Indoor cactus plants. i
3/Ground covers | Herbaceous perennials, ever
4 Grasses Lawn grasses for cool climatg :
5 Flowers A wide variety of flowers :Cd’regones M
Recordi M 4 1of 10 | b M b | Mo Filker | Search E] Categary ID

Description |Spring. summer and fall, forced

Explore queries,
page 29

Product Name + | Quantity PerUnit ~ | Unit Prics - | Units InStock ~
One dozen $48.40 4
One dozen $22.69 37
One dozen $33.88 26
One dozen $45.95

Categories Products
. - & per pkg. $15.67
¥ CategandD ? ProduciD & per pkg. $15.67
Categoryhame Productiame & per pka $24.14
Desription Latinkame o ms——— $1271
SupplierD . o
CategondD 0 > »oee | O o Filter | [search -
uantityPerlni ¥ | ‘ [

> M

| S o Fitter | [Search

]
< ]
Producthame QuantityPerUnit UnitsInStock D\s:antinuec
Table: | Categories Products Products Products Products
Sort: | Ascending Ascending
Show:
Criteria: <>Yes
=
Wetland plants
Product:

Explore reports, —
page 33 Anacharis $8.75

Fragrant Water Lily $18.80
Pickerstweed $9.95
Water Snowfiakes $10.50

Page: 4 43 » o | o Filter [ ]9 i ;-
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1 Explore an Access
2010 Database

In this chapter, you will learn how to
Work in Access 2010.
Understand database concepts.

Explore tables.
Explore forms.
Explore queries.
Explore reports.

SRS XXX

Preview and print Access objects.

Microsoft Access 2010 is part of Microsoft Office 2010, so the basic interface—such as
the Quick Access Toolbar, the ribbon, the Backstage view, and dialog boxes—should be
familiar if you have used other Office 2010 programs. However, Access has more dimen-
sions than many of those programs, so it might seem more complex until you become
familiar with it.

Tip If you are upgrading from an earlier version of Access, you should review “Introducing
Microsoft Access 2010" at the beginning of this book to learn about differences between
earlier versions and Access 2010.

Throughout this book, you'll be working with databases that contain information about
the employees, products, suppliers, and customers of a fictional company. As you com-
plete the exercises in this book, you will develop an assortment of tables, forms, queries,
and reports, which are called database objects. These objects can be used to enter, edit, and
manipulate the information in a database in many ways.

In this chapter, you'll explore the Access program window and learn about the concepts and
structure of data storage in Access, including types of databases, types of database objects,
and relationships between objects. You'll look at objects in a working database, learning
about interesting features of Access as well as functionality that you'll explore in more depth
in later chapters.
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4 Chapter 1 Explore an Access 2010 Database

Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice file you'll use to complete the
exercises in this chapter is in the Chapter01 practice file folder. A complete list of
practice files is provided in “Using the Practice Files” at the beginning of this book.

Working in Access 2010

As with all programs in Office 2010, the most common way to start Access is from the Start
menu displayed when you click the Start button at the left end of the Windows Taskbar.
When you start Access without opening a database, the program window opens in the
Backstage view, with the New page active. In the Backstage view, commands related to
managing Access and Access databases (rather than their objects) are organized as buttons
and pages, which you display by clicking the page tabs in the left pane. You can display the
Backstage view at any time by clicking the colored File tab in the upper-left corner of the
program window.

@“ Ho- - GardenCompanylll: Database (Access 2007) - Microsoft Access = = 537
Home Create External Data Database Toaols ) e
e
= save
Available Templates Blank database

Save Object A5

Home
@ Save Database As m

ﬁ Cpen

[ Close Database

Elank Elank web Recent
database database ternplates

2 &
m &

Sample by templates
ternplates

Office.com Templ... Search Office.co| =+
Print =
ag

Info

Recent

: = File Marne

Save & Publish Assets Contacts Education |D —
atabase
Help ﬁ CilserstSpdney Higa\Documents',
2] Options f ; i‘ ; @
4 Esit - D
Finance Irewentory Issues &
Tasks Create =
- | |
1 [} »

Clicking the File tab displays the Backstage view, where you can manage database files and
customize the program.
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Working in Access 2010 5

From the New page of the Backstage view, you can create a blank database; or you can
create a new database based on a template that comes with Access, on a template down-
loaded from the Office.com Web site, or on a custom template saved on your computer
or on your network. From the Backstage view, you can also open a database you worked
in recently, or navigate to any database on your computer and open it.

When you create or open a database, it is displayed in the program window.

File tab  Quick Access Toolbar Title bar Ribbon
4
= R I GardenCompanylll: Database (Access 2007) - Microsoft Access = = 2
Home Create External Data Database Toaols & e
h =1 & 8] sscending Wz o = Mew x j:'} Sac =
= = Ey %) Descenning Vg ] B save by
Wi Paste Filter Refresh . Find
7 % Remove Sort S all- 2K Delete - 5 bg

Wiews | Clipboard e Sort & Filter Records Find Text Formatting

All Access Ohjects® « [

| Tables .

Categories
Customers |
Employees
Crder Details |
Crdets

Products

Shippers
Suppliers

ries &

Sl G G G G R B E BB E B

Customer Crders
Delete Disconti..,
Crder Details E...
Crrders By Date

Product &nalysis
Products By Ca..
Sales By Categ..

Categories Qu..,

»

Forms

E5l_catean if
Ready Mum Lock

Navigation pane Status bar
An Access database in the program window

Troubleshooting The appearance of buttons and groups on the ribbon changes depending
on the width of the program window. For information about changing the appearance of
the ribbon to match our screen images, see “Modifying the Display of the Ribbon” at the
beginning of this book.
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Chapter 1 Explore an Access 2010 Database

The database interface is designed to closely reflect the way people generally work with
a database or database object. For those of you who are not familiar with this interface,
which was first introduced with Microsoft Office Access 2007, here is a quick survey of
the program window elements:

The title bar displays the name of the active database. The designation (Access 2007)
after the database name indicates that the database is in the .accdb format introduced
with Access 2007. At the left end of the title bar is the Access icon, which you click
to display commands to move, size, and close the program window. The Minimize,
Restore Down/Maximize, and Close buttons at the right end of the title bar serve
the same functions as in all Windows programs.

See Also Windows 7 introduced many fun and efficient new window-management
techniques. For information about ways to work with the Access program window on
a Windows 7 computer, refer to Windows 7 Step by Step, by Joan Lambert Preppernau
and Joyce Cox (Microsoft Press, 2009).

By default, the Quick Access Toolbar appears to the right of the Access icon at the
left end of the title bar, and displays the Save, Undo, and Redo buttons. You can
change the location of the Quick Access Toolbar and customize it to include any
command that you use frequently.

Tip If you create and work with complicated databases, you might achieve greater
efficiency if you add the commands you use frequently to the Quick Access Toolbar
and display it below the ribbon, directly above the workspace. For information, see
“Customizing the Quick Access Toolbar” in Chapter 13, “Customize Access.”

Below the title bar is the ribbon. All the commands for working with your Access
database content are available from this central location so that you can work
efficiently with the program.

Across the top of the ribbon is a set of tabs. Clicking the File tab displays the Backstage
view. Clicking any other tab displays a set of related commands represented by buttons
and lists. The Home tab is active by default.

Tip Don't be alarmed if your ribbon has tabs not shown in our screens. You might have
installed programs that add their own tabs to the Access ribbon.

On each tab, commands are organized into named groups. Depending on your
screen resolution and the size of the program window, the commands in a group
might be displayed as labeled buttons, as unlabeled icons, or as one or more large
buttons that you click to display the commands within the group.
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@ |If a button label isn't visible, you can display the command name and its keyboard
shortcut (if it has one) in a ScreenTip by pointing to the button.

See Also For more information about keyboard shortcuts, see “Keyboard Shortcuts” at
the end of this book.

Tip To control the display of ScreenTips, display the Backstage view, click Options to
open the Access Options dialog box, and change settings in the User Interface Options
area of the General page. You can also change the language of ScreenTip content on
the Language page. For more information, see "Changing Default Program Options” in
Chapter 13, "Customize Access.”

® Some buttons include an integrated or separate arrow. If a button and its arrow
are integrated, clicking the button will display options for refining the action of
the button. If the button and its arrow are separate, clicking the button will carry
out the default action indicated by the button’s current icon. You can change the
default action by clicking the arrow and then clicking the action you want.

® Related but less common commands are not represented as buttons in a group.
Instead they are available in a dialog box or task pane, which you display by
clicking the dialog box launcher located in the lower-right corner of the group.

® To the right of the ribbon tab names, below the Minimize/Maximize/Close buttons,
is the Minimize The Ribbon button. Clicking this button hides the commands but
leaves the tab names visible. You can then click any tab name to temporarily display
its commands. Clicking anywhere other than the ribbon hides the commands again.
When the full ribbon is temporarily visible, you can click the button at its right end,
shaped like a pushpin, to make the display permanent. When the full ribbon is hidden,
you can click the Expand The Ribbon button to permanently redisplay it.

Keyboard Shortcut Press Ctrl+F1 to minimize or expand the ribbon.

® Clicking the Access Help button at the right end of the ribbon displays the Access
Help window, in which you can use standard techniques to find information.
Keyboard Shortcut Press F1 to display the Access Help window.

See Also For information about the Access Help system, see “Getting Help” at the
beginning of this book.

® On the left side of the program window, the Navigation pane displays lists of data-
base objects. By default, it displays all the objects in the database by type of object,
but you can filter the list by clicking the pane’s title bar and then clicking the cat-
egory or group of objects you want to display. You can collapse and expand the
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8 Chapter 1 Explore an Access 2010 Database

groups in the list by clicking the chevrons in the section bars. If the Navigation pane
is in your way, you can click the Shutter Bar Open/Close button in its upper-right
corner to minimize it. To redisplay the Navigation pane, click the Shutter Bar
Open/Close button again. You can drag the right border of the pane to the left
or right to make it wider or narrower.

Keyboard Shortcut Press F11 to display or hide the Navigation pane.
Across the bottom of the program window, the status bar displays information
about the current database and provides access to certain program functions.

You can control the contents of the status bar by right-clicking it to display the
Customize Status Bar menu, on which you can click any item to display or hide it.

At the right end of the status bar, the View Shortcuts toolbar provides buttons for
quickly switching the view of the active database object.

The goal of all these interface features is to make working with a database as intuitive as
possible. Commands for tasks you perform often are readily available, and even those
you might use infrequently are easy to find.

In this exercise, you'll take a tour of the command structure in the Access 2010 program
window.

SET UP You need the GardenCompany01_start database located in your Chapter01
practice file folder to complete this exercise, but don't open it yet. Just follow the steps.

1.

On the Start menu, click All Programes, click Microsoft Office, and then click
Microsoft Access 2010.

Access starts and displays the program window in the Backstage view. From this
view, you manage your Access database files, but you don't work with the content
of databases. For example, you can create a database, but not a database object.
We'll talk about the tasks you can perform in the Backstage view in other chapters
of this book.

In the left pane of the Backstage view, click Open. Then in the Open dialog
box, navigate to your Chapter01 practice file folder, and double-click the
GardenCompanyO01_start database.

The database opens in the program window. A security warning appears below
the ribbon.
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In the security warning bar, click Enable Content.

Important Be sure to read the sidebar “Enabling Macros and Other Database Content”
later in this chapter to learn about Access security options.

Let's save the database so that you can explore it without fear of overwriting the
original practice file.

Click the File tab to display the Backstage view, click Save Database As, and then
in the Save As dialog box, save the database in your Chapter01 practice file folder
with the name GardenCompany01.

Tip In this book, we assume you will save files in your practice file folders, but you
can save them wherever you want. When we refer to your practice file folders in the
instructions, simply substitute the save location you chose.

In the program window, the title bar tells you that you can work with this database in
Access 2007 as well as Access 2010. On the left, the Navigation pane displays a list of
all the objects in this database. Spanning the top of the window, the ribbon includes
five tabs: File, Home, Create, External Data, and Database Tools. The Home tab is
active by default. Because no database object is currently open, none of the buttons
on the Home tab are available.

Tip Databases created with Access 2010 use the file storage format introduced with
Access 2007, and their files have the .accdb extension. You can open database files
created in earlier versions of Access (which have an .mdb extension) in Access 2010.
You can then either work with and save them in the old format or work with and save
them in the new format. If you convert them, you can no longer open them in versions
prior to Access 2007. For more information about the ACCDB format, search for accdb
in Access Help.

In the Navigation pane title bar, click All Access Objects, and then under Filter
By Group in the menu, click Tables.

The Navigation pane now lists only the tables in the database.
In the Navigation pane, under Tables, double-click Categories.

The Categories table opens on a tabbed page. Because a table is displayed,
two Table Tools contextual tabs (Fields and Table) appear on the ribbon. These
contextual tabs are displayed only when you are working with a table.
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Ribbon tab names Contextual tab names Group names
@“ H9- -~ GardenComparyll: Database (Access 20, Table Tools = = 3
[ Haome l Create External Data Database Toaols I Fields Tahle & e
M =N X Y &) ascending W2+ | = Mew ) [ﬁ a Calibr 11 vz =
. Bl =Y . %] Descending V- Hsave W =®-| B I U | b1 B -
VIEW Paste ) Filter j}-/ R Riflrle‘sh >( e E' Find k - é' by ﬁ === @v
Wiews | Cliphoard | Sort & Filter Records Find Text Formatting IT.l
Tables (%) « || =] Categories
ZH categaries |Categor\r| ~ | Category Nam - Description
T customers || ! Bulbs Spring, summer and fall, forced
B Employees s 2| Cacti Indoor cactus plants
L 3 Ground covers | Herbaceous perennials, evergreen and deciduous shrubs, ivy, vi
B order Details | = 4 Grasses Lawn grasses for cool climates
B orders || 5 Flowers A wide variety of flowers
B Products L 6 Wetland plants | Plants suitable for water gardens and bogs
T shippers L] 7 Soils/sand Potting soils, peat moss, mulch, bark
B suppliers | = 2 Fertilizers A variety of fertilizers
L 13 Trees Evergreen and deciduous trees
| 14 Herbs For flavoring and fragrance
i 15 Bonsai supplies | Bonsai supplies
L] 16 Roses Many types of roses
[ 17 Rhododendron | Hardy cultivars
| | 18 Pest control Non-toxic alternatives
|| 19 Carnivorous Meat-eating plants
i 20 Tools Miscellaneous gardening hardware
& 21 Berry bushes Small bush fruits
=] 22 Shrubs/hedges Shrubbery suitable for beds, containers, hedges, etc.
* (New)
Recard: M 1ofls kMoK I & Mo Filter | search lII [} | |I
Murnber autofnatically assigned to a new category. | Murm Lok Iﬂ . & I.:E
T J
I
Filtered Record Table on View Shortcuts
Navigation pane navigation bar tabbed page toolbar

The record navigation bar at the bottom of the table page tells you how many records the
table contains and which one is active, and enables you to move among records.

Buttons representing commands related to working with database content are
organized on the Home tab in six groups: Views, Clipboard, Sort & Filter, Records,
Find, and Text Formatting. Only the buttons for commands that can be performed
on the currently selected database object—in this case, a table—are active.
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On the Home tab, click the Text Formatting dialog box launcher.

The Datasheet Formatting dialog box opens.

Datasheet Formatting

Cell Effect Gridlines Shown

R ==
(@ Flak Harizantal
(") Raised Wertical

() sunken

Biackground Color: Alkernate Background Color:  Gridline Color:

- - -

Sample;

Border and Line Styles

Datasheet Border El Solid El
Direckion
(@ Left-to-tight () Right-to-left

From this dialog box, you can access settings not available as buttons in the
Text Formatting group, such as Gridline Color and Border And Line Styles.

In the Datasheet Formatting dialog box, click Cancel.
Click the Create tab.

Buttons representing commands related to creating database objects are orga-
nized on this tab in six groups: Templates, Tables, Queries, Forms, Reports, and
Macros & Code.

E“ H9-0-|5 GardenCornpanyll: Database (Sccess 20.. | | = = £2
Hame Create External Data Database Tools Fields Table @ 0

a i E j @ @ E B Formwizard | =m0 3 B g I 1
T L= =S| I 3 4

o AN ] ] Nwigatian = ==| == ERR )

Application | Table Table SharePoint | Query Query | Form  Form Blank Report Report EBlank Macro o

Parts = Design  Lists = Wizard Design Design  Form ._?_E|More Forms = Design Report =]

Templates Tables Queries Forms Reports Macros & ..

The Create tab.
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10. Double-click the Create tab.

Double-clicking the active tab hides the ribbon and provides more space for the
current database object.

@“ H9- -~ GardenComparyll: Database (Access 20, ‘ Tal ools - = o

Hame Create External Diata Database Toaols Fields Tahle 2 e

= « || =] Categories
T categories | Category | - | Category Nam - Description
T customers ! Bulbs Spring, summer and fall, forced
2| Cacti Indoor cactus plants
E Employees R N N -
3/ Ground covers | Herbaceous perennials, evergreen and deciduous shrubs, ivy, vi
B Order Details 4 Grasses Lawn grasses for cool climates
B orders 5 Flowers A wide variety of flowers
- - A e T e T e T T e o oy T e e e 5 e e o v
The ribbon is hidden.

11. Click the External Data tab.

The ribbon temporarily drops down, with the External Data tab active. Buttons
representing commands related to moving information between a database and
other sources are organized on this tab in four groups: Import & Link, Export,
Collect Data, and Web Linked Lists.

@“ H9-t-|= GardenCompary0l: Database (Access 20.. ‘ Table Tools = = E3

Home Create External Data [Cratabase Tools Fields Table %Xle
= W] Test File === [l wpdL File (A Access 3
S = E =
& B 5P 52 Tk s [a

2 5L File 13y POF or %P5 @y word Merge =
saved Llinked Tahle Excel Access ODBC sawved Excel  Text " Collect | Web Linked
Imports  Manager Database ;?jE Mare * | Exports File @aE—mall %More T Data - Lists =
Impart & Link | Export | | |

ST 3 Ground covers | Herbaceous perennials, evergreen and deciduous shrubs, ivy, vi
& order Details | 4 Grasses Lawn grasses for cool climates

H orders 5 Flowers A wide variety of flowers

. o T T e o e e e e o e o o o s

Clicking any tab—in this case, the External Data tab—displays the ribbon temporarily.

Tip To make the graphics in this book readable, we are working in a program window
that is smaller than full-screen. As a result, the Collect Data and Web Linked Lists groups
are represented in this graphic as buttons. For more information, see “Modifying the
Display of the Ribbon" at the beginning of this book.
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12. Click anywhere in the open table.
The ribbon disappears again.
13. Double-click the Database Tools tab.

Double-clicking a tab permanently displays the ribbon and activates that tab.
Buttons representing commands related to managing, analyzing, and ensuring
data reliability are organized on the Database Tools tab in six groups: Tools,
Macro, Relationships, Analyze, Move Data, and Add-Ins.

E“ H9-0- |5 GardenCompany01: Database (fccess 20.. ‘ ‘ = & X
Home Create External Data Catabase Tools Fields Tahble =] 9
& ) B . . ol
¢ =] Database Documenter I Al | ==t

" - o
T R =5 & w E M

i%IAnaly'ze Perfarmance
Compact and “Wisual  Run Relationships Ohject = S0L Access  SharePoint | Add-ins
Repair Database | Basic  Macro Dependencies 5 analyze Table Server Database -

Tools Macro Relationships Analyze Move Data &dd-Ins

The Database Tools tab.
|Z| 14. To the right of the Categories table page tab, click the Close button to close the
table without closing the database.
Clicking this button closes the active object.
15. Click the File tab to display the Backstage view, and then click Close Database.

When you close a database without exiting Access, the New page of the Backstage
view is displayed so that you can open another database or create a new one.

Note that if you don't close the active database before opening another one,
Access prompts you to save your changes and closes the active database for you.
You cannot have two databases open simultaneously in a single instance of Access.
If you want to have two databases open at the same time, you must start a new
instance of Access.

Tip You can close Access entirely by clicking the Close button in the upper-right corner
of the program window, or by clicking Exit in the Backstage view.

x CLEAN UP Retain the GardenCompany01 database for use in later exercises.
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Enabling Macros and Other Database Content

Some databases contain Microsoft Visual Basic for Applications (VBA) macros that
can run code on your computer. In most cases, the code is there to perform a
database-related task, but hackers can also use macros to spread a virus to your
computer.

When you open a database that is not stored in a trusted location or signed by a
trusted publisher, Access displays a security warning below the ribbon.

@l L SRS My Database : Database (Access 2007) - Microsoft
Home Create External Data Database Toals

d Cut } l Azcending L7 selection =i Mew E To
. :)

53 Copy £l Descending T advanced = =B save = <p
View | Paste ’ Filter Refresh :

F Format Painter #5 Remove Sort W Toggle Filter A1 X Delete - E M
s Clipboard [F] Sork & Filter Fecords
y Security Warning  Some active content has been disabled. Click far more details. | Enable Content
Al Access Objects ) « ]
Tables |~

The security warning.

While the security warning is displayed, the macros in the database are disabled.
You can enable macros in three ways:

® By enabling the macros in the database for use in the current database session.

® By adding the database publisher to the list of trusted publishers. This option is
available only if the publisher’s digital signature is attached to the database.
Access will then automatically enable macro content in any database that is
also signed by that publisher.

® By placing the database in a trusted location. Access automatically enables
macro content in any database saved in that location. The trusted locations
you specify within Access are not also trusted by other Office programs.

To enable macros for the current database session only:

® In the Security Warning area, click Enable Content.

To add the publisher of a digitally signed database to the trusted publishers list:

1. In the Security Warning area, click Some Active Content Has Been Disabled.
Click For More Details.

www.it-ebooks.info



http://www.it-ebooks.info/

Working in Access 2010 15

2. On the Information About <Database Name> page, click the Enable Content
button, and then click Advanced Options.

3. In the Microsoft Office Security Options dialog box, click Trust All From
Publisher, and then click OK.

Note that the Trust All From Publisher option is available only if the database
is digitally signed.

To add the location of a database to the trusted locations list:

1. Display the Backstage view, and then click Options.

N

In the left pane of the Access Options dialog box, click Trust Center, and then
click Trust Center Settings.

In the left pane of the Trust Center, click Trusted Locations.
On the Trusted Locations page, click Add New Location.

In the Microsoft Office Trusted Location dialog box, click Browse.

A

In the Browse dialog box, browse to the folder containing the current database,
and then click OK.

7. In the Microsoft Office Trusted Location dialog box, select the Subfolders Of
This Location Are Also Trusted check box if you want to do so, and then click
OK in each of the open dialog boxes.

If you prefer, you can change the way Access handles macros in all databases:

1. Display the Trust Center, and then in the left pane, click Macro Settings.
2. Select the option for the way you want Access to handle macros:

O Disable All Macros Without Notification If a database contains macros,
Access disables them and doesn't display the security warning to give
you the option of enabling them.

O Disable All Macros With Notification Access disables all macros and
displays the security warning.

O Disable All Macros Except Digitally Signed Macros Access automati-
cally enables digitally signed macros.

O Enable All Macros Access enables all macros (not recommended).

3. Click OK to close the Trust Center, and then click OK to close the Access
Options dialog box.
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Understanding Database Concepts

Simple database programs, such as the Database component of Microsoft Works, can store
information in only one table. These simple databases are often called flat file databases, or
just flat databases. More complex database programs, such as Access, can store information
in multiple related tables, thereby creating what are referred to as relational databases. If
the information in a relational database is organized correctly, you can treat these multiple
tables as a single storage area and pull information electronically from different tables in
whatever order meets your needs.

A table is just one of the object types you work with in Access. Other object types include
forms, queries, reports, macros, and modules.

Of all these object types, only one—the table—is used to store information. The rest
are used to enter, manage, manipulate, analyze, retrieve, or display the information
stored in a table—in other words, to make the information as accessible and therefore
as useful as possible.

Over the years, Microsoft has put a lot of effort into making Access not only one of the
most powerful consumer database programs available, but also one of the easiest to learn
and use. Because Access is part of Office 2010, you can use many of the same techniques
you use with Microsoft Word and Microsoft Excel. For example, you can use familiar
commands, buttons, and keyboard shortcuts to open and edit the information in Access
tables. And you can easily share information between Access and Word, Excel, or other
Office programs.

In its most basic form, a database is the electronic equivalent of an organized list of infor-
mation. Typically, this information has a common subject or purpose, such as the list of
employees shown in the following table.

ID Last name First name Title Hire date

1 Anderson Nancy Sales Rep May 1, 2003
2 Carpenter Chase Sales Manager Aug 14, 2001
3 Emanuel Michael Sales Rep Apr1,1999
4 Furse Karen Buyer May 3, 2004

This list is arranged in a table of columns and rows. Each column represents a field—a
specific type of information about an employee: last name, first name, hire date, and so
on. Each row represents a record—all the information about a specific employee.
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If a database did nothing more than store information in a table, it would be no more
useful than a paper list. But because the database stores information in an electronic
format, you can manipulate the information in powerful ways to extend its utility.

For example, suppose you want to find the phone number of a person who lives in your
city. You can look up this information in the telephone book, because its information is
organized for this purpose. If you want to find the phone number of someone who lives
further away, you can go to the public library, which probably has a telephone book for
each major city in the country. However, if you want to find the phone numbers of all the
people in the country with your last name, or if you want to find the phone number of
your grandmother’s neighbor, these printed phone books won't do you much good,
because they aren't organized in a way that makes that information easy to find.

When the information published in a phone book is stored in a database, it takes up far less
space, it costs less to reproduce and distribute, and, if the database is designed correctly,
the information can be retrieved in many ways. The real power of a database isn't in its
ability to store information; it is in your ability to quickly retrieve exactly the information
you want from the database.

Exploring Tables

Tables are the core database objects. Their purpose is to store information. The purpose
of every other database object is to interact in some manner with one or more tables. An
Access database can contain thousands of tables, and the number of records each table
can contain is limited more by the space available on your hard disk than by anything else.

Tip For detailed information about Access specifications, such as the maximum size of a data-
base or the maximum number of records in a table, search for “Access 2010 specifications”
(including the quotation marks) in Access help.

Every Access object has two or more views. For tables, the two most common views are
Datasheet view, in which you can see and modify the table’s data, and Design view, in which
you can see and modify the table’s structure. To open a table in Datasheet view, either
double-click its name in the Navigation pane, or right-click its name and then click Open.
To open a table in Design view, right-click its name and then click Design View. When a table
is open in Datasheet view, clicking the View button in the Views group on the Home tab
switches to Design view; when it is open in Design view, clicking the button switches to
Datasheet view. To switch to either of the two remaining table views (PivotTable view or
PivotChart view), you click the View arrow and then click the view you want in the list. You
can also switch the view by clicking one of the buttons on the View Shortcuts toolbar in
the lower-right corner of the program window.
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When you view a table in Datasheet view, you see the table’s data in columns (fields)
and rows (records). The first row contains column headings (field names). In this format,
the table is often simply referred to as a datasheet.

Field names
=] categories x
| category ID ~ | Category Name - Description |
Bulbs Spring, summer and fall, forced
2| Cacti Indoor cactus plants
3|Ground covers Herbaceous perennials, evergreen and deciduous shrubs
4| Grasses Lawn grasses for cool climates =
5|Flowers A wide variety of flowers
6| Wetland plants Plants suitable for water gardens and bogs
7|50ils/sand Potting soils, peat moss, mulch, bark |
8|Fertilizers Avariety of fertilizers
13|Trees Evergreen and deciduous trees
14|{Herbs For flavoring and fragrance
15|Bonsai supplies Bonsai supplies
16|Roses Many types of roses
17|Rhododendron Hardy cultivars
18| Pest control Non-toxic alternatives
19| Carnivorous Meat-eating plants
20| Tools Miscellaneous gardening hardware
21|Berry bushes Small bush fruits -
Record: M 1ofls kM B (0 Mo Filter | Search 4 nt 3
Field Record

Field names, fields, and records in a table.

If two tables have one or more field names in common, you can embed the datasheet
from one table in another. By using an embedded datasheet, called a subdatasheet, you
can see the information in more than one table at the same time. For example, you might
want to embed an Orders datasheet in a Customers table so that you can see the orders
each customer has placed.

In this exercise, you'll open existing database tables and explore the table structure in
different views.

SET UP You need the GardenCompany01 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany01 database, ensure that
tables are listed in the Navigation pane, and then follow the steps.

1. In the Navigation pane, double-click Products. Then at the right end of the
Navigation pane title bar, click the Shutter Bar Close button so that you can
see more of the table’s fields.
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The Products table is displayed in Datasheet view.

@“ e “ - (% - |5 GardenCompany(1: Database (Aocess 20.. ‘ ‘
Hame Create External Data Datahase Taals Fields Tahle
M’ — ] ? 4] ascending Wz [Ty = Hew x fﬁ 2. Calibri
o =l [EEY %1 Descending V- g =8 Save v ) ®»-| B I U | iE &
VIEW fote 7 L %5 Remove sort W R‘I\Tfh H Delete ~ E' Find kg~ é 4 ﬁ —
Wiews | Clipboard = Sort & Filter Records Find Text Formatting ]
» || =1 Products X
| ProductID -~ Product Name - Latin Name - Supplier - Category - | Quanti|~
1 Magic Lily Lycoris squamigera The Bulb Basket Bulbs Onedoz =
2 Autumn crocus Colchicum The Bulb Basket Bulbs One doz
3| Compost bin Garden Hardware Mfg, Toals 1-12ft:
4 Cactus sand potting m Soil and Sand Supplier Soils/sand 5 Ib. bag
5 Weeping Forsythia | Forsythia suspensa The Shrub Club Shrubs/hedges 1ea.
6 Bat box NoTox Pest Control  Pest control 1box pe
7| Electronic insect killer NoTox Pest Control | Pest control 1perbo
% 8 Beneficial nematodes Neoaplectana carpt NoTox Pest Control  Pest control 1pt
2 9/ Crown Vetch Coronilla varia Cover Up Stuff Ground covers 3-3inct
2 10 English vy Hedera helix Cover Up Stuff Ground covers 5ea. Roi
% 11 Austrian Copper R. foetida bicolor | Rosie's Roses Roses Per plan
3 12 Persian Yellow Rose  R. foetida 'Persiana Rosie's Roses Roses Per plan
13| Indoor Magic potting Soil and Sand Supplier Soils/sand 5 lb. bag
14 GrowGood potting soi Soil and Sand Supplier Soils/sand 10 Ib. ba
15/ Sterilized soil Soil and Sand Supplier Soils/sand 5 lb. bag
16 Winterberry llex verticillata The Shrub Club Shrubs/hedges 1ea.
17 Anise Pimpinella anisum The Herb House Herbs 6-2"po
18 Crushed rock Wholesale Rock & Grar Soils/sand Peryard
19 Chamomile Anthemis nobilis | The Herb House Herbs 6-2"po~
Record: 4 1of 159k M K Mo Filter | Search 4 [T} »
Mumber automatically assigned to new product, | Murn Lock |ﬁ i _

Each row in this table contains information about a product and each column contains one
field from each record.

In the row of field names at the top of the table, point to the right border of the
Product Name field name, and when the pointer changes to a double-headed
arrow, double-click the border.

Access adjusts the width of the field to accommodate its longest entry. Notice
that Product 1, Magic Lily, and Product 2, Autumn crocus, are assigned to the
Bulbs category.

Double-click the right border of the Category field name to adjust that field's width.

Tip You can also resize a table column by pointing to the border and dragging it to the
left or right.

In the Navigation pane, click the Shutter Bar Open button, and then double-click
Categories.

Tip From now on, open the Navigation pane whenever you need to work with a
different object, but feel free to close it if you want to see more of the data.
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The Categories table opens on a new tabbed page in Datasheet view. The Categories
page is active, but the Products page is still open and available if you need it.

. At the left end of the record for the Bulbs category, click the Expand button.

The Bulbs category expands to reveal a subdatasheet containing all the records
from the Products table that are assigned to the Bulbs category. This is possible
because a relationship has been established between the two tables.

Subdatasheet
= Pmductsj T Categories =
Category | ~ |Category Nam - Description -
Ii 1 Bulbs Spring, summer and fall, forced
ProductID ~| Product Name ~ Latin Name - Supplier + | Quantity
1 Magic Lily Lycoris squamigera The Bulb Basket One doze
2 Autumn crocus Colchicum The Bulb Basket One doze|=
89 Anemone Anemone coronari: The Bulb Basket One doze
71 Lily-of-the-Field Sternbergia lutea The Bulb Basket One doze
160 Siberian Iris Iris Siberica The Bulb Basket 6 per pkg.
161 Daffodil Ismene calathina The Bulb Basket 6 per pkg.
162 Peony Paeonia The Bulb Basket 6 per pkg.
163 Lilies Lilinum Hybrid The Bulb Basket 6 per pkg.
164 Begonias Begonia The Bulb Basket 6 per pkg.
190 Bulb planter The Bulb Basket lea.
* (MNew)
2 Cacti Indoor cactus plants
3 Ground covers |Herbaceous perennials, evergreen and deciduous shrubs, ivy,
4 Grasses Lawn grasses for cool climates
5 Flowers A wide variety of flowers -
Recard: W 1aofil kM K (Mo Filter | Search 4 nt 4

You can display records from two related tables simultaneously.

See Also For information about relationships, see “Creating Relationships Between
Tables” in Chapter 2, “Create Databases and Simple Tables.”

. To the left of the record for the Bulbs category, click the Collapse button to hide

the subdatasheet.

. Click the Close button at the right end of the tab bar (not the Close button in the

upper-right corner of the program window) to close the Categories table.

. Close the Products table, and when Access asks whether you want to save your

changes to this table, click Yes.
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In steps 2 and 3, you changed the look of the table by changing the widths of
columns. If you want those changes to be in effect the next time you open the
table, you must save them.

9. In the Navigation pane, double-click the Orders table.

This table contains order-fulfillment information.

= ordus\ ®
OrderlD - | CustomerlD ~ AccountRep ~ | OrderDate - ShippedDat: - | ShippedBy - =
Carpenter 1/5/2010 1/7/2010 Big Things Frei|
11080 ACKPI Carpenter 1/5/2010 1/6/2010 EZ Does It 3
11081 BROKE Anderson 1/6/2010 1/7/2010 EZ Does It
11082 KHAKA Anderson 1/6/2010 1/8/2010 Triple P Delive
11083 KOCRE Carpenter 1/8/2010 1/9/2010 Triple P Delive
11084 COXBR Anderson 1/12/2010 1/14/2010 Triple P Delive
11085 RAMLU Emanuel 1/12/2010 1/13/2010 EZ Does It
11086 OVESC DeGrasse 1/12/2010 1/13/2010 Triple P Delive
11087 THIRA Carpenter 1/12/2010 1/13/2010 Big Things Freij
11088 MILFR Emanuel 1/13/2010 1/14/2010 Triple P Delive
11089 ESTMO Anderson 1/14/2010 1/16/2010 EZ Does It
11090 HOFRO Emanuel 1/14/2010 1/16/2010 Big Things Freij
11091 HOLMI Carpenter 1/15/2010 1/19/2010 EZ Does It
11092 ASHCH Emanuel 1/16/2010 1/19/2010 Triple P Delive
11093 BENPA Anderson 1/19/2010 1/21/2010 Big Things Freij
11094 BANMA Carpenter 1/22/2010 1/23/2010 Fast Freddie's |
11095 GANJO Emanuel 1/22/2010 1/24/2010 Big Things Frei|~
Recard: M 1af&7  k H b (o ko Filter | Search L] n »

The record navigation bar at the bottom of the window indicates that this table contains 87
records, and that the active record is number 1 of 87.

|I| 10. On the record navigation bar, click the Next Record button several times.
The selection moves down the OrderlID field, because that field is active.

Keyboard Shortcut Press the Up Arrow or Down Arrow key to move the selection
one record at a time. Press the Page Up or Page Down key to move one screen at
a time. Press Ctrl+Home or Ctrl+End move the selection to the first or last field in the
table.

11. Click the record navigation bar, select the current record number, type 40, and
then press the Enter key.

The selection moves directly to record 40.

12. On the View Shortcuts toolbar, click the Design View button.
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The Orders table structure is displayed in Design view, and the Table Tools Design
contextual tab appears on the ribbon.

@“ H LR R GardenCompary0l: Database (Access 20.. Table Tools ‘ = = 52
Home Create External Data [Dratabase Toals Design (=] 9
3, =
" == = Insert Rows L Z ==
E ¥ & % =2 @ = B
s = Delete Rows — G
R Primary Builder TestWalidation ’ Property Indexes | Create Data Rename/Delete  Relationships Ohject
= Key Rules @Mod'f}"LDDkUps Sheet hacros - Macro Dependencies
Wi B Tools ShowifHide Field, Record & Table Events Relationships
Tables ® «|| = omers
E categories Field Name Data Type Description =]
B customers [ Numben E
CustomerlD Text
B employees EmployeelD Number
EA order Details OrderDate Date/Time
52 orders ShippedDate Date/Time [+]
Field Properties
A Producs E
EA shippers General |Lookup
Field Size Long Integer
E suppliers Format
Decimal Places Auto
Input Mask
Caption
Default Value A field name can be up to 64 characters long,
validation Rule including spaces, Press F1 for help on field
Validation Text names.
Required Mo
Indexed Yes [Duplicates OK)
Smart Tags
Text Align General
Cesign views, F6 = Switch panes, F1= Help, | Mum Lock | [ii7) @ .
/

Datasheet view displays the data stored in the table, whereas Design view displays the

underlying table structure.

See Also For information about table structure, see “Refining Table Structure” in
Chapter 2, “Create Databases and Simple Tables.”

CLEAN UP Close the Orders table. Retain the GardenCompany01 database for use in

later exercises.

separate page, you can do so.

To switch to overlapping windows:

Tabbed Pages vs. Overlapping Windows

The Access Options dialog box opens.

By default, Access 2010 displays database objects on tabbed pages in the program
window. If you prefer to display each object in a separate window rather than on a

1. Click the File tab to display the Backstage view, and then click Options.
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2. Display the Current Database page, and then in the Application Options area,
under Document Window Options, click Overlapping Windows.

3. Click OK.

A message tells you that you must close and reopen the current database to
put this change into effect.

4. Click OK. Then close and reopen the database.

When database objects are displayed on tabbed pages, a Close button appears at the
right end of the tab bar. When objects are displayed in overlapping windows, the win-
dow of each object has its own set of Minimize, Restore Down/Maximize, and Close
buttons at the right end of its title bar.

@“ Ho-M-|s hdicrosoft Access ‘ ‘ = = 52
Hame Create External Data Database Tools Fields Table [A) e
bl [ & Y%H/' &= T g -— A
- - g i 2oy --
Wi Paste Filter Refresh Find Sizeto  Switch Text
- o4 ¥ | wm- X-H- ke ™ | Fit Form Windows + | Formatting =
Wiews | Clipboard & Sort & Filter Records Find Wi dioi
aklss @ « B Custarmers = = E3
B cogories CustomerlD - | FirstName - | LastMame - | Address -4
E customers ACKPI Pilar Ackerman 8808 Backbay € =
EH Emplaoyees ADATE Terry Adams 1932 52nd Ave
B order Details i;L E idleis e = 52
B orders BA OrderlD - | CustomerlD ~ |AccountRep -~ | OrderDate - ShippedDat: - |«
i Produrts e Carpenter 1/5/2010 1/7/2010 =
EH shippers BER 11080 ACKPI Carpenter 1/5/2010 1/6/2010
B suppliers BER 11081 BROKE Anderson 1/6/2010 1/7/2010
i 11082 KHAKA Anderson 1/6/2010 1/8/2010
BR 11083 KOCRE Carpenter 1/8/2010 1/9/2010
bR 11084 COXBR Anderson 1/12/2010 1/14/2010
ca 11085 RAMLU Emanuel 1/12/2010 1/13/2010
& 11086 OVESC DeGrasse 1/12/2010 1/13/2010
cH 11087 THIRA Carpenter 1/12/2010 1/13/2010
Record: 11088 MILFR Emanuel 1/13/2010 1/14/2010
11089 ESTMO Anderson 1/14/2010 1/16/2010 [+
Record: M 1of87 | b MK i Mo Filter | |Search A4 m 3
Datasheet Wiew | Mum Lock |ﬁ i W

Two forms displayed in overlapping windows.

You can move object windows by dragging their title bars, and you can size them
by dragging their frames. You can also arrange windows by using the options avail-
able when you click the Switch Windows button in the Window group. (This group
is added to the Home tab when you select Overlapping Windows in the Access
Options dialog box.)
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Exploring Forms

Access tables are dense lists of raw information. Working directly with tables in a database
you create for your own use might be quite simple for you, but it might be overwhelming
for people who don't know much about databases. To make it easier to enter, display, and
print information, you can design forms.

A form acts as a friendly interface for a table. Through a form, you can display and
edit the records of the underlying table, or create new records. Most forms provide an
interface to only one table, but if you want to use one form to interact with multiple
tables that are related through one or more common fields, you can embed subforms
within a main form.

Forms are essentially collections of controls that either accept information or display infor-
mation. You can create forms by using a wizard, or you can create them from scratch by
manually selecting and placing the controls. Access provides the types of controls that
are standard in Windows dialog boxes, such as labels, text boxes, option buttons, and
check boxes. With a little ingenuity, you can create forms that look and work much like
the dialog boxes in all Windows programs.

As with tables, you can display forms in several views. The following are the three most
common views:

® Form A view in which you display and enter data.

® Layout A view in which you can work with the elements of the form to refine the way
it looks and behaves while also being able to see the data from the underlying table.

® Design A view that gives you more precise control over the look, placement, and
behavior of elements of the form but that hides the underlying data.

See Also For more information about forms, see Chapter 3, “Create Simple Forms,” and
Chapter 7, “Create Custom Forms.”

In this exercise, you'll explore forms, subforms, and the available form controls.

SET UP You need the GardenCompany01 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany01 database, and then
follow the steps.

1. In the Navigation pane, click the title bar to display the category list, and then
under Filter By Group, click Forms.
This group includes all the forms that have been saved as part of this database.

2. In the Navigation pane, double-click Products.
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The Products form opens on a tabbed page.

Hj Products

Product ID ’_I ‘ Quantity Per Unit
Product Name ‘Mcgic Lily ‘ Unit Price
Latin Mame ‘Lycorissquc:migerc ‘ Units In Stock
Supplier ‘The Bulk Baosket EI Units On Order II'
Category ‘Bulbs El Recrder Lawvel

Discontinued O

Record: M 4 1of189  » M b-:f:-| & Mo Filter | Seatch II' 1] |I|

This form is the interface for the Products table.

3. Click the arrow adjacent to the Supplier box.
Access displays a list of all the company’s suppliers.

Y Products

Product ID ‘1 ‘ Guantity Per Unit
Product Mame ‘Mcgic Lily ‘ Unit Price
Latin Name ‘Lycorissqucmigerg ‘ Units In Stock
Supplier m P Units On Order D

-
Ee Lo The Carnivercus Connection et

The Complete Garden Supplier

The Grass Factory Discontinued T

The Herb House
The Shrub Club
The Tree Farm a
Wholesale Rock & Grawvel -
Recard: M 4 1of 1'9—!—n—l—|—mvu-|=nt€r—|—r€a'rm——lz| I [»]

This is an example of a list box control.
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4. In the Navigation pane, double-click Categories.

The Categories form opens on its own tabbed page. This form includes a main form
and a subform. The main form displays information from the Categories table, and
the subform, which looks like a datasheet, displays information for the current record
from the Products table.

Subform
=5] categories
. |+
Categories 1
Description |Spring, summer and fall, forced
Product Name - | Quantity Per Unit - | Unit Price - | Units In Stock - |« 3
| [Magic Lily One dozen $48.40
&S| Autumn crocus One dozen $22.49
| [Anemone One dozen $3388
g Liky-of-the-Fisld One dozen 345938
| [Siberian Iris & per pkg. $15.67
| | Daffodil & per phkg. 31547
| |Peony & per pkg. $2414
| |Lilies & per pkg. 120
Bermmnimes A rer mken L3 93
Records M 4 1ofdid L3 T | " Mo Filter | Search | El
Record: W 4 1ofi1s kM P | & Mo Filter | search |
This form is the interface for the Categories and Products tables.
|I| 5. On the record navigation bar, click the Next Record button a few times to display

the next few records.

Notice that the subform changes with each click to display the products in each
category.
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6. In the Navigation pane, double-click Customers.

The Customers form opens in Form view.

== Pmducts\‘fa Categolies\{g Custumus\ X

Garden Company
Customers

CustomerlD || |1 45

Name | | Pilar Ackerman

Phone | |(425) 555-0194

Address| |8808 Backbay 5t
City/State/7IP | | Bellevue WA 88004

Counfry] [usa E|

Record: 4 1of110 » H » W Unfiltered | Search

The purpose of this form is to edit or create customer records.

7. On the Home tab, in the Views group, click the View button.
For forms, clicking the View button switches between Form view and Layout view.
8. In the Views group, click the View arrow, and then click Design View.

Access displays the Customers form in Design view, and adds three Form Design
Tools contextual tabs (Design, Arrange, and Format) to the ribbon. The contextual
tabs are available only when you are working on the design of the form in either
Layout view or Design view.
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@H H9- -0+ GardenCornparyll: Database (Access 20.. Form Design Tools

= =3 =
Horne Create External Crata Database Tools Dresign Arrange Format & 0
-3 Themes - =1 LR
=R = R
B colors ~ 5 Titte — K @
Wi Caontrals Insert . Add Existing Property  Tab o
= Fontsv - Image = EDateandnme Fields Sheet  Order %
“iewrs | Themes | Controls | Header/ Footer Tools
Forms ® « 1\5 i I|I§| <
EEl categories =y - - 5:‘
Customers ‘ # Form Header
Froducts
Froducts subtarm
[~
4 [ ¥
Design wiew | Murm Lock | = E[ "

In this view, you can add controls to a form.

9. Switch between Form view, Layout view, and Design view, noticing the differences

in the program window.

10. On the Design contextual tab, in the Controls group, display the Controls gallery.

Depending on the size of your program window, you might have to click the

Controls button or the More button to display this gallery.

NEPEIED =k
=R dl\ 2 =8
Vg (0 @ = &S |

}g et Control Defaults

Use Cantrol Wizards

? ActiveX Contrals

4

You can use these controls to assemble custom forms for your database.
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See Also For information about form controls, see “Adding Controls” in Chapter 7,
“Create Custom Forms.”

11. Click away from the gallery to close it.
12. Right-click the tab of the Customers form, and then click Close All.

All the open database objects close.

x CLEAN UP Retain the GardenCompany01 database for use in later exercises.

Exploring Queries

You can locate specific information stored in a table, or in multiple tables, by creating

a query that specifies the criteria you want to match. Queries can be quite simple. For
example, you might want a list of all products in a specific category that cost less than
$10. Queries can also be quite complex. For example, you might want to locate all out-
of-state customers who have purchased gloves within the last three months. For the first
example, you might be able to sort and filter the data in the Products table fairly quickly
to come up with a list. For the second example, sorting and filtering would be very tedious.
It would be far simpler to create a query that extracts all records in the Customers table
with billing addresses that are not in your state and whose customer IDs map to records
that appear in the Orders table within the last three months and that include item IDs
mapping to records classified as gloves in the Products table.

You can create queries by using a Query wizard, and you can also create them from scratch.
The most common type is the select query, which extracts matching records from one or
more tables. Less common are queries that perform specific types of actions.

Processing a query, commonly referred to as running a query or querying the database,
displays a datasheet containing the records that match your search criteria. You can use the
query results as the basis for further analysis, create other Access objects (such as reports)
from the results, or export the results in another format, such as an Excel spreadsheet.

If you create a query that you are likely to want to run more than once, you can save it. It
then becomes part of the database and appears in the list when you display the Queries

group in the Navigation pane. To run the query at any time, you simply double-click it

in the Navigation pane. Each time you run the query, Access evaluates the records in the

specified table or tables and displays the current subset of records that match the criteria
defined in the query.
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Don't worry if this all sounds a bit complicated at the moment. When you approach
queries logically, they soon begin to make perfect sense.

See Also For more information about queries, see Chapter 8, “Create Queries.”

In this exercise, you'll explore two existing queries.

é SET UP You need the GardenCompany01 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany01 database, and then

follow the steps.
1. In the Navigation pane, display the Queries group.
The group includes all the queries that have been saved as part of this database.

2. In the Navigation pane, right-click the Delete Discontinued Products query,
and then click Object Properties.

Access displays the properties of the query, including a description of its

purpose.
Celete Discontinued Products Properties E
General
iEE Delete Discontinued Products
Type: Querys Select Query

Descriphion: | Filkers records in Products table, Query returmns only
products that are discontinued. Can be converted to
delete query to remove discontinued products,

Created:  6/2/2010 4:59:35 PM
Modified:  6/14/2010 11:27:36 AM
Owner: Admin

Attributes:  [] Hidden

[ ak ][ Cancel ] Apply

The icon at the top of the General tab indicates that this is a select query.
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3. In the Delete Discontinued Products Properties dialog box, click Cancel.
4. Right-click the Products By Category query, and then click Open.

Access runs the query.

-1 Products byCategoq\ =
Category Nam - Product Mame - | Quantity Per Unit - |Units In Stoc = | Discontinue » |4
lerry bushes Blackberries 8 starts per pkg 18 Ol =
Berry bushes Currant 3 1/2 inch pot 18 [l
Berry bushes Gooseberries 3 1/2 inch pot 10 [
Berry bushes Red Raspberries fieldgrown bareroot 20 [
Berry bushes Strawberries fieldgrown bareroot 6 [
Bonsai supplies Bonsai toolkit 1ea. 3 [
Bonsai supplies Dwarf Ficus Benjamin, 1 ea. 3 [
Bonsai supplies Dwarf Jack Pine 1ea. 2 [
Bonsai supplies Dwarf Juniper 1lea. 3 [
Bonsai supplies Dwarf Mugo Pine 1ea. 1 [
Bonsai supplies Green Mound Juniper 1 ea. 2 [
Bulbs Anemone One dozen 26 [
Bulbs Autumn crocus One dozen 37 [
Bulbs Begonias & per pkg. 12 [
Bulbs Bulb planter 1ea. 6 1
Bulbs Daffodil & per pkg. 24 [
Bulbs Lilies & per pkg. 18 [ =

Record: 1of171 » Mk o Mo Filter | Search

This datasheet displays the results of running the Products By Category query.

The record navigation bar indicates that 171 records are displayed; the Products
table actually contains 189 records. To find out why 18 of the records are missing,
you need to look at this query in Design view.

5. On the View Shortcuts toolbar, click the Design View button.

Access displays the query in the Query Designer, and the Query Tools Design
contextual tab appears on the ribbon.
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B=F Pmduclsnycneguy\ x
rs
Categories Froducts =
W W X
V7 CategondD ¥ ProdudiD
CategoryMane Praducthlame =
Drescription LatinMame
SuppliefID
CategordDr
QuantityPerUni|™
-
40 4
LA CategoryHame EProdud:Narne QuantityPerUnit UnitsInStock Discontinuect
Table: | Categories Products Products Products Products =
Sort: | Ascending Ascending
Show:
Criteria: <=Yes
ar:
-
400 »

The Query Designer.

Two boxes in the top pane of the Query Designer list the fields in the tables this
query is designed to work with. The line between the boxes indicates that before
the query was created, a relationship was established between the two tables
based on the fact that the CategorylD field is present in both of them. The rela-
tionship enables this query to draw information from both tables.

See Also For more information about relationships, see “Creating Relationships
Between Tables” in Chapter 2, “Create Databases and Simple Tables.”

The query is defined in the design grid in the bottom pane of the Query Designer.
Each column of the grid refers to one field from one of the tables above. Notice
that <> Yes (not equal to Yes) is entered in the Criteria row for the Discontinued
field. This query finds all the records that dont have a value of Yes in that field (in
other words, all the records that have not been discontinued).

. As an experiment, in the Criteria row of the Discontinued field, replace <> with =.

Then on the Design contextual tab, in the Results group, click the Run button.

Tip You can also run a query by switching to Datasheet view.

This time, the query finds all the records that have been discontinued. The 18 dis-
continued products account for the difference between the number of records in
the Products table and the number of records displayed by the original query.
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5 Products by Category x
Category Nam - Product Mame - | Quantity Per Unit - |Units In Stoc - | Discontinue » |«
ELLEETElel[3= Bonsai mixed garden 1ea. 0
Bonsai supplies Bonsai scissors lea. 0
Fertilizers Guano 5 1b. bag 0
Fertilizers Muriate of potash 10 Ib. bag 0 =
Grasses Decorator moss 1tray 0
Shrubs/hedges Hedge shears 10" 1ea. 0
Soils/sand Buckwheat hulls 5lb bag 0
Soils/sand Oyster shells 5lb bag 0
Soils/sand Peanut hull meal 5lb bag ]
Soils/sand Terrarium soil 51b bag 0
Tools Manure fork 1ea. 0
Tools Optional grass catcher 1 ea. 0
Tools Posthole digger 1ea. 0
Tools Push reel lawn mowe 1 ea. 0
Tools Revolving sprinkler | 1ea. 0
Tools Root waterer 1ea. 0
Tools Shade fencing &' 50" roll 0 =

Record: M laofls  F Mk 0o ko Filter | Search -

The new query results.

7. Close the Products By Category query. When a message asks whether you want
to save your changes to the query, click No.

x CLEAN UP Retain the GardenCompany01 database for use in later exercises.

Exploring Reports

You can display the information recorded in your tables in nicely formatted, easily accessible
reports, either on your computer screen or on paper. A report can include items of informa-
tion selected from multiple tables and queries, values calculated from information in the
database, and formatting elements such as headers, footers, titles, and headings.

You can look at reports in four views:

® Report view In this view, you can scroll through the information in the report without
being distracted by the page breaks that will be inserted when it is printed.

® Print Preview In this view, you see your report exactly as it will look when printed.

® Layout view This view displays the data in the report (similar to Print Preview) but
enables you to edit the layout.

® Design view In this view, you can manipulate the design of a report in the same
way that you manipulate a form.
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See Also For more information about reports, see Chapter 5, “Create Simple Reports,” and
Chapter 9, “Create Custom Reports.”

In this exercise, you'll preview a report as it will appear when printed. You'll also examine
another report in Design view.

6 SET UP You need the GardenCompany01 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany01 database, and then
follow the steps.

1. In the Navigation pane, display the Reports group.

The group includes all the reports that have been created and saved as part of this
database.

2. In the Navigation pane, right-click Customer Labels, and then click Print
Preview.
Troubleshooting If a message tells you that some data may not be displayed because
of column widths and spacing, for the purposes of this exercise, simply press OK to
continue.
The Customer Labels report opens, displaying a full page of labels in a view that is
much like Print Preview in other Office programs. The ribbon now displays only the
Print Preview tab.
Tip Access provides a wizard that can help you create a mailing label report. You can
also create labels like these by using the Customers table as a data source for the Word
2010 mail merge tool.

3. Move the pointer over the report, where it changes to a magnifying glass. Then
with the pointer over the middle label at the top of the report, click the mouse
button.

The zoom percentage changes to 100%, as indicated on the Zoom Level button
in the lower-right corner of the window. You can click this button to switch back
and forth between the current and previous zoom levels.
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| H9-0-|s GardenCornpanyll: Database (Access 2007) - Microsoft Access = = 52
Print Preview & e
L@ lj E Showe Margins B Landscape x{ ﬂ % fh“} E
Columns [ 1o Pages - E]
Print Size  Margins i Fortrait Zoom Refresh Excel  Text Close Print
- & B Frint Data Only M Page setup - @ More Pages | File 597 | Preview
Print Page Size Page Layout Zoom Crata Close Prewiew
Reports ® « || E OlnhmHLabds\ X
B siphabetical List ... -
B customer Labels Jose Lugo Ken Myer Jon Marris
23 Tsawassen Blvd. 7320 Edwards Ave. 490 Fulton Dr.
B saes by category Tsawassen BC VBE 458 Vancouver BC V5J 2G3 Vancouver BC
B sales By Cateqory ... Canada Canada Canada
Hanying Feng Meil Charney John Frederick:
537 Orchard Ave. 1842 10th Avenue 43 rue St Laur
Victoria BC V8C 321 Sidney BC V7L 1L3 Montréal Québe
Canada Canada Canada
Sameer A. Tejani Mike Tiano Terry Adams
1900 Oak St 5540 Rosebud Place 1932 52nd Ave.
Vancouver BC V5H L7 Victoria BC V7Y 11 Vancouver BC
Canada Canada Canada
Michael Allen JianShuo Wang Molly Clark
130 17th 5t 3319 Hillside Dr. 785Beale 5t «
Page: 1 oM & Mo Filter 4 1l 3
Ready | Numlock | @R 2 0% (o U (#)

This report prints customer names and addresses in a mailing label format.

If the report is too small to read in Print Preview, you can adjust the zoom percent-
age by clicking the Zoom In button (the plus sign) at the right end of the Zoom
slider in the lower-right corner of the window, or by dragging the Zoom slider.
You can also click the Zoom arrow in the Zoom group on the Print Preview tab
and then click a specific percentage.

In the Navigation pane, right-click the Sales By Category report, and then click
Print Preview.
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[]

[4]

5. Use any method to zoom the page to 100 percent.

6. On the page navigation bar in the lower-left corner of the page, click the Last

Page button.

This report generates nine pages of information by combining data from the
Categories table and the Products table.

[T T

e

Wetland plants |

Procdluct:
Anochans $8.75
Fragrant Water Lily $18.80
Pickerehvesd 3995
Water Snowflakes $10.50
v
Page: M 4 4 . | & Mo Filter | |4 lII 4

The magnified Sales By Category report.

7. Click the Previous Page button a few times to view a few more pages of the

report.

8. On the View Shortcuts toolbar, click the Design View button.
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Access switches to Design view and displays four Report Design Tools contextual tabs
(Design, Arrange, Format, and Page Setup) on the ribbon. In this view, the report
looks similar to a form.

DR

J # Report Header
.2 qles By Categoty] -

':ff|:: oo =Datef) oo ::|;fffff

# Page Header
||| ¥ CategoryName Header

| |[CategoryName D
;fProducf-‘:‘:::::::::‘::;nggff___________________________
: ;I:H"""'1'"l"'2'"l'"3"-l---4---|---5---|-

LN J # Report Header

# Page Header
# Detail

Productiame ‘§|Froduc13c:|es
||| # Page Footer
_|| ||| # Report Footer
aEl I
¥ Detail

||| ¥ Page Footer

‘.’que‘_’&:[Poge] k:“:of:":& [Fto_det|: Sl |

J # Report Footer

&

i- I | ]

You create reports by using the same techniques you use to create forms.

x CLEAN UP Close the open reports. Retain the GardenCompany01 database for use in
the last exercise.
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Previewing and Printing Access Objects

Because Access is a Windows application, it interacts with your printer through standard
Windows dialog boxes and drivers. This means that any printer that you can use from
other programs can be used from Access, and any special features of that printer, such
as color printing or duplex printing, are available in Access.

The commands for printing database objects are available from the Print page of the
Backstage view. From this page, you can do the following:
® Print the active object with the default settings.

® Display the Print dialog box, where you can select the printer you want to use,
as well as adjust various other settings appropriate to the active object and the
current view.

® Display the active object in Print Preview.
In this exercise, you'll explore the printing options for a table and a form.

é SET UP You need the GardenCompany01 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany01 database, and then

follow the steps.

1. In the Navigation pane, display the All Access Objects category.

2. In the Tables group, double-click the Employees table to open it in Datasheet
view.

This table contains information about nine employees. Some of the columns are
too narrow to display all their data, and even with the program window maximized,
depending on your screen resolution, some of the fields might not fit on the screen.

3. Adjust the widths of all the columns so that all the values in the fields are visible.
Access will not print data that is not visible.

4. Click the File tab to display the Backstage view.
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5. In the left pane, click Print.
The Print page displays the available print options.

@“ ‘ﬂ L, BN RN GardenCompanyll: Database (fccess 20.. Table Tools = = 52
Home Create External Data Database Tools Fields Tahble (] e
| save .
Print

Save Object As
Guick Print

Send the object directly to the default printer
without making changes,

[E]] save Database &5
[ Open

[ Close Database

Print

Select a printer, number of copies, and other
printing options before printing,

GardenComparyll,.
@ GardenComparyll...

GardenCompany0l. : 3
Print Preview
@ GardenCompany01... Preview and rnake changes to pages before
printing.

Info

Recent

Mew

Save & Publish

Help

|1 options

B3 Exit

The Print page of the Backstage view.

6. In the right pane, click Print Preview.
The first page of the Employees table is displayed in Print Preview.

Tip This is the only way to preview a table, a query results datasheet, or a form.
There is no Print Preview command available when you right-click one of these
objects, and there is no Print Preview button on the View Shortcuts toolbar or in
the View button list, as there is for reports.
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B 7
[14]

=i Landscape 8.

= Employees 23

i
?
|

T

¥
13
4

Page: 1 r oM & Mo Filter |

The Employees table in the default Portrait orientation.
On the navigation bar at the bottom of the window, click the Next Page button.
Then click the First Page button to move back to page 1.

If you print this datasheet with the current settings, it will print as two short,
vertically oriented pages.

On the Print Preview tab, in the Page Layout group, click the Landscape button.
Then click the Next Page button.

In Landscape orientation, the datasheet still fits on two pages, with only one field
on the second page.

In the Page Size group, click the Margins button, and then click Narrow.

On the page navigation bar, the buttons are now gray, indicating that the
Employee list fits on one page.

Tip You can set custom margins by clicking the Page Setup button in the Page
Layout group and then adjusting the Top, Bottom, Left, and Right settings on the
Print Options page of the Page Setup dialog box.
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Sewere

[tmglny e | tems | @ | e | aw | maw [awisd demstes | meddc | Semes
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% Mo Filter

The Employees table in Landscape orientation with narrow margins.

10. In the Print group, click the Print button.

The Print dialog box opens.

Printer

Marme: hp psc 1310 series v] ’ Properties ]
Status: Ready

Type: hip psc 1310 series

Where! LISBO01

Comment; Prink to File
Prink Range Copies

@ Al Mumber of Copies: 1 EI
() Pages  From: T
D jﬁg jﬂi [V] collate
() Selected Record(s) 1 1
[ [u]4 1 ’ Cancel ]

In this dialog box, you can select the printer and set print options such as the pages
or records to print, and the number of copies.

www.it-ebooks.info


http://www.it-ebooks.info/

42 Chapter 1 Explore an Access 2010 Database

11. Click Cancel to close the Print dialog box, and then in the Close Preview group, click
the Close Print Preview button.

s

12. In the Navigation pane, under Reports, double-click Alphabetical List of

Close Print Products.
Prewiew:

The report opens in Report view.

13. Display the Backstage view, click Print, and then click Print Preview.
Access displays a preview of the information that will be printed.

14. On the Print Preview tab, in the Zoom group, click the Two Pages button.
Access displays the first two pages in the report side by side.

T nplopes Y1l momaseiat it ot rosuc U]

Alphabetical List of PFroducts

y ey e s [

— 4T e

Page: 1 r oM % Mo Filter

You can preview more than one page at a time.

15. On the View Shortcuts toolbar, click the Report View button to return to
that view.

CLEAN UP Save your changes to the Employees table, and close both the table and
the report. Then close the GardenCompany01 database.
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The basic Access interface objects work much the same as in other Office or
Windows programs.

A database is the computer equivalent of an organized list of information.

Tables are the core database objects. Access data is organized in tables made up
of columns and rows, called fields and records.

In a relational database, tables can be related based on common fields, enabling
the retrieval of information from more than one table at the same time.

The purpose of the other database objects—forms, reports, queries, macros, and
modules—is to interact with one or more tables.

Every Access object has two or more views. For example, you view data in a table
in Datasheet view and define how the data is structured in Design view.

If you want to print a database object, be sure the information you need is visible
on the screen before you print.
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page 46

Tasks by Assigned To

8 Tasks Due Today

Contacts 2
Contact Details

Contact List
Create databases Contact Address Book
and tables Contact Phone List
Supporting Objects z i
manually, page 52 R ek
S Tasks

JEH Contacts Exended w)|[Tasks 0 < 1aft | Wb [ o Filter [ Search I w ] ]

Num Lock .EI E &

CustomerID - | FirstName ~
1 Scott
(New)

LastName -
Gode

Street -
612E. 2nd

City
Pocatello

D

Field Name

e Text

| State Text El
PostalCode Text

Phone Text

Birthdate Date/Time =

Reﬁne ta ble F Field Praperties
structure, " General[Logu)

Field Size 20 o
page 64 Format | 1
Input Mask |

Captian |State or Region
Default Value

Validation Rule
Validation Text
Required o
Allow Zera Length Yes
Indexed No

= @ X

- @

Description

The label for the field when used on a form. If
you don't enter a caption, the field name is
used as the label. Press F1 for help on
captions.

‘ [ 9 - - |5 MyTables: Database (Bccess 2007) - Mic..,

Fil Home  Create  ExternalData  Database Tools
B Hide Table

% W Clear Layout
B9 Direck Relationships

Show Close
Relationship Report e EEAH Relationships

Tool: Relationships

Edit
Relationships

All Access Objects

search.
e | el 5
Firsthlame CustomerID
z e e Freteseeld Create relationships
o between tables, page 68
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and Simple Tables

In this chapter, you will learn how to

Create databases from templates.
Create databases and tables manually.
Manipulate table columns and rows.
Refine table structure.

) N N N N N

Create relationships between tables.

Creating the container for a database is easy. But an empty database is no more useful
than an empty document or worksheet. It is only when you fill a database with data in
tables (known as populating a database) that it starts to serve a purpose. As you add
forms, queries, and reports, it becomes a useful tool. If you customize it by adding a
startup page and organizing the various objects into categories and groups, it moves
into the realm of being a database application.

Not every database has to be refined to the point that it can be classified as an application.
Databases that only you or a few experienced database users will work with can remain
fairly simple. But if you expect someone without database knowledge to enter data or
generate their own reports, spending a little extra time in the beginning to create a solid
foundation will save a lot of work later. Otherwise, you'll find yourself continually repairing
damaged files or walking people through seemingly easy tasks.

Microsoft Access 2010 takes a lot of the difficult and mundane work out of creating and
customizing a database by providing database applications in the form of templates that
you modify and populate with your own information. Access 2010 also provides templates
for common elements that you might want to plug into a database. These application
parts consist of sets of objects—a table and related forms, queries, or reports—that
together provide a complete, functioning part of a database. All you have to do is fill in
your data. If none of the templates meet your needs, you can create tables manually.

45
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In this chapter, you'll create a database from a template and create a table manually.
Then you'll adjust the display of a data table to fit your needs. By the end of this chapter,
you'll have a database containing a few tables and you'll understand a bit about how
the tables in the databases you will use for the exercises in the remaining chapters of the
book were created.

Practice Files You don't need any practice files to complete the exercises in this chapter.
For more information about practice file requirements, see “Using the Practice Files” at
the beginning of this book.

Creating Databases from Templates

A few years ago (the distant past, in computer time), creating a database structure involved
first analyzing your needs and then laying out the database design on paper. You would
decide what information you needed to track and how to store it in the database. Creating
the database structure could be a lot of work, and after you created it and entered data,
making changes could be difficult. Templates have changed this process, and committing
yourself to a particular database structure is no longer the big decision it once was.

A template is a pattern that you use to create a specific type of database. Access 2010
comes with templates for several databases typically used in business and education, and
when you are connected to the Internet, many more are available from the Microsoft
Office Online Web site at office.microsoft.com. By using pre-packaged templates, you
can create a database application in far less time than it used to take to sketch the
design on paper, because someone has already done the design work for you.

Using an Access template might not produce exactly the database application you want,
but it can quickly create something that you can customize to fit your needs. However, you
can customize a database only if you know how to manipulate its basic building blocks:
tables, forms, queries, and reports. Due to the complexity of these templates, you probably
shouldn’t try to modify them until you're comfortable working with database objects in
Design view and Layout view. By the time you finish this book, you will know enough to be
able to confidently work with the sophisticated pre-packaged application templates that
come with Access.

In this exercise, you'll create a database application based on the Tasks template. This
template is typical of those provided with Microsoft Access 2010, in that it looks nice
and demonstrates a lot of the neat things you can do in a database.
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6 SET UP You don't need any practice files to complete this exercise. Close any open
databases, and then with the New page of the Backstage view displayed, follow

the steps.

1.

In the Available Templates area, click Sample Templates.

Access displays a list of the templates that shipped with the program and are

installed on your computer.

Click the Tasks template icon.

In the right pane, you can assign a name to the database and browse to the location

where you want to store the database.

@“ HY-M-|s hdicrosoft Sccess

Harme Create  External Data Database Taols
= save

B save Objectas

Available Templates

) = »
@) save Database A3 2} Home Sample templates
|-
5 open Zales Pipeline

EF Close Database

1 GardenCompanyll..

Info 3

Recent Students

Print

Save & Publish

Help

1] Options

[ Exit

Tasks

4 [}

[E1|

=@

=@

Tasks

File Marne
|Tasksl | =3

ChlsershySidney HigahDocurments',

The Tasks template is supplied with Access.

In the File Name box, type MyTasks.

Tip Naming conventions for Access database files follow those for Windows files. File
names cannot contain the following characters:\ /:*? “ < > |. By default, file name
extensions are hidden, and you shouldn’t type the extension in the File Name box.
(The extension for an Access 2010 database file is .accdb. For information about this
file format, which was introduced with Access 2007, search for accdb in Access Help.)
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=] 4. Click the adjacent Browse button, and then in the File New Database dialog box,
navigate to your Chapter02 practice file folder.

You use the same navigational techniques in this dialog box that you would use in
any Open or Save dialog box.

File Mew Database E
@@v| |« Access20105BS » Chapterl? b ~ | 49 ||| Search Chapteraz ol
Organize « MNew folder == w @

& Dowvnloads m Marne g Diate modified Type

o
= Recent Places

4 Libraries
@ Docurments
Ji husic
[E] Pictures
B videos

1M Computer
&, Local Disk (G2
= RECOWERY (D1)

S . ..

- 4 1 3

File name: MyTasks -

Save as type: ’Microsoﬂ: Access 2007 Databases vl

~ Hide Folders Toaols = Open ] ’ Cancel ]

The File New Database dialog box.

5. With Microsoft Access 2007 Databases selected in the Save as type box,
click OK.

The path to the specified folder is displayed below the File Name box.

Tip By default, Access creates new databases in your Documents folder. You can change
the location when you create each database, as you did here, or you can change the
default save folder. To specify a different default folder, click the File tab to display
the Backstage view, click Options, and then on the General page of the Access Options
dialog box, under Creating Databases, click the Browse button to the right of Default
Database Folder. In the Default Database Path dialog box, browse to the folder you
want to be the default, and then click OK in each of the open dialog boxes.
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6. Click the Create button.

Access briefly displays a progress bar, and then the new database opens, with the
Task List form displayed in Layout view.
Tip Below the form name is a toolbar with commands created by embedded macros.
These commands are an example of what makes this a database application rather
than a simple database. The topic of macros is beyond the scope of this book. For
information, search for macros in Access Help.

7. If the Navigation pane is closed, click the Shutter Bar Open button at the right
end of its title bar to open it. Then if any of the groups are collapsed, click their
chevrons to open them.

The Navigation pane displays a custom Tasks Navigation category.

@“ g ). s My Tasks : Database (Access 2007) - Microsoft Access
Hame Create External Data Database Tools

~ ] Y 4l ascending V- = Mew }} .

== —] Ey AlDescending Ya- “. =8 Save ? =3~ B I O

Vifw Paste » Filter ?,Remnve sort TV R:“rle'sh % Delete ~ R~ Find | A-®

Wiews | Clipboard | Sort & Filter | Records | Find | Text Formatting T |
|S::’::s = 2 /_@ Task List

JE Task Details Mew Task Collect Data via E-mail  E-mail List Reports j

JH TaskList D Title -] priority -] Status - |%
JH sctive Tasks INL}_ (2) Normal  Not Started

JE anTasks Total 0

JH sk Details

JH Tasks by Assigned To

S8 Tasks Due Today 3

Contacts ®

JE Contact Details

,. Contack List

,. Contack Address Book

JH Contac Phane List

Supporting Objects 3

JH contacts

S Tasks

,@ Contacts Extended * | | Tasks W 1ofl P M | % Mo Filter | search |< 1[1 »
Farm ‘iew: | Mum Lack | B ¥

The custom category has custom Tasks, Contacts, and Supporting Objects groups.

Troubleshooting The appearance of buttons and groups on the ribbon changes depending
on the width of the program window. For information about changing the appearance of
the ribbon to match our screen images, see “Modifying the Display of the Ribbon” at the
beginning of this book.
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12.
13.

In the Navigation pane, click the Tasks Navigation title bar, and then in the
category and group list, click Object Type to list all the objects in this database.

In the Tables group, double-click Contacts.

The empty Contacts table is displayed. You could now start entering data in this
table.

Right-click the Contacts tab, and click Close All.

. On the Create tab of the ribbon, in the Templates group, click the Application

Parts button.
The Application Parts gallery appears.

Blank Forms

1 Right 1Tap 2 Right “2Tap
1 = = 70
Details Dialog List hMedia
1—_| |

—_— 1

Msgbox Tahs
Quick Start

Camments Contacts Issues Tasks
Users

The Application Parts gallery.

You can add various types of forms and several sets of related tables and other
database objects to this or any other database. These ready-made objects give
you a jump start on creating a fully functional database application.

Click away from the gallery to close it.

Continue exploring the objects that are part of the MyTasks database on
your own.

x CLEAN UP Close the MyTasks database.
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Web Databases

Several of the templates in the Sample Templates gallery and many of the templates
available from the Microsoft Office Online Web site are designated as Web data-
bases. A Web database is one that is compatible with the new Web publishing
capabilities of Access 2010.

If Access Services are installed on your organization’s Microsoft SharePoint server,
you can now publish a database to Access Services. Publishing converts tables to

SharePoint lists stored on the server and makes it possible to work with the data-
base either in Access or in a Web browser.

You can create a Web database based on a Web template or build a new one from
scratch by choosing Blank Web Database on the New page of the Backstage view.
You can also publish a regular database as a Web database, although the tables in
the database must conform to Web database requirements for publication to be
successful. Because of these requirements, if you work for an organization where
future deployment of Access Services is a possibility, you might want to consider
creating a Web database to ensure that your database can be published to Access
Services in the future.

In a Web database, you can create two kinds of objects:

® Web objects These can be created and viewed in either a Web browser
or Access.

® Non-Web objects These can be created and viewed only in Access.

When you are working with a Web database from a browser, you are working with
the database on the server. When you are working with it from Access, you are
working with a local copy of the database that is synchronized with the database
on the server. For both types of objects, you can make design changes only in
Access and only when connected to the server.

These days, more and more companies have employees and clients in different
geographic locations, and more and more people are working away from company
offices. Web databases make it possible for people to access company databases
from wherever they are and from any computer, whether or not it has Access
installed.
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Creating Databases and Tables Manually

Suppose you need to store different types of information for different types of people.
For example, you might want to maintain information about employees, customers, and
suppliers. In addition to the standard information—such as names, addresses, and phone
numbers—you might want to track these other kinds of information:

® Employee identification numbers, hire dates, marital status, deductions, and pay rates
® Customer orders and account status
® Supplier contacts, current order status, and discounts

You could start with a template, add fields for all the different items of information to

a single Contacts table, and then fill in only the relevant fields for each type of contact.
However, cramming all this information into one table would soon get pretty messy. It's
better to create a new database based on the Blank Database template and then manu-
ally create separate tables for each type of contact: employee, customer, and supplier.

When you create a new blank database or insert a new table into an existing database,
the table is displayed on a tabbed page in Datasheet view with one empty row that is

ready to receive data. Because the active object is a table, Access adds the Table Tools
contextual tabs to the ribbon so that you can work with the table.

| e ) - v - |5 Databasel:Database (Aecess 2007 - Mic., o = OER
File Home Create External Data Database Tools Fields Table = @
™ .
M‘ AB 12 Ep # & wame & caption el Modify Lookups - B
———— - =) By Default value S Modify Expression Formatting -
Wigw Text  Mumber Currency . Field
= =" o Field Size ab| Mema Settings $ % » %0 3% | validation~
WiEws Add & Delete Properties Formatting
All Access Ohjects = « || =] Tabler X
[searcri. |» D - | Click to Add =
Tables x || ¥ (New)
I Tablel
Record: W 1aofl ] § Mo Filker | Search
Datasheet Wiew Mum Lock |¥ y

A new table in a new database.
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If you close the table at this point, it will disappear, because it contains no data and it has
no structure. The simplest way to make the table part of the database is to create at least
one record by entering data, which simultaneously defines the table’s structure.

Tip You can also define the structure of the table without entering data. For information about
table structure, see “Refining Table Structure” later in this chapter. For information about
adding new blank fields to a table, see “Restricting the Type of Data” in Chapter 6, “Maintain
Data Integrity.”

Obviously, to create a record, you need to know how to enter information in Datasheet view.

2=z Tabm\
1D - | Click to Add -
* (New) Field waiting for data
Primary key

Record selector, displaying New icon

The first record in a new table, before data is entered.

Every table has an empty row that is ready to receive a new record, as indicated by the New
icon (the asterisk) in the record selector at the left end of the row. By default, the first field
in each new table is an ID field designed to contain an entry that will uniquely identify the
record. Also by default, this field is designated as the table’s primary key. No two records

in this table can have the same value in this primary key field. Behind the scenes, the data
type of this field is set to AutoNumber, so Access will enter a sequential number in this
field for you.

Tip Asyou’ll see in a later exercise, the primary key field does not have to be the default
AutoNumber type. If you need to you create your own primary key field, then anything
meaningful and unique will work.

See Also For information about data types, see “Refining Table Structure” later in this chapter.

The first field you need to be concerned about is the active field labeled Click To Add.
You enter the first item of information for the new record in the first cell in this field,
and then press the Tab or Enter key to move to the first cell in the field to the right.
Access then assigns the value 1 to the ID field, assigns the name Fieldl to the second
field, and moves the Click To Add label to the third field. The icon in the record selector
at the left end of the record changes to two dots and a pencil to indicate that this
record has not yet been saved, and the New icon moves to the record selector of the
next row.
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= Tablel '

1D - Fieldl - |Click to Add ~
N4 1 Sidney
* (Mew)

The first record in a new table, after data has been entered in the first field.

When creating a new table in Datasheet view, you need to save the first record after
entering the first item of data. If you don't, Access increments the ID value for each field
you add to that record. For example, if you add seven fields, Access assigns the value 7 to
the ID field of the first record. To avoid this problem, you simply click the icon in the record
selector after you enter your first value in the first record. This saves the record with the
value 1 assigned to the ID field, and subsequent records will be numbered sequentially.

Having entered the first item of data and saved the record, you continue entering items
of information in consecutive cells and pressing Tab or Enter. When you finish entering the
last item for the first record, you click anywhere in the row below to tell Access that the
record is complete.

After you complete the first record of a new table, you will probably want to change the
default field names to something more meaningful. To rename a field, you simply double-
click its field name and then type the name you want.

At any time while you are entering data in a new table, you can save the table by clicking
the Save button on the Quick Access Toolbar and naming the table. If you try to close the
table without explicitly saving it, Access prompts you to save the table. If you click No,
Access discards the table and any data you have entered.

After you have saved the table for the first time, Access automatically saves each record
when you move away from it. You don't have to worry about losing your changes, but you
do have to remember that most data entries can be undone only by editing the record.

Databases almost always contain more than one table. You can create additional empty
tables by clicking the Table button in the Tables group on the Create tab of the ribbon.
If you need to create a table that is similar in structure to an existing one, you can copy
and paste the existing table to create a new one. When you paste the table, Access gives
you the option of naming the table and of specifying whether you want the new table to
have the existing table's structure or both its structure and its data.
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For some kinds of tables, Access provides Quick Start fields that you can use to add
common sets of fields or kinds of fields to a table. The Quick Start options take the
work out of defining these fields and can be very useful when you know exactly what
type of field you need.

In this exercise, you'll create a blank database, enter information into the first record of
its default table, assign field names, add another record, and save and close the table.
Then you'll copy that table to create a second one. Finally, you'll create a new table and
experiment with Quick Start fields.

SET UP You don't need any practice files to complete this exercise. Close any open
databases, and then with the New page of the Backstage view displayed, follow
the steps.

1. In the center pane of the New page, in the Available Templates area, click Blank
Database.

2. In the right pane, click the File Name box, and type MyTables. Then click the
Browse button, navigate to your Chapter02 practice file folder, and click OK.

Tip You can’t create a blank database without saving it. If you don't provide a file name
and location, Access saves the file with the name Database followed by a sequential
number in the default location (your Documents folder, unless you have changed it).

3. In the right pane, click the Create button.

Access creates the blank database in the specified location, opens the database,
and displays a new blank table named Tablel.

4. With the empty field below Click to Add selected, type Scott, and then press Tab
to move to the next field.

The icon in the record selector changes to indicate that this record has not yet
been saved. The value 1 appears in the ID field, the name of the second column
changes to Fieldl, and the Click To Add label moves to the third column.

5. Click the icon in the record selector to save the record before you move on.

Tip Clicking the record selector is necessary only after you enter the first value in a
new table. This action sets the ID field value to 1.
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6. Click the cell under Click to Add, and type the following information into the next

seven cells, pressing Tab after each entry:
Gode
612 E. 2nd
Pocatello
ID
73204
USA
208 555-0161

As the cursor moves to the next cell, the name of the field in which you just entered
data changes to Field followed by a sequential number.

[0} - Fieldl v| Field2 ~-| Field3 ~| Fieldd ~| Field5 ~-| Field6 ~| Field7 -~ Field3
1 Scott Gode 612E.2nd  Pocatello  ID 73204 USA 208 555-0161

The first complete record.

Tip Don't be concerned if your screen does not look exactly like ours. In this graphic,
we've scrolled the page and adjusted the widths of the columns so that you can see all
the fields. For information about adjusting columns, see “Manipulating Table Columns
and Rows” later in this chapter.

. Double-click the ID field name (not the ID value in Field5), and then type

CustomerlD to rename it.

Tip Field names can include spaces, but the spaces can affect how queries have to be
constructed, so it is best not to include them. For readability, capitalize each word and
then remove the spaces, or use underscores instead of spaces.

. Repeat step 7 for the other fields, changing the field names to the following:

Fieldl1 FirstName Field4 City Field7 Country
Field2 LastName Field5 State Field8 Phone
Field3 Street Fieldé6 ZIP

The table now has intuitive field names.
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. Add another record containing the following field values to the table, pressing Tab
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T Table1 X
CustomerlD - |FirstName - |LastName -~ | Street - City - | State - ZIP - | Country - Phone

1 Scott Gode 612 E. 2nd Pocatello 1D 73204 USA 208 555-0161
* (New)

The renamed fields.

Tip Again, don't worry if your screen doesn’t look exactly like this graphic, because
we've made adjustments so that you can see all the fields.

to move from field to field:

FirstName John City Montreal Country Canada
LastName Frederickson State Quebec Phone 514 555-0167
Street 43 rue St. Laurent  ZIP  (press Tab to skip this field)

At the right end of the tab bar, click the Close button.
When Access asks whether you want to save the design of the table, click Yes.
Important Clicking No will delete the new table and its data from the database.

Access displays the Save As dialog box.

Save A
Table Mame:
Tablel

[o]4 ] [ Cancel

You must save the table before closing it.

In the Table Name box, type Customers, and then click OK.

Access closes the table, which is now listed in the Tables group on the Navigation bar.

All Access Objects = «
|Searcﬁ... | Fe
Tables &

:E Customers

The database now contains one table.

www.it-ebooks.info


http://www.it-ebooks.info/

58 Chapter 2 Create Databases and Simple Tables

Tip You can rename a table by right-clicking it in the Navigation pane and then clicking
Rename. You can delete a table by right-clicking it, clicking Delete, and then confirming
the deletion in the message box that appears. (You can also delete a table by selecting
it in the Navigation bar and then clicking the Delete button in the Records group on
the Home tab or pressing the Delete key.)

13. In the Navigation pane, click the Customers table to select it.

14. On the Home tab, in the Clipboard group, click the Copy button. Then click the
Paste button.

Keyboard Shortcut Press Ctrl+C to copy data. Press Ctrl+V to paste data.

See Also For more information about keyboard shortcuts, see “Keyboard Shortcuts”
at the end of this book.

The Paste Table As dialog box opens.

Paste Tahle As E
Table Mame:

Copy OF Customers
Paste Cptions

() Skructure Only

(@) Structure and Data
() sppend Data ko Existing Table

If you need to create a table that is similar to an existing table, it is sometimes easier
to customize a copy than to create it from scratch.

15. In the Table Name box, type Employees. In the Paste Options area, click
Structure Only to capture the fields from the Customers table but none of
the customer information. Then click OK.

The new Employees table appears in the Navigation pane.

Tip You can also use the Copy and Paste commands to append the information in the
selected table to another existing table. In that case, in the Paste Table As dialog box,
type the name of the destination table in the Table Name box, click Append Data To
Existing Table, and then click OK.

16. Double-click Employees to open it in Datasheet view so that you can view its
fields. Then close the table again.
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17. On the Create tab, in the Tables group, click the Table button.

Access creates a new table containing an ID field and a Click To Add field
placeholder.

With the Click to Add field active, on the Fields contextual tab, in the Add &
Delete group, click the More Fields button.

The More Fields gallery appears.

¥l  ongoff
Quick Start
Address

Cateqory

Mame

Payment Type
Phione

Pricority

Start and End Drates

Status

o N o e 2 < 4

Tag -
LCalculated Field [

—

.Eli Save Selection as Mew Data Type

The Quick Start fields are at the bottom of the More Fields gallery.

If necessary scroll to the bottom of the gallery, and then under Quick Start,
click Name.

Access inserts ready-made LastName and FirstName fields.

Repeat steps 18 and 19 to add the Address fields from the Quick Start list.

Access inserts ready-made Address, City, State Province, ZIP Postal, and Country
Region fields.

Close the table, saving it with the name Shippers when prompted.

x CLEAN UP Retain the MyTables database for use in later exercises.
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Database Design

In a well-designed database, each item of data is stored only once. If you're cap-
turing the same information in multiple places, that is a sure sign that you need
to analyze the data and figure out a way to put the duplicated information in a
separate table.

For example, an Orders table should not include information about the customer
placing each order, for two significant reasons. First, if the same customer orders
more than once, all his or her information has to be repeated for each order, which
inflates the size of the table and the database. Second, if the customer moves, his
or her address will need to be updated in the record for every order placed.

The way to avoid this type of problem is to put customer information in a Customers
table and assign each customer a unique identifier, such as a sequential number or
unique string of letters, in the primary key field. Then in the Orders table, you can
identify the customer by the unique ID. If you need to know the name and address
of the customer who placed a particular order, you can have Access use the unique
ID to look up that information in the Customers table.

The process of ensuring that a set of information is stored in only one place is
called normalization. This process tests a database for compliance with a set of
normalization rules that ask questions such as “If | know the information in the
primary key field of a record, can | retrieve information from one and only one
record?” For example, knowing that a customer’s ID is 1002 means you can pull
the customer’s name and address from the Customers table, whereas knowing
that a customer’s last name is Jones does not mean that you can pull the cus-
tomer's name and address from the table, because more than one customer
might have the last name Jones.

The topic of normalization is beyond the scope of this book. If you need to design
a database that will contain several tables, you should search for Database
design basics in Access Help to learn more about the normalization process.
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Manipulating Table Columns and Rows

In Chapter 1, "Explore an Access 2010 Database,” we showed you how to quickly adjust
the width of table columns to efficiently display their data. In addition to adjusting column
width, sometimes you might want to rearrange a table’s fields to get a better view of the
data. For example, if you want to look up a phone number but the names and phone
numbers are several fields apart, you will have to scroll the page to get the information
you need. You might want to rearrange or hide a few fields to be able to simultaneously
see the ones you are interested in.

You can manipulate the columns and rows of an Access table without affecting the under-
lying data in any way. You can size rows and size, hide, move, and freeze columns. You can
save your table formatting so that the table will look the same the next time you open it,
or you can discard your changes without saving them.

In this exercise, you'll open a table and manipulate its columns and rows.

SET UP You need the MyTables database you worked with in the preceding exercise
to complete this exercise. Open the MyTables database, and then follow the steps.

1. In the Navigation pane, double-click the Customers table to open it in
Datasheet view.

2. In the field name row, point to the right border of the Street field name, and
when the pointer changes to a double-headed arrow, drag to the right until
you can see all of the street addresses.

3. Double-click the right border of any column that seems too wide or too narrow to
adjust the column to fit its contents.

This technique is particularly useful in a large table where you can't easily determine
the length of a field's longest entry.

4. Point to the border between any two record selectors, and drag downward.

When you release the mouse button, Access increases the height of all rows
in the table.
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g2t Cuslum:s\ X
CustomerlD - | FirstName - | LastName - Street - City - |State - |ZIP - |Country - Phone -
1 Scott Gode 612 E. 2nd Pocatello 1D 73204 USA 208 555-0161
2 John Frederickson 43 rue St. Laurent Montreal Quebec Canada 514 555-0167
* (New)

You cannot adjust the height of a single row.

5. On the Home tab, in the Records group, click the More button, and then click
Row Height.

The Row Height dialog box opens.

Rowr Height E
Row Height: | 57.5
[ standard Height

You can set the rows to the precise height you want.

6. In the Row Height dialog box, select the Standard Height check box, and then
click OK.

Access resets the height of the rows to the default setting.

7. Click anywhere in the FirstName field. Then in the Records group, click the More
button, and click Hide Fields.

The FirstName field disappears, and the fields to its right shift to the left.

Tip If you select several fields before clicking Hide Fields, they all disappear. You can
select adjacent fields by clicking the field name of the first one, holding down the Shift
key, and then clicking the field name of the last one. The two fields and any fields in
between are selected.

8. To restore the hidden field, in the Records group, click the More button, and then

click Unhide Fields.
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The Unhide Columns dialog box opens.

Unkide Columns

Columnn:
CuskomerID
D FirstMarme
LastMarne
Street

ity

State

2P
Counkry
Phone
Click ko Add

Close

You can select and clear check boxes to control which fields are visible.

Tip If you want to hide several columns that are not adjacent, you can display the
Unhide Columns dialog box and clear their checkboxes.

In the Unhide Columns dialog box, select the FirstName check box, and then
click Close.

Access redisplays the FirstName field.

If you can see all of the fields in the table, for the purposes of this exercise, adjust
the size of the program window until some of the fields are no longer visible.

Point to the CustomerlD field name, hold down the mouse button, and drag through
the FirstName and LastName field names. With the three columns selected, click the
More button in the Records group, and then click Freeze Fields.

Scroll the page to the right until the Phone field is adjacent to the LastName field.
The first three columns remain in view as you scroll.

In the Records group, click More, and then click Unfreeze All Fields to restore the
fields to their normal condition.

Tip The commands to hide, unhide, freeze, and unfreeze columns are also available
from the shortcut menu that appears when you right-click a field name.
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14. Click the Phone field name to select that field. Then drag the field to the left,

releasing the mouse button when the thick black line appears to the right of the
LastName field.

15. Close the Customers table, clicking Yes to save the changes you have made to

the column widths and order. If you see a warning that this action will clear the
Clipboard, click Yes.

x CLEAN UP Retain the MyTables database for use in later exercises.

Refining Table Structure

Although you can create the structure of a database in Datasheet view, some structural
refinements can be carried out only in Design view. When you are familiar with tables,
you might even want to create your tables from scratch in Design view, where you
have more control over the fields. You can open a new table in Design view by clicking
the Table Design button in the Tables group on the Create tab.

When you open an existing table in Design view, the tabbed page shows the underlying
structure of the table.

E (hlstumﬂs\ b
Field Name Data Type Description -~
B* CustomerlD AutoMumber =
FirstMame Text
LastMame Text
Street Text
City Text -
Field Properties
General [Lookup
Field Size Long Integer
Mew Values Increment
Format
Caption
Indexed Yes [No Duplicates)
Smart Tags A field name can be up to 64 characters long,
Text Align General including spaces. Press F1 for help on field
names,
The table design page.
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This page has two parts. The top part consists of the following:

® Selector You can click the shaded box at the left end of a row to select the entire
field. You can then insert a row above the selected one, delete the row (thereby
deleting the field), or drag the row up or down to reposition its field in the table.

The selector also identifies the primary key field of the table by displaying the
Primary Key icon (a key with a right-pointing arrow).

Tip If you don’t want a table to have a primary key (for example, if none of the fields
will contain a unique value for every record), select the field designated as the primary
key, and on the Design contextual tab, in the Tools group, click the Primary Key button
to toggle it off. If you want to designate a different field as the primary key, select the
new field, and click the Primary Key button to toggle it on. (You don’t have to remove
the primary key from the current field first; it will happen automatically.)

® Field Name column This column contains the names you specified when you created
the table. You can edit the names by using regular text-editing techniques. You can
add a new field by typing its name in the first empty cell in this column.

® Data Type column This column specifies the type of data that the field can contain. By
default, the ID field in a new table is assigned the AutoNumber data type, and all other
fields are assigned the Text data type. With the exception of fields with the OLE Object
and Attachment data types, you can change the type of any field by clicking its Data
Type entry, clicking the arrow that appears, and clicking a new data type in the list.

Data Type
AutoNumber m?
Text .
Memo
Number

Date/Time
Currency

AutoMNumber
Yes/No

OLE Object
Hyperlink
Attachment

Calculated
Lookup Wizard...

The list of data types.

See also For more information about data types, see “Restricting the Type of Data” in
Chapter 6, “Maintain Data Integrity.”

® Description column This column contains an optional description of the field.
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The Field Properties area at the bottom of the design page displays the properties of the
field selected in the top part. Different properties are associated with different data
types. They can determine such things as the number of characters allowed in a field,
the value inserted if the user doesn't type an entry, and whether an entry is required.
Properties can also assess whether an entry is valid and can force the user to select
from a list of values rather than typing them (with the risk of errors).

All fields, no matter what their data type, can be assigned a Caption property that will
appear in the place of the field name in tables or in other database objects. For example,
you might want to use captions to display the names of fields with spaces, such as First
Name for the FirstName field.

See Also For information about using properties to control the accuracy of data entry, see
Chapter 6, “Maintain Data Integrity.” For a comprehensive list of data types and properties,
search on data types in Access Help.

In this exercise, you'll open a table in Design view, add and delete fields, change a data
type, set field sizes, and add a caption.

SET UP You need the MyTables database you worked with in the preceding exercise
to complete this exercise. Open the MyTables database, and then follow the steps.

1. In the Navigation pane, right-click the Employees table, and then click Design
View.

Access opens the table with its structure displayed. Because you created this table
by copying the Customers table, you need to make some structural changes.

2. With CustomerlD highlighted in the Field Name column, type EmployeelD, and
then press the Tab key twice.

3. In the Description column, type Unique identifying number.

4. Click the Country field's selector, and then on the Design contextual tab, in the

Tools group, click the Delete Rows button.

5. In the empty row below the Phone field, click the Field Name cell, and type
Birthdate. Then click the Data Type cell.

Access assigns the default Text data type to the new field.

6. Click the arrow at the right end of the Data Type cell, and in the list, click
Date/Time.

7. Repeat steps 5 and 6 to add another Date/Time field named DateHired.
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8. Select the ZIP field name, change it to PostalCode, and then change its data type

10.

to Text.

Tip If you use only five-digit ZIP codes, the Number data type is fine. But setting it to
Text allows you to enter ZIP+4 codes or the letter-number postal codes used in Canada
and other countries.

The properties in the Field Properties area at the bottom of the design page
change to those that are appropriate for this type of field.

7 employees x
Field Name Data Type Description
State Text
PostalCode ext E
Phone Text
Birthdate Date/Time
DateHired Date/Time

Field Properties
General {Lgokup

Field Size 255 -
Farmat D
Input Mask

Caption

Default Value

‘Walidation Rule The data type determines the kind of values
Walidation Text that users can store in the field, Press F1 for
Required Mo help on data types.

Allow Zero Length Yes

Indexed Mo

Unicode Compression Mo

IME Mode Mo Control

IME Sentence Maode Maone

Smart Tags 57

»

1

The properties for the Text data type.

In the box to the right of Field Size, double-click 255, and type 10.

You are specifying that this field can contain no more than 10 characters.
Change the Field Size property of the following fields as shown:
FirstName 50 City 50 Phone 30

LastName 50 State 20

Tip Sometimes changing the field properties of a table that already contains data can
produce unanticipated results. If you make a change to a field property that might cause
data to be lost (for example, if you make the Field Size property smaller than one of the
field's existing values), Access warns you of this problem when you attempt to save the
table. For more information, see Chapter 6, “Maintain Data Integrity.”
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11. Click the State field. Then in the Field Properties area, click the Caption box, and
type State or Region.

The Field Name remains State, but in Datasheet view, the column heading will be
State or Region.

= employees
Field Name Data Type Description -
City Text
State Text =
PostalCode Text 2
Phone Text
Birthdate Date/Time =
Field Properties

Field Size 20 F

Format D

Input Mask

Caption State or Region

Default Value

Validation Rule The label for the field when used on a form, If

you don't enter a caption, the field name is

Validation Text used as the label. Press F1 for help on
Required No captions.

Allow Zero Length Yes

Indexed Mo

Unicode Compression Yes

IME Mode Mo Control

IME Sentence Mode Mone

Smart Tags hd

You have changed the Field Size and Caption properties of the State field.

12. On the Design tab, in the Views group, click the View button to switch to
Datasheet view.

Access tells you that you must save the table before leaving Design view.

13. In the message box, click Yes to save the table.
Access saves the table and displays it in Datasheet view.

14. With the table displayed in Datasheet view, click the LastName field name. Then
on the Fields contextual tab, in the Add & Delete group, click the Text button.

A new field called FieldI that has the Text data type is inserted to the right of the
Text LastName field.

Tip You can also create a new field with a specific data type by clicking the Click To Add
label to the right of the last field in the field name row. Then in the list that appears, you
can click the data type you want.
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15. With Fieldl selected, type Title, and press Enter.
16. Click the Title field name. Then in the Properties group, in the Field Size box, click

E?E Field Size |255 | 255 to select it, type 50, and press Enter.

17. Type the following information in the first record:
FirstName Karen
LastName Berg
Title Owner

The Employees table is now ready for you to start entering data.

=z Emprloyees\ x
EmployeelD ~ | FirstMame - |LastName - Title ~ | Street - City - |Staf
1 Karen Berg Owner
* (New)

The first record of the Employees table.

CLEAN UP Close the Employees table. Retain the MyTables database for use in the
last exercise.

Creating Relationships Between Tables

In Access, a relationship is an association between common fields in two tables. You can
use this association to link the primary key field in one table to a field that contains the
same information in another table. The field in the other table is called the foreign key.
For example, if customer accounts are assigned to specific sales employees, you can
establish a relationship by linking the primary key EmployeelD field in the Employees
table with the foreign key EmployeelD field in the Customers table. Each customer
account is assigned to only one employee, but each employee can manage many
customer accounts, so this type of relationship—the most common—is known as

a one-to-many relationship.

Similarly, if every order is associated with a customer, you can establish a relationship
by linking the primary key Customer|D field in the Customers table and foreign key
CustomerlID field in the Orders table. Each order is placed by only one customer, but
each customer can place many orders. So again, this is a one-to-many relationship.
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Less common relationships include:

® One-to-one In this type of relationship, each record in one table can have one and
only one related record in the other table. This type of relationship isn't commonly
used because it is easier to put all the fields in one table. However, you might use
two related tables instead of one to break up a table with many fields, or to track
information that applies to only some of the records in the first table.

® Many-to-many This type of relationship is really two one-to-many relationships
tied together through a third table. You might see this relationship in a database
that contains Products, Orders, and Order Details tables. The Products table has one
record for each product, and each product has a unique ProductID. The Orders table
has one record for each order placed, and each record in it has a unique OrderlD.
However, the Orders table doesn't specify which products were included in each
order; that information is in the Order Details table—the table in the middle that
ties the other two tables together. Products and Orders each have a one-to-many
relationship with Order Details. Products and Orders therefore have a many-to-
many relationship with each other. In plain language, this means that every product
can appear in many orders, and every order can include many products.

The most common way of creating a relationship between two tables is to add the
tables to the Relationships page displayed when you click the Relationships button in
the Relationships group on the Database Tools tab. You then drag a field in one table
to the common field in the other table and complete the relationship definition in the
Edit Relationships dialog box. In this dialog box, you are given the opportunity to im-
pose a restriction called referential integrity on the data, which means that an entry
will not be allowed in one table unless it already exists in the other table.

After you have created a relationship, you can delete it by deleting the line connecting
the tables on the Relationships page. You can clear all the boxes from the page by
clicking the Clear Layout button in the Tools group on the Relationship Tools Design
contextual tab.
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Tip The coverage of relationships in this topic is deliberately simple. However, relationships
are what make relational databases tick, and Access provides a number of fairly complex
mechanisms to ensure the integrity of the data on either end of the relationship. Some of
these mechanisms are covered in Chapter 6, “Maintain Data Integrity.” For a good overview,
search for Guide to table relationships in Access Help.

In this exercise, you'll create relationships between one table and two other tables.
Then you'll test the referential integrity of one of the relationships.

SET UP You need the MyTables database you worked with in the preceding exercise
to complete this exercise. Open the MyTables database, and then follow the steps.

E 1. On the Create tab, in the Tables group, click the Table button to create a new
table.

Tabl
o Before we add fields to this table, let's save it.
@ 2. On the Quick Access Toolbar, click the Save button, name the table Orders, and
click OK.

3. To the right of Click to Add, click the arrow, and in the data type list, click
Number. Repeat this step to create a second field with the Number data type.

4. Double-click Fieldl, and type CustomerlD. Then double-click Field2, and type
EmployeelD.
Each order in the Orders table will be placed by one customer and will be handled
by one employee. Let's create relationships between the Orders table and the
Customers and Employees tables so that we don't create records for orders from
customers who don't exist or that seem to have been handled by employees who
don't exist.

5. Close the Orders table.
Tip You cannot create a relationship for an open table.

6. On the Database Tools tab, in the Relationships group, click the Relationships
button.

Relationships The Show Table dialog box opens so that you can indicate the tables for which
you want to create a relationship.
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Tables | Queries | Both

TG R s B S A e e |

Employees
Crders

[ Add ] [ Close

The Tables page of the Show Table dialog box.

Troubleshooting If the dialog box doesn’t open automatically, click the Show Table
button in the Relationships group on the Design contextual tab.

7. With Customers selected on the Tables page, click Add. Then double-click
Orders, and click Close.

Access displays the Relationships page and adds a Relationship Tools contextual tab
to the ribbon.

| [ ) - (- |5 My Tables: Database (Aecess 2007 - Mic., [ Laiiinian s = @
Hame Create External Data Datahase Toaols Design [~ e

% K Clear Layout :I‘L‘% S5 Hide Table |—)-(—|

B9 Direct Relationships

Edit Relationship Report | Show S Clase
Relationships Tahle EE&AH Relationships
Tools | Relationships
All Access Objects ® «
|Search.. |,CI
Tables x Cu.stnmers On.:lers
= ¥ CustomerD ¥ 1D
Customers Firsthame CustomerID
% Employees LastMame ErmployeelD
Street
E orders City
State
P [+

The two boxes list all the fields in their respective tables.
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8. In the Customers field list, click CustomerlID, and drag it down and over
CustomerlD in the Orders field list, releasing the mouse button when two
little boxes, one containing a plus sign, appear below the pointer.

The Edit Relationships dialog box opens.

Edit Relationships [~ 7|5l
Table/Query: Related Table/Query:
Customers COrders

CustomeriD E CustomerlD =

l—l Join Type..
Create Mew,.

[TEnforce Referential Integrity

Cascade Update Related Figlds

Cascade Delete Related Records

Relationship Tvpe: One-To-Many

At the bottom of the dialog box, Access indicates that this will be a one-to-many relationship.

9. Select the Enforce Referential Integrity check box, and then click Create.

Access creates the link between the primary key in the Customers table and the

foreign key in the Orders table, and a line now connects the two field lists on
the Relationships page.

@l H £y -5 My Tahles : Database (Access 2007) - Mic.., ‘_:\-_-._L_;,_-_._-_-___; Tools ‘ = = 32

Hame Create External Data Database Tools Dresign @ e
Hide Table
% X Clear Layout ll:]ﬁ - E
;‘4 Direct Relatianships
Edit =3 Relationship Repart | Show 3 . . Close
Relationships Table 33-'“' Relatignships
Tools Relatiohships
all Access Ohjects = « | =5 Relationships x
Search., L [
Tables = Cu.stumers i On.:lers =
= ¥ CustomerdD | a Rl
Customers Firsthiame = CustamerlD
EH Employees Lasthame E EmployeelD
street
j Crders City
state
AP b

The symbols at each end of the line indicate that each Customer ID value appears only once
in the Customers table but can appear many times in the Orders table.
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10.

11.

12.

13.

14.

15.

On the Design contextual tab, in the Relationships group, click the Show Table
button. Then in the Show Table dialog box, double-click the Employees table, and
click Close.

Access adds a box listing all the fields in the Employees table to the Relationships
page.

On the page, drag the title bars of the three field lists to arrange them so that
they are side by side and equidistant.

In the Employees field list, click the EmployeelD field, and drag it down and over
the EmployeelD field in the Orders field list. Then in the Edit Relationships dialog
box, select the Enforce Referential Integrity check box, and click Create.

After Access draws the relationship line between the primary key and the foreign
key, close the Relationships page, clicking Yes to save its layout.

Open the Orders table. Then in the CustomerID field of the first record, type 11,
and click below the record to complete it.

Access displays a message box telling you that you cannot add the new record to
the table.

Microsoft Sccess @l

l b Yo cannot add or change a record because a related record is required in table "Customers',

[ ok | [ hHep |

WWas this information helpful?

The value in the CustomerlD field in the Orders table must match a value in the primary key
CustomerlD field in the Customer table.

Click OK. Then change the value to 1, and click below the record to complete it.

This time, Access accepts the value because there is a record with the value 1 in the
primary key CustomerlD field of the Customers table.

x CLEAN UP Close the Orders table, and then close the My Tables database.
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Key Points

Access 2010 includes templates to help you create databases and application parts
to help you add related tables and other database objects.

Rather than storing all information in one table, you can create different tables for
each type of information, such as customers, orders, and suppliers.

You can create a simple table structure by entering data and naming fields in
Datasheet view. You can also set the data type and certain properties.

You can manipulate or hide columns and rows without affecting the data.

In Design view, you can modify any table, whether you created it manually or as
part of a template.

Data types and properties determine what data can be entered in a field, and how
the data will look on the screen. Caution: changing some properties might affect
the data.

You can create a relationship between the primary key field of one table and the
foreign key field of another so that you can combine information from both tables.
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In this chapter, you will learn how to
v/ Create forms by using the Form tool.
v Change the look of forms.
v Change the arrangement of forms.

A database that contains the day-to-day records of an active company is useful only if it is
kept current and if the information stored in it can be found quickly. Although Microsoft
Access 2010 is fairly easy to use, entering, editing, and retrieving information in Datasheet
view is not a task you would want to assign to someone who's not familiar with Access. Not
only would these tasks be tedious and inefficient, but working in Datasheet view leaves far
too much room for error, especially if details of complex transactions have to be entered
into several related tables. The solution to this problem is to create and use forms.

A form is an organized and formatted view of some or all of the fields from one or more
tables. Forms work interactively with the tables in a database. You use controls in the form
to enter new information, to edit or remove existing information, or to locate information.
The controls you will use most frequently in an Access form are:

® Text box controls You can view or enter information in these controls. Think of a text
box control as a little window through which you can insert data into the corresponding
field of the related table or view information that is already in that field.

® Label controls These tell you the type of information you are looking at in the
corresponding text box control, or what you are expected to enter in the text box
control.

Tip An Access form can also include a variety of other controls, such as list boxes, that transform
the form into something very much like a Windows dialog box or wizard page. For information,
see “Restricting Data to Values in Lists” in Chapter 6, “Maintain Data Integrity.”

77
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In this chapter, you'll discover how easy it is to create forms to view and enter information.
You'll also modify forms to suit your needs by changing their appearance and the arrange-
ment of their controls.

Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice files you'll use to complete the
exercises in this chapter are in the Chapter03 practice file folder. A complete list of
practice files is provided in “Using the Practice Files” at the beginning of this book.

Creating Forms by Using the Form Tool

Before you begin creating a form, you need to know the following:

® Which table the form should be based on
® How the form will be used

After making these decisions, you can create a form in the following ways:

® By clicking the table you want in the Navigation bar, and then clicking the Form but-

ton in the Forms group on the Create tab. This method creates a simple form that
uses all the fields in the table.

By using a wizard. This method enables you to choose which of the table's fields
you want to use in the form.

See Also For information about using wizards to create forms, see “Modifying Forms
Created by Using a Wizard” in Chapter 7, “Create Custom Forms.”

Manually in Layout view where you can see the underlying data or Design view
where you have more control over form elements.

See Also For information about manipulating forms in Layout view, see the other two

topics in this chapter. For information about manually creating forms in Design view,
see "Adding Controls” in Chapter 7, “Create Custom Forms.”

Tip When creating forms for a Web database, you must use Layout view. You can use
Layout view or Design view for non-Web databases.

You will usually want to start the process of creating forms that are based on tables by
using the Form tool or a wizard—not because the manual process is especially difficult,
but because it is simply more efficient to have the tool or a wizard create the basic form
for you and then refine that form manually.

In this exercise, you'll use the Form tool to create a form based on a table. You will then
enter a couple of records by using the new form and refresh the table to reflect the
new entries.
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6 SET UP You need the GardenCompany03_start database located in your Chapter03
practice file folder to complete this exercise. Open the GardenCompany03_start

Form

database, and save it as GardenCompany03. Then follow the steps.

Important The practice file for this exercise contains tables that look similar to those in the
practice file for Chapter 1. However, to simplify the steps, we have removed the relationships
between the tables. Be sure to use the practice database for each chapter rather than continuing
on with the database from an earlier chapter.

1. In the Navigation pane, display All Access Objects, and then in the Tables group,

double-click Customers.

The Customers table opens in Datasheet view.

8808 Backbay S Bellevue
1932 52nd Ave. Vancouver
130 17th St. Vancouver
78 Riverside Dr Woodinville
6778 Cypress P Qak Harbor
PO Box 69 Yakima

55 Grizzly Peak Butte

311 87th PI. Beaverton
666 Fords Land Seattle

22 Market St.  San Francisco
89 W. Hilltop D Palo Alto
1842 10th Aven Sidney

785 Beale St.  Sidney

876 Western A Seattle

778 Ancient Rd Bellevue

14 5. Elm Dr. | Moscow

14 E. University Seattle

FirstName - LastMame -
Pilar Ackerman

| |ADATE Terry Adams

| [ALLMI Michael Allen

| |BANMA Martin Bankov

| |BENPA Paula Bento
BERKA Karen Berg
BOSRA Randall Boseman
BRETE Ted Bremer

| |BROKE Kevin F. Browne

| |CAMDA David Campbell
CANCH Chris Cannon
CHANE Neil Charney

| |CLAMO Molly Clark
COLPA Pat Coleman

| |CORCE Cecilia Cornejo
COXBR Brian Cox

| |CuLsC Scott Culp

Record: W 1of108 | W k| Mo Filker | Search

Izl I |

WA
WA
WA
MT
OR
WA

(4]

NI RGN ACIER

The record navigation bar shows that there are 108 records in this table.

Notice the CustomerlD field, which contains a unique identifier for each customer and
is the primary key field. In this case, the unique identifier is not an auto-generated

number, but the first three letters of the customer’s last name combined with the first
two letters of his or her first name.

See Also For more information about this type of primary key, see “Restricting Data to
Values in Other Tables” in Chapter 6, “Maintain Data Integrity.”

2. On the Create tab, in the Forms group, click the Form button.
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Access creates a simple form based on the active table and displays the form in
Layout view. In this view, you can make adjustments to the layout and content of
the form by clicking the buttons on three Form Layout Tools contextual tabs.

Tip You don't have to open a table to create a form based on it. You can simply click the
table in the Navigation pane to select it and then click the Form button in the Forms

group on the Create tab. But it is sometimes useful to have the table open behind the
form so that you can verify the form contents against the table contents.

GardenComparyl3 : Database (Access 20,

@9 s

Form Layout Tools = = by
Hame Create External Data Datahase Toaols Design Arrange Format (5] o
E -Themes' j ,—gﬁLogo %ﬁ L
_— E=
oo |3 BB] Ag b=l (@ (8] - - @ -
e —| Insert X Ao Existing Property
- .F\:mtsv ~ | Image @Date and Time Fields Sheet
“iewrs | Themes | Controls Header / Footer Taools
All Access Objec.,.® « ||[Z0 customers | ==] Customers
Tables £ =
: —=| Customers
E Categories frucesis
»
£ customers
CustomeriD | ACKPI
= Employees
] Order Details FirstName |Pi|ar
E orders
LastName |Ackerman
E Products
E shippers Address 8808 Backbay St.
E Suppliers
City |Bellevue
Region |WA
PostalCode (23004
Country |u5A
PhoneNumber |{425}555-o194
Record: 4 4 10f 108  » M b | G Mo Filter | search III I | ]
Layout iew | Mum Lock |E@¥ .

The first record in the table, displayed in Layout view.

Troubleshooting The appearance of buttons and groups on the ribbon changes depending
on the width of the program window. For information about changing the appearance of
the ribbon to match our screen images, see “Modifying the Display of the Ribbon” at the
beginning of this book.

The Form tool has configured all the field names in the table as labels and all the
fields as text boxes. In the header at the top of the form, the name of the table
appears as a title, and the form icon appears as a placeholder for a logo.

3. Move the mouse pointer over the form, and click any label or text box control.

In Layout view, you can adjust the controls on the form, so any control you click
becomes selected, ready for manipulation.
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4. On the View Shortcuts toolbar, click the Form View button. Then move the
mouse pointer over the form, and click the City label.

In Form view, the Form Layout Tools contextual tabs are no longer displayed.
Clicking a label doesn't select the label for manipulation; instead it selects the
entry in the adjacent text box, ready for editing.

5 Customers @ _
—=| Customers
b
CustomeriD |ACI<PI
FirstMame |Pi|ar
LastName |Ackerman
Address 8308 Backbay St.
City
Region |WA
PostalCode |.~3&004
Country |u5A
PhoneNumber | {425) 555-0194
Record: M4 4 [10f108 | » M b | & Mo Filter | [Search [«] i ]

The first record, displayed in Form view.

|I| 5. In the record navigation bar at the bottom of the form, click the Next Record
button.
Access displays the second record in the table.

6. Use the record navigation bar to display a few more records.

Tip You can easily compare the information shown in the form to that in the table by
alternately clicking the Customers table tab and the Customers form tab to switch back
and forth between their pages.

|E| 7. At the right end of the record navigation bar, click the New (Blank) Record
button.

Access displays a blank Customers form, ready for you to enter information for a
new customer.
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CustomerlD

FirstName

LastMame

Address

City
Region
PostalCode
Country

PhoneNumber

Customers

Record: M 4 109 of 109

L

I Mo Filter | Search [4] i

[]

The record navigation bar shows that this will be record number 1009.

8. Click the CustomerlD label.
The text box to the right now contains the cursor.
9. Type ASHCH, and press Tab.

When you start typing, the icon that indicates a record is receiving data (two dots
and a pencil) appears in the bar to the left. When you press Tab or Enter, the cursor
moves to the next text box.

10. Type the following information, pressing the Tab key to move to the next text box.

FirstName
LastName
Address
City
Region
PostalCode
Country

PhoneNumber

Chris

Ashton

89 Cedar Way
Redmond

WA

88052

USA

(425) 555-0191

11. When you finish entering the phone number, press Enter.
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Because you just typed the last field value in the record, Access displays another
blank record. The record navigation bar now shows that this will be the 110th
record in the table.

. Type the following information, pressing the Tab key to move from text box to
text box.

CustomerlD BERJO
FirstName Jo

LastName Berry

Address 407 Sunny Way
City Kirkland
Region WA

PostalCode 88053

Country USA

PhoneNumber (425) 555-0187

. When you finish entering the phone number, press Enter. Then in the record
navigation bar, click the Previous Record button.

Access cancels the new record and displays the record you just created.

~=| Customers
b
CustomerlD
FirstMame
LastName
Address 407 Sunny Way
City | Kirkland
Region |WA
PostalCode |88053
Country |USA
PhoneNumber | (425) 555-0187
Recard: 4 4 [1100f 110 | » W b | & lo Filter | search [« il [»

The information you entered for record number 110.
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14. Click the Customers table tab, and on the record navigation bar, click the Last

15.

Record button.

The two records you entered in the form do not appear at the bottom of the
table, and the record navigator bar indicates that there are only 108 records in

the table.

On the Home tab, in the Records group, click the Refresh All button.

Access synchronizes the form data input with the table, updates the record navigator
bar to show 110 records, and displays the top of the table.

=H CIISI:I!‘IH‘S\\L:E Customers >4
CustomerlD ~ | FirstName -~ | LastName ~| Address - City - Region - |P|=
m Pilar Ackerman 8808 Backbay S Bellevue WA By
ADATE Terry Adams 1932 52nd Ave. Vancouver BC v~
ALLMI Michael Allen 130 17th 5t. Vancouver BC Ve
ASHCH Chris Ashton 89 Cedar Way Redmond WA 8¢
BANMA Martin Bankov 78 Riverside Dr Woodinville WA 8¢
BENPA Paula Bento 6778 Cypress P Oak Harbor Wa 8¢
BERJO lo Berry 407 Sunny Way Kirkland WA 8¢
BERKA Karen Berg PO Box 69 Yakima wa BE
BOSRA Randall Boseman 55 Grizzly Peak Butte MT LS
BRETE Ted Bremer 311 87th PI. Beaverton OR N
BROKE Kewin F. Browne 666 Fords Land Seattle WA 8¢
CAMDA David Campbell 22 Market St.  San Francisco CA 84
CANCH Chris Cannon 89 W. Hilltop D Palo Alto CA 84
CHANE Neil Charney 1842 10th Aven Sidney BC A
CLAMO Molly Clark 785Beale 5t.  Sidney BC Ui
COLPA Pat Coleman 876 Western A Seattle WA Bf
CORCE Cecilia Cornejo 778 Ancient Rd Bellevue WA 8¢
COXBR Brian Cox 14S.Elm Dr.  Moscow 1D 7z
CuLsC Scott Culp 14 E. University Seattle WA i

Record; M 1of110  k Mk 0 Mo Filter | Search 4 [T 3

The two new records now appear in alphabetical order based on their CustomerlD field

values.

16. Close the Customers table.

17. On the Quick Access Toolbar, click the Save button. Then in the Save As dialog
box, click OK to accept Customers as the form name.

Access saves the form. The Forms group appears on the Navigation bar, listing
Customers as the only form in the database.
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Changing the Look of Forms

When you create a form by using the Form tool, as you did in the previous exercise, the
form includes every field in the table on which it is based. Each field is represented on
the form by a text box control and its associated label control. The form is linked, or
bound, to the table, and each text box is bound to its corresponding field. The table is
called the record source, and the field is called the control source.

Forms and their controls have properties that determine how they behave and look.
A form inherits some of its properties from the table on which it is based. For example,
each text box name on the form reflects the corresponding field name in the source
table. The text box label also reflects the field name, unless the field has been assigned
a Caption property, in which case it reflects the caption. The width of each text box is
determined by the Field Size property in the table.

Even though a form is bound to its table, the properties of the form are not bound to
the table's properties. After you have created the form, you can change the properties
of the form’s fields independently of those in the table. You might want to change these
properties to improve the form's appearance—for example, you can change the font,
font size, alignment, fill color, and border.

One of the quickest ways to change the look of a form is to change the theme applied
to the database. A theme is a combination of colors and fonts that controls the look of
certain objects. In the case of a form, it controls the color and text of the header at the
top of the form and the text of the labels and text boxes. By default, the Office theme is
applied to all databases based on the Blank Database template and their objects, but
you can easily change the theme by clicking the Themes button in the Themes group
on the Design contextual tab, and then making a selection from the Themes gallery.
While the gallery is displayed, you can point to a theme to display a live preview of
how the active database object will look with that theme’s colors and fonts applied.

If you like the colors of one theme and the fonts of another, you can mix and match
theme elements. First apply the theme that most closely resembles the look you want,
and then in the Themes group, change the colors by clicking the Colors button or the
fonts by clicking the Fonts button.

Tip If you create a combination of colors and fonts that you would like to be able to use with
other databases, you can save the combination as a new theme by clicking Save Current Theme
at the bottom of the Themes gallery.
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If you like most of the formatting of a theme but you want to fine-tune some elements,
you can do so in Layout view. In this view, you can see the records from the table to which
the form is bound, so when you make adjustments, you can see the impact on the data.
(Changes to the data can be made only in Form view.) You might also want to add your
organization’s logo or a small graphic that represents the form’s contents.

In this exercise, you'll change the form properties that control its colors and text attributes.

You'll also add a logo to the form.

é SET UP You need the GardenCompany03 database you worked with in the preceding
exercise and the Logo graphic located in your Chapter03 practice file folder to complete
this exercise. Open the GardenCompany03 database, and then follow the steps.

1. In the Navigation pane, under Forms, right-click Customers, and then click

Layout View.

The Customers form opens in Layout view.

2. On the Design contextual tab, in the Themes group, click the Themes button.

The Themes gallery appears.

In this Database e
Aa

Built-In =
Aa 1 Aa BH Aa Aa

Adg TD Aa T Ad Aa

Aa_} [Aa 7] [2e 1‘ Aa
EEEEEE L[] 111} EEEEEE EEEEEE J
m]mj Aa “r Aaj

Eronwse for Themes..,
|Fa Sawe Current Theme..,

Each thumbnail represents a theme. By default, the Office theme is applied to this database.

3. Point to each thumbnail in turn, pausing to see its name in the ScreenTip that
appears and the live preview of the form header and text.
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4. Click the Austin thumbnail to apply that theme.

5. On the Design tab, in the Header/Footer group, click the Logo button.

6. With the contents of your Chapter03 practice file folder displayed in the Insert
Picture dialog box, double-click the Logo picture.

The logo replaces the form icon to the left of the title in the form header.

E
O customers

CustomerlD |ACKP|

FirstName |F’i|c:r

LastName | Ackerman
Address 8808 Backbay St.
City |Be|levue
Region |WA

PostalCode |88{}D4

Country  |USA

PhoneNumioe | (425) 555-0194

Record: 14 « 10f110 | » M ¥ | ' Mo Filter | Search € W R D

The form now has a custom logo.

Now let's experiment with individual properties.
7. On the Customers form, click the CustomerID label (not its text box).
The label is surrounded by a thick orange border.

' 8. On the Format contextual tab, in the Font group, click the Font Size arrow, and
then in the list, click 8.

The label text is now significantly smaller.

9. Click the CustomerlD text box (not its label), and then on the Design contextual
tab, in the Tools group, click the Property Sheet button.

Keyboard Shortcut Press Alt+Enter to display the Property Sheet.

See Also For more information about keyboard shortcuts, see “Keyboard Shortcuts” at
the end of this book.
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10.

The Property Sheet for this form opens and displays the properties for the object
whose name appears in the text box at the top of the pane. Above the box, the type
of object is identified. The properties are organized below the box on four pages:
Format, Data, Event, and Other. You can display all the properties on one page by
clicking the All tab.

Property Sheet b
Selection type: Text Box

|CustnmerID E|
Format| Data |Event | Other | Al |

Control Source CustomerlD
Text Format Plain Text
Input Mask

Default Value

Validation Rule

Validation Text

Filter Lookup Database Default
Enabled Yes

Locked Mo

Smart Tags

The Data properties of the CustomerID text box control.

Tip Don’'t change the properties on the Data page until you know more about controls
and their sources.

In the Property Sheet, click the Format tab.

All the commands available in the Font group on the Format tab of the ribbon
(plus a few more) are available on this page of the Property Sheet.
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2| Customers Property Sheet x
Selection type: Text Box
- @ cCustomers | Customerd B
b
Format | pata | Event | Other | an |
Format -
i Decimal Places Auto D
: FirstName |Pi|c|r Visible Yes
H Show Date Picker For dates
i Width 6.8229"
i LastName |
i Ackerman Height 0.24937
: Top 0.25"
i Address 8808 Backbay 5t. Left 135427
: Back Style Mormal
H Back Color Background 1
| Ciiy |Be|levue Border Style Solid
i ' Border Width Hairline
: . Border Color Backgroundl, [
: Region |WA Special Effect Flat
: Scroll Bars Mane
i PostalCode |88{}[}4 Font Name Century Gothic |
Font Size 11
: Text Align Left
: COUI"ITF\;" | USA Font Weight Marmal
Font Underline Mo
i PhoneMNumie |[425] 555-0194 Font Italic Mo
e Fore Color Text 1, Lighter 2!
Record: 4 < 10f110 | b MW b | ' Mo Filter | search line Snarina n” X

The Format properties for the CustomerID text box control.

11. On the Format page, click Font Size, click the arrow to the right of the adjacent
property, and in the list, click 8.

12. Set the Font Weight property to Bold.
On the form, the entry in the CustomerlID text box reflects your changes.

Tip Sometimes the Property Sheet might obscure your view of the controls on the form.
You can change the width of the Property Sheet or of any task pane by dragging its left
border to the left or right. You can undock the Property Sheet from the edge of the
window and move it elsewhere by dragging its title bar. Double-click the title bar to
dock it again.

13. At the right end of the box at the top of the Property Sheet, click the arrow, and

then in the object list, click Label3.

The FirstName label is now selected. You can display the properties of any object
on the form, including the form itself, by clicking the object you want in the
object list.
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14. Repeat step 11 to change the font size of the FirstName label to 8 points.

You have now made changes to three controls on this form.

§| Cuslnmels\ ¥ | Property sheet x
b Selection type: Label
L Customers Label3 =
>
Format | Data | Event | Other [ an |
Caption FirstMame -
Visible Yes D
Width 1.0611"
; Height 0.257
: Top 0.625"
i e
i LastName | Ackerman T o
; Back Style Transparent
i Address 8808 Backbay St. Back Calor Background 1
: Border Style Transparent
: Border Width Hairline
|C”-_;_r | Bellevue Eorder Color Text1, Lighter 5(
Special Effect Flat
: . Font Name Century Gothic |
: ?E‘QIDH | WA Font Size
: Text Align Left
 PostalCode | 88004 Font Weight Normal
Font Underline No
e . Font Ttalic No
: Country | USA Fore Calor Text 1, Lighter 5(
Line Spacing o
i PhoneNumibe |[425] 5550194 Gridline Style Top Transparent
""""""""""""""""""""""""""""""""""""""""""""""""" Gridline Style Bottom Transparent
Record: 4 1 of 110 [ | ‘._'\ Mo Filter | Search Garidling Stule | sft Transnarent i

You have applied character formatting to the CustomerID label and text box control, and to
the FirstName label.

These different ways of selecting a control and changing its properties provide some
flexibility and convenience, but it would be a tedious way to make changes to several
controls in a form. The next two steps provide a faster method.

15. In the upper-left corner of the dotted frame surrounding all the controls on the
form, click the Select All button.

All the controls within the dotted frame are now surrounded by thick orange
borders to indicate that they are selected. In the Property Sheet, the selection
type is Multiple selection, and the box below is blank. Only the Format settings
that are the same for all the selected controls are displayed. Because the changes
you made in the previous steps are not shared by all the selected controls, the
Font Size and Font Weight settings are now blank.
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16. Repeat steps 11 and 12 to set the Font Size and Font Weight properties of the
selected controls to 8 and Bold.

17. With the controls still selected, set the Back Style property to Normal.
Although you can't see any change, the background of the labels is no longer
transparent.

18. Click the Back Color property, and then click the Ellipsis button at the right
end of the property.

This Ellipsis button has different names and serves different purposes for different
properties. In this case, clicking the Ellipsis button displays a color palette.

Autornatic

Theme Colors

Standard Colors

1) Maore Colors.,.,

The colors in this palette reflect the color scheme that is part of the Austin theme.

19. Under Theme Colors in the palette, click the third box (Light Green, Background 2).

The background of all the controls changes to light green.

Tip If the Back Color palette doesn’t include a color you want to use, click More
Colors at the bottom of the gallery, select a color on the Standard or Custom page of
the Colors dialog box, and then click OK to set the color and add it to the list of recent
colors at the bottom of the gallery.

20. Set the Special Effect property to Shadowed, and the Border Color property to
the fifth box under Theme Colors in the color palette (Green, Accent 1).
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21. In the form, click away from the selected controls to release the selection.

22.

23.

24.

You can now see the results.

“ustomer ¥ | Property sheet x
Selection type: Section
n Customers Deta B
>
Format | Data | Event | Other [ an |
CustomeriD || ACKPI Visible Yes
Height 37451
| FirstName: I| Filar Back Color Background 1
Alternate Back Color Background 1, Dark
| LastName I| T Special Effect Flat
Auto Height Yes
Can Grow Mo
Address 8808 Backbay 5t Can Shrink Mo
Display When Always
Keep Together Mo
|CTfy I| Bellevue Force New Page None
Mew Row Or Cal Mone
| Region || wa
| FostalCode I| 88004
|~::oun1ry I| usA
| PhoneNumber || (425) 555-0194
Record: W ¢ 1of110 kB kS | "I Mo Filter | Search

Applying a color and shadow to the labels and text boxes makes them stand out.

In the form, click the FirstName label. Then in the Property Sheet, click the
Caption property, change FirstName: to First Name, and press Enter.

Repeat step 22 to change LastName to Last Name and PhoneNumber to

Phone.

Tip Changing the Caption property of the form does not affect the Caption property of

the table.

On the Quick Access Toolbar, click the Save button to save the design of the
Customers form, and then close it.

The Property Sheet attached to the form also closes.

x CLEAN UP Retain the GardenCompany03 database for use in the last exercise.
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Changing the Arrangement of Forms

Forms generated with the Form tool are functional, not fancy. By default, they are arranged
in the Stacked layout, which arranges all the label controls in a single column on the left
and all their corresponding text box controls in a single column to their right. All the boxes
of each type are the same size, and in the boxes, the text is left-aligned.

If it suits the needs of your data better to display records in a tabular layout much
like that of a table in Datasheet view, you can click Tabular in the Table group on the
Arrange contextual tab.

See Also For more information about layouts, see the sidebar “Layouts” in Chapter 9,
“Create Custom Reports.”

If the default layout doesn't suit your needs or preferences, you can customize it. Most of
the rearranging you are likely to want to do can be accomplished in Layout view, where
you can see the impact on the underlying data. If you want to make more extensive
changes to the layout of a non-Web database, you can switch to Design view.

See Also For information about customizing forms in Design view, see Chapter 7, "Create
Custom Forms.”

In Layout view, you can do the following to improve the form'’s layout and make it
attractive and easy to use:

® Add and delete a variety of controls

® Change the size, color, and effects of controls

® Move controls

® Change text alignment

® Change control margins

Tip The order in which you make changes can have an impact on the results. If you don't
see the expected results, click the Undo button on the Quick Access Toolbar to reverse your
previous action, or click the Undo arrow, and click an action in the list to reverse more than
one action.

In this exercise, you'll size, align, and rearrange the label and text box controls in
a form.

www.it-ebooks.info


http://www.it-ebooks.info/

94

Chapter 3 Create Simple Forms

SET UP You need the GardenCompany03 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany03 database, and then
follow the steps.

HE] select Calurmn

1.

2.

In the Navigation pane, under Forms, right-click Customers, and click Layout

View.

Because the Property Sheet was open when you last closed the form, it opens with

the form.

Click the CustomerID label (not its text box), and on the Arrange contextual tab,

in the Rows & Columns group, click the Select Column button.

Tip You can also point above the selected control, and when the pointer changes to a
single downward-pointing arrow, click to select the column of controls.

Text Align property to Right.

. With all the labels selected, on the Format page of the Property Sheet, set the

All the labels are right-aligned in their boxes. The Property Sheet indicates that by
default, the Width property of the labels is 1.0611".

=

§| Customers
) Customers
e
CustomerD | | ACKFI
First Name || | Pilar
Last Name || | Ackerman
Address | | 3808 Backbay 5t
City || | Bellevue
Region || | WA
FostalCode || | 88004
Counfry | | USA
: Phone | | (425) 555-0194
Record; W 1of110 kK » 0 Mo Filter | Search

Property Sheet =

a | 2election type: Multiple selection
[=]

Format | Data | Event | Other [ A |

Caption -

Visible Yes

Width 1.0611°

Height

Top

Left 0.25°

Back Style MNormal

Back Color Background 2

Border Style Solid

Border Width 3pt

Border Color Accentl

Special Effect Shadowed

Font Name Century Gothic |

Font Size 8

Text Align =]

Font Weight Bold

Font Underline Mo

Font Italic Mo

Fore Color Text 1, Lighter 5¢

Line Spacing 0"

Gridline Style Top Transparent

Gridline Style Bottam Transparent

Gridline Stule | oft Transnarent i

You can efficiently adjust the alignment of multiple controls by changing the Text Align

property in the Property Sheet.
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4. Point to the right border of the CustomerID label, and when the pointer changes
to a two-headed horizontal arrow, drag to the left until CustomerlID just fits in
its box.

5. In the Property Sheet, adjust the Width property to 0.8", and press Enter.

Tip It is often easier to adjust the size of controls visually and then fine-tune them in
the Property Sheet than it is to guess what property settings might work.

6. Select the CustomerlID text box (not its label), and change its Width property
to 1.5"

Tip Throughout this book, we refer to measurements in inches. If your computer is set
to display measurements in centimeters, substitute the equivalent metric measurement.
As long as you are entering the default units, you don’t have to specify the unit type.

The width of all the text box controls is adjusted, not just that of the CustomerID
text box.

=g| customers X | Property Sheet ®
| 2election type: Text Box
Customers CustomerD B
>
Format | Data | Event | other | An |
CustomeriD ||| ACKPI A
Format &
i Decimal Places Auto |:|
First Name: Pilar : Visible Yes
i Show Date Picker Far dates
Width 15"
Last Name | | Ackerman Height 0.2493
: Top 0.25"
Address | | 8808 Backbay St. i |l [eft 11146
: = || |Back Style Maormal
Back Color Background 2
- Border Style Solid
o | E==sts Border Width 3pt
: Border Color Accent1
Region | | WA Special Effect Shadowed
: Scroll Bars Mane
Font Mame Century Gothic |
FPostalCode || | 85004 Font Size 3
b Text Align Left
Country | [UsA Font Weight Bold
H Font Underline Ma
Font Htalic No
Phone | | (425) 555-0194 : ~ || |Fore Color Text 1, Lighter 2!
Record; M 1of110  * M K % Mo Filter | |Search line Snarinn 0n- =L

In a Stacked layout, all the controls in each column are the same width.

Notice that the controls are different heights. We'll fix that next.
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7. Above the upper-left corner of the dotted border that surrounds all the controls,
click the Select All button to select all the controls within the border. Then in the
Property Sheet, set the Height property to 0.25".

8. On the Arrange contextual tab, in the Position group, click the Control Margins
[{ECnntrnl Margins*] button, and then click Narrow.

Now all the controls are the same height and width and have the same interior

margins.
&l Customs\ ¥ | Property Sheet x
. Selection type: Multiple selection
Customers | =]
g s nnsnss s ssnins ] Format | Data | Event | Other [ A |
CustomeriD | | ACKFI Visible Ves e
g Width D
First Name | || Filar : Height 0.25"
3 Top
Left
Last Name | | Ackerman Back Style Normal
: Back Color Background 2
Address| 8808 Backbay St. 3 Border Style Solid
: Border Width 3pt
= Border Color Accent 1
City | Bellevue Special Effect Shadowed
: Font Name Century Gothic |
Region| |WA Font Size 8
: Text Align
Font Weight Eold
FEE L Eris [T Font Underline Mo
: Font Italic Mo
Country| |USA Fore Color
: Line Spacing 0"
: Gridline Style Top Transparent
Phone | |(425) 555-0194 : Gridline Style Bottom Transparent
o ||| Gridline Style Left Transparent
Ma Filter : Search Gridline Stule Rinht Transnarent o

You can control not only the size of the controls but also the distance from the control’s
border to its text.

9. Click the Phone label (not its text box), and on the Arrange contextual tab, in the

Rows & Columns group, click the Select Row button.

Tip You can also point to the left of the selected control, and when the pointer changes
to a single right-pointing arrow, click to select the row of controls.
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Point anywhere in the selection, and drag upward, releasing the mouse button
when the insertion line sits below the Last Name label or text box.

The Phone label and text box move to their new location. As you can see, it is
easy to move controls within the structure of the Stacked layout. But suppose
you want to rearrange the form so that some controls are side by side instead
of stacked.

Point to the selected label and text box, and try to drag it to the right of the Last
Name controls above.

The controls will not move out of their columns. They are confined by the Stacked
layout applied to the form. To make more extensive layout adjustments, you need
to remove the layout from the form.

Above the upper-left corner of the dotted border, click the Select All button. Then
right-click the selection, click Layout, and click Remove Layout.

The dotted border disappears, and the form is no longer constrained by the
Stacked layout.

Click the Last Name label, and then press the Delete key.

Click the LastName text box, point to the A in Ackerman, and when the pointer
is shaped like a four-headed arrow, drag up and to the right until the pointer sits
slightly to the right of the FirstName text box.

When you release the mouse button, the control snaps to an invisible grid that
helps maintain consistent spacing on the form.

In the Property Sheet, adjust the Left property to 2.7".

Hold down the Shift key, and click the two adjacent controls to add them to the
selection. Then top-align the controls by setting the Top property to 0.6".

Click the First Name label, and change the label’s Caption property to Name.

Rearrange the remaining controls in logical groupings on the form, and then close
the Property Sheet.

We adjusted the position of the phone controls and then grouped and sized the
address controls.
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u Customers
3
| CusfomerlD”A.CKFl I
| Ncl'ne' |P‘i:x ' |ﬁ|ckermn '
| Fhone' |{425) 555.0194 '
| Address. |m Backbay St I
|:Tfy,f5’rafeﬂlFI|Belevue I|wa I|m I
| Countnr' |usA '
Record: W ¢ 1of110 | b M b | W Mo Filter | Search [«] il | ]

In Layout view, this kind of arrangement can be achieved only if you remove the default
layout, which constrains the controls in columns.

Tip If you rearrange controls or add new controls to a form and then find that pressing
Tab jumps around erratically instead of sequentially from one control to the next, you
can change the tab order. When working in Layout view, you click the Other tab in the
Property Sheet and set the Tab Index property for each control in the tab order you
want. When working in Design view, you click the Tab Order button in the Tools group
on the Design tab to display the Tab Order dialog box, where you can drag fields into
the correct order. For more information about working with forms in Design view, see
Chapter 7, “Create Custom Forms.”

19. Close the Customers form, clicking Yes when prompted to save its layout.

x CLEAN UP Close the GardenCompany03 database.
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Key Points

The quickest way to create a form that includes all the fields from one table is
by using the Form tool. You can then use the form to view and enter records.

A form that is based on a table is bound to that form. The table is called the
record source.

By default, the form displays one text box control and its associated label control
for each field in the table.

Each text box control is bound to its field, which is called the control source.

Each control has several properties that you can change in Layout view or
Design view to improve the look and layout of the form.
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Chapter at a Glance

Sort information in
tables, page 102

FirstName LastName Address - City -1/ | Region -t PostalCode -
Neil Charney 1842 10th Aver Sidney 2] v7L1L3

Molly Clark 785 Beale St.  Sidney BC V7L5A6
Jose Lugo 23 Tsawassen E Tsawassen BC VGE 458
Ken Myer 7320 Edwards £ Vancouver BC V5] 2G3
Sameer A. Tejani 1900 Oak St. | Vancouver BC V5H 1L7
Jon Morris 490 Fulton Dr.  Vancouver BC VAT 2A2 F| |tel’ infOI’matiO n
JianShuo Wang 3319 Hillside D Vancouver BC V5K 2V6 .
Michael Allen 13017thst.  Vancouver  BC VAT 1v9 in tables, page 107
Terry Adams 1932 52nd Ave. Vancouver BC VAT 1Y9
Mike Tiano 5540 Rosebud | Victoria BC V7Y 1¥1
Hanying Feng 537 Orchard Av Victoria BC V8C371
Patricia Doyle 1630 Hillcrest v Carmel Valley CA
Scott Mitchell 47 Eucalyptus [ Escondido cA
Kathie Flood 8887 Western / Glendale ca =i v Adiise of @iy el [egen @
Ben Miller 23 High Pass Dr Granada Hills | CA Khanna 401 Rodeo Dr. Auburn WA R UsA
Joseph Matthews 96 Jefferson LoLomalinda  CA Ackerman 8208 Backbay S Bellevue WA 88004 UsA
Chris Cannon 83 W. Hilltop D| Palo Alto CA Travers 46 E. Orange St Bellevue WA 83004 usa
David Campbell 22 Market St. |San Francisco CA Hoeing 431 Freemont ¢ Bellevue WA 88005 USA T
Joachim seidler 9308 Dartridge | San Francisco  CA Niswonger 3300 Colorado |Bellevue WA 88005 UsA
Record: 4« [Lof110 | > M ¥ | Mo Filter | Search [ —— Holm 4220 Main st. | Bellevue LI
Cornejo 778 Ancient Rd| Bellevue WA 38007 Usa
991 5. Mississip Bothell WA 88011 UsA
234 Samuel PI.| Carnation WA 83014 USA
imprich 472 Lexington » Carnation WA 83014 usa
7316 Taylor Lan Duvall WA 88019 USA
6 Cranbrook He Duvall WA 88019 USA
Zwilling 76 Kings Way  Fall City WA 38024 Usa
333 Baseline Ar Kenmore WA 83028 usa
33 Hilo Loop SV Kirkland WA 88032 usa
Reiter 98 Bitter Creek Kirkland WA 88032 USA
Houston 11 Skyline Blvd Kirkland WA 88033 usa
Meyer 722 DaVinei Blv Kirkland WA 88033 usa
Young 98 Shoemaker Kirkland WA 88033 UsA E
st Fil ord: 4 < Lof30 |+ M b [ NF Fittered | Search 1] [ il ] (3]
B customers
]
| customern] | I
=] | == i Filter information by

[_hone] | i using forms, page 111

[ Address] |

-
Look for e
Field: |LastName Region |
Sort:
Criteria: |Like “s* “ta” Or ‘wa”
1 J
Locate information that matches \IIB
4 m

multiple criteria, page 115
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In this chapter, you will learn how to

Sort information in tables.
Filter information in tables.
Filter information by using forms.

A N U N N

Locate information that matches multiple criteria.

A database is a repository for information. It might contain only a few records or thousands
of records, stored in one table or multiple tables. No matter how much information a data-
base contains, it is useful only if you can locate the information you need when you need it.
In a small database, you can find information simply by scrolling through a table until you
find what you are looking for. But as a database grows in size and complexity, locating and
analyzing information becomes more difficult.

Microsoft Access 2010 provides a variety of tools you can use to organize the display of
information stored in a database. For example, you can organize all the records in a table
by quickly sorting it based on any field or combination of fields. You can also filter the
table so that information containing a combination of characters is displayed or excluded
from the display.

In this chapter, you'll first sort information in a table based on one and two columns. Then
you'll explore three ways to filter tables and forms to display only the records that meet
specific criteria.

Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice file you'll use to complete the
exercises in this chapter is in the Chapter04 practice file folder. A complete list of
practice files is provided in “Using the Practice Files” at the beginning of this book.

101
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Sorting Information in Tables

You can sort the information stored in a table based on the values in one or more fields, in
either ascending or descending order. For example, you could sort customer information
alphabetically by last name and then by first name. This would result in the order found
in telephone books.

Last Name First Name

Smith Brian
Smith Denise
Smith Jeff
Taylor Daniel
Taylor Maurice

Sorting a table groups all entries of one type together, which can be useful. For example,
to qualify for a discount on postage, you might want to group customer records by postal
code before printing mailing labels.

Access can sort by more than one field, but it always sorts sequentially from left to right.
You can sort by the first field, and if the second field you want to sort by is to the right
of the first, you can then add the next field to the sort. If you want to sort by more than
one field in one operation, the fields must be adjacent, and they must be arranged in
the order in which you want to sort them.

See Also For information about moving fields, see “Manipulating Table Columns and Rows” in
Chapter 2, “Create Databases and Simple Tables.”

Tip You can sort records while viewing them in a form. Click the field on which you want to
base the sort, and then click the Sort command you want. You can’t sort by multiple fields at
the same time in Form view, but you can sort by one field and then the next to achieve the
same results.

In this exercise, you'll sort records first by one field, and then by multiple fields.

SET UP You need the GardenCompany04_start database located in your Chapter04
practice file folder to complete this exercise. Open the GardenCompany04_start
database, and save it as GardenCompany04. Then follow the steps.

1. With All Access Objects displayed in the Navigation pane, under Tables, double-
click Customers.
The Customers table opens in Datasheet view.

2. Click the arrow to the right of the Region field name.

A list of sorting and filtering options appears.
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SortAto 2

—

B B
—

SortZto A

=

Clear filter from Region

Text Filters »

[Select &1
[Elanks]
EC

A,

I

T

]
Quéhec
Iy

[¥] vy <

| »

[ QK ] [ Cancel ]

The list at the bottom includes check boxes for every unique value in the field.

Click Sort A to Z.

Access rearranges the records in alphabetical order by region.

] Customers
| FirstName - | LastName - | Address -

| |EJose Lugo 23 Tsawassen E Tsawassen BC VBE 458
| |E Neil Charney 1842 10th Aven Sidney BC V7L 113
| | Mike Tiano 5540 Rosebud | Victoria BC V7Y 1Y1
| |E Molly Clark 785 Beale St.  Sidney BC V7L 5A6
| |E/JianShuo Wang 3319 Hillside D| Vancouver BC V5K 2V6
| |® Sameer A. Tejani 1900 Oak S5t. | Vancouver BC V5H 1L7
| |[®lJon Morris 490 Fulton Dr. | Vancouver BC VAT 2A2
| |# Ken Myer 7320 Edwards £ Vancouver BC V51 2G3
| |E Michael Allen 13017th St. | Vancouver BC VAT 1Y9
| |® Hanying Feng 537 Orchard Av Victoria BC VBC 371
| |® Terry Adams 1932 52nd Ave. Vancouver BC VAT 1Y9
| |E Kathie Flood 8887 Western / Glendale CA 81203
| |E David Simpson 45 Park St. San Jose CA 85123
| |E|Scott Mitchell 47 Eucalyptus [ Escondido CA 82029
| @ Patrick Sands 98 M. Hyde St.  San Francisco | CA 84140
| |E Joachim Seidler 9308 Dartridge San Francisco CA 84167
| |E Carole Poland 10 Pepper Dr. | San Jose CA 85111

| |E David Campbell 22 Market 5t. | San Francisco CA 84112

Patricia Doyle 1630 Hillcrest V Carmel Valley | CA 83924 EI
Record: 4« 10f110 | » M v | E o Filter | search O C w ] ]

The upward-pointing arrow at the right end of the Region field name indicates that the table
is sorted in ascending order on this field.
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il Descending

‘%;-;.Remwe Sort

4.

7.

To reverse the sort order by using a different method, on the Home tab, in the
Sort & Filter group, click the Descending button.

The sort order reverses. The records for customers living in Washington (WA) are
now at the top of the list, and the arrow at the right end of the field name is pointing
downward.

In both sorts, the region was sorted alphabetically, but the City field was left in a
seemingly random order. Suppose you want to see the records arranged by city
within each region. You can do this by sorting the City field and then sorting the
Region field.

Click the arrow to the right of the City field name, and then click Sort A to Z.
Access sorts the records alphabetically by city.

To finish the process, right-click anywhere in the Region column, and then click
SortAto Z.

The two fields are now sorted so that the cities are listed in ascending order within
each region.

= Cuslnmus\ x
FirstName - | LastName ~| Address - City ~1| Region -t |PostalCode - |«
Meil Charney 1842 10th Aven Sidney BC V7L1L3 1
Molly Clark 785 Beale 5t.  Sidney BC V7L5AG 3
Jose Lugo 23 Tsawassen E Tsawassen BC V6E 458
Ken Myer 7320 Edwards £ Vancouver BC V5] 2G3
Sameer A. Tejani 1900 Oak 5t. | Vancouver BC V5H 1L7
Jon Morris 450 Fulton Dr.  Vancouver BC VAT 2A2
JianShuo Wang 3319 Hillside D Vancouver BC V5K 2V
Michael Allen 13017th St.  Vancouver BC VAT 1Y9
Terry Adams 1932 52nd Ave. Vancouver BC VAT 1¥9
Mike Tiano 5540 Rosebud I Victoria BC V7Y 1¥1
Hanying Feng 537 Orchard Av Victoria BC VBC 371
Patricia Doyle 1630 Hillcrest V Carmel Valley CA 83924
Scott Mitchell 47 Eucalyptus [ Escondido CA 82029
Kathie Flood 8887 Western / Glendale CA 81203
Ben Miller 23 High Pass Dr Granada Hills | CA 81344
Joseph Matthews 96 Jefferson Lo Loma Linda CA 82350
Chris Cannon 89 W. Hilltop D Palo Alto CA 84306
David Campbell 22 Market St. | San Francisco CA 84112
Joachim Seidler 9308 Dartridge San Francisco CA 84167 =
Record; M 1of110  k Mk 0 Mo Filter | Search 4 il 3

Both the City and Region field names have upward-pointing arrows.

On the Home tab, in the Sort & Filter group, click the Remove Sort button to
clear the sort from both fields.
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The table reverts to the previously saved sort order. Now let’s sort both columns
at the same time.

Click the City field name, hold down the Shift key, and click the Region field name.
Then in the Sort & Filter group, click the Ascending button.

Because the City field is to the left of the Region field, Access cannot achieve the
result you want.

==z Custmws\ x
FirstMame ~ | LastMame - | Address - City -t Region il PostalCode - «
Rob Young 231 N. Ukiah Rc Aloha OR 87006 A
Sandra l. Martinez 780 West Blvd. Arlington WA 88223 3
Karan Khanna 401 Rodeo Dr. | Auburn WA 88001
Ted Bremer 311 87th PI. Beaverton OR 87008
Helge Hoeing 431 Freemont ¢ Bellevue WA 83005
Pilar Ackerman 8808 Backbay 5 Bellevue WA 88004
Chad Niswonger 3300 Colorado  Bellevue WA 88005
Shirleen H. Travers 46 E. Orange 5t Bellevue WA 88004
Cecilia Cornejo 778 Ancient Rd Bellevue WA 88007
Michael Holm 4220 Main 5t.  Bellevue WA 88006
Lola Jacobsen 998 Kirk Rd. Bellingham WA 88227
Richard Lum 187 Suffolk Ln. Boise ID 73704
Eric Lang 991 5. Mississip Bothell WA 88011
Modesto Estrada 511 Lincoln Ave Burns OR 87710
Randall Boseman 55 Grizzly Peak Butte MT 49707
Patricia Doyle 1630 Hillcrest v Carmel Valley CA 83924
Qin Hong 234 Samuel PI. Carnation WA 83014
Karin Zimprich 472 Lexington » Carnation WA 23014
Guy Gilbert 79 5. Wyatt St. | Clinton Wa 88236 i
Record: 4 1of1i0 B Mk % Mo Filter | |Search 4 i »

The City sort is overriding the Region sort.
Clear the sort, and then click away from the City and Region fields to clear the
selection.

Click the Region field name, and drag the field name to the left of the City field
name, releasing the mouse button when a heavy black line appears between the
Address and City field names.

With the Region field selected, hold down the Shift key, and click the City field
name to include that field in the selection.

In the Sort & Filter group, click the Ascending button.

Access arranges the records with the regions in ascending order and the cities in
ascending order within each region.
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13. Experiment with various ways of sorting the records to display different results.
Then close the Customers table, clicking No when prompted to save the table
layout.

x CLEAN UP Retain the GardenCompany04 database for use in later exercises.

How Access Sorts

The concept of sorting seems quite intuitive, but sometimes the way Access sorts
numbers might seem puzzling. In Access, numbers can be treated as either text
or numerals. Because of the spaces, hyphens, and punctuation typically used in
street addresses, postal codes, and telephone numbers, the data type of these
fields is usually Text, and the numbers are sorted the same way as all other text.
In contrast, numbers in a field assigned the Number or Currency data type are
sorted as numerals.

When Access sorts text, it sorts first on the first character in the selected field in
every record, then on the next character, then on the next, and so on—until it runs
out of characters. When Access sorts numbers, it treats the contents of each field
as a single value, and sorts the records based on that value. This tactic can result

in seemingly strange sort orders. For example, sorting the list in the first column of
the following table as text produces the list in the second column. Sorting the same
list as numerals produces the list in the third column.

Original Sort as text Sort as numerals
1 1 1

1234 11 3

23 12 4

3 1234 11

11 22 12

22 23 22

12 3 23

4 4 1234

If a field with the Text data type contains numbers, you can sort the field numerically
by padding the numbers with leading zeros so that all entries are the same length.
For example, 001, 011, and 101 are sorted correctly even if the numbers are
defined as text.
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Filtering Information in Tables

Sorting the information in a table organizes it in a logical manner, but you still have the
entire table to deal with. For locating only the records containing (or not containing)
specific information, filtering is more effective than sorting. For example, you could
quickly create a filter to locate only customers who live in Seattle, only items that were
purchased on January 13, or only orders that were not shipped by standard mail. When
you filter a table, Access doesn’'t remove the records that don't match the filter; it simply
hides them.

The Filter commands are available in the Sort & Filter group on the Home tab, on the menu
displayed when you click the arrow at the right end of a field name, and on the shortcut
menu displayed when you right-click anywhere in a field’s column. However, not all Filter
commands are available in all of these places.

To filter information by multiple criteria, you can apply additional filters to the results of
the first one.

Tip You can filter records while displaying them in a form by using the same commands as
you do to filter records in a table.

In this exercise, you'll filter records by using a single criterion and then by using multiple
criteria.

SET UP You need the GardenCompany04 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany04 database, and then
follow the steps.

1. In the Navigation pane, under Tables, double-click Customers to open the
Customers table in Datasheet view.

2. In the City field, click any instance of Vancouver.

3. On the Home tab, in the Sort & Filter group, click the Selection button, and then
in the list, click Equals “Vancouver”.

Access displays a small filter icon shaped like a funnel at the right end of the City
field name to indicate that the table is filtered by that field. The status bar at the
bottom of the table has changed from I of 110 to 1 of 6 because only six records
have the value Vancouver in the City field. Also on the status bar, the Filter status
has changed to Filtered.
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Filter

Eﬁlﬂnmus

|Cu5tomerID ~ | FirstMame -~ | LastName -~ | Address -~ City V| Region - |Pi
| |H ADATE Terry Adams 1932 52nd Ave. BC W
| |E ALLMI Michael Allen 130 17th St. Vancouver BC V4
| |H MORIO Jon Morris 490 Fulton Dr. | Vancouver BC V4
| |E MYEKE Ken Myer 7320 Edwards £ Vancouver BC 5
| |H TEISA Sameer A. Tejani 1900 Oak 5t. | Vancouver BC 3
WANJI JianShuo Wang 3319 Hillside D Vancouver BC 5
B
Record: M 4 1ofg boOM B | “ Filtered | Search III*I [

Only the six records for customers who live in Vancouver are displayed in the table.

Tip In the list displayed when you click the arrow to the right of a field name (or the
Filter button in the Sort & Filter group) are check boxes for all the unique entries in
the active field. Clearing the Select All check box clears all the boxes, and you can then
select the check boxes of any values you want to be displayed in the filtered table.

In the Sort & Filter group on the Home tab, the Toggle Filter button is now active.
You can use this button to quickly turn the applied filter on and off.

. In the Sort & Filter group, click the Toggle Filter button.

Access displays all the records. If you click the Toggle Filter button again, the filter
will be reapplied.

Now let's display a list of all customers with postal codes starting with 880.

. Click the arrow to the right of the PostalCode field name, and point to Text Filters

in the list.
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A list of criteria appears.

4] sortatoz
Zl sortZtos

Clear filker from PostalCode

Text Filters 3 Equals...

[Select Al - Daoes Mot Equal...
[Blanks) 3 Begins With...
Rl Does Mot Begin with,.,
49707

73204 Contains.

73704 Does Mot Cantain,.,
73644 Ends With...

T4606 !
41203 Does Mot End With..,
@] 81344 2

’ ok ] ’ Cancel ]

You can specify criteria for the text you want to find.

Tip The sort and filter options displayed when you click the arrow to the right of a field
name (or when you click the Filter button in the Sort & Filter group) are determined by
the data type of the field. The PostalCode field is a Text field to allow for ZIP+4 codes. If
you display the sort and filter list for a field that is assigned the Number data type, the
sort and filter list includes Number Filters instead of Text Filters, and different options
are available.

. In the list, click Begins With.

The Custom Filter dialog box opens.

Custorm Filter E

The name of the text box is customized with the field name and the filer you chose.

. In the PostalCode begins with box, type 880. Then click OK.

Access filters the table and displays only the records that match your criteria.
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] Customers
| LastName ~| Address -~ City - Region - PostalCode -¥| Country - |«
| | Khanna 401 Rodeo Dr.  Auburn WA USA
| | Ackerman 8808 Backbay S Bellevue WA UsA
| | Travers 46 E. Orange 5t Bellevue WA USA
| |E Hoeing 431 Freemont ¢ Bellevue WA UsA 3
| B Niswonger 3300 Colorado  Bellevue WA 88005 USA
| _|E Holm 4220 Main St. | Bellevue WA 88006 UsA
| _|#| Cornejo 778 Ancient Rd Bellevue WA 88007 UsA
| |H Lang 991 S. Mississig Bothell WA 88011 UsA
| |H Hong 234 Samuel Pl. Carnation WA 88014 USA
| | Zimprich 472 Lexington s Carnation WA 88014 UsA
| & Jiang 7316 Taylor Lan Duvall WA 88019 Usa
| | Kelly & Cranbrook Hc Duvall WA 88019 UsA
| |BE Zwilling 76 Kings Way | Fall City WA 28024 USA
| |E Klimov 333 Baseline A' Kenmore WA 88028 UsA
| |E Kim 33 Hilo Loop SV Kirkland WA 88032 USA
| | Reiter 98 Bitter Creek Kirkland WA 88032 USA
| |E Houston 11 Skyline Blvd Kirkland WA 88033 USA
| |E Meyer 722 DaVinci Blv Kirkland WA 88033 UsA
Young 98 Shoemaker | Kirkland WA 88033 Usa =
Record: M 1af30 kM | “ Filtered | search |1 1] 4

Only the 30 records for customers who live in postal codes starting with 880 are displayed in
the table.

In the Sort & Filter group, click the Toggle Filter button to remove the filter and
display all the records.

Now let's display only the records of the customers who live outside of the United
States.

In the Country field, right-click any instance of USA, and then click Does Not
Equal "USA".

Tip In this case, it is easy to right-click the text you want to base this filter on. If the text
is buried in a large table, you can quickly locate it by clicking the Find button in the Find
group on the Home tab, entering the term you want in the Find What box in the Find
And Replace dialog box, and then clicking Find Next.

Access displays the records of all the customers from countries other than the
United States (in this case, only Canada).

Remove the filter, and close the Customers table, clicking No when prompted to
save your changes.

Open the Orders table in Datasheet view.

In the EmployeelD field, right-click Emanuel, Michael, and then click Equals
“Emanuel, Michael”.

Twenty records are displayed in the filtered table.
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13. In the OrderDate field, right-click 2/1/2010, and then click On or After 2/1/2010.

Tip To see a list of the available options for date filters, right-click any cell in the
OrderDate field, and then point to Date Filters.

You now have a list of the orders customers placed with the selected employee on or
after the specified date. You could continue to refine the list by filtering on another
field, or you could sort the results by a field.

14. Close the Orders table, clicking No when prompted to save the table layout.

x CLEAN UP Retain the GardenCompany04 database for use in later exercises.

Filtering Information by Using Forms

When you want to filter a table based on the information in several fields, the quickest
method is to use the Filter By Form command, which is available from the Advanced Filter
Options list in the Sort & Filter group on the Home tab. When you choose this command
with a table displayed, Access displays a filtering form that resembles a datasheet. Each of
the cells in the form has an associated list of all the unique values in that field in the under-
lying table.

Eam:ﬁmbyﬁxm\ x

CustomerlD FirstMame LastMame Address City Region Po

[+]

Aloha =
Arlington |
Auburn
Beaverton
Bellevue
Bellingham
Boise

Bothell

Burns

Butte

Carmel Valle
Carnation
Clinton

Duvall

Elgin
Escondido -

Lookcfor

Using the Filter By Form command with a table.
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For each field, you can select a value from the list or type a value. When you have finished
defining the values you want to see, you click the Toggle Filter button to display only the
records that match your selected criteria.

Using Filter By Form on a table that has only a few fields, such as the one shown above,
is easy. But using it on a table that has a few dozen fields can be cumbersome, and it is
often simpler to find information in the form version of the table. When you choose the
Filter By Form command with a form displayed, Access filters the form the same way it
filters a table.

-8 Cuslmnﬂs.ﬁltelbyan\ x
Py F-
T Customers S
>
CustomerlD
Name
Phone
Address
City/State /ZIP -
BC
Couniry CA
D
MT
OR
Québec
ur
WA >
Look for )

Using the Filter By Form command with a form.

After you have applied the filter, you move between the matched records by clicking the
buttons on the record navigation bar at the bottom of the form page.

In this exercise, you'll filter a form by using the Filter By Form command.

é SET UP You need the GardenCompany04 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany04 database, and then
follow the steps.

1. In the Navigation pane, under Forms, double-click Customers.

The Customers form opens in Form view.
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Y= 2. On the Home tab, in the Sort & Filter group, click the Advanced Filter Options
button, and then in the list, click Filter By Form.

The Customers form is replaced by its Filter By Form version, which has two pages:
Look For and Or. Instead of displaying the information for one record from the
table, the form now has a blank box for each field.

3. Click the second text box to the right of the Name label (the box that normally
displays the customer’s last name), type s* and then press Enter.

The asterisk is a wildcard that stands for any character or string of characters. Access
converts your entry to Like “s*”, which is the proper format, called the syntax, for this
type of criterion.

See Also For information about wildcards, see the sidebar “Wildcards” following this

topic.
4. In the Sort & Filter group, click the Toggle Filter button.
Access displays the first record that has a LastName value starting with S.
==| customers x
L O Customers
»
CustomerD
MWame || | Frasanna Somarawickrama
Phone | [(206) 555-0105
Address || (17331 Fairhaven 5t
City/State/ZIF | |Sealfle WA 86136
Country] [USA
Record: M 4 1of6 P Mok | NF Filtered | Search 1 [ »

The record navigation bar shows that six records match the filter criterion.

5. Click the Advanced Filter Options button and then click Filter By Form to redisplay
the filter form.

Your filter criterion is still displayed in the form.
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Tip No matter what method you use to enter filter criteria, the criteria are saved as a
form property and are available until they are replaced by other criteria.

. Click the second box to the right of the City/State/ZIP label (the box that normally

displays the state or region), click the arrow that appears, and then in the list, click CA.

You are instructing Access to find and display records that have both a Region
value of CA and LastName values starting with S.

-5 Cuslmnﬂs.ﬁltelbyan\

M

_'@, Customers

CustomerlD

Name Like "s™"

Phone

Address
City/State/ZIP I~

Couniry

Look for

Only records matching both of the criteria will be displayed.

. Click the Toggle Filter button.

Access displays the first of three records that meet the filtering criteria.

. Switch back to the filter form, and at the bottom of the form page, click the Or tab.

The criteria you entered on the Look For page are still there, but on this page, all the
fields are blank so that you can enter alternatives for the same fields.

Tip When you display the Or page, a second Or tab appears so that you can include a
third criterion for the same field if you want.

. Type s* in the second Name box, and click WA in the list for the second City/

State/ZIP box.

You are instructing Access to find and display records that have either a Region
value of CA and LastName values starting with S, or a Region value of WA and
LastName values starting with S.
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10. Click the Toggle Filter button.
11. Use the record navigation bar to view the six records in the filtered Customers form.

12. Click the Toggle Filter button to remove the filter. Then close the form.

x CLEAN UP Retain the GardenCompany04 database for use in the last exercise.

Wildcards

If you want to filter a table to display records containing certain information but you
aren't sure of all the characters, or if you want your filter to match variations of a base
set of characters, you can include wildcard characters in your filter criteria. The most
common wildcards are:

® * The asterisk represents any number of characters. For example, filtering the
LastName field on Co* returns records containing Co/man and Conroy.

® ? The question mark represents any single alphabetic character. For example,
filtering the FirstName field on er?? returns records containing Eric and Erma.

® # The number sign represents any single numeric character. For example,
filtering the ID field on 1## returns any ID from 100 through 199.

Tip Access supports several other wildcards. For more information, search for wildcards
in Access Help.

When searching for information in a Text field, you can also use the Contains text
filter to locate records containing words or character strings.

Locating Information That Matches Multiple Criteria

As long as your filter criteria are fairly simple, filtering is a quick and easy way to narrow
down the amount of information displayed in a table or to locate information that matches
what you are looking for. But suppose you need to locate something more complex, such
as all the orders shipped to Midwestern states between specific dates by either of two
shippers. When you need to search a single table for records that meet multiple criteria,
or when the criteria involve complex expressions, you can use the Advanced Filter/Sort
command, available from the Advanced Filter Options list.

Choosing the Advanced Filter/Sort command displays a design grid where you enter
filtering criteria. As you'll see, filters with multiple criteria are actually simple queries.

See Also For information about queries, see Chapter 8, “Create Queries.”
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-

-

In this exercise, you'll filter a table to display the data for customers located in two states.
Then you'll experiment with the design grid to better understand its filtering capabilities.

SET UP You need the GardenCompany04 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany04 database, and then
follow the steps.

1. In the Navigation pane, under Tables, double-click Customers to open the
Customers table in Datasheet view.

2. On the Home tab, in the Sort & Filter group, click the Advanced Filter Options
button, and then in the list, click Advanced Filter/Sort.

The CustomersFilterl page opens, displaying the Query Designer with the Customers
field list in the top pane and the design grid in the bottom pane.

55 customers. j iﬁ;‘ Custmnﬁsl-'dtﬂl\\ 4
i
Custormers =
Wi s
¥ CustomerlD
FirstMame =
LastMarne
Address
City
Region B
b
4 |m »
1 R R ——————————————————
Field: = e
Sort: =
Criteria:
ar
A0 4

Clicking the Advanced Filter/Sort button displays the Query Designer.

3. In the Customers field list, double-click LastName to copy it to the Field row of
the first column of the grid.

4. In the Criteria row of the LastName field, type s* and then press Enter.
Because you have used the * wildcard, Access changes the criterion to Like “s*".

5. In the Customers field list, double-click Region to copy it to the Field row of the
next available column of the grid.
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6. In the Criteria row of the Region field, type ca or wa, and then press Enter.

Tip If you want to find the records for customers who live in California or Oregon, you
cannot type ca or or, because Access treats or as a reserved word. You must type ca or
“or” in the Criteria row. Anytime you want to enter a criterion that will be interpreted
as an instruction rather than a string of characters, enclose the characters in quotation
marks to achieve the desired results.

Your entry changes to “ca” Or “wa”. The query will now filter the table to display
the records for only those customers with last names beginning with the letter S
who live in California or Washington.

Field: |LastMame Region =
Sort: =
Criteria: |Like “s* “ca” Or ‘wa”
ar:
-
4m »

The grid with two criteria.

In the Sort & Filter group, click the Toggle Filter button to display only records
that match the criteria.

Access switches to the Customers table page and displays the filter results.

==E ()ustumﬂs\i@ CustomersFilterl X
CustomerlD - | FirstName - | LastName -V Address -~ City - Region 7| P
Prasanna Samarawickran 17331 Fairhave Seattle WA 88
SANPA Patrick Sands 98 N. Hyde St. | San Francisco CA 84
SELO Joachim Seidler 9308 Dartridge San Francisco |CA 84
SIMDA David Simpson 45 Park St. San Jose CA 85
SMUE Jeff Smith 17 Wilken Rd. La Conner WA 38
SMISA Samantha Smith 74 5, Western [ Seattle WA B8

*
Record: M 1of6 kM ko N Filtered | Search 1 [ b

Six customers with last names beginning with S live in either California or Washington.
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8.

Click the CustomersFilterl tab to switch to the filter page.

9. In the or row of the LastName field, type b* and then press Enter.

10.

11.

12.
13.

14.

We want to filter the table to display only the records for customers with last
names beginning with the letter S or B who live in California or Washington.

Field: |LastName Region =
Sort: =
Criteria: |Like "s* “ca” Or "wa”
or: |Like "b*"
h
4 4

The design grid with three criteria.

In the Sort & Filter group, click the Toggle Filter button to apply the filter.

On the Customers table page, the result includes records for all customers with
last names that begin with S or B, but some of the B names live in Montana and
Oregon.

Click the CustomersFilterl tab to switch to the filter page, and look carefully at
the design grid.

The filter first works with the two criteria in the Criteria row and searches for cus-
tomers with names beginning with S who live in California or Washington. Then
it works with the criteria in the Or row and searches for customers with names
beginning with B, regardless of where they live. To get the results we want, we
need to repeat the criterion from the Region field in the Or row.

In the or row of the Region field, type ca or wa, and then press Enter.
Apply the filter.

Access switches to the Customers table page and displays only the records for
customers with last names beginning with S or B who are located in California
or Washington.

Close the Customers table, clicking Yes when prompted to save changes to the
design of the table.

x CLEAN UP Close the GardenCompany04 database.
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Saving Filters as Queries

If a filter takes more than a few minutes to set up and you are likely to want to use
it again, you might want to save it as a query. Then you can run the query to display
the filtered results at any time.

To save a filter as a query:

1. Onthe Home tab, in the Sort & Filter group, click the Advanced Filter Options
button and then click Save As Query.

2. In the Save As Query dialog box, assign the query an appropriate name, and
then click OK.

See Also For information about queries, see Chapter 8, “Create Queries.”

Key Points

® You can sort a table in either ascending or descending order, based on the values
in any field (or combination of fields).

@ You can filter a table so that information containing a combination of characters is
displayed (or excluded from the display).

® You can apply another filter to the results of the previous one to further refine your
search.

® The Filter By Form command filters a table or form based on the information in
several fields.

@® You can use the Advanced Filter/Sort command to search a single table for records
that meet multiple criteria.
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Alphabetical List of Products

ProductName by Is A

Alphabetical List of Products

Product Name Quantity Per Unit Units In Stock
Ambrosia 6-2"pots 16
American Pitcher Plant lces 4
Anacharis 1ea. 2
Anemone One dozen 26
Animal repellent 1qgf 3
Animal trap 1ea.
Page: 4 <L » v [ GonaFiter | 4 [ il

— Create reports by
using a wizard, page 122

Modify report design,
page 129

A Product Name

Alphabetical List of Products

Quantity Per Unit

Ausfrian Pine

A Frochcs Home
Ao
ArcrcarPrchor Flans
Aeocror
Arorors
Aol e
#cwmdlTag
&bz
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] momize uzema
By
o o

B

Alphabetical List of Products
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Porgint
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G dorcr
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Ambrosia 6-2" pots
American Pitcher Plant 1 ea.
Anacharls 1 ea.
Anemone One dozen
Animal repellent 1af.
Animal trap 1ea.
Anise 6-2" pots
Austrian Copper Per plant

One gal. container

T Preview and print
reports, page 136

Un
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5 Create Simple
Reports

In this chapter, you will learn how to
v’ Create reports by using a wizard.
v Modify report design.

v’ Preview and print reports.

Like forms, reports give people easy access to the information stored in a database.
However, there are several differences between forms and reports, including the following:

® Forms are used to enter, view, and edit information. Reports are used only to view
information.

® Forms are usually displayed on-screen. Reports can be previewed on the screen,
but they are usually printed.

® Forms generally provide a detailed look at records and are usually for the people who
actually work with the database. Reports are often used to group and summarize
data, and are often for people who don't work with the database but who use the
information stored in the database for other business tasks.

Reports usually present summaries of larger bodies of information. For example, your
database might hold detailed information about thousands of orders. If you want to edit
those orders or enter new ones, you can do so directly in the table or through a form.
If you want to summarize those orders to illustrate the rate of growth of the company’s
sales, you generate a report.

Like a book report or an annual report of a company’s activities, a report created in
Microsoft Access 2010 is typically used to summarize and organize information to
express a particular point of view to a specific audience. When you are designing a
report, it is important to consider the point you are trying to make, the intended
audience, and the level of information they will need.

121
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In this chapter, you'll create a report by using a wizard. After modifying the layout and
content of the report, you'll see how it will look when printed.

Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice file you'll use to complete the
exercises in this chapter is in the Chapter05 practice file folder. A complete list of
practice files is provided in “Using the Practice Files” at the beginning of this book.

Creating Reports by Using a Wizard

You can divide the content of an Access report into two general categories: information
derived from records in one or more tables, and everything else. The everything else
category includes the title, page headers and footers, introductory and explanatory text,
and any logos and other graphics.

Just as you can create a form that includes all the fields in a table by using the Form
tool, you can create a report that includes all the fields by using the Report tool, which
is located in the Reports group on the Create tab. But such a report is merely a prettier
version of the table, and it does not summarize the data in any meaningful way. You are
more likely to want to create a report based on only some of the fields, and that is a job
for the Report wizard.

Tip In addition to basing a report on a table, you can base it on the datasheet created when
you run a query. For information about queries, see Chapter 8, “Create Queries.”

The Report wizard leads you through a series of questions and then creates a report based
on your answers. So the first step in creating a report is to consider the end result you want
and what information you need to include in the report to achieve that result. After you
provide that information, the wizard creates a simple report layout and adds a text box
control and its associated label for each field you specify.

For example, you might want to use a Products table as the basis for a report that groups
products by category. When you give the grouping instruction to the wizard, it first sorts
the table based on the category, and then sorts the products in each category. In the
space at the top of each group (called the group header), the wizard inserts the name of
the category.

In this exercise, you'll use the Report wizard to create a simple report that displays an
alphabetical list of products.
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SET UP You need the GardenCompany05_start database located in your Chapter05
practice file folder to complete this exercise. Open the GardenCompany05_start
database, and save it as GardenCompany05. Then follow the steps.

1. With All Access Objects displayed in the Navigation pane, under Tables, click
(don't double-click) Categories.

2. On the Create tab, in the Reports group, click the Report button.

Access creates a report based on all the fields in the Categories table, displays the
report in Layout view, and adds four Report Layout Tools contextual tabs to the

ribbon.
@“ H9-0-|s GardenCompanyls : Database (Access 20.. Report Layout Tools = = 52
Home Create External Drata Database Tools Design | Arrange Format Page Setup & 9
= Thermzsv [ Group & sort % ‘j ﬁlugu %ﬂ
FEacolors = X Totals - L5 Titte
“Wiew o Controls  Insert Page X Add Existing Property
- Fomtsv 1 Hide Details - Image Mumbers @Date and Time Fields Sheet
Wiewns Themes Grouping & Totals Cantrols Header / Footer Tools
2l Access Objec..™ « Categories
Tables * |~
25| Categaries . I
C
B customers ' COTegOI'IeS
E Employees S
Category ID Category Name Description
EH order Details -
B Orders 1 || Bulbs ||Spring, summer and fall, forced
B products 2 |Coch’ || Indoor cactus plants
E shinpers 3 |Ground covers Herbaceous perennials, evergreer
B suppliers and deciduous shrubs, ivy, vines, —
Forms 3 MQosses
Custamers 5
4 |Grasses Lewwn grasses for cool climates
| 5 | Flowers || A wide variety of flowers
6 |Wetland plants Plants suitable for water gardens a
bogs
| 7 |Soi|s!scmd || Potting soils, peat moss, mulch, barl
| 8 | Fertilizers || Avariety of ferfilizers !
; . o d
< i | 0]
Layout wiew | Murmn Lock | b E@ L

The default report created by the Report tool.

Troubleshooting The appearance of buttons and groups on the ribbon changes depending
on the width of the program window. For information about changing the appearance of
the ribbon to match our screen images, see “Modifying the Display of the Ribbon” at the
beginning of this book.
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. This is not the report we want, so close the Categories report, clicking No when

prompted to save it.

. On the Create tab, in the Reports group, click the Report Wizard button.

The Report wizard starts. Because the Categories table is still selected in the
Navigation pane, that table is specified in the Tables/Queries box and its fields
are listed in the Available Fields box.

Display the Tables/Queries list, and then click Table: Products.
The Available Fields box now lists the fields in the Products table.

Report Wizard
Which fields do you want on your repert?
You can choose from more than one table or query.
Tables/Queries
Table: Products El
Available Fields: Selected Fields:
e
ProductMName I:I
LatinName
SupplierlD
CategoryID
QuantityPerUinit 5
UnitPrice o
UnitsInStock -

The first page of the Report wizard with the correct table selected.

In the Available Fields list, double-click ProductName, QuantityPerUnit, and
UnitsinStock to move them to the Selected Fields box.

Tip Fields appear in a report in the order in which they appear in the Selected Fields list.
You can save yourself the effort of rearranging the fields in the report by entering them
in the desired order in the wizard.
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7. At the bottom of the page, click Next.

The wizard asks whether you want to group the records. When you group by a
field, the report inserts a group header at the top of each group of records that
have the same value in that field.

8. In the field list on the left, double-click ProductName.

In the preview pane on the right, the wizard moves ProductName into the group
header area to show that records will be grouped by this field.

9. In the lower-left corner of the page, click Grouping Options.

The Grouping Intervals dialog box opens.

Report Wizard

Do you want to add any grouping
levels? Productlame

QuantityPerUnit, UnitsInStock

Grouping Intersals

What grouping intervals do you want for groupdevel fields?

Groupevel fields: Grouping intervals:

ProductMame Mormal

l Grouping Options ... l [ Cancel ] l < Back ][ MNext = l [ Finish

You can refine the grouping specification in this dialog box.

10. Display the Grouping intervals list, click 1st Letter, and then click OK.

The group header now indicates the grouping interval you have assigned to the
grouping field.
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Report Wizard
Do you want to add any grouping T
levels? |pmducmame by 1st Letter
ProductMame, QuantityPerlnit,
Productiame R
=
T e |

The types of grouping intervals available vary depending on the data type of the field by
which you are grouping records.

11. Click Next.

The wizard asks how you want to sort and summarize the records.

Feport Wizard

What sort order and summary information do you want for detail records?

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

I [+] [ Ascenans ]

l"l'

- . N & N

- 2 | Izl Ascending
R

- —

- — = Ascending
: |E | B ;
- —

R — 4 | |E| Ascending
-

-

-

-

-

Come J[cmm o ][

You can sort by up to four fields, each in ascending or descending order.
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Tip For any field that contains numeric information, you can click Summary Options
near the bottom of the wizard page to display the Summary Options dialog box, where
you can instruct Access to insert a group footer in the report and to display the sum,
average, minimum, or maximum value for the field. The only numeric field in this report
is UnitsInStock, and it is not appropriate to summarize that field.

Click the arrow to the right of the 1 box to display a list of fields, and click
ProductName. Then click Next.

The wizard asks which of three layouts and which orientation you want for this

report.

Feport Wizard

How would you like to lay out your report?

rnm

Orientation —

@ Portrait

(7) Landscape

Adjust the field width so all fields fit on

a page.

[ Cancel

| e e (o

The preview on the left shows the effect of the options on the right.

In the Layout area, click each option in turn to see a preview in the report thumbnail

to the left.

When you have finished exploring, click Outline.

With Portrait selected in the Orientation area and the Adjust the field width so
all fields fit on a page check box selected, click Next.

The wizard prompts you to supply a title for the report.
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Report Wizard

What title do you want for your report?

lz |Products

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

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

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

S | TN T A=

For ease of use, you should make the title more specific.
16. In the title box, type Alphabetical List of Products, and then with Preview the
report selected, click Finish.

Access creates the report and displays it in Print Preview.

e

-

Alphabetical List of Products

ProductName by 1s A

Product Name Quantity Per Unit Units In Stock
Ambrosia 4-2"pots 16
American Pitcher Plant 1 ea. 4
Anacharis 1ea. 2
Anemone One dozen 26
Animal repellent 1qt. 3
Animal trap 1ea. 2 -
Page: 4 41 » v+ | GnoFiter [ 4 [ I »

The new report in Print Preview.

17. Page through the nine-page report, noticing how it is arranged. Then close it.

x CLEAN UP Retain the GardenCompany05 database for use in later exercises.
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Modifying Report Design

You can use the Report wizard to get a quick start on a report, but you will frequently want
to modify the report to get the result you need. As with forms, the report consists of text
box controls that are bound to the corresponding fields in the underlying table and their
associated labels. You can add labels, text boxes, images, and other controls, and you can
format them, either by using commands on the ribbon or by setting their properties in
the report’s Property Sheet.

Tip Property Sheets for reports work the same way as those for forms. For information, see
“Changing the Look of Forms” in Chapter 3, “Create Simple Forms.”

You can adjust the layout and content of reports in either Layout view or Design view.
For simple adjustments, it is easier to work in Layout view, where you can see the layout
with live data, making the process more intuitive.

See Also For information about creating and modifying reports in Design view, see Chapter 9,
“Create Custom Reports.”

Tip Automatic error checking identifies common errors in forms and reports and gives you a
chance to fix them. For example, Access informs you if a report is wider than the page it will
be printed on. Error checking is turned on by default. If you want to turn it off, display the
Backstage view, and click Options to open the Access Options dialog box. In the left pane,
click Object Designers, clear the error-checking check boxes at the bottom of the page, and
then click OK.

In this exercise, you'll modify the layout of a report. You'll then apply a theme, change
some of the colors, and dress up the text with character formatting. You will also apply
a simple rule that formats values differently if they meet a specific criterion.

q SET UP You need the GardenCompany05 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany05 database, and then
follow the steps.

1. In the Navigation pane, under Reports, right-click the Alphabetical List of
Products report, and then click Print Preview.

2. Maximize the program window if it isn't already maximized, and then point to
the previewed report page.

The pointer changes to a magnifying glass with a plus sign in it.
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In Print Preview, the magnifying glass pointer indicates that you can zoom in on the page.

. Click the previewed page once to zoom in.

Tip You can also zoom in and out by dragging the Zoom slider in the lower-right corner
of the program window. The current zoom level appears to the left of the slider.

Notice that the report has the following design problem:s:

O Extraneous text

O Spacey arrangement

O Uninviting formatting

To fix these problems, we need to switch to Layout view.

. On the View Shortcuts toolbar, click the Layout View button.

Access adds four Report Layout Tools contextual tabs to the ribbon. First let's work
with the group header controls.
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5. On the Design contextual tab, in the Grouping & Totals group, click the Hide
Details button.

The controls that are bound to fields in the Products table are hidden so that you
can concentrate on the group header controls.

6. Below the title, click ProductName by 1s, and press the Delete key.
The label is removed from all the group headers.
7. Click the control containing A, and drag it to the left edge of the header.

When you release the mouse button, all the corresponding controls move to the
corresponding location in their own group headers.
Keyboard Shortcut Hold down the Alt key and press the Arrow keys to move the

selected control in small increments. When the shadow box is positioned where you
want it, click away from the control.

See Also For more information about keyboard shortcuts, see “Keyboard Shortcuts” at
the end of this book.

8. Point to the right border of the selected A control, and when the pointer changes
to a double-headed arrow, drag to the left until the control is just big enough to
hold its contents.

Again, all the corresponding controls assume the new size.

= Nphabe‘licalListomeduds\

Alphabetical List of Products
A

Product Name Guant
B

Product Name Quani
e

Product Name Guant
D

It is easier to work with the controls in the group header when the report details are hidden.
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11.

With the A control still selected, hold down the Shift key, and in turn, click the
Product Name, Quantity Per Unit, and Units In Stock label controls to add
them to the selection.

. On the Design tab, in the Tools group, click the Property Sheet button.

The Property Sheet opens.

Propery Sheet X
Selection type: Multiple selection

Format | pata | Event | Other | an |

Visible Yes -
Width |:|
Height

Top

Left

Eack Style

Back Colar Background 1
EBorder Style Transparent
Eorder Width Hairline

Eorder Colar

Special Effect Flat

Font Name Century Gothic |
Fant Size 11

Text Align

Font Weight MNormal

Font Underline Mo

Fant Italic Mo

Fare Color

Line Spacing o

Hyperlink Target

Gridline Style Top Transparent
Gridline Style Bottom

Gridline Stele | eft Transnarent 2

Because more than one control is selected, the Selection Type of this Property Sheet is
Multiple Selection.

On the Format page of the Property Sheet, in the Top property box, type 0.25”,
and press Enter. Then close the Property Sheet.

In the group header, the letter control and label controls are now aligned 0.25 inch
from the top of the header, and the height of the header has decreased because less
space is needed to accommodate the controls.

www.it-ebooks.info


http://www.it-ebooks.info/

% Shape Fill~

12.

13.

14.

15.

18.

Modifying Report Design 133

Now let's see how the group header looks with its data.

In the Grouping & Totals group, click the Hide Details button to turn it off and
display the data from the table.

The numbers in the Units In Stock column are right-aligned. Let's center them.

Click the first text box control under the Units In Stock label, and on the Format
contextual tab, in the Font group, click the Center button.

Now we'll add some color and format the text.

On the Design contextual tab, in the Themes group, click the Themes button, and
in the gallery, click the Austin thumbnail.

Although nothing much appears to change, the report takes on the color scheme
and font scheme assigned to the selected theme.

Inside the shaded area of the report header, but away from the title, click a blank
area. On the Format contextual tab, in the Control Formatting group, click the
Shape Fill button. Then under Theme Colors in the palette, click the third box
(Light Green, Background 2).

Notice that by default, a row color has been applied to alternate group headers
and that this coloring confuses rather than clarifies the report structure. Let's turn
off this alternate row color.

. Click outside the dotted border to the left of the first group header. In the Back-

ground group, click the Alternate Row Color arrow, and at the bottom of the
palette, click No Color.

In the Control Formatting group, click the Shape Fill button, and in the palette,
click a light brown color.

The entire group header is shaded except the alphabet controls (A, B, C, and so on)
that you moved earlier. If you wanted to shade them as well, you could select one
of them and repeat step 17 to apply the light brown fill.

Click outside the dotted border to the left of the first row of data in the report, and
remove the alternate row color of the data rows. Then click the white space above
the report header to see the result.

Only the backgrounds of the report header and group headers are now colored.
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{2l Alphabetical Listumeduds\

Alphabetical List of Products

A Product Name Quantity Per Unit
Ambrosia 6-2"pots
American Pitcher Plant 1 ea.
Anacharis 1 ea.
Anemone One dozen
Animal repellent 1 gf.
Animal frap | eq.
Anise 6-2"pots
Austrian Copper Per plant
Austrian Pine One gal. container

Removing the alternate row color makes the structure of this report more obvious.

Tip Above the first object and below the last object of a report in Layout view are
the only places you can click that don’t select at least one object on the report.

. Click any control, and then in the Selection group, click the Select All button.

Keyboard Shortcut Press Ctrl+A to select all the controls.
20. In the Font group, click the Font Size arrow, and then click 9.

Tip It is usually most efficient to change the character formatting of all the controls
and then adjust the ones you want to be different.

21. Click the report'’s title control, and then use the commands in the Font group
to make the text 24 points, bold, and dark green.
22. Select the controls in the group header, and make them bold and dark green.

23. Scroll down the report, noticing that a few of the values in the Units In Stock
column are 0.

We want these values to stand out in the report to remind buyers that it is time
to order more of these products.

. Click any control in the Units In Stock column. Then in the Control Formatting
group, click the Conditional Formatting button.

[
The Conditional Formatting Rules Manager dialog box opens.

Conditional .
Formatting . Click New Rule.
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The New Formatting Rule dialog box opens.

Mewr Farrmatting Rule

Select & rule bype:

25 in the current record or use

Compare bo other records

Edit the rule description:

Format only cells where the:

Field Yalue Is E‘ between E‘ (] and (=]
RS Mo Farmat Set B 7 U =

[ Ok ][ Cancel ]

You can create rules that compare the current field value to a specific value or to other values
in the same field.

. With Check values in the current record or use an expression selected as the
rule type, in the Format only cells where the area, click the arrow for the second
box, and click less than. Then in the third box, type 1.

. In the bottom area, click the Bold button, and change the Font color setting to
red. Then click OK.

In the Conditional Formatting Rules Manager dialog box, the rule is listed in the
Rule column with the formatting that will be applied to values that meet the rule’s
criteria in the Format column.

Conditional Formatting Rules Manager

Show Formatking rules for: | UniksTrskack E‘
[ =] Mew Rule l ’j’gdit Rule ] [ 2 Delete Rule l - v

Rule (applied in order shawn) Farmat

Walue <1 AaBbCcyyZzz

’ Gk ] ’ Cancel ][ Apply

Values that are less than 1 will be bold and red.
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28. Click OK. Then scroll down the report again, noticing that all the 0 values are
now bold and red.

29. Close the report, clicking Yes to save your changes to its design.

x CLEAN UP Retain the GardenCompany05 database for use in the last exercise.

Previewing and Printing Reports

Using Print Preview to preview Access reports is very similar to using this view in other
Microsoft Office 2010 programs. If you preview your reports carefully, you won't have
any major surprises when you print them.

When previewing reports, you will want to pay special attention to how the pages break.
In a grouped report, you can control whether group headings are allowed to appear at the
bottom of a page with no data and whether groups are allowed to break across pages.

You can make changes to the setup of your report pages from the Page Setup contex-
tual tab in Layout view or from the tab displayed when you switch to Print Preview. For
example, you can specify the following:

® Paper size

® Margins

@® Orientation

® Number of columns

® Whether Access should print the report's structural elements or only its data
You can also click the Page Setup button to display the Page Setup dialog box, where you
can change all these settings in one place, as well as make additional refinements.

When you are ready to print, you click the Print button on the Print Preview tab of the rib-
bon to display the Print dialog box. You can also display the Print page of the Backstage
view and then print one copy of the report with the default print settings by clicking the
Quick Print button.

In this exercise, you'll preview a report, and you'll specify that groups should not break
across pages. Then you'll explore the available page setup and printing options.

9 SET UP You need the GardenCompany05 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany05 database, and then
follow the steps.

1. In the Navigation pane, right click the Alphabetical List of Products report, and
then click Print Preview.
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Only the Print Preview tab appears on the ribbon.

2. On the page navigation bar at the bottom of the window, click the Next Page
button repeatedly to view each page of this report.

Because of the changes you made to the report in the previous exercise, the report
is now six pages. Several of the groups start on one page and continue on the next
page. For readability, let's fix this layout problem.

The group at the top of this page is a continuation of one that started
on the previous page.

3. Switch to Layout view, and then on the Design tab, in the Grouping & Totals
group, click the Group & Sort button.

The Group, Sort, And Total pane opens at the bottom of the report page.

Group, Sort, and Total £3

E Group on ProductMame ™ with A ontop ™, Mare » - P X
E Sart by ProductMame
E Sort by ProductMame

(= Add a group ”%1 Add a sort

You can use this pane to quickly add grouping and sorting levels and set related properties.

4. In the Group, Sort, and Total pane, in the Group on ProductName bar, click More.
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Access displays additional options.

Group, Sort, and Total )

Group on ProductMame ™ with & ontop ™ o by first character ™ with notokals ™ R

with title click ko add , with a header section ¥, without a fooker section ™

do not keep group together onone page ™ 5 Less 4
E Sott by ProductMame
Sart by ProductMame
-

These are the current grouping settings.

5. Click the do not keep group together on one page arrow, and in the list, click
keep whole group together on one page. Then close the Group, Sort, and
Total pane by clicking the Group & Sort button again.

6. Switch to Print Preview, and page through the report.

Now none of the groups is broken across pages. However, the report would look
better with wider top, left, and right margins.

7. On the Print Preview tab, in the Page Layout group, click the Page Setup button.
The Page Setup dialog box opens.

Page Setup @

Print Options | Page | Columns

Margins {inches)
Top: 0.25
Bottarm: 585
Left: 0.25
Right: 0.25

[T Print Data only
Split Form
Print Farm Only
Print Datasheet Only

(0] 4 ] [ Cancel

The Print Options page of the Page Setup dialog box.
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8. Click the Page tab, and verify that the paper size is Letter.

9. Return to the Print Options page, and change the Top, Left, and Right margins to
0.75. Then click OK.

10. Scroll through the report to see the results.

Although all the data in the report fits on the page, the page number in the footer
is set too far to the right and is producing extra pages.

11. Switch to Layout view, scroll down to the bottom of the report, and then scroll to
the right until you can see the page number.

12. Click the page number control, and move and resize it so that it aligns approximately
with the Units In Stock column heading.

13. Switch to Print Preview, and page through the report.
The report now fits neatly on seven pages.

14. If you want, print the report by using the same techniques you would use to print
any database object.

15. Close the report, clicking Yes to save your changes.

x CLEAN UP Close the GardenCompany05 database.

Key Points

® When designing a report, consider the point you are trying to make, the intended
audience, and the level of detail needed.

@ You can create a report that displays only some of the fields in a table by using the
Report wizard. The report can be sorted and grouped to summarize the data in a
table in a meaningful way.

® You can refine a report in Layout view by manipulating its controls and setting
its properties. You can also format the controls to structure and highlight data.

® In Print Preview, you can see how the report will look when printed and make
adjustments before you print.
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6 Maintain Data
Integrity

In this chapter, you will learn how to
Restrict the type of data.

Restrict the amount of data.

Restrict the format of data.

Restrict data by using validation rules.
Restrict data to values in lists.

SRS XXX

Restrict data to values in other tables.

Depending on how organized you are, you might compare a database to a cardboard
box or to a file cabinet, into which you toss items such as bills, receipts, statements, and
a variety of other paperwork for later retrieval. The box or file cabinet does not restrict
what items you can place in it (unless they are simply too big to physically fit) or impose
any order on the items. It is up to you to decide what you store there and to organize it
so that you can find it the next time you need it.

When you create a database by using Microsoft Access 2010, you can set properties that
restrict what data can be entered and you can impose a structure on the data to help
you keep the database organized and useful. For example, you can prevent employees
from entering text in a Price field, and you can require a simple "yes” or "no” answer in
a Signature Required field.

In this chapter, you'll restrict the type, amount, and format of data allowed in a field.
You'll create validation rules that accept only data that meets specific criteria. You'll
also use lookup lists and lookup fields to limit the possible values allowed in a field.

Practice Files Before you can complete the exercises in this chapter, you need to copy
the book's practice files to your computer. The practice file you'll use to complete the
exercises in this chapter is in the Chapter06 practice file folder. A complete list of
practice files is provided in “Using the Practice Files” at the beginning of this book.

143
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Restricting the Type of Data

You learned in Chapter 2, "Create Databases and Simple Tables,” that a field's data type
restricts entries in that field to a specific type of data. For example, if the data type

is set to Number and you try to enter text, Access refuses the entry and displays a
warning.

When setting the data type of a field in a table in Design view, you can choose from the
following types:

Text Use for text fields that require up to 255 alphanumeric characters.

Memo Use for text fields that require up to 65,535 alphanumeric characters.
Number Use for numeric values. The size of the entry is controlled by the Field
Size property.

See Also For information about the possible Field Size settings for Number fields, see
"Restricting the Amount of Data” later in this chapter.

Date/Time Use for dates from January 2, 100 through December 31, 9999. Dates
and times can be expressed in a variety of formats.

Currency Use for decimal values with up to 15 digits to the left of the decimal
point and up to 4 digits to the right.

AutoNumber Use when you want Access to assign a unique number to each
new record. If you delete a record, its AutoNumber value is not reused, and
remaining records are not updated.

Yes/No Use for fields that can have only two possible mutually exclusive values,
such as True or False.

Tip In the database world, the Yes/No data type is more commonly called Boolean, in
honor of George Boole, an early mathematician and logistician.

OLE Object Use to hold a graphic or other object. The object can be linked or
embedded.

Hyperlink Use to hold a clickable path to a folder on your hard disk, a network
location, or a Web site.

Attachment Use to attach a file to a record in the same way that you might attach
a file to an e-mail message.
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Tip The Attachment data type can be assigned to a field only when the field is first
created. You can’t assign the Attachment type to an existing field, nor can you change
an Attachment field to another data type. For information about the Attachment data
type, search for Attach files and graphics to the records in your database in Access Help.

® Calculated Use to hold the results of a calculation based on other fields in the
same table.

See Also For information about Lookup Wizard (the last option in the list displayed when
you click the Data Type arrow in Design view), see "Restricting Data to Values in Lists” later
in this chapter.

When adding a field in Datasheet view, you can choose what seems to be an additional
data type:

® Rich Text Use for text fields that require up to 65,535 alphanumeric characters
with character formatting.

This is actually the Memo data type with the Text Format property set to Rich Text instead
of Plain Text.

You can also click the More Fields button in the Add & Delete group on the Fields con-
textual tab to display a gallery of data types with predefined properties that produce
fields with common data type refinements.

In this exercise, you'll use various methods to add fields of the most common data types
to a table. Then you'll enter data to test the data type restrictions.

SET UP You need the GardenCompany06_start database located in your Chapter06
practice file folder to complete this exercise. Open the GardenCompany06_start
database, and save it as GardenCompany06. Then follow the steps.

1. On the Create tab, in the Tables group, click the Table button.

Access opens a new blank table. As is normal with new tables, Access has auto-
matically generated an ID field that has been assigned the AutoNumber data type.

2. On the Fields contextual tab, in the Add & Delete group, click the Text button.
Then change the selected field name to fText.

If you use the name of a data type as the name of a field, Access warns you that the
name might cause problems. We will identify all the fields in this table by their data
type, preceded by the letter f.

3. Display the Click to Add list, click Currency, and then change the field name to
fMoney.
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4. In the Add & Delete group, click the More Fields button.

a -
A gallery of data types, some with refinements, appears.
Basic Types <
Ag Rich Text

[III Attachment
% Hyperlink
AR Memo

ﬁ Lookup & Relationship
Mumber

General

12

@ CLrrency
% Euro

12  Fixed

12 Ztandard
10°  Scientific
Date and Time
Short Date
Medium Date
Long Drate
Time amfpm

Medjum Time

©cccfBEB

Time 24hour
Yes/MNo

Fﬂ' Check Box
[~

YesiMo -

LCalculated Field k

iﬁ Sawe Selection as Mew Data Type

Clicking an option in the list sets the data type and any predefined property settings.
5. In the gallery, under Number, click Standard. Then change the field name to
fNumber.

6. Display the More Fields gallery, click Medium Date under Date and Time, and
change the field name to fDate. Then display the gallery again, click Check Box
under Yes/No, and name the field fBoolean.

The table now has six fields.
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T Table1 X
o] - fText ~| fMoney - | fNumber - fDate - fBoolean - |ClicktoAdd -
# (New) ]

Clicking the check box in the fBoolean field will indicate a Yes or True entry.

Save the table with the name FieldTest, and then switch to Design view.
Keyboard Shortcut Press Ctrl+S to display the Save As dialog box.

See Also For more information about keyboard shortcuts, see “Keyboard Shortcuts” at
the end of this book.

In turn, click each field in the list at the top of the design page, noticing the setting
in the Data Type column and the property settings in the Field Properties area.

Only the properties that you can set for each type of field are displayed. For the
fNumber, fMoney, and fDate fields, the Format property reflects the choice you
made when creating the field.

Switch back to Datasheet view. Then in the fText cell, type This entry is 32
characters long.

In the fMoney field, type the word currency, and press Tab.

Access tells you that it cannot accept the unexpected type of data.

fMoney -
__currency]

The wvalue you entered does not match the Currency data type in this column,
Enter new walue,
Convertthe data in this column to the Text data type,

Help with data types and formats, |

L. e —

Options for correcting the erroneous entry.

In the list, click Enter new value. Then type —45.3456, and press Tab.

Access stores the number the way you entered it but displays ($45.35), the default
format for negative currency numbers.

Tip Access uses the region and language settings in Windows Control Panel to determine
the display format for date, time, currency, and other numbers. So although the numbers
won't change, your currency symbol might be different; for example, Access might display
the pound, peso, or euro symbol. If you want the symbol to remain the same no matter
what the region and language settings, you can create a custom format to ensure that
currency values always display a specific symbol. For information about custom formats,
see the sidebar “Creating Custom Formats” later in this chapter.
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In the fNumber cell, type Five hundred, and then press Tab.
Again, Access tells you that it cannot accept this type of entry in this field.
In the list of options, click Enter new value, type 500, and press Tab.

In the fDate cell, type 123456, and press Tab. When Access prompts for the correct
type of entry, click Enter new value, click the Calendar button to the right of the
field, and click Today to insert today’'s date. Then press Tab.

All Date/Time fields come with an associated interactive calendar. Using the Calendar
button to insert a date works well if the date you want is close to the current date.
(You can click the arrows at either end of the title bar to display the previous or
next month.) However, for distant dates such as birthdates, it is easier to ignore
the Calendar button and type the date. Access accepts almost any entry that can
be recognized as a date and displays it in the format you specified when you
created the field.

Tip If you enter a month and day but no year in a date field, Access assumes the date
is in the current year. If you enter a month, day, and two-digit year from 00 through
29, Access assumes the year is 2000 through 2029. If you enter a two-digit year that is
greater than 29, Access assumes you mean 1930 through 1999.

In the fBoolean field, try to enter abc and 123. Then click several times anywhere
in the field to toggle the check box between the checked and not checked states,
finishing with the field in the checked state.

This field won't accept anything you type; you can only switch between two
predefined values.

&5 ﬁunTest\ x
1D - fText ~| fMoney ~| fNumber -~ fDate ~ | fBoolean ~ |ClicktoAdd -

& 1 This entry is 32 (545.35) 500.00 29-May-10 i

# (New) |

The table, with the correct type of data in each field.

Tip The stored value of a Yes/No field is always either 1 (Yes) or 0 (No). On the General
page of the Field Properties area in Design view, you can set the Format property of
the field to interpret the stored value as True/False, Yes/No, or On/Off. On the Lookup
page, you can set the field to display as a check box, text box, or combo box. (In a
combo box, you can select from a list or type an entry.)

x CLEAN UP Save the FieldTest table, and then close it. Retain the GardenCompany06
database for use in later exercises.
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Restricting the Amount of Data

In Chapter 2, "Create Databases and Simple Tables,” you changed the Field Size property
of several Text fields. You entered the new sizes by making adjustments to the Field Size
setting in the Properties group on the Fields tab and to the Field Size property in the Field
Properties area in Design view. As you saw, changing the size of a Text field is a simple
matter of estimating the largest number of characters you will need to type in the field,
up to 255.

Like the Text data type, the AutoNumber and Number data types have an associated

Field Size property that restricts the number of digits that can be entered in the field.
Of the two, the Field Size property of the Number data type is the most complex. You
can set Number fields to any of the settings shown in the following table.

Setting Description

Byte Whole numbers from 0 to 255

Integer Whole numbers from —32,768 to 32,767

Long Integer Whole numbers from —-2,147,483,648 to 2,147,483,647 (the default)

Single Negative numbers from -3.402823E38 to —1.401298E-45 and
positive numbers from 1.401298E-45 to 3.402823E38

Double Negative numbers from -1.79769313486231E308 to

-4.94065645841247E-324 and positive numbers from
1.79769313486231E308 to 4.94065645841247E-324

Replication ID Randomly generated numbers that are 16 bytes long
Decimal Numbers from -10728 -1 through 10128 -1

The Field Size property of AutoNumber fields can be set to either Long Integer (the
default) or Replication ID.

By setting the Field Size property to the setting that allows the largest valid entry, you
prevent the entry of invalid values. Access rejects any value that is below or above the
size limits of the field when you try to move out of the field.

See Also For more information about data restrictions, search for Introduction to data types
and field properties in Access Help.

In this exercise, you'll change the Field Size property for two fields to see the impact on
data already in the table and on new data that you enter.
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SET UP You need the GardenCompany06 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany06 database, and display
the FieldTest table in Datasheet view. Then follow the steps.

1.
2.

Review the field values in the only record in the FieldTest table.

Switch to Design view, click anywhere in the fText row, and then in the Field
Properties area, change the Field Size property from 255 to 18.

Access will now restrict the number of characters that can be entered in the fText
field to 18.

Click any cell in the fNumber row, click anywhere in the Field Size property, click
the arrow that appears, and then in the list, click Byte.

Access will restrict the values that can be entered in the fNumber field to the range
0 through 255 (inclusive).

Switch to Datasheet view, clicking Yes when prompted to save the table.

Access displays a warning that some data might be lost.

Microsoft Access

Some data may be lost.

l_\ The setting For the FieldSize property of one or more fields has been changed to a shorter size, IF datais losk,
wvalidation rules may be violated as a result,
Do ywou wank bo continue anyway ™

[ fes ] [ o ]

WWas this information helpful?

The table contains data that doesn't fit the new property settings.

Click Yes to acknowledge the risk, and click Yes again to accept the deletion of the
contents of one field.

Double-click the right border of the fText field to widen the column to fit its entry.

You can now see the impact of the field size changes on the fields.

= ﬁelnTest\ =
5] - fText -~ | fMoney - fNumber -~ fDate - | fBoolean ~ ClicktoAdd -
1l thisentryis32¢ ($45.35) 29-May-10
* (New) B

The fText value has been truncated, and the fNumber value has been deleted.
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You entered 32 characters in the fText field, and it can now hold only 18. So 14
characters have been permanently deleted. You entered 500 in the fNumber field,
and it can now hold only whole numbers from 0 through 255. So the value has
been permanently deleted.

7. In the fNumber field, type 2.5, and press Tab.

Access rounds the value you entered to the nearest whole number.

x CLEAN UP Close the FieldTest table, saving your changes. Retain the
GardenCompany06 database for use in later exercises.

Restricting the Format of Data

Two properties control the format of information in database tables: the Format prop-
erty and the Input Mask property. Both properties affect how information is displayed
after it has been entered in a table, but the Input Mask property also serves an impor-
tant function during data entry. As its name implies, an input mask allows anyone
entering new records to see at a glance the format required and how long the entry
should be.

See Also For information about the Format property, see the sidebar “Creating Custom
Formats” later in this chapter.

You can use the Input Mask property to control how data is entered in Text, Number,
Date/Time, and Currency fields. For Text and Date/Time fields, an Input Mask wizard
is available to help you apply several common, predefined masks. For Number and
Currency fields, you have to know how to create a mask from scratch.

The Input Mask property has three sections, separated by semicolons. For example, the
following mask is for a telephone number:

\(000") “"000\-0000;1,#

The first section contains characters that are used as placeholders for the information

to be typed, as well as characters such as parentheses and hyphens. Together, all these
characters control the appearance of the entry. The following table explains the purpose
of the most common input mask characters.
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Character Description

0 Required digit (0 through 9).
9 Optional digit or space.
# Optional digit or space; blank positions are converted to spaces; plus and minus

signs are allowed.
Required letter (A through Z).
? Optional letter (A through Z).

—

A Required letter or digit.

a Optional letter or digit.

& Required character (any kind) or a space.

C Optional character (any kind) or a space.

< All characters that follow are converted to lowercase.

> All characters that follow are converted to uppercase.

! Characters typed into the mask fill it from left to right. You can include the
exclamation point anywhere in the input mask.

\ Character that follows is displayed as a literal character.

“any text”  Characters enclosed in double quotation marks are treated as literal characters.

Password Creates a password entry box. Any character typed in the box is stored as the
character but displayed as an asterisk (*).

Any characters not included in this list are displayed the way you type them and are known
as literal characters. If you want to use one of the special characters in this list as a literal
character, precede it with the \ (backslash) character.

The second and third sections of the input mask are optional. Including a 1 in the second
section (or leaving it blank) tells Access to store only the characters entered; including a 0
tells it to store both the characters entered and the literal characters. Entering a character
in the third section causes Access to display that character as the placeholder for each of

the characters to be typed; leaving it blank causes Access to display an underscore as the
placeholder.

The input mask /\(000") “000\-0000;1,# creates this display in a field in either a table or
a form:

(H#H) - FHH
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In this example, the Os in the first part of the mask restrict the entry to 10 digits—no
more and no less. The database user does not enter the literal characters—the parentheses,
space, and hyphen. The 1 in the second part tells Access not to store the literal characters; it
should store only the 10 digits. The # sign in the third part tells Access to use that character
as the placeholder for the required 10 digits.

Tip An input mask can contain text as well as placeholders for the data to be entered. For
example, if you type The number is in front of the telephone number input mask, the default
entry for the field is The number is (###) ###-####. The numbers you type still replace the

# placeholders, not the text. The Field Size property does not apply to the literal characters
in the mask, so if this property is set to 15, the entry will not be truncated even though the
number of displayed characters (including spaces) is 28.

In this exercise, you'll use the Input Mask wizard to apply a predefined input mask
for a telephone number to a Text field. Then you'll modify the input mask to display
the telephone number in a slightly different way. Finally, in another field you'll create
a custom mask that displays a text entry with an initial capital letter, no matter how
it is actually typed.

SET UP You need the GardenCompany06 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany06 database, and display
the FieldTest table in Design view. Then follow the steps.

1. Click the row selector for the fText field, and on the Design contextual tab, in the
Tools group, click the Insert Rows button.

2. Add a new field named fPhone that is assigned the Text data type. Then save
the table.

3. With the fPhone field still selected, in the Field Properties area, click anywhere
in the Input Mask property.

4. Click the Ellipsis button to the right of the property, and save the table when
prompted.

The Input Mask wizard displays its first page.
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Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask works, use the Try It box.

To change the Input Mask list, dick the Edit List button.

Input Mask: Data Look:

Phone Mumber ) 2 -
Sogial Security Mumber 331-86-7180 D
Zip Code 98052-6399

Extension 63215

Passwﬂrd MM

Long Time 1:12:00 PM gild
Try It: I

[ Edittst | | cancel |

[ Mext> | [ Enish |

You can click the Try It box to see how the mask will look and then type a number
to see how the mask behaves.

5. With Phone Number selected in the Input Mask list, click Next.
The second page of the wizard is displayed.

Input Mask Wizard

Do you want to change the input mask?

Input Mask Mame; Phone Mumber
Input Mask:

What placeholder character do you want the field to display?

Placehalders are replaced as you enter data into the field.

Placeholder character: l:g

Try It: |

[ Cancel ] [ < Back ][ MNext = ] ’ Finish ]

You can change the structure of the input mask and the placeholder character
that will indicate what to type.
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The barely visible exclamation point at the left end of the mask causes Access to

fill the mask from left to right with whatever is typed. The parentheses and hyphen
are characters that Access will insert in the specified places. The nines represent
optional digits, and the zeros represent required digits. This allows you to enter a
telephone number either with or without an area code.

Tip Because Access fills the mask from left to right, you would have to press the Right
Arrow key to move the insertion point past the first three placeholders to enter a
telephone number without an area code.

. Change 999 to 000 to require an area code. Then display the Placeholder character
list, click #, and click Next.

On the third page of the wizard, you specify whether you want to store the
symbols with the data. (The symbols take up space, meaning that your database
will be larger.)

Tnput Mask Wizard

How do you want to store the data?

(7) With the symbols in the mask, like this:
(254) 316-8517

(@ Without the symbols in the mask, like this:
4442315281

’ Cancel ] ’ < Back H Mext = l [ Finish ]

If you store the symbols, they will always be included when the data is displayed
in tables, forms, and reports.

. Accept the default selection—to store the data without the symbols—Dby clicking
Finish.

(Clicking Next simply displays a page announcing that the wizard has all the
information it needs to create the mask.) Access closes the wizard.
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10.

11.

General |Lookup

Field Size 255 -
Format (3
Input Mask 0007 "000Y-0000-# E] B
Caption

Default Value

Validation Rule

Validation Text

Required Mo

Allow Zero Length Yes

Indexed Mo

Unicode Compression Yes

IME Mode Mo Contral

IME Sentence Mode None

Smart Tags 57

The edited mask is inserted into the Input Mask property.

Press Enter to accept the mask.

Access changes the format of the mask to /\(000”) “000\-0000;,#. Notice the two
semicolons that separate the mask into its three sections. Because you told Access
to store data without the symbols, nothing is displayed in the second section of the
mask. Notice also that Access added double quotation marks to ensure that the
closing parenthesis and following space are treated as literal characters.

Save the table, and then switch to Datasheet view.

Click the ID field in the first record, and press the Tab key to move to the fPhone
field. Then type a series of numbers to see how the mask works.

Access formats the first 10 numbers you enter as a telephone number. If you type
more than 10, Access ignores the additional digits. If you type fewer than 10 and
then press Tab or Enter, Access warns that your entry doesn't match the input mask.

Microsoft Sccess

P .

The walue you entered isn't appropriate Far the input mask '1{000") "0004-0000;; #' specified For this Field,

k-

o) Lol

Wias this information helpful?

The input mask requires 10, and only 10, digits.

Now let's see how an input mask can be used to control the display of data entries.

Switch to Design view, and click anywhere in the fText field.
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12. In the Field Properties area, click the Input Mask property, type the following,
and then press Enter:

Tip When you press Enter, the Property Update Options button appears. Clicking this
button displays a list of options. In this case, the only options are to apply the input
mask everywhere fText is used (which is called propagating the property), and to display
Access Help to find out more about this task. This button disappears when you edit any
other property or change to a different field, so you can ignore it.

The greater than symbol (>) forces all following text to be uppercase. The L requires
a letter. The less than symbol (<) forces all following text to be lowercase. Each
question mark allows any letter or no letter. The total number of characters (17)
is one fewer than the maximum number allowed in the field by this field's Field

Size property.

General |Lookup

Field Size 138 -
Format

Input Mask T |EleTmnTnTnn
Caption

Default Value
Validation Rule
Validation Text

Required Mo

Allow Zero Length Yes

Indexed Mo

Unicode Compression Yes

IME Mode Mo Control

IME Sentence Mode Mone

Smart Tags &

The Field Size setting must be greater than the maximum number of characters
allowed by the mask.

13. Save your changes to the table, and switch back to Datasheet view.

14. Delete the current entry in the fText field, type smith, and press Tab.
15. Replace the entry with SMITH, and then McDonald.
Regardless of how you type the name, only its first letter is capitalized.

Tip You can create custom input masks and have the Input Mask wizard store them
for future use. On the wizard'’s first page, click Edit List, and in the record navigation
bar of the Customize Input Mask Wizard dialog box, click the New Record button.
Then enter the information for the custom mask, and click Close.

CLEAN UP Close the FieldTest table. Retain the GardenCompany06 database for use
in later exercises.
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Creating Custom Formats

You can construct custom Format properties to control the display of Text fields in
much the same way you construct input masks. The following table describes the
characters that are available.

Character Description

@ Required character (can be blank).

& Optional character.

! Characters typed into the placeholder string fill it from left to right.
You can include the exclamation point anywhere in the string.

< All characters that follow are converted to lowercase.

> All characters that follow are converted to uppercase.

* Character that follows becomes a fill character.

\ Character that follows is displayed as a literal character.

“any text" Characters enclosed in double quotation marks are treated as literal
characters.

[color] Applies a color to all characters in a section of the format. Can be

black, blue, cyan, magenta, red, yellow, or white.

Tip Blank spaces; plus (+), minus (-), and financial symbols ($, £, ¥); and parentheses
are recognized as literal characters without double quotation marks.

To build a custom format:
1. With the table open in Design view, select the field you want to apply the
custom format to.
2. In the Field Properties pane, in the Format box, type the format.
3. Switch to Datasheet view, saving the table.

Any existing data will be displayed according to the format. New data you enter
will conform to the format when you leave the field. As an example, consider the
following format:

@".com”"no link"[red]

This format specifies two customizations separated by a semicolon. The part before
the semicolon specifies what Access should do if characters are entered—in this
case, append .com; and the part after the semicolon specifies what Access should
do if the field is empty—in this case, display no link in red.
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Restricting Data by Using Validation Rules

A validation rule precisely defines the information that will be accepted in one or several
fields in a record. You might use a validation rule in a field containing the date an employee
was hired to prevent a date in the future from being entered. Or if you deliver orders to only
certain local areas, you could use a validation rule on the postal code field to refuse entries
from other areas. You can create validation rules for all data types except AutoNumber, OLE
Object, and Attachment.

You can create validation rules for individual fields or for entire records:

@ Field validation At this level, Access uses the validation rule to test an entry when
you attempt to leave the field.

® Record validation At this level, Access uses the rule to test the contents of more
than one field when you attempt to leave the record.

If a field or record doesn't satisfy the rule, Access rejects the entry and displays a message
explaining why.

You create a validation rule by building an expression. In Access jargon, the term expression
is synonymous with formula. It is a combination of operators, constants, functions, and iden-
tifiers that evaluates to a single value. Access builds a formula in the format a=b+c, where a
is the result and =b+c is the expression.

Tip In addition to using expressions as validation rules, you can use them to assign properties
to tables or forms, to determine values in fields or reports, to define a set of conditions that

a record must meet to be included in the result of a query, and so on. For information about
queries, see Chapter 8, “Create Queries.”

The expression you use in a validation rule combines multiple criteria to define a set of con-
ditions that a value in a field must meet in order to be a valid entry for that field. Multiple
criteria are combined using logical, comparison, and arithmetic operators. Different types
of expressions use different operators. The following are the most common operators:

® Logical operators
O And This operator selects records that meet all the specified criteria.
O Or This operator selects records that meet at least one of the criteria.
O Not This operator selects records that don’t match the criteria.

® Comparison operators
O < Lessthan
O > Greater than
O

Equal to
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You can combine these basic operators to form the following:
O <= Less than or equal to
O >= Greater than or equal to
O <> Not equal to
The Like operator is sometimes grouped with the comparison operators and is used
to test whether or not text matches a pattern.
® Arithmetic operators
O + Add
O - Subtract
O * Multiply
O [/ Divide
A related operator, & (a text form of +) is used to concatenate (combine) two

text strings.

You can type validation rules in the Validation Rule property box by hand, or you can use
a tool called the Expression Builder to create them. The Expression Builder isn't a wizard; it
doesn't lead you through the process of building an expression. It provides a hierarchical
list of the most common elements that you can include in an expression and an expression
box to build the expression in. You open the Expression Builder dialog box by clicking the
Validation button in the Field Validation group on the Fields contextual tab, and then
clicking either Field Validation Rule or Record Validation Rule. In the dialog box, you can
either select functions, operators, and other elements from the list to copy them into the
expression box, or you can type the expression in the expression box.

To explain a validation rule to users, you can create a message that appears if someone
tries to enter an invalid value in a field. A well-crafted message tells users what data is
expected in the field and what format it should be entered in. For example, the message
Please enter a whole number between 1 and 99 is more useful than Invalid entry.

In this exercise, you'll create and test a field validation rule and a record validation rule.

SET UP You need the GardenCompany06 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany06 database, and display
the FieldTest table in Datasheet view. Then follow the steps.

1. Click the fPhone field value, and replace the current entry with 6785550101, allowing
the mask to format the entry for you.

2. Click anywhere in the fPhone field, and on the Fields contextual tab, in the Field
Validation group, click the Validation button.
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A list of options appears.

R0

Field ¥alidation Rule

Create an expression that restricts the values that can be
entered in the field,

Field ¥alidation Message
Setthe error message for the Field Walidation Rule,

Record Yalidation Rule

Create an expression that restricts the values that can be
entered into a record, For example, [StartDate] < [EndDate],

| & k]

Record Yalidation Message
_ﬁ Setthe error message for the Recard Validation Rule,

The Validation options.

3. Click Field Validation Rule.

The Expression Builder dialog box opens.

Expression Builder
Enter an Expression ko validate the data in this fisld:
(Examples of expressions include [Field1] + [field2] and [field1] < 5)

Expression Elements Expression Cakegqories Expression Yalues
-0 Funckions
] Conskants
-y operators

You build your expression in the box at the top of the dialog box.

Let's specify that only phone numbers in the 206 or 425 area codes can be accepted
in the fPhone field.

4. In the Expression Elements list, click Operators; in the Expression Categories
list, click Comparison; and in the Expression Values list, double-click Like.

The Like comparison operator is transferred to the expression box.
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. In the expression box, type “206*" (including the quotation marks and the asterisk).

Then type a space.

Troubleshooting Be sure to include the asterisk after 206. This wildcard tells Access to
allow any number of characters after the area code. It is necessary because the fPhone
field contains the phone number as well as the area code. For information about wildcards,
see the sidebar "Wildcards” in Chapter 4, “Display Data.”

. In the Expression Categories list, click Logical, and in the Expression Values list,

double-click Or.

The Or logical operator is transferred to the expression box.

. In the Expression Categories list, click Comparison, and in the Expression

Values list, double-click Like.

The Expression Builder inserts <<Expr>> before the Like operator as a placeholder
for any other expressions you might add. You can ignore this for now.

. In the expression box, type “425*” (including the quotation marks and the asterisk).

. Double-click <<Expr>>, and press the Delete key. Then delete the extra space

before Like.

The expression now requires that the fPhone field include either of two area codes.

Expression Builder
Enter an Expression to validate the data in this Field:
(Examples of expressions include [field1] + [field2] and [field1] < 5)
Like "206*" Or Like "425+"
Expression Elements Expression Categaries Expression Yalues
- Functions <Al <
EL constarts rithmeic <=
e _ormparison =3
1 ~P Logical =
Skring »
=
Bebwesn
In
Like

If you want to simply type an expression in the expression box, you can click Less to hide the
hierarchical boxes.
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Click OK to close the Expression Builder dialog box.

Access warns that existing data violates the new validation rule, because the fPhone
field contains a phone number that is not in either of the required area codes.

Click Yes to close the message box and keep the rule.

On the Fields contextual tab, in the Field Validation group, click the Validation
button, and then click Field Validation Message.

The Enter Validation Message dialog box opens.

Erter Walidation Message @

[ oK ][ Cancel ]

You can enter a guiding message here.

In the box, type Area code must be 206 or 425, and then click OK.

Access will display this message if someone attempts to enter a phone number
with an invalid area code.

Save the table, and then switch to Design view.

In the Field Properties area, the Validation Rule property and Validation text
property are set to the new rule and message.

General |Lookup

Field Size 255 -
Format ('l
Input Mask 0007 "000\0000;:#
Caption

Default Value

Validation Rule Like "206*" Or Like "425*
Validation Text Area co 5 206
Required Mo

Allow Zero Length Yes

Indexed Mo

Unicode Compression Yes

IME Mode Mo Control

IME Sentence Mode MNone

Smart Tags i

If you prefer, you can enter the rule and message directly in their property boxes.
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Switch back to Datasheet view, click anywhere in the fPhone entry, and then press
the Home key to place the cursor at the beginning of the field.

Tip To select an entire field, point to the left end of the field, and when the pointer
changes to a thick cross, click the mouse button.

Type 3605550109, and then press Tab.

Access displays an alert box.

flicrosoft Access

§ I Area code must be 206 or 425

ok | | bep |

Was this information belpful?

Access warns that the area code must be either 206 or 425.

Tip You will see the Was This Information Helpful link only if you have enrolled

in the Microsoft Customer Experience Improvement Program. Clicking the link
displays a dialog box where you can give your opinion about the usefulness of the
validation text.

Click OK to close the alert box, type a new phone number with one of the allowed
area codes, and press Tab.

Now let’s create a record validation rule that compares one date with another to
verify that it is later.

Scroll to the right, and click the Click to Add field. Then create a Date/Time field
with the Medium Date format, and name the field fDate2.

On the Fields contextual tab, in the Field Validation group, click the Validation
button, and then click Record Validation Rule.

The Expression Builder dialog box opens. In the Expression Elements list,
the FieldTest table is selected, and its fields are displayed in the expression
Categories list.

In the Expression Categories list, double-click fDate2 to insert it into the
expression box. Then double-click fDate.

The Expression Builder inserts <<Expr>> between fDate2 and fDate.
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Expression Builder
Enter an Expression to validate the data in this field:
(Examples of expressions include [Field1] + [field2] and [field1] < 5)
[fDatez] «Exprs [fDate]
Expression Elements Expression Categories Expression Yalues
£ FieldTest ID
() Functions fPhone
EL Conskants e
: FMoney
--H] Operators Frurrber
fEoolean
fDatez

The field names are enclosed in square brackets to indicate that they are identifiers (that is,
they identify the elements this expression will use in its evaluation,).

. In the expression box, double-click <<Expr>> to select it. Then in the Expression
Elements list, click Operators; in the Expression Categories list, click Comparison;
and in the Expression Values list, double-click >.

The greater than sign replaces <<Expr>> in the expression.

. Click OK to close the Expression Builder dialog box, and then click Yes to keep
the new rule.

. Create a record validation message that says fDate2 must be later than fDate.
. Save the table. Then replace the entry in the fDate field with 11/22/22.

. Click the fDate2 field, click the Calendar button, and click today’s date. Then click
in the record below.

Access displays an alert box containing the record validation text.

Mlicrosoft Access

I_\ fDatez must be later than FDate

——— Y ———

Was this information helpful?

You cannot leave the record until you resolve this data error.
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26. Click OK, change the value in fDate2 to 12/22/22, and then click in the record
below.

CLEAN UP Close the FieldTest table. Retain the GardenCompany06 database for use
in later exercises.

Simple Validation Tests

The Field Validation group on the Fields contextual tab includes two commands
that provide simple validation tests for fields without requiring you to build an
expression:

® Required By default, the Required property is set to No. Selecting the Required
check box in the Field Validation group sets this property to Yes, meaning that
every record must have an entry in this field; it cannot be blank. (A blank field is
called a Null field.)

® Unique By default, the Indexed property of all fields except AutoNumber
fields is set to No. This property has two Yes options:

O Yes (Duplicates OK) This option is set if you select the Indexed check
box in the Field Validation group.

O Yes (No Duplicates) This option is set if you select the Unique check
box. (It is set by default for AutoNumber fields.)

In both Yes cases, Access creates an index of the data in the field and its location,
similar to the index in a book. The index speeds up data searching, because
Access can look up the location of the data in the index instead of searching
the actual database.

In terms of validation, selecting the Required check box will cause Access to verify
that there is an entry in the field before it will accept the record. Selecting the
Unique check box will cause Access to verify that no other record has the same
value in the field before it will accept the field entry.

Tip For Text, Memo, and Hyperlink fields, the Required property can be refined by
the Allow Zero Length property. When this property is set to Yes (the default), you
can enter an empty string (two quotation marks with nothing between them) and the
field will not be considered blank. In other words, a required field can be empty but
not Null. The differentiation between Null and empty might seem silly, but it becomes
important if someone uses programming code to work with the database, because
some commands produce different results for Null fields than they do for empty fields.
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Restricting Data to Values in Lists

=
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It is interesting how many different ways people can come up with to enter the same
items of information in a database. Asked to enter the name of their home state, for
example, residents of the state of Washington will type Washington, Wash, or WA, plus
various typographical errors and misspellings.

Minor inconsistencies in the way data is entered might not be really important to some-
one who later reads the information and makes decisions. For example, Arizona and AZ
refer to the same state. But a computer is very literal, and if you tell it to create a list so
that you can send catalogs to everyone living in AZ, the computer won't include anyone
whose state is listed in the database as Arizona.

You can limit the options for entering information in a database in several ways:

® If one entry is more likely than any other, you can set the Default Value property of
the field to that entry. Users can then press Tab to skip over that field, leaving the
default entry intact. Even if users enter something else, the format of the default
entry might guide them when choosing their entry's format.

® For only two options, you can use a Yes/No field represented by a check box. A
check in the box indicates one choice, and no check indicates the other choice.

® For a short list of choices that won't change often, you can use a combo box. Clicking

the arrow at the right end of the combo box displays the list of choices, which you
provide as a lookup list. Depending on the properties associated with the combo
box, database users might be able to type something else or they might be able
to add entries to the lookup list displayed in the future. Although you can create a
lookup list by hand, it is a lot easier to use the Lookup wizard.

Tip Access comes with three Quick Start lookup lists that are commonly used in businesses:

Payment Type, Priority, and Status. You can efficiently add one of these ready-made lookup

lists to a table by clicking the More Fields button in the Add & Delete group on the Fields
contextual tab, and then clicking the field you want.

In this exercise, you'll use the Lookup wizard to create a list of states and provinces from
which users can choose.

SET UP You need the GardenCompany06 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany06 database, and display
the FieldTest table in Datasheet view. Then follow the steps.

1. At the right end of the table, click the Click to Add field. On the Fields contextual
tab, in the Add & Delete group, click the More Fields button, and then click
Lookup & Relationship.
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The Lookup wizard starts.

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 get its
values?

T want the lookup field to get the values from another table or
. query.

(7 T will type in the values that I want.

T
@

The first page of the Lookup wizard.

If a field has a lot of potential entries, or if they will change often, you can link
them to a table. (You might have to create a table expressly for this purpose.) If
a field has only a few possible entries that won't change, typing the list directly
in the wizard is easier.

See Also For information about creating lookup fields based on another table, see
“Restricting Data to Values in Other Tables” later in this chapter.

2. Click I will type in the values that | want, and then click Next.
3. Leave the number of columns set to 1, and click in the first cell in the Coll column.

4. Enter the following state and province abbreviations, pressing Tab (not Enter) after
each one to move to a new row.

BC
CA
ID
MT
OR
WA

5. Click Next.

The wizard needs a little more information before it can create the field.
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Lookup YWizard

What label would you like for your lookup field?
Do you want to limit entries to the choices?
|:| Limit To List

Do you want to store multiple values for this lookup?
[] Allow Multiple Values

Those are all the answers the wizard needs to create vour lockup
field.

[ Cancel l [ < Back ] Mext =

You assign a name to the new field on this page.

See Also For information about creating fields that can hold multiple values, see the
sidebar "Multivalued Fields” later in this chapter.

6. Type fLookup as the name of the field, and select the Limit To List check box.
Then click Finish.

7. Save the table, and switch to Design view.

8. Click anywhere in the fLookup field, and then in the Field Properties area, click
the Lookup tab.

The Lookup page shows the properties that control the lookup list.

General| Lookup

Display Control Combo Box
Row Source Type Value List
Row Source "BCTCASTID™ " MT™ "OR™ "WE
Bound Column 1

Column Count 1

Column Heads Mo

Column Widths 1"

List Rows 16

List Width 1"

Limit To List Yes

Allow Multiple Values Mo

Allow Value List Edits Yes

List Items Edit Form

Show COnly Row Source V| No

You can see the list you typed in the Row Source property.
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. In the Field Properties area, click the General tab. Then click anywhere in the

Default Value property, type WA, and press Enter.
Switch to Datasheet view, clicking Yes to save your changes to the table.
The entry WA appears in the fLookup field of the new record.

Click in the fLookup field of the first record, and then click the arrow at the right
end of the field.

The list of possible entries for this field appears.

fLookup -

[=]

BC
CA
D
MT
OR
WA

v

The list reflects the entries you typed on the wizard's second page.

Tip Clicking the button that appears below the options list opens the Edit List Items
dialog box. If you don't want users to be able to edit the list, you can disable this
property, as we do later in this exercise.

Click MT to enter the abbreviation for Montana in the field.
With MT selected, type b.

Access completes the entry by displaying C.

Click the record below.

Access converts bC to BC.

Select BC, type Utah, and press Tab. Then when Access tells you that the entry isn't
in the list and asks whether you want to edit the list, click Yes.

When the Edit List Items dialog box opens, click Cancel, and then click BC in the list.
Switch to Design view, and click the Lookup tab.

The Limit To List property on the Lookup page for the fLookup field is set to Yes,
but the Allow Value List Edits property is also set to Yes, meaning that users can
change the list.

Click the Allow Value List Edits property, click the arrow that appears, and
then click No.
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19. Save the table, return to Datasheet view, type Utah in the fLookup field, and then
press Tab.

Access informs you that the text you entered is not in the list.

Micrasoft Access

4% The text you entered isn't an item in the list.

S Select an ikem From the list, or enter text that matches one of the listed items,

Access will not accept your entry.

20. Click OK to close the message box. Then click BC in the list, and press Tab.

CLEAN UP Close the FieldTest table. Retain the GardenCompany06 database for use
in the last exercise.

Multicolumn Lookup Lists

If you want people to be able to select a friendly name from a list but you want the
database to store a more compact name or number, you can create a two-column
lookup list that associates the two types of entries.

To set up a multicolumn lookup list:
1. Create a new lookup field, and indicate on the first page of the Lookup wizard
that you want to type the values.

2. On the second page, change the Number Of Columns setting to 2, and then
enter the data you want Access to store in Coll and the friendly name in Col2.

3. Assign a name to the field, select the Limit To List check box if appropriate,
and click Finish.

Clicking the field's arrow will then display a two-column list from which the user
can select an entry. The stored value will be displayed in the field.

To display only the friendly name in the list and in the table:

1. Switch to Design view.

2. In the Field Properties area, on the Lookup tab, change the Column Widths
property from 1";1" to 0;1".

3. Save the table.
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Restricting Data to Values in Other Tables

In “Creating Relationships Between Tables” in Chapter 2, "Create Databases and Simple
Tables,” you learned how to link tables in such a way that a user could not enter a customer
ID that did not exist in the Customers table or an employee ID that did not exist in the
Employees table. These relationships are critical to ensuring that any specific item of data
is stored in the database only once. But relationships also provide a powerful means to
improve the accuracy of the database’s data.

If you ask a dozen sales clerks to enter the name of a specific customer, product, and ship-
per in an invoice, it is unlikely that all of them will type the same thing. In cases like this,

in which the number of correct choices is limited (to actual customer, actual product, and
actual shipper), providing the means to choose the correct information from a list derived
from the Customers table, the Products table, and the Shippers table will improve your
database’s accuracy and consistency.

One of the key concerns when looking up information in another table is the efficiency
of the process. Looking up an employee in an Employees table with nine records is not
very difficult. Looking up a customer in a Customers table with 200 records, however,
could be quite tedious. If you use an intuitive CustomerID instead of relying on an auto-
generated number as the primary key of the Customers table, database users can type
the CustomerID and then verify it in the list. For example, using the first three letters of a
customer’s last name plus the first two of his or her first name will almost certainly result
in unique CustomerlID values. These values will not only serve as the primary key for the
Customers table but will be easy for users to intuit when working in other tables linked
to the Customers table.

In this exercise, you'll use the Lookup wizard to create a list of possible values for a field
from the entries in a field in a related table. You'll also change the primary key in a table
to facilitate the lookup process.

Q SET UP You need the GardenCompany06 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany06 database, and then
follow the steps.

1. On the Database Tools tab, in the Relationships group, click the Relationships
button.
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. Click Table: Employees in the list, and click Next.
. On the next page, in the Available Fields list, double-click EmployeelD, then
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The Relationships page shows that in this database, there is a relationship between the
Customers and Orders tables and between the Employees and Orders tables. You
want to create Customer and Employee lookup fields in the Orders table, so you first
need to delete the existing relationships.

. Right-click the diagonal part of the line between the Customers and Orders tables,

and click Delete, clicking Yes to confirm the deletion. Repeat this step for the line
between the Employees and Orders tables. Then close the Relationships page,
clicking Yes to save the change.

Tip If you want to remove a table’s box from the Relationships page, you can right-

click the box and click Hide Table. If you want to remove all the boxes, you can click
the Clear Layout button in the Tools group on the Design contextual tab.

. Open the Orders table, and drag across the CustomerID and EmployeelD field

names to select those fields. On the Fields contextual tab, in the Add & Delete
group, click the Delete button. Then click Yes to permanently delete the fields and
Yes to delete their indexes.

Now we'll add a new Employee lookup field.

. At the right end of the table, click the Click to Add field. On the Fields contextual

tab, in the Add & Delete group, click the More Fields button, and then click
Lookup & Relationship.

The Lookup wizard starts and displays its first page.

. With I want the lookup field to get the values from another table or query

selected, click Next.

The Lookup wizard asks you to identify the table on which the lookup field will be
based.

FirstName, and then LastName to transfer those fields to the Selected Fields
list. Then click Next.

. On the next page, click the arrow for the first sort box, click LastName in the list,

and then click Next.

The wizard displays the lookup list with the EmployeelD field (the key column)
hidden.
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Lookup YWizard

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 doubledick the
right edge of the column heading to get the best fit.

Hide key column (recommended)

Firsthame LastName -
Kim Akers
Mancy Anderson =
Karen Eerg
Chaze Carpenter
Kirk DeGrasse
Michael Emanuel
Karen Furse -
[ Cancel ] [ < Back H Mext = ] [ Einish

You can adjust the column widths to fit the values.
Click Next. On the wizard’s last page, type Employee as the name of the field, and
select the Enable Data Integrity check box. Then click Finish.

Click in the Employee field of the first record, and then click the arrow at the right
end of the field.

The list of possible entries for this field appears.

Employee -~

[=]

Kim Akers
Mancy Anderson
Karen Berg
Chase Carpenter
Kirk DeGrasse
Michael Emanuel
Karen Furse
Sandeep Katyal
David J. Osbhorn

The list is in alphabetical order by last name.

Click Nancy Anderson to enter the name Nancy as the salesperson for this order.

Now let's work with the Customers table. First we want to change the primary key
for this table.
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Open the Customers table in Design view. On the Design contextual tab, in the
Tools group, click the Primary Key button to turn it off. Then change the Data
Type setting for the CustomerlID field to Text.

Change the Field Size property to 5, and enter an Input Mask property of >LLLLL;;.

This input mask will force Access to display the CustomerlID in capital (uppercase)
letters, no matter how it is entered.

Click the CustomerlD field in the Field Name column, and in the Tools group, click
the Primary Key button. Then save the table.

Switch to Datasheet view. For each customer, assign a CustomerlD that consists of
the first three letters of the last name and the first two letters of the first name.

Even if you type the ID in all lowercase letters, Access displays them in uppercase.

Sort the table in ascending order on the CustomerlD field, and then close it,
clicking Yes to save your changes.

In the Orders table, use the Lookup wizard to create a new lookup field based on
the CustomerlID, FirstName, and LastName fields of the Customers table. Sort
the lookup list on LastName, and then click Next.

On the page that asks you to adjust the width of the columns in the lookup field, point
to the right border of the FirstName field name, and when the pointer changes to a
double-headed arrow, drag all the way to the left to hide that column. Click Next.

Name the field Customer, and enforce referential integrity. Then click Finish.
Now try entering an order for Pilar Ackerman.
In the Customer field of the first record, type ack.

Ackerman is the only LastName value beginning with those letters, so Access
completes the entry for you.

Click the field in the record below.
Access enters the name Ackerman as it appears in the Customers table.
In the active record, type c.

Access enters campbell, the first LastName value beginning with c in the Customers
table. This is not the customer we want.

Click the arrow at the right end of the field.
Access displays the list with Campbell highlighted.
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Customer -

Ackerman

Cannon |:|
Charney

Clark

Cox

Doyle

Funk

Gabel
Jacobsen

Keil

Lum

Mash

Reiter

Travers

Van Houten
Wistrom -

Because Access has scrolled the list, it is easy to select the name you want.

button.

The Lookup wizard automatically created one-to-many relationships between the
Customers and Orders tables and between the Employees and Orders tables.

24. Click Cox, and press Tab. Then close the Orders table.

= Relationships
Custarmers Orders Ermployees

¥ CustomerID 7 || ¥ ID ¥ EmployeelD s
Firsthlame L Employee Firsthlame
LastMame = Customer LastMarme =
Address 1 Title
City Address
Region City
PostalCode 3 State e’
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x CLEAN UP Close the GardenCompany06 database.

25. On the Database Tools tab, in the Relationships group, click the Relationships

|

Access created these relationships to support the lookup fields in the Orders table.
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Multivalued Fields

Usually you will be able to build database tables in which each field holds only one
value. However, sometimes you might need to store more than one value in a single
field. For example, in a Projects table, you might need to store multiple employee
names in a Team field.

To set up a multivalued field that restricts values to those in a table:

1. Create a new lookup field, and indicate on the first page of the Lookup wizard
that you want to look up the values in a table.

On the second page, select a table from the list.
On the third page, select the fields you want to include.
On the fourth page, indicate any sorting.

On the fifth page, make any necessary adjustments to the column width.

o v M W N

On the last page of the wizard, type a name for the field, indicate whether to
enforce referential integrity, and select the Allow Multiple Values check box.

When the table is open in Datasheet view, clicking the field's arrow displays a list
from which users can choose entries by selecting their check boxes. Clicking OK
then displays the selected values in the field.

Key Points

The Data Type setting restricts the data that can be entered into an Access database
to a specific type.

The Field Size property for the Text, Number, and AutoNumber data types restricts
the number of characters allowed in a Text field or the number of digits allowed in a
Number or AutoNumber field.

The Input Mask property controls the format in which data can be entered.

You can use a validation rule to precisely define acceptable data. Access tests entries
against the rule and rejects any that don't comply.

For fields with a fixed set of possible entries, a lookup list ensures consistent
data entry.

If it is important that values in one table match values in another, you can create a
lookup field based on that table to keep entries accurate.
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Categories
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Modify forms Nome
created by using a Sesrpion
wizard, page 180

Spring. summer and fall, forced

Record: 4 < 1af 1

Garden Company

Customers
[P
CustomeriD|] ASHCH 1
I Name ] |Chris | [Ashion i
‘ Fhone. ‘(415) 5550191 l

Add controls,
‘ Amess”nﬂ:emwuy I page 187

|t | | |
Country] :l

Canada

=
Categories
Name M
Description |A variety of fertilizers
Product Name | Quantity Per Urit ~ | Unit Price - | Units In Stock E Add SUbeFmS
'
SureToGrow scil mi 15 Ib. bag $9.95 20 |_| E
| |awikRoot 3lb.jar 51800 15 page 196
| |Evergreen fertilize: 12 per pka. 3450 19
| |Tree & shrub fertiliz 12 per pa. $4.50 16
| |Flowerfertilzer  31bs. $4.50 12
| |Plant food 3lbs $1000 8
| |Lown & gardenfee 1 oa 31200 4
| |Lownterfiizer 5k $1200 16
B il S [ %450 10 EI
Record: 4 ¢ 1of24 | b M M| W NoFiter | Search | =
Record: 4 4 8of18 | b M b | o Filter | [Search
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7 Create Custom
Forms

In this chapter, you will learn how to
Modify forms created by using a wizard.
Add controls.

Add subforms.

Use e-mail forms to collect data.

RN KX

Every form has three basic sections: Form Header, Detail, and Form Footer. When you
use the Form tool or a wizard to create a form, a logo placeholder and a title is added to
the Form Header section, a set of text box and label controls for each field in the under-
lying table is added to the Detail section, and the Form Footer section is left blank. You
can customize any form by adding controls to its sections and by rearranging controls
to make the form easy to work with.

Ease of data entry is the major consideration when designing a form, because the easier
this process is, the less likely people are to make mistakes. One of the ways to eliminate
mistakes is to have Microsoft Access 2010 enter data automatically based on existing
entries. Another is to make it possible to enter data in more than one table at a time by
using subforms.

In this chapter, you'll control a form’s function and appearance by inserting controls and
modifying the form and control properties. You'll present information from multiple
tables in one form by using subforms. You'll also learn how to collect data through
e-mail survey forms.

Tip This chapter builds on the discussion of forms in Chapter 3, “Create Simple Forms.”

Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice files you'll use to complete the
exercises in this chapter are in the Chapter07 practice file folder. A complete list of
practice files is provided in “Using the Practice Files” at the beginning of this book.

179
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Modifying Forms Created by Using a Wizard

When a form is intended as the primary method of entering new records, it usually
includes all the fields from the underlying table. As you saw in Chapter 3, “Create
Simple Forms,” the quickest way to create a form that includes all the fields from one
table is to use the Form tool. Another method, which provides more control over the
creation of the form, is to use a wizard. In either case, you can easily customize the form
after it is created.

In Chapter 3, we showed you how to work with forms in Layout view. Because you can
see the data in the underlying table or tables in this view, it is easy to gauge the effects
of moving and sizing the controls and their labels. You can display the Property Sheet
and adjust properties to fine-tune form elements, and you can make most of the adjust-
ments you are likely to want in the custom form.

When you want more control over the layout of a form, you can work in Design view.
In this view, you see the structure of the form laid out on a design grid, but you don't
see the data from the underlying table or tables.

é|Clompcmy

J & Form Footer

1 -

4 I 4

In Design View, Access displays horizontal and vertical rulers and a grid to help you position
controls and labels.
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Tip You cannot work with forms in a Web database in Design view; you must use Layout view.
The design grid is divided into three sections:

® Form Header This section contains information to be displayed at the top of the
form, such as a title.

® Detail This section contains a text box control and an associated label control for
each of the fields you selected for inclusion in the form.

® Form Footer This section can contain information to be displayed at the bottom
of the form. By default, this section is blank, so it is closed.

In Design view, you can work with the form in the following ways:

® Adjust the size of sections.

Apply a theme.

Change the size of controls.

Arrange controls logically to facilitate data entry.

Adjust the properties of form elements in the Property Sheet.

Add fields from the Field List, which you display by clicking the Add Existing Fields
button in the Tools group on the Design contextual tab.

Add controls to limit data entry choices or add functionality to a form.

See Also For information about adding controls to forms, see "Adding Controls” later in
this chapter.
In this exercise, you'll use the Form wizard to create a form that displays a list of product
categories. You'll then modify the form in Design view by formatting its title, making
a control inaccessible to users, changing a label, and adding and resizing a control
for a new field.

Q SET UP You need the GardenCompany07_start database located in your Chapter07
practice file folder to complete this exercise. Open the GardenCompany07_start
database, and save it as GardenCompany07. Then follow the steps.

1. In the Navigation pane, click Customers. Then on the Create tab, in the Forms

group, click the Form Wizard button.

The Form wizard starts.
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Forrn Wizard

Which fields do you want on your form?

You can choose from more than one table or query.

Tables/Queries

Table: Customers [=]

Available Fields: Selected Fields:

Lasthame

Address

City

Region

PostalCode e
Country -

< Back [ Mext = ] l Einish

If a table is selected in the Navigation pane when you click the button,
that table’s information populates the wizard'’s first page.

Firsthiame Iil
=

2. Display the Tables/Queries list, and click Table: Categories. In the Available
Fields list, double-click CategorylD to move it to the Selected Fields list, and
double-click CategoryName. Then click Next.

On the wizard's second page, you choose a layout for the new form. The preview
area on the left shows how the form will look with the selected option applied.

3. With Columnar selected, click Next.
On the wizard’s last page, Access suggests the table’s name as the title of the form.
4. With Open the form to view or enter information selected, click Finish.

The new Categories form opens.

=5 Categules\ X

Categories

Category Name Bulbs

The new form displays the first record in the Categories table.
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5. Scroll through a few records by using the controls on the record navigation bar at
the bottom of the form.

Let's make a few changes in Design view.
6. On the View Shortcuts toolbar, click the Design View button.
Access displays the design grid for the Categories form.

[ ] T T T T T T R T S S T - S R S U T T TN . S S S BT -

# Form Header

¥ Detail

|CategorylD i
g o
|CategoryNam

# Form Footer

The design grid for the Categories form.

7. On the Design contextual tab, in the Themes group, click the Themes button.
Then in the gallery that appears, click the Austin thumbnail.

You might notice only a subtle change in the font used for the control text. But
behind the scenes, Access also makes the color scheme of the Austin theme avail-
able to the form.

8. Click the Form Header section bar to select that section. Then on the Format
[@ contextual tab, in the Control Formatting group, click the Shape Fill button.
Under Theme Colors in the palette that appears, click the third box (Light
Green, Background 2).

9. Point to the bottom of the Form Header section (just above the Detail section
bar), and when the pointer changes to a two-headed arrow, drag downward to
enlarge the section until you can see the entire Categories title control.

10. Click the Categories title control. On the Arrange contextual tab, in the Sizing &
Ordering group, click the Size/Space button.
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11.
12.

13.

14.

A list of sizing and spacing options appears.

Size

Ta Fit

&[] ToTallest

1 Toshortest
To Grid

To wWidest

e

b= [I2

To Marrowwest
Spacing

M= | Egual Horizontal
:L_']f Increase Horizontal
'1']2 Decrease Horizontal
Equal Wertical

Increase Wertical

e M= Hia

#
¥

¢ Decrease Wertical
Grid

. Grid

@ Ruler

Shap to Grid
Grouping

& Group
o

Ungroup

H

The Size/Space list.

Under Size in the list, click To Fit.

Point to the bottom of the Form Header section, and drag upward until the section
is just tall enough to contain the title control.

In the Detail section, click the CategorylD text box control, and on the Design
contextual tab, in the Tools group, click the Property Sheet button.

Keyboard Shortcut Press F4 to open the Property Sheet.

See Also For more information about keyboard shortcuts, see “Keyboard Shortcuts” at
the end of this book.

In the Property Sheet, click the Data tab. Click the Enabled property, click its
arrow, and click No. Then close the Property Sheet.

Disabling the CategorylID text box control changes its text and background to gray,
indicating that users can no longer change this value.
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Click the Category Name label, double-click Category, and then delete it and the
following space.

Now let's add the category description from the Categories table to this form.

Point to the bottom of the Detail section, and drag downward until the section is
about 2.5 inches tall. Then point to the right edge of the section and drag to the
right until the section is about 5 inches wide.

. On the Design tab, in the Tools group, click the Add Existing Fields button.

Keyboard Shortcut Press Alt+F8 to open the Field List.
The Field List opens.

Field List b4
Eia’ Shows all tables

Fields awailable far this wiew:

CategondD
CategoryMame
Description

You can click Show All Tables to display the fields from other tables in the database.

In the Field List, click Description, drag the field below the Category Name text
box control in the Detail section, and then close the Field List.

Point to the border of the Description text box control, and drag the control so
that its left edge is aligned with the Category Name control above and its top
edge sits at the 1 inch mark on the vertical ruler.

Tip If you point to the border of a text box control and drag it to a new location, the
associated label moves with it. Similarly, if you point to the border of a label control and
drag, the associated text box control moves as well. If you want to move either control
independently of the other, you need to drag the large gray square in the control’s upper-
left corner.

Click the Description label control, and drag the large handle in the upper-left
corner to the left until the control is aligned with the labels above. Then widen
the control to match the other controls.

Hold down the Shift key, and click the Name and CategorylID labels to add their
controls to the selection. Then on the Format contextual tab, in the Font group,
click the Align Text Right button.
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22. Make the Detail section just tall enough to contain its controls.

The form now occupies the smallest possible amount of space.

J ¥ Form Footer

You have added a text box control and its associated label control.

23. On the View Shortcuts toolbar, click the Form View button.

You can now see the results of your changes.

Categories

Description |Spring, summer and fall, forced

The labels and their controls now look neater on the form.
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24. Scroll through a few category records. Try to edit entries in the CategorylD field
to confirm that you can't.

We don't need the record selector bar down the left side of this form, so let's return
to Design view and turn it off.

25. Switch to Design view, click the form selector (the box in the upper-left corner at
the junction of the horizontal and vertical rulers), and then display the Property
Sheet for the form.

26. On the Format page of the Property Sheet, change the Record Selectors property
to No. Then close the Property Sheet.

27. Switch to Form view to verify that the form no longer has a record selector.

x CLEAN UP Close the Categories form, saving your changes. Retain the GardenCompany07
database for use in later exercises.

Adding Controls

Although text box and label controls are the most common controls found in forms,
you can also enhance your forms with many other types of controls. For example, you
can add groups of option buttons, check boxes, and list boxes to present people with
choices instead of having them type entries in text boxes.

When a form is displayed in Layout view or Design view, the available controls are
located in the Controls gallery on the Design contextual tab. There are three categories
of controls:

® Bound A control that is linked to a field in a table or the datasheet created by a
query. These controls include:
O Text boxes and labels
O Option groups, combo boxes, and list boxes
O Charts
O

Subforms/Subreports

www.it-ebooks.info


http://www.it-ebooks.info/

188 Chapter 7 Create Custom Forms

® Unbound A control that is not bound to any underlying data. These controls
include:
O Buttons and toggle buttons
O Tabs and page breaks
O Hyperlinks and Web Browser controls
O Lines
O Images

® Calculated A control that displays the results of an expression.

Tip If you create a form for a table with many fields, or if you add many controls to a form,
you can organize the controls on pages by using the Page Break control, or on tabbed pages
by using the Tab control.

In this exercise, you'll insert a picture into the Form Header of a form and replace the
default title with a custom one. You'll also replace a text box control in the Detail section
with a combo box control.

» SET UP You need the GardenCompany07 database you worked with in the preceding
exercise and the Hydrangeas graphic located in your Chapter07 practice file folder to
complete this exercise. Open the GardenCompany07 database, open the Customers
form in Design view, and then follow the steps.

1. In the Customers form, point to the bottom of the Form Header section, and
when the pointer changes to a double-headed arrow, drag downward to increase
the header size to about 1.5 inches.

2. In the Form Header section, select the logo control, hold down the Shift key, and
select the label control. Then press the Delete key.

3. On the Design contextual tab, in the Controls group, click the Insert Image button,
and then click Browse.

Tip If the Hydrangeas image already appears in the Image gallery displayed when you
click the Insert Image button, you can simply click the image instead of browsing to it.

4. In the Insert Picture dialog box, navigate to your Chapter07 practice file folder.
Then change the type of file from Web-Ready Image Files to All Files, and
double-click Hydrangeas.
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5. Point to the upper-left corner of the Form Header section, and drag diagonally to
draw a box about 1 inch high and 1.5 inches wide.

The picture is inserted into the image control.

%Cﬂstmnels\ =
I I T i R N
# Form Header

Address || Address

o -

4 il

The Hydrangeas photograph has been inserted into the Form Header section.

Tip How an image fits into an image control is determined by the Size Mode property of
the control. If the property is set to Clip and the control isn't large enough to display the
entire image, the image is cropped. If the property is set to Stretch, you can enlarge

the control to display the entire image. If the property is set to Zoom (the default), the
image automatically resizes to fit the control.

In the Controls group, display the Controls gallery.

Depending on the size of your program window and your screen resolution, you
might need to click the More button or the Controls button to display this gallery.
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3 |BB Aq = () @ (0] T
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Vi | = @EE -

"}% Set Control Defaults
% Use Contral Wizards

;i( ActiveX Controls

You can insert any control from this gallery.

7. In the gallery, click the Label button, and then to the right of the picture in the
Form Header section, drag diagonally to draw a box about 2 inches wide and

0.5 inch tall.

Access inserts a label control containing the cursor, ready for you to enter a title for
the form.

8. In the active label control, type Garden Company. Then press Shift+Enter to insert
a line break, and type Customers.

9. Click the Form Header section bar. On the Format contextual tab, in the Control

&% Shape Fill - Formatting group, click the Shape Fill button. Then under Theme Colors in the
palette, click the third box (Light Green, Background 2).

10. Select the label text, and in the Font group, make the text 20 points, bold, and
dark green. Then center the text.

11. If Garden Company wraps to two lines, drag the sizing handle in the middle of the
right side of the label frame to the right until the text fits on one line. Then on
the Arrange tab, in the Sizing & Ordering group, click the Size/Space button,
and under Size in the Size/Space gallery, click To Fit.

The label control now fits its text.

12. Reduce the height of the Form Header section so that it is just big enough to
contain its controls.
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The form now has a more prominent title.

B Custmws\ x

1 L T T T e L B e - A A B

¥ Form Header

The completed Form Header section.

. On the Design tab, display the Controls gallery, and verify that the Use
Control Wizards button is not orange. If the button is orange (active), click
it to deactivate it.

When the Control Wizards feature is turned off, you can add a control with all its
default settings, without having to work through the associated wizard's pages.

. Enlarge the Detail section to create at least an inch of space below the Country
controls.

We want to create a combo box that displays a list of possible countries but that
also allows users to type the country if it is not already in the list.
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15. In the Controls gallery, click the Combo Box button. Then drag diagonally to draw

16.

a box below the Country text box control. Make it about 1.5 inches wide and about
0.25 inch tall.

When you release the mouse button, Access displays a combo box control and an
associated label control.

[~

(=17

I | ]

Because this control is not attached to a field in the Customers table, it is labeled Unbound.

Tip Access assigns a number to each control when it is created. Don't be concerned
if the numbers associated with the controls you create are different from those in our
graphics.

Click the Country text box control. On the Format contextual tab, in the Font
group, click the Format Painter button, and then click the combo box control.

Access copies the formatting of the Country text box to the combo box control
and its label.
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17. Right-click the combo box, and then click Properties to open the Property Sheet.

18.

19.

Now let's create a simple query that extracts one example of every country in the
Country field of the Customers table and displays the results as a list when users
click the combo box arrow.

Click the Data tab of the Property Sheet. Then click the Control Source arrow,
and in the list, click Country.

In the combo box control on the form, Unbound has been replaced by Country.

Verify that the Row Source Type property is set to Table/Query. Then in the
Row Source box, type the following:

SELECT DISTINCT Customers.Country FROM Customers;

There is a period (but no space) between Customers and Country, and a semicolon
at the end of the text.

Property Sheet H3
Selection type: Combo Box

Camballd E

|Format| Data |Ever1t |O’ther| All |

Control Source Country

Row Source SELECT DISTIMCT Customers, Country FROM Customers)
Row Source Type Table/Query

Bound Column 1

Limit To List Mo

Allow Value List Edits Yes

List Items Edit Form

Inherit Value List Yes

Show Only Row Source Value No

Input Mask

Default Value
WValidation Rule
Validation Text

Enabled Yes
Locked Ma
Auto Expand Yes
Smart Tags

To display the entire query, you can widen the Property Sheet by dragging its
left border to the left.
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20.

21.

22.

23.

24.

25.

L shape Outline ~
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26.

Create Custom Forms

Click the combo box label control. Click the Format tab of the Property Sheet,
and change the Caption property to Country.

Click the original Country text box control, and press Delete to delete the control
and its associated label. Then move the new combo box and label into their places,
resizing them as needed.

Tip To ensure that new controls are aligned with existing controls, you can click an
existing control and make a note of its Width, Height, Top, and Left properties. Then
use whichever of those settings is relevant to fine-tune the new control.

Shrink the size of the Detail section until it is only as wide and as tall as it needs to
be to hold its controls.

On the Design tab, in the Controls gallery, click the Line control, and drag a line
across the width of the form to separate the name and phone number information
from the address.

In the Property Sheet, set the Height property to 0 and the Border Width
property to 2 pt. Then close the Property Sheet.

Tip Setting the height to 0 does not make the line invisible; it ensures that the line is
straight.

With the line still selected, on the Format tab, in the Control Formatting group,
click the Shape Outline button, and set the line color to dark green.

Now let's make sure that no matter what size the program window is, the line
always stretches across the width of the form.

On the Arrange tab, in the Position group, click the Anchoring button.
The Anchoring gallery appears.

= =
Stretch Across Top Top Right

=] =

Stretch Dowen Stretch Dowen and Across Stretch Dowen and Right

Top Left

E=] B=] =)

Eottom Left = Stretch Across Bottom Bottom Right

You can anchor a control in four positions and make it stretch in five directions.
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27. In the gallery, click the Stretch Across Top thumbnail.
28. Switch to Form view, and try making the program window various sizes.

Even though the width of the form was only about 5 inches in Design view, the
form header and the line always span the width of the window.

29. Scroll through a couple of records, and then click the Country combo box arrow.

Access displays the country list.

Garden Company

Customers
)
|_CustomerlD| ASHCH |
| Name| |Chris | /Ashton |
| Phone| |(425) 555.0191 |
| Address| 89 Cedar Way |

|:“|w;sto¢e;ﬂ|=||neunond I|‘|'|'A I|&m52 I

coumm] g

Canada
Recard: 4 4 |4 of 110 | search

Selecting possible entries is quick and easy with a combo box.

CLEAN UP Close the Customers form, saving your changes. Retain the GardenCompany07
database for use in the last exercise.
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Adding Subforms

As you saw in "Exploring Forms” in Chapter 1, "Explore an Access 2010 Database,” if a
one-to-many relationship exists between two tables, you can display information from
both the “one” and the “many” sides of the relationship by using a main form and a
subform. For example, the main form for related Customers and Orders tables might
display information about a customer (the “one” side), and the subform might list all
the orders that customer has placed (the "many” side).

Suppose you want to create a main form that includes all the fields of one table with a sub-
form that includes all the fields of another table. As long as there is only one one-to-many
relationship between the tables already defined on the Relationships page, the fastest way
to create the form and its subform is by using the Form tool. Simply click the primary table
in the Navigation pane, and then on the Create tab, in the Forms group, click the Form
button. The Form tool creates and displays a form and subform, each containing all the
fields of its source table.

If you want to create a main form and subform that include only some of the fields in
their underlying tables, you can use the Form wizard. To do so:
1. On the Create tab, in the Forms group, click the Form Wizard button.

2. On the Form wizard's first page, in the Tables/Queries list, click the table on which
you want to base the form.

3. In the Available Fields list, double-click the fields you want to include in the main
form to move them to the Selected Fields list.

4. In the Tables/Queries list, click the table on which you want to base the subform.

5. In the Available Fields list, double-click the fields you want to include in the subform,
and then click Next.

Troubleshooting If the relationship between the selected tables has not been defined,
Access displays a message. You can click OK to display the Relationships page, where
you can define the relationship. You will then need to start the wizard again.

6. On the wizard's second page, with the primary table and Form With Subform(s)
selected, click Next.

7. On the third page, select the layout you want, and then click Next.

8. On the last page, enter the titles you want for your forms, and with Open The
Form To View Or Enter Information selected, click Finish.

The wizard creates and opens the form and subform. You can then use normal
techniques to modify the form created by the Form wizard to suit your needs.
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If you have already created a main form and you now want to add a subform to it, you
can add a Subform/Subreport control to the form.

In this exercise, you'll add a subform to an existing form in Design view, and you'll then
modify its appearance in Layout view.

é SET UP You need the GardenCompany07 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany07 database, open the
Categories form in Design view, and then follow the steps.

1. To give yourself space to work, expand the Detail section until it is about 3
inches tall.

2. On the Design tab, in the Controls group, display the Controls gallery, and at
Y the bottom of the gallery, click the Use Control Wizards button.

You want this button to be active (orange).

3. In the Controls gallery, click the Subform/Subreport button, and then drag a
% box below the Description label and text box controls in the lower portion of the

Detail section.

A white unbound control appears in the form, and the SubForm wizard starts.

SubFarm Wizard

You can use an existing form to create your subform or subreport, or
create your own using tables and/or queries.

What data would you like to use for your subform or subreport?

(@) Use existing Tables and Queries

(7) Use an gxisting form

Customers

1
@

The first page of the SubForm wizard.
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4. With Use existing Tables and Queries selected, click Next.
5. Display the Tables/Queries list, and click Table: Products.

6. In the Available Fields list, double-click the ProductName, CategorylID,
QuantityPerUnit, UnitPrice, and UnitsinStock fields to add them to the
Selected Fields list. Then click Next.

Because there is a relationship between the Products table and the Categories
table that is based on the CategoryID field, the wizard selects Choose From A
List and indicates the relationship it will use.

SubForm Wizard

Would you like to define which fields link your main form to this
subform yourself, or choose from the list below?

(@ Choose from a fist. (™) Define my own.

Show Products for each record in Categories using CategoryID
Mone

Show Products for each record in Categories using CategoryID

[ Cancel ][ < Back H Next > ][ Finish

The third page of the SubForm wizard.

Tip If the wizard can't figure out which fields are related, it selects the Define My Own
option and displays list boxes in which you can specify which fields should be related.
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7. With Choose from a list selected, click Next, and then click Finish to accept the
suggested name for the subform.
Access embeds the Products subform in the Categories form. The subform control
has its own Form Header, Detail, and Form Footer sections, and can be scrolled
independently of the main form.

& Form Header
¥ Detail

]

| 5 i | 5]

The name of the subform appears in a label control above the upper-left corner of the subform
control.

8. Above the subform, click the Products subform label, and press the Delete key.
Then switch to Form view.
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In this view, the subform looks like a datasheet.

Categories

Description |Spring, summer and fall, forced

Product Name < Category i Quan =
| |Magic Lily Bulbs One do: 3
| |Autumn crocus Bulbs One do:
| |Anemone Bulbs One do:
| |Lily-of-the-Field Bulbs One dao:
| |Siberian Iris Bulbs & per pk
| |Daffodil Bulbs & per pk
Peony Bulbs & per pkl+|
Record: M ¢ 1ofin | b b P-:Z:-| & Mo Filter | Search [»] El

Record: M 4 1af1d kK P-:Z:-| K Mo Filter | Zearch |

The subform has its own scroll bars and record navigation bar.

Tip This main form and subform are ideal for checking which products are assigned to
which categories and for looking up information about the products in a category. But
if you want to create a form whose main purpose is data entry, you obviously need to
include all the fields in which the database user will need to enter information.

. Right-click the subform, point to Subform, and then click Form.

In this view, the layout of the subform reflects its layout in Design view.
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Categories 1

Description Spring, summer and fall, forced

Product Name ‘Mc:gic Lily

Category ‘Bulbs EI

Quantity Per Unit ‘One dozen

Unit Price \ $44.00 |

Units In Stock

Record: M 1aof 10 LN

[«

% Mo Filter | search | |:|

% Mo Filter | Search |

Record: 4 1of 16 LI I

The form layout is not as useful as the datasheet layout.

10. Repeat step 9 to switch back to Datasheet view. Then, so that you can modify
the layout of the subform, switch to Layout view.

11. Click any cell in the subform, and on the Format tab, in the Font group, click the
Font Size arrow, and click 9.
12. Point to the right border of the Product Name field name, and when the pointer

changes to a two-headed arrow, double-click to adjust the column to its widest
entry. Then repeat this step for all the other columns.

13. Widen the subform so that Units in Stock is visible, by dragging the subform’s
right border to the right.
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You can now see all the fields of the subform.

Categories 1

Description |Spring, summer and fall, forced

Product Name - | Category - | Quantity PerUnit - | Urit Price - | Units In Stock - |:|
[ Magic Lily Bulbs One dozen $44.00 A0 =
= Autumn crocus Bulbs One dozen $20.43 37| =
B Anemone Bulbs One dozen $30.80 26
| Liky-of-the-Fisld Bulbs One dozen £41.80 34l
| Siberian Iris Bulbs & per pkg. $14.25 30
] Daffodil Bulbs & per pkg. $£14.25 24
| |Peony Bulbs & per pka. $2195 20
Lilies Bulbs & per pkg. $£11.55 Ta(
P Rulhe Aner nkn 490 A8 127
Record: M 1ofin LI 1O | & Mo Filter | Search |:|

Recard: W 1afls kM B | K Mo Filter | Zearch |

Adjusting field widths is often easier in Layout view, where you can see the underlying data
from the table.

14. Switch to Form view, and scroll through several categories by using the record
navigation bar for the main form.

As each category appears at the top of the form, the products in that category
are listed in the datasheet in the subform.

E 15. Click the First Record button to return to the first category (Bulbs). In the
subform, click Bulbs in the Category column to the right of the first product
(Magic Lily).

The arrow at the right end of the box indicates that this is a combo box.

16. Click the arrow to display the list of categories, and then change the category
to Cacti.

|I| 17. Click the Next Record navigation button to move to the Cacti category.

Magic Lily is now included in this category.
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18. Display the Category list for the Magic Lily record, and return it to the Bulbs
category.

We need to prevent people from changing a product's category.

19. Switch to Design view, clicking Yes when prompted to save the form and the
subform.

20. In the subform, click the CategorylD combo box control, and then press Delete.
The CategorylD combo box and its label no longer appear on the form.

21. Save the form, switch back to Layout view, and then adjust the width of the subform,
allowing space for the scroll bar.

22. Switch to Form view, and scroll through the categories.

The results are shown here.

Categories 1

Description |A variety of fertilizers

Product Name - | Quantity Per Unit - | Unit Price - | Units In Stock - |
SureToGrow soil mi 15 1b. bag $995 30 = =
|| GwikRoot 3 b jar $13.00 15 |
e Ewvergresn fertilizer 12 per phkg. $4.50 19
[ Tree & shrub fertiliz 12 per pkg. $4.50 1&
|| Flower fertilizar 3lbs. $4.50 12
| |Plant food 3 lbs. $10.00 G
| |Lawn & garden fee 1 ea. 1200 4
Lawn fertilizer 5 lbs. $12.00 16
| | Prse 8 flruser fertil 5 lhe 4 50 n ™
Record: 1of 24 FOH OB | & Mo Filter | Search | |:|

Record: 4 4 §ofls  » M b-.':l "% Mo Filter | Search |

You can easily use this form to check the assignments of products to categories.

CLEAN UP Close the Categories form, saving your changes. You don’t need the
GardenCompany07 database for the next topic, so you can close it.
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Different Types of Forms

Most forms facilitate data entry—adding or editing records in one or more tables.
However, some forms are more specialized than others, and some serve purposes
other than data entry. Here is an overview of the types of forms you can create
from the Forms group on the Create tab:

Blank form in Design view Clicking the Form Design button displays a blank
design grid where you can design a form from scratch.

Blank form in Layout view Clicking the Blank Form button displays a blank
canvas and opens the Field List, from which you can drag fields from the
database tables onto the form.

Navigation Clicking the Navigation button displays a gallery of predefined
navigation form layouts. You must use a navigation form to provide access to
the objects in a Web database, which has no Navigation pane. But navigation
forms can be useful for any database.

See Also For information about navigation forms, see “Creating Navigation
Forms” in Chapter 11, “Make Databases User Friendly.”

Clicking the More Forms button displays a gallery of additional types of forms:

Multiple Items This form, sometimes called a Continuous form, allows you
to see more than one record at a time on a single form page.

Datasheet This form looks and behaves like a datasheet (table).

Split Form This form provides two synchronized views of the same data, one
in a form and the other in a datasheet. This greatly simplifies the process of
finding and editing records.

Modal Dialog This form looks and behaves like a dialog box. It has default
OK and Cancel buttons. When it is active, nothing else can be done until it is
closed.

PivotChart This form displays interactive information in a chart.

PivotTable This form displays an interactive table that uses whatever calculation
methods you specify to summarize the data.
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Using E-Mail Forms to Collect Data

If you use Microsoft Outlook, you can create survey forms that you can send to other
people in e-mail messages. When people respond, you can have Access automatically
add the responses to a database table. For example, you might use this capability to
gather status reports or order information.

For this process to work, the survey form recipients must be using an e-mail program
that supports e-mail messages formatted as HTML. These days, most mainstream e-mail
programs support this format. If your organization uses Microsoft Outlook 2007 or
Outlook 2010 and Microsoft Office InfoPath 2007 or later, you can also collect data
via an InfoPath form.

See Also For information about additional options and refinements you can make to e-mail
surveys, search for Add the data collected through e-mails to your Access database in Access Help.

The Collect Data Through E-mail Messages wizard guides you through the process of
creating an e-mail survey form. You can create different types of surveys depending on
the applications that are installed on your computer.

To collect data from an e-mail survey form:

1. Create a database table containing the fields you want to include in your survey
form, and position the cursor in the first empty record.

2. On the External Data tab, in the Collect Data group, click the Create E-mail button.
The wizard displays its first page.
Collect data through e-mail messages @

Getting started with colectng data using e-mail messages

‘ou can collect data Fram other people by sending them a data entry form in an e-mail message. When users return the completed
Forms, wou can choose to have the data in these Forms processed and stored in an Access database.

The wizard assists you with setting up an operation to collect data using e-mail. The operation requires completing the Fallowing
major skeps:

1. Choose the type of data entry form that you want to send.
2. Specify the data that you want to collect.
3. Specify whether you want the data to be automatically processed and added to the database.

4. Select how you want to specify e-mail addresses of the recipients.

5. Review and send e-mail messages with data entry forms.

The wizard provides an overview of the process.
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3. Follow the steps in the wizard to create the form, add and reorder the fields from the
table, change field labels, specify the Outlook folder to which the survey results will
be delivered, specify that Outlook should automatically add replies to the original
Access database table, and specify the survey recipients.

4. Customize the subject and text of the e-mail message that will be created, and then
on the Create The E-Mail Message page, click Create.

If Outlook is not already running on your computer, the program starts and displays a
generic message along with a form based on the selected table.

|"5'a| HY 6+ 9| Add ProjectStatus Table Form AccessDataCollection:{ 88790823-8A0C-.., = = 537
File Message Insert Options Format Text Revi ey 3 0
= PO — ¥ Follow Up ~

E- & = ~ A A b SSH @I [Jl LEI |Z \
E U ¥ High Impartance
Faste B 7 U |®- A = $= | Address Check | Altach Attach Signature Zoom
- ¥ - Book  Mames File  Item~ - & Lows Importanice
Clipboard Basic Text Mames Include Tags M| Zoom
o | |
g _]-
Py Cc | |
Send

Subject: |Add ProjectStatus Table Form

» &R

Fill out the form included in this message and send it back to me.

Note: Type only in the areas designated for data entry. Tour reply will be automatically processed, so it iz important that
the fortn or the message 15 not altered m any other way.

The e-mail message contains instructions to the recipients about what to do with the
survey form.

Troubleshooting The appearance of buttons and groups on the ribbon changes depending
on the width of the program window. For more information, see “Modifying the Display
of the Ribbon” at the beginning of this book.

5. Make any necessary changes to the Subject line and message, enter the addresses
of the survey recipients on the To line, and then send the message.
Tip When sending a data collection e-mail message to more than one person, it is
good e-mail etiquette to enter your own e-mail address on the To line and other

people’s addresses on the Bcc line. That way, if a message recipient clicks Reply All,
his or her response will go only to you, rather than to all the original recipients.
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Message recipients respond to the survey by replying to your message. Outlook delivers
survey responses to the Access Data Collection Replies folder (which it creates the first time
you need it). You can view individual survey responses and the status of the data collection
process in this folder, and you can view the collected survey data in the original table.

To change the way Access processes message replies, display the table and then click
the Manage Replies button in the Collect Data group. In the Manage Data Collection
Messages dialog box, you can click Message Options to adjust the automatic processing
options, specify the number of replies to be processed, and choose when to stop collecting
data. You can also resend or delete the message containing the survey form.

Key Points
® Forms have three main sections: Form Header, Detail, and Form Footer. You can
size them to suit the needs of the form.

® You can customize any section of your form'’s layout by adding and deleting labels,
moving labels and text box controls, and adding graphics.

@ After you define a relationship between tables, you can add subforms to your forms.

® You can create forms to send in Outlook e-mail and automatically update an
Access database with the responses.
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In this chapter, you will learn how to
Create queries by using a wizard.
Create queries manually.

Use queries to summarize data.

Use queries to perform calculations.
Use queries to update records.

A N N N N N N

Use queries to delete records.

Microsoft Access 2010 provides a variety of tools you can use to locate specific items of
information. In addition to sorting and filtering tables and forms, with a little more effort,
you can create queries. There are two basic types of queries:

® Select queries These find records in the database that match the criteria you specify
and then display those records in a datasheet, form, or report. You can use select
queries to display specific fields from specific records from one or more tables.

® Action queries These find records in the database that match the criteria you specify
and then do something with those records. You can use action queries to ensure the
ongoing accuracy of a database; for example, by updating information or deleting
selected records from a table.

You can save both types of queries and run the saved queries at any time to generate
updated results when data changes.

In this chapter, you'll create queries to locate information that matches multiple criteria.
Then you'll create queries to summarize data and perform calculations. Finally, you'll
create an update query and a delete query.

Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice file you'll use to complete the
exercises in this chapter is in the Chapter08 practice file folder. A complete list of
practice files is provided in “Using the Practice Files” at the beginning of this book.

209
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Creating Queries by Using a Wizard

In Chapter 4 "Display Data,” you learned how to retrieve information from a database
table by filtering it. These techniques are effective, but limited in the following ways:

® The Filter commands are not saved, or are saved only temporarily.
® The Filter commands are applied only to the table or form that is currently open.

If you want a filter to be permanently available, or if you want to filter more than one
table or tables that are not open, you need to move beyond filters and into the realm
of queries.

The most common type of query is the select query. The easiest way to set up a select
query, especially when you are first learning about them, is to use a Query wizard. Four
wizards are available:

® Simple This wizard sets up a query to retrieve data from one or more tables and
displays the results in a datasheet. For example, you could use a simple query to
extract the name and address of every customer who has ever placed an order.

® Find Duplicates This wizard sets up a query to locate records that have the same
information in one or more fields that you specify. For example, you could use this
type of query to extract the name and address of every customer who has placed
more than one order.

® Find Unmatched This wizard sets up a query to locate records in one table that
don't have related records in another table. For example, you could use this type
of select query to locate people in the Customer table who have never placed an
order.

® Crosstab This wizard sets up a query to calculate and restructure data for easier
analysis. You can use a crosstab query to calculate a sum, average, count, or other
type of total for data that is grouped by two types of information, one down the
left side of the datasheet and one across the top. The cell at the junction of each
row and column displays the results of the query’s calculation.

The process of creating a simple select query by using the Query wizard is almost identical
to that of creating a form by using the Form wizard. For a query to work effectively with
multiple tables, Access must understand the relationships between the fields in those tables.
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See Also For more information about creating relationships, see “Creating Relationships
Between Tables” in Chapter 2, "Create Databases and Simple Tables.”

Regardless of whether you create a query by using a wizard or manually, what you create is
a statement describing the conditions that must be met for records to be matched in one
or more tables. When you run the query, the matching records appear in a new datasheet.

In this exercise, you'll use the Simple Query wizard to create a query that combines
information from two tables that are related through a common field. You'll then look
at the underlying structure of the query, hide some fields, and sort the query results.

SET UP You need the GardenCompany08_start database located in your Chapter08
practice file folder to complete this exercise. Open the GardenCompany08_start
database, and save it as GardenCompany08. Then follow the steps.

1. On the Create tab, in the Queries group, click the Query Wizard button.
The New Query dialog box opens.

Mewr Query

Simple Quary Wizard

Crosstab Query Wizard

Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select query
From the Fields wou pick.

[ [a]4 ]’ Cancel ]

In this dialog box, you choose which of the four Query wizards you want to use.

2. With Simple Query Wizard selected in the list, click OK.

The Simple Query wizard starts.

www.it-ebooks.info


http://www.it-ebooks.info/

212 Chapter 8 Create Queries

-

Sirmple Query YWizard

Which fields do you wantin your guery?

You can choose from more than one table or query.

Tables/Queries

Table: Categories [=]

Available Fields: Selected Fields:

Description

CategoryMName
=

o

< Back l Mext = ] l Einish ]

If no table is selected in the Navigation pane when you click the Query wizard button,
the first table in the list is selected on the wizard'’s first page.

. Display the Tables/Queries list, and click Table: Customers. Then click the Move

All button to move all the fields from the Available Fields list to the Selected
Fields list.

. In the Selected Fields list, click the PhoneNumber field, and then click the

Remove button.

This is the quickest way to move all but one or two fields to the Selected Fields list,
especially if a table has many fields.

. Display the Tables/Queries list, and click Table: Orders.
6. In the Available Fields list, double-click the OrderID, OrderDate, ShippedDate,

and RequiredDate fields to move them to the Selected Fields list. Then click Next.

Tip If a relationship between the tables hasn’t already been defined, you will be
prompted to define it. You will then need to restart the wizard.

On the wizard's second page, you specify whether you want to see detailed or
summarized query results.
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7. With Detail selected, click Next.

Creating Queries by Using a Wizard

See Also For information about summarizing data with a query, see “Using Queries to
Summarize Data” later in this chapter.

8. On the wizard's last page, change the query title to Customer Orders. Then with
Open the query to view information selected, click Finish.

Access runs the query and displays the results in a datasheet.

9. Scroll the datasheet to the right.

The requested order information is displayed to the right of each customer’s
information.

88004
VAT 1Y9
V4T 1Y9
88052
88072
B8B277
88053
88902
43707
87008
88121
84112
24306
V7L1L3
V7L 5A6
88119
88007
73844
88115
Recard: 4

PostalCode ~

Lofa?

¥

Country ~| OrderlD ~ | OrderDate - ShippedDatt -~ |RequiredDai -

USA 11080
Canada 11140
Canada 11149
USA 11092
USA 11054
USA 11093
USA 11110
USA 11139
USA 11103
USA 11105
USA 11081
USA 11125
USA 11129
Canada 11153
Canada 11151
USA 11152
USA 11096
USA 11084
USA 11131

(IS O Mo Filter | Search

1/5/2010
2/1/2010
2/2/2010
1/16/2010
1/22/2010
1/19/2010
1/24/2010
1/31/2010
1/23/2010
1/23/2010
1/6/2010
1/29/2010
1/30/2010
2/3/2010
2/3/2010
2/3/2010
1/22/2010
1/12/2010
1/30/2010
4

1/6/2010
2/2/2010
2/3/2010
1/19/2010
1/23/2010
1/21/2010
1/25/2010
2/1/2010
1/24/2010
1/25/2010
1/7/2010
1/30/2010
1/31/2010
2/7/2010
2/5/2010
2/7/2010
1/23/2010
1/14/2010
1/31/2010
i

2/7/2010

1/28/2010

2/3/2010

4

The customers who have placed orders appear in the query results.

10. On the View Shortcuts toolbar, click the Design View button.

Access displays the query in the Query Designer.
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11.

12.

B (Jllslnmﬂﬂnlﬂs\ X
F
Custarmers Orders =
& s &) s
% CustomerlD CrderlD
FirstMarne = -_\—- CustametID I
Lasthame AccountRep
Address OrderDate
City ShippedDate
Regian 3 ShippedBy 2
-
40 »
Field: | (@Y [] Firstname LastMame Address City =
Table: | Customers Customers Customers Customers Customers |=
Sort:
Show:
Criteria:
on -
400 4 )

The Customer Orders query in the Query Designer.

In the top pane of the Query Designer, the Customers and Orders field lists are linked
by a relationship based on the CustomerlD field in both tables. In the bottom pane,
the fields used in the query appear in the cells of the Field row, and each field's table
is identified in the Table row. In the Show row, each field's check box is selected by
default. If you want to use a field in a query—for example, to sort by, to set criteria
for, or in a calculation—but don't want to see the field in the results datasheet, you
can clear its Show check box in the design grid.

See Also For more information about the Query Designer, see the next section, “Creating
Queries Manually.”

In the Show row, clear the check boxes for CustomerlD, Address, Country, and
OrderlID.

In the Sort row, click the PostalCode field, click the arrow that appears, and then
click Ascending.

When you run the query, the results in the datasheet will now be sorted on this field.
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Field: | Address City Region
Table: | Customers Customers Customers
Sort:
Show:
Criteria:
or
L4 (]

FostalCode
Customers

Country —
Customers |

(]

The modified Customer Orders query.

13. On the Design tab, in the Results group, click the Run button.

Tip When a query is open, you can also simply switch to Datasheet view to run a query.

The datasheet shows the new results.

Customer Orders
FirstMame - | LastMame - City - Region -~ | PostalCode - | OrderDate - SHa
Ramos Helena MT 49624 1/12/2010
Randall Boseman Butte MT 49707 1/23/2010 |=
| |Scott Gode Pocatello 1D 73204 1/30/2010
Richard Lum Boise 1D 73704 2/2/2010
Brian Cox Moscow 1D 73844 1/12/2010
Parul Manek Provo uT 74606 2/6/2010
Kathie Flood Glendale cA 81203 1/29/2010
| _|Ben Miller Granada Hills CcaA 81344 2/7/2010
Scott Mitchell Escondido CA 82029 2/7/2010
Patricia Doyle Carmel Valley CA 83924 1/26/2010
| | David Campbell San Francisco | CA 84112 1/29/2010
Patrick Sands San Francisco CA 84140 2/6/2010
Chris Cannon Palo Alto CA 84306 1/30/2010
| |Ted Bremer Beaverton OR 87008 1/23/2010
| |Sydney Higa Portland OR 87201 1/22/2010
] Andrew R. Hill Portland OR 87210 1/29/2010
Modesto Estrada Burns OR 87710 1/14/2010
Anne Hellung-Larsen Elgin OR 87327 1/26/2010
Karan Khanna Auburn WA 88001 1/6/2010 EI
Recard: M4 4 1of &7 M b | Ik Mo Filter | Search W ]

Four fields no longer appear in the datasheet, and the extracted records are sorted on the

PostalCode field.

CLEAN UP Close the Customer Orders query, saving your changes. Retain the
GardenCompany08 database for use in later exercises.
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Creating Queries Manually

The Query wizards guide you through the creation of the common queries, but you
create less common queries manually in Design view, by using the Query Designer.

|
Custarmers Orders Shippers %
¥ CustomerID |- 2 * | N * ;”A_;
FirstMame B _\_ QrderlD !=: ¥ shipperdD |
Lasthlame i_i CustometID 5=? Comparny |=|
Address 3 AccountRep Contact (W
City L OrderDate Street
Region ) ShippedDate ol City E
PostalCode | ™) ShippedBy ™ State [l
[+
A [»]
Field: | PostalCode ShippedDate ShippedBy Contact izf
Table: | Customers Crders Orders Shippers =
Sort: Ascending
Showr:
Criteria: EBetween #1,/1,/2010 . ¥
on ||

A query created manually in the Query Designer.
You are already somewhat familiar with the Query Designer, but let’s review:

® In the Diagram pane at the top the Query Designer are field lists for the tables that
can be included in the query.

® Lines connecting the field lists indicate that the tables are related by common fields.
® A table's primary key field is indicated in its field list by a key icon.

® The Field row of the Grid pane at the bottom of the Query Designer contains the
names of the fields actually included in the query.

® The Table row shows which table each field belongs to.
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® The Sort row indicates which field(s) the query results will be sorted on, if any.

® A selected check box in the Show row means that the field will be displayed in the
results datasheet. (If the check box isn't selected, the field can be used in determining
the query results, but it won't be displayed.)

® The Criteria row can contain criteria that determine which records will be displayed.
® The Or row sets up alternate criteria.

When you create a query manually, you add field lists for the tables you want to use
to the Diagram pane of the Query Designer and then either double-click or drag fields
from the lists to consecutive columns of the Grid pane. You then indicate which field to
sort the matched records on and which field values to show in the results datasheet. But
as with filters, the power of queries lies in the criteria you can set up in the Criteria and
Or rows. This is where you can specify precisely which information you want to extract.

See Also For information about filters, see Chapter 4, “Display Data.”

If you want to run an existing query with a variation of the same basic criteria, you can
display the existing query in Design view, modify the criteria, and then rerun the query.
However, it would be tedious to do this more than a couple of times. If you know you
will often run variations of the same query, you can set it up as a parameter query.
Parameter queries display a dialog box to prompt for the information to be used in the
query. For example, suppose you know you are getting low on the stock of an item and
you need to place an order for more of that product with the supplier. You might use
a parameter query to request the name of a supplier so that you can identify other
products you purchase from that supplier before placing the order. This type of query
is particularly useful when used as the basis for a report that is run periodically.

In this exercise, you'll re-create the Customer Orders query by manually specifying criteria
in the design grid. You'll add criteria to extract the records for specific dates, and then
modify the query so that it requests the dates to extract at run time.

SET UP You need the GardenCompany08 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany08 database, and then
follow the steps.

1. On the Create tab, in the Queries group, click the Query Design button.

Access displays a blank query design grid and opens the Show Table dialog box.
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Show Table [~ 5| [
Tables | Queries | Eaoth

Cakeqories
Customers
Emplovess
Crder Details
Crders
Products
Shippers
Suppliers

[ Add ] [ Close

The Tables page of the Show Table dialog box.

. In the dialog box, double-click Customers, double-click Orders, and then

click Close.
Access adds a Query Tools Design contextual tab to the ribbon.

Tip To add the field list for another table to an existing query, you can redisplay the Show
Table dialog box at any time by clicking the Show Table button in the Query Setup group
on the Design contextual tab. You can also drag the table from the Navigation pane to the
Diagram pane of the Query Designer. To delete a table from a query, right-click the table’s
field list, and then click Remove Table.

. Double-click the title of the Customers field list to select all the fields in the list.

Then point to the selection, and drag down to the Field row of the first column in
the grid.

Access copies all the fields into consecutive columns and inserts Customers into the
Table row of each column to indicate the source of the field.

Tip The asterisk at the top of each field list represents all the fields in the table. Dragging
the asterisk to a column in the Field row inserts a single field that represents all the fields,
meaning that you cannot then manipulate the fields individually.

. Scroll the grid to the right, and click in the Field row of the next blank column. Then

in the Orders field list, in turn double-click the OrderlD, OrderDate, ShippedDate,
and RequiredDate fields.

Access adds the fields from the Orders table to the next four columns.

www.it-ebooks.info


http://www.it-ebooks.info/

"#' Delete Calumts

10.

Creating Queries Manually 219

Field: | PhoneMumber OrderlD OrderDate ShippedDate :
Table: | Customers Orders Orders Orders Orders =
Sort:
Showr:
Criteria:
ar: a
4 1] 4

You have added fields from two tables to the design grid.

Point to the gray field selector above the PhoneNumber field, and when the pointer
changes to a black down arrow, click to select the column. Then in the Query Setup
group, click the Delete Columns button.

Keyboard Shortcut Press Delete to delete the selected column.

See Also For more information about keyboard shortcuts, see “Keyboard Shortcuts”
at the end of this book.

In the Show row, clear the check boxes of the OrderID, Country, Address, and
CustomerlID fields.

In the Sort row, set the PostalCode field to Ascending.

You have now manually recreated the Customer Orders query from the previous
exercise.

. In the Results group, click the Run button. Check the datasheet to ensure that the

query produces the correct results, and then switch back to Design view.

Let's make this query return the records for a specific range of dates.

In the Criteria row of the OrderDate field, type the following, and then press Enter:
Between 1/1/2010 And 1/8/2010

Tip When you type the A of And, Access displays a list of operators you might be intending
to type. You can click an option in the list to save yourself a few keystrokes. In this case,
ignore the list, and it will disappear.

Point to the right border of the OrderDate field selector, and when the pointer
changes to a two-headed arrow, double-click to widen the field to fit its contents.

You can now see the entire criterion in this field.

Field: | OrderlD OrderDate ShippedDate RequiredDate -
Table: | Orders Orders Orders Orders =
Sort:
Show: &l
Criteria: Between #1/1/2010# And #1/8/2010#
or i
4 it |4

Access has added # signs to designate a date format.
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11.

12.

13.

14.
15.

16.

Run the query.

Access extracts the matching records.

LastName =~ City - Region - PostalCode - | OrderDate = |Ship|

| Khanna Auburn WA 88001 1/6/2010
Pilar Ackerman Bellevue WA 88004 1/5/2010
Eric Lang Bothell WA 88011 1/5/2010
Reed Koch Seattle WA 88103 1/8/2010
Kevin F. Browne Seattle WA 88121 1/6/2010

*

Only five orders were placed in the requested period.

Now let's have the query request the range of dates each time you run it.

Switch to Design view. In the Criteria row of the OrderDate field, type the following
exactly as shown, and then press Enter:

Between [Type the beginning date:] And [Type the ending date:]
Run the query.

The Enter Parameter Value dialog box opens.

Enter Pararneter Value

Twpe the beginning date:

[ Ok ][ Cancel ]

The first Enter Parameter Value dialog box requests the beginning date in the range.

In the text box, type 1/8/10, and click OK.
In the second Enter Parameter Value dialog box, type 1/15/10, and click OK.

Access redisplays the datasheet, this time listing only the nine orders placed between
the specified dates.

Save the query as Orders By Date.

CLEAN UP Close the query. Retain the GardenCompany08 database for use in later
exercises.
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Using Queries to Summarize Data

You typically use a query to locate all the records that meet some criteria. But some-
times you are not as interested in the details of all the records as you are in summarizing
the query results in some way. For example, you might want to know how many orders
have been placed this year or the total dollar value of all orders placed.

Tip You don't have to create a query to summarize all the data in a table. You can display the
table in Datasheet view and then on the Home tab, in the Records group, click the Totals button
to add a Total row at the bottom of the table. (Clicking the Totals button again removes the row
from the table.) In the Total row of each field, you can select the type of summary data you want
to appear from a list. The types available for each field depend on its data type. For example,
you can count all fields, but you can only calculate the sum or average of fields containing
numeric data.

The easiest way to extract summary information is by creating a query that groups the
necessary fields and does the math for you. The calculations are performed by using one
of the following aggregate functions:

® Sum Calculates the total of the values in a field
Avg Calculates the average of the values in a field
Min Extracts the lowest value in a field

Max Extracts the highest value in a field

Count Counts the number of values in a field, not counting Null (blank) values

StDev Calculates the standard deviation of the values in a field
® Var Calculates the variance of the values in a field
Tip You cannot use aggregate functions in queries in Web databases.

When you use the Simple Query wizard to create a query based on a table that has
fields containing numeric data, the wizard gives you the option of creating a summary
query. If you click Summary Options, the wizard displays a page on which you can
specify the aggregate function you want to use.
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>

Totals

Surnmary Dptions
What summary values would you like calculated?
Field Sum  Avg  Min  Max
OrderID | B B =
Freight o O ] O

[] Count records in
Orders

If you are using the Simple Query wizard to build a query with fields that contain
numeric data, you can have the wizard add an aggregate function to the query.

When creating a query manually, or modifying an existing query, you can click the Totals
button in the Show/Hide group on the Design tab to add a Total row to the grid. You
can then select the aggregate function you want from a list.

Tip The list in the Total row also allows you to group fields, select the first or last record that
meets the specified criteria, enter an expression, or make additional criteria refinements.

In this exercise, you'll create a query that calculates the total number of products in an
inventory, the average price of all the products, and the total value of the inventory.

SET UP You need the GardenCompany08 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany08 database, and then
follow the steps.

1. Open the Query Designer, and add the Products field list to the Diagram pane.
2. In the Products field list, double-click ProductID, and then double-click UnitPrice.
3. On the Design contextual tab, in the Show/Hide group, click the Totals button.

Access adds a Total row below the Table row in the Grid pane, and displays the
Group By aggregate function in the Total row of each field.

Tip If you need to adjust the height of the grid after adding the Total row, drag the bar
that separates the Diagram and Grid panes upward.

4. Click in the Total row of the ProductID field, click the arrow, and then in the
list, click Count.

Access replaces Group By with the Count aggregate function.
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5. Display the Total list for the UnitPrice field, and click Avg.

When you run the query, the Count function will return a count of the number of
records containing a value in the ProductID field, and the Avg function will return
the average of all the UnitPrice values.

Field: | ProductiD UnitPrice =
Table: |Products Products =
Total |Count A o) =]

Sort:
Show: [ [E] [
Criteria:
ar: v
4m »

This simple query summarizes the data in two ways.

6. Run the query.

The query returns a single record.

_5,'-|th1\\ %

The results show that the average price of 189 products is $17.92.

7. Switch back to Design view.

Now let's add a new field that uses data from two fields in the Products table to
perform a calculation.

8. In the Field row of the third column, type UnitPrice*UnitsIinStock, and press Enter.
9. Widen the third column so that you can see the entire contents.

Access has changed the expression you typed to the following:

Exprl: [UnitPrice]*[UnitsInStock]

Field: |ProduclID UnitPrice Exprl: [UnitPrice]*[UnitsInStock] E :
Table: |Products Products =
Total: | Count Avg Group By
Sort:
Showr: =
Criteria:
ar "
4| m 4

This expression will multiply the price of each product by the number of units in stock.

10. Double-click Exprl, and type Value of Inventory as the expression’s label.
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11. Display the Total list for the third column, and then click Sum.
12. Save the query with the name Product Analysis.
13. Run the query.
The Sum function returns the sum of all the values calculated by the expression.

14. Widen the columns of the results datasheet so that you can see their entire
contents.

Access has summarized the data according to your specifications.

- Product Andysis\ X
CountOfProductll -~ | AvgQfUnitPrice - | Value of Inventory -
8 $17.92 $27,405.41

The query has summarized the data in three ways.

x CLEAN UP Close the query. Retain the GardenCompany08 database for use in later

exercises.

Using Queries to Perform Calculations

As you saw in the previous exercise, you can not only use a query to summarize data by
using built-in aggregate functions but you can also perform a calculation and create a new
field in which to store it. For example, you might want to calculate an extended price or
how long employees have worked for the company.

One of the basic tenets of good database design is that you should never store informa-
tion that can be calculated from existing data. Rather than creating a new field in a table
and increasing the size of the database with redundant information, you should use the
Expression Builder to insert an expression in the design grid that computes the desired
information from existing data whenever you need it.

Tip Itis possible to use the results of one query as a field in another query. The nested query
involves use of a Structured Query Language (SQL) Select statement and is called a subquery.
For more information about subqueries, search for Nest a query inside another query or in an
expression by using a subquery in Access Help.

In this exercise, you'll create a query that combines information from two tables into a
datasheet and calculates the extended price of an item based on the unit price, quantity
ordered, and discount.
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SET UP You need the GardenCompany08 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany08 database, and then
follow the steps.

1. Open the Query Designer, and add the Order Details and Products field lists to
the Diagram pane.

2. Drag the fields in the following table from the field lists to consecutive columns in
the design grid.

From this table Drag this field
Order Details OrderID
Products ProductName
Order Details UnitPrice
Order Details Quantity
Order Details Discount

The query will extract information from these five fields.

|
Order Details Products =
e 2 % ProductD ||
T ordedD _/_ ProductMame  —
% ProductD LatinMame =
UnitPrice SupplierlD
Qantity CategoryID B
Discount QuantityPerlni
UnitPrice hd
[+
4 L] [»]
I R ————————
Field: | OrderlD ProductName UnitPrice Quantity |;|
Table: | Order Details Products Order Details Order Details Order Details|f|
Sort:
show:
Criteria: -
or: hd
Eam| [

The results datasheet will display the extracted information in the order of the fields in the
design grid.
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Run the query.

Access displays the results in Datasheet view.

UnitPrice ~| Quantity - | Discount - |«

- $18.75 a 0 |§|

| 11079 Compost bin $58.00 1 0 B
58] 11083 Compost bin $58.00 1 0
| 11138 Compost bin $58.00 1 0
L 11152 Compost bin 558.00 1 0
|| 11085 Cactus sand potting mix $4.50 2 0
| 11093 Cactus sand potting mix 84.50 2 0
L 11121 Cactus sand potting mix 54.50 1 ]
L] 11132 Cactus sand potting mix 54.50 1 0
] 11148 Cactus sand potting mix $4.50 1 0
G2 11114 Weeping Forsythia $18.00 3 0
|| 11147 Weeping Forsythia $18.00 1 0
S 11082 Bat box $14.75 3 0
|| 11086 Bat box $14.75 2 0
|| 11159 Bat box 514.75 3 0.1
| 11152 Beneficial nematodes 519.95 1 ]
| 11089 Crown Vetch 512.95 1 0
] 11110 Crown Vetch $12.95 1 (1]

11089 English Ivy 45.95 1 0 [+]

Record: W« 1of215 | b M b [ K Mo Filter | [Search |

The results show that the query is working correctly.

Save the query with the name Order Details Extended.

Switch to Design view. Then in the OrderID column, display the Sort list, and click
Ascending.

Now in a new field in the design grid, let’s use the Expression Builder to insert an
expression that computes the extended price by multiplying the unit price by the
quantity sold, minus any discount.

In the Field row, right-click in the first blank column, and then click Build.

The Expression Builder dialog box opens.
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Expression Builder
Enter an Expression to define the calculated query field:
(Examples of expressions include [Field1] + [field2] and [field1] < 5)

Expression Elements Expression Categories Expression Yalues

@ Order Details Extended <Paramaters >
() Functions OrderID

ProductiMarne
(4]
| GardenCompany 03, acodb UnitFrice
- constants Cuankity
-] Operators Discounk

ﬁr Common Expressions

The Expression Builder dialog box.

Here is the expression you are going to build in the expression box:
CCur([Order Details]![UnitPrice]*[Order Details]![Quantity]*(1-[Order Details]![Discount]))

The CCur function converts the results of the math inside its parentheses to currency
format.

Tip If you wanted to type this expression directly into the field, you could simplify it
to this:

CCur([Order Details]![UnitPrice]*[Quantity]*(1-[Discount]))

The [Order Details]! part is required only for the UnitPrice field, which appears in both
tables. It tells the query which table to use.

. In the Expression Elements list, double-click Functions, and then click Built-In
Functions.

. In the Expression Categories list, click Conversion. Then in the Expression
Values list, double-click CCur.

www.it-ebooks.info



http://www.it-ebooks.info/

228

Chapter 8

9.

10.

11.

12.

13.

Create Queries

Access inserts the currency conversion function into the expression box.

Expression Builder @
Enter an Expression to define the calculated guery Fisld;

(Examples of expressions include [field1] + [field2] and [field1] < 5)

CCur{gexpressions:)
Expression Elements Expression Categories Expression Yalues

--E5 Order Details Extended <hll= Asc

=) Functions Wﬁtrra & [ st
CBoal

() Built-In Functions

e Database CEyte
£ GardenCompamy5 || DatefTime (e A

»

L | »

m

f) Web Services Domain Aggreqgate CDate
(4h| GardenCampanyd.accdb 'E_”C"' Halndling gﬁbl
o inancia i r
H et General Chri
i © Operators Inspection Chirty
E ﬁ- Common Expressions Math = | | Chrwd i

CCur expression )

Coerces an expression ko a Currency.

The <<expression>> inside the parentheses represents the expressions that will eventually
result in the number Access should convert to currency format.

In the expression box, click <<expression>> to select it, so that the next thing
you enter will replace it.
The next expression element is the UnitPrice field from the Order Details table.

In the Expression Elements list, click the minus icon to the left of Functions to col-
lapse that element. Then click the plus icon to the left of GardenCompany08.accdb,
double-click Tables, and click Order Details.

In the Expression Categories list, double-click UnitPrice.

Access replaces the <<expression>> placeholder with the table/field information,
leaving the cursor after [UnitPrice], which is exactly where you want it. Now you want
to multiply the amount in the UnitPrice field by the amount in the Quantity field.

In the Expression Elements list, click Operators; in the Expression Categories
list, click Arithmetic; and in the Expression Values list, double-click * (multiply).

Access inserts the multiplication sign and an <<Expr>> placeholder.

In the expression box, click <<Expr>> to select it. In the Expression Elements
list, double-click GardenCompany08.accdb, double-click Tables, and click Order
Details. Then in the Expression Categories list, double-click Quantity.
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So far, you have entered an expression that calculates the total cost by multiplying
the price of an item by the quantity ordered. However, suppose the sale price is
discounted due to quantity or another factor. The discount, which is stored in the
Order Details table, is expressed as the percentage to deduct. But it is easier to
compute the percentage to be paid than it is to compute the discount and sub-
tract it from the total cost.

In the expression box, type *(1-. In the Expression Categories list, double-click
Discount. Then type ).

Although the discount is formatted in the datasheet as a percentage, it is actually
stored in the database as a decimal number between 0 and 1. (For example, a dis-
count displayed as 10% is stored as 0.1). So if the discount is 10 percent, the result
of (1-Discount) is 0.9. In other words, the formula multiplies the unit price by the
quantity and then multiplies that result by 0.9.

Expression Builder @
Enter an Expression to define the calculated query field:
{Examples of expressions include [Field1] + [field2] and [fieldl] < 5}
CiZuriOrder Details] [UnitPrice ¥ Order Details]! [Quantity 7% 1-[Order
Details ] Discount )

Expression Elements Expression Categories Expression Values
'flj Ordet Details Extanded <Parameters
() Functions g)rd;rIE)N
GardenCompanvDB.accdb roductiame

E UnitPrice
-] Constants Cuankity

LY Operators Digcournk
7 Comman Exprassions

The complete expression.

Tip If an entire expression isn't visible in the expression box, you can widen the
Expression Builder dialog box by dragging its left or right border.

In the Expression Builder dialog box, click OK.

Access enters the expression in the design grid.
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16. Press Enter to complete the entry of the expression. Then widen the column so
that the entire expression is visible.

Access has assigned the label Exprl to the field. (This label is known as the field alias.)
17. In the design grid, double-click Exprl, and then type ExtendedPrice.
18. Run the query.

Access displays the results in a datasheet.

Order Details Extended

OrderlD - |  Product Name - | UnitPrice - | Quantity - Discount - | ExtendedPrice ||

| £ Crushed rock 562.50 1 0 3625(|§|

= 11079 Compost bin 558.00 1 1] §58.00
|| 11080| Douglas Fir 518.75 1 0 518.7°
B 11080 Fortune Rhododendron 524.00 2 0.1 54320
[ 11081 Golden Larch §27.00 1 0 §27.00
& 11081 Lawn cart $85.00 1 0.1 $76.5(
B 11082 Bat box $14.75 3 0 $44.2¢
[ 11083 Compost bin $58.00 1 1] $58.0(
L] 11083 GrowGood potting soil 56.35 1 0 56.3¢
&S| 11083 QwikRoot 518.00 1 0 518.00
] 11083 Grass rake 511.95 1 0 §11.9¢
L 11084 Gooseberries $7.50 3 0 §22.5(
|55 11084 Ambrosia $6.25 1 0 56.2°
e 11084 Blackberries $4.50 & 0 §27.00
5% 11085/ Cactus sand potting mix $4.50 2 0 59.0(
|| 11086 Bat box $14.75 2 0 $29.5¢
= 11087 Pea gravel $24.00 3 0 §72.00
|| 11088 Grandiflora Hydrangeas $40.00 1 0 £40.0¢

11089 Crown Vetch $12.95 1 0 512.95~|

Record: M« 1of215 | v M v | R B Filter | search O w ] =

The orders are now sorted by the OrderID field, and the extended price is calculated in the
last field.

19. In the few records with discounts, verify that the query calculates the extended
price correctly.

CLEAN UP Close the query, saving it when prompted. Retain the GardenCompany08
database for use in later exercises.
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Using Queries to Update Records

As you use a database and as it grows, you might discover that errors creep in or that
some information becomes out of date. You can tediously scroll through the records
looking for those that need to be changed, but it is more efficient to use the tools and
techniques provided by Access for that purpose.

If you want to find or replace multiple instances of the same word or phrase, you can use
the Find and Replace commands in the Find group on the Home tab. These commands
work much like the same commands in Microsoft Word or Microsoft Excel.

If you want to manipulate information stored in the database only under certain circum-
stances, you need the power of an action query. An action query performs an action on
the results of the selection process in one operation. For example, you can increase the
price of all products in one category by a certain percentage, or remove all the items
belonging to a specific product line. This type of data manipulation is easy to do with
an action query. Not only does using a query save time, but it helps to avoid errors.

Four types of actions are available:

® Append These add records from one or more tables to the end of one or more
other tables.

Delete These delete records from one or more tables.

Make-table These create a new table from all or part of the data in one or more
tables.

® Update These make changes to records in one or more tables.

Tip In addition to these queries, you can create SQL queries, such as union, pass through,
and data definition queries. SQL queries are beyond the scope of this book. For information,
search for Introduction to Access SQL in Access Help.

You can't create an action query directly; you must first create a select query and then
convert it. With an existing select query open in the Query Designer, you can click the
appropriate button in the Query Type group on the Design contextual tab. (You can
also right-click the query in the Query Designer, click Query Type, and then click the
command you want.)

Important Running an update query makes irreversible changes to the underlying table. You
should always create a backup copy of the table before running this type of query. You can
quickly create a copy of a table by displaying the Tables list in the Navigation pane, clicking
the table you want to copy, pressing Ctrl+C, and then pressing Ctrl+V to paste a copy. In the
Paste Table As dialog box, type a name for the new table, and then click OK. The backup table
then becomes part of the database. You can delete it when you are sure that the update query
produced the results you want.
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In this exercise, you'll create an update query to increase the price of selected items by
10 percent.

9 SET UP You need the GardenCompany08 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany08 database, and then
follow the steps.

1. On the Create tab, in the Queries group, click the Query Wizard button. Then
@ with Simple Query Wizard selected in the New Query dialog box, click OK.

ﬁ_umé 2. Display Table: Categories in the Tables/Queries list, and in the Available Fields
= list, double-click CategoryName to move it to the Selected Fields list.

3. Display Table: Products in the Tables/Queries list, and in the Available Fields
list, double-click ProductName and UnitPrice to move them to the Selected
Fields list.

4. Click Finish to create the query using the default detail setting and title.

Access displays the query results in a datasheet.

b

Category Nam ~ Product Mame - | Unit Pric -

»

Bulbs Magic Lily 544.00 =
Bulbs Autumn crocus 520.63
Bulbs Anemone $30.80
Bulbs Lily-of-the-Field $11.80
Bulbs Siberian Iris $14.25
Bulbs Daffodil $14.25
Bulbs Peony $21.95
Bulbs Lilies 511.55
Bulbs Begonias $20.85
Bulbs Bulb planter 57.65
Cacti Prickly Pear $3.30
Ground covers  Crown Vetch $12.95
Ground covers | English Ivy $5.95
Ground covers  European Ginger 56.25
Ground covers  5t. John's Wort 59.75
Ground covers  Fairies Fern 59.95
Grasses The Best Bluegrass $17.95
Grasses Colonial Bentgrass $15.50
Grasses Creeping Bentgrass $12.05 -

Record: M 1of 159

oMb {% Mo Filter | Search
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5. Switch to Design view.

Avps] &

The current query results include the products in all categories. You want to raise the
prices of only the products in the Bulbs and Cacti categories, so your next task is to
change the query to select only those categories.

=t Caiegm'lesQuﬂy\ x
-
Categories Products =
w w a
F CategondD F ProduciD
Categoryhlame ProductMame =
Description LatinMarne
SupplierlD
CategoryID
QuantityPerlnil ™
-
4m 4
Field: | EIETTINAENE |- ProductName UnitPrice :
Table: | Categaories Products Products =
Sort:
Shour E &
Criteria:
ar:
-
4m »

This query was created by the Simple Query wizard.
In the Criteria row of the CategoryName field, type bulbs. Then in the or row of
the same field, type cacti. Press Enter.

Run the query to confirm that only bulbs and cacti are listed, and then return to
Design view.

The query now selects only the records you want to change. But to actually make a
change to the records, you have to convert this select query to an update query.

On the Design contextual tab, in the Query Type group, click the Update button.

Access converts the select query to an update query.
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10.

11.

12.

Field: | CategoryMame ProductMame UnitPrice :
Table: | Categories Products Products =
Update To:
Criteria: | "bulbs”
on | “cacti”
h
4 4

In the design grid, the Sort and Show rows disappear and an Update To row appears.

In the Update To row, under UnitPrice, type [UnitPrice]*1.1. Then press Enter.

Tip Enclosing UnitPrice in square brackets indicates it as a database object—in this case,
a field in a table. If you use the Expression Builder to insert this expression, it looks like

this: [Products]![UnitPrice]*1.1. Because this description of the field includes the table in

which it is found, you can also insert this expression in other tables.

Switch to Datasheet view (don't run the query).

Important In a select query, clicking the View button or the Datasheet View button is
the same as clicking the Run button. But in an update query, clicking the View button
or the Datasheet View button simply displays a list of the fields that will be updated.

You see a list of unit prices. These are the same as those you viewed earlier; they
have not been changed yet.

Switch to Design view. Then run the query.

Access asks you to confirm that you want to update the records.

Idicrosaft Sccess @

You are about to update 11 row(s).
4-_l

x"_ll Onee you click Yes, you can't use the Undo command to reverse the changes,
Are you sure yol wank to update these records?

T

This warning cautions that you can't undo the changes you are about to make.

In the message box, click Yes. Then switch to Datasheet view.

The prices in the UnitPrice field have been increased by 10 percent.

CLEAN UP Close the Categories query, saving your changes. Retain the
GardenCompany08 database for use in the last exercise.
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Using Queries to Delete Records

Over time, some of the information stored in a database might become obsolete. For
example, the Products table in our sample database lists all the products the company
currently offers for sale or has sold in the past. You can indicate that a product is no
longer available for sale by placing a check mark in the Discontinued field. Discontinued
products aren't displayed in the catalog or offered for sale, but they are kept in the
database for a while in case it becomes practical to sell them again. A similar situation
could exist with customers who haven't placed an order in a long time or who have
asked to be removed from a mailing list but might still place orders.

To maintain an efficient database, it is a good idea to clean house and discard outdated
records from time to time. You could scroll through the tables and delete records manually,
but if all the records you want to delete match some pattern, you can use a delete query to
quickly get rid of all of them.

It is important to keep two things in mind when deleting records from a database:

® You can't recover deleted records.
® The effects of a delete query can be more far-reaching than you intend.

If the table from which you are deleting records is related to another table, and the
Cascade Delete Related Records option for that relationship is selected, records in the
second table will also be deleted. (Cascade Delete essentially means that the deletion is
also applied to related records.) Sometimes this is what you want, but sometimes it isn't.
For example, you probably don't want to delete records of previous sales at the same
time that you delete discontinued products.

As a precaution, before actually deleting records, you might want to display the
Relationships page by clicking the Relationships button in the Relationships group
on the Database Tools tab. If the table you are deleting data from has a relationship
with any table containing information that shouldn’t be deleted, right-click the relation-
ship line, click Edit Relationship, and make sure that if the Enforce Referential Integrity
check box is selected, the Cascade Delete Related Records check box is not selected.
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As a further safeguard against potential problems, you will want to back up your data-
base before deleting the records. You might also want to create a new table (perhaps
named Deleted<file name>) and then move the records you want to delete to the new
table, where you can review them before deleting them permanently.

See Also For information about backing up a database, see “Preventing Database Problems”
in Chapter 12, “Protect Databases.”

In this exercise, you'll create a delete query that will remove the records of discontinued
products from a table.

SET UP You need the GardenCompany08 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany08 database, and then
follow the steps.

1. Open the Query Designer, and add the Products field list to the Diagram pane.

2. In the Products field list, double-click * (the asterisk).

The Field row of the first column of the design grid now contains Products.* and the
Table row of the column contains Products.

Double-clicking the asterisk in the field list is a quick way to move all the fields to
the query, without each field taking up a column in the grid and possibly making it
necessary to scroll from side to side to see them all. However, selecting all the fields
in this way prevents you from setting Sort, Show, and Criteria values for individual
fields. To set these values, you have to add the specific fields to the design grid,
thereby adding them twice.
Tip To avoid displaying the fields twice in the results of a select query, clear the check
box in the Show row of the duplicate individual fields.

3. In the Products field list, double-click Discontinued to copy it to the next available
column in the design grid.

4. On the Design tab, in the Query Type group, click the Delete button.

Access converts this select query to a delete query.
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Field: | Products.* Discontinued =] =
Table: | Products Products =
Delete: | From Where
Criteria:
or
h
4|m »

In the design grid, the Sort and Show rows disappear, and a Delete row appears.

In the first column, which contains the reference to all fields in the Products table, the
Delete row contains the word From, indicating that this is the table from which records
will be deleted. When you add individual fields to the remaining columns, as you did
with the Discontinued field, the Delete row displays Where, indicating that this field
can include deletion criteria. The Discontinued field is set to the Yes/No data type,
which is represented in the datasheet as a check box that is selected to indicate Yes
and cleared to indicate No. To locate all discontinued products, you need to identify
records with the Discontinued field set to Yes.

. In the Criteria row of the Discontinued field, type Yes, and then press Enter.
. To check the accuracy of the query, switch to Database view.

Testing the query results in a list of 18 discontinued products that would be deleted
if you ran the query.

. Scroll to the right to verify that for all records, the Products.Discontinued check
box is selected.

. Switch back to Design view, and run the query.

Access displays a warning.

Micrasoft Access @

You are about to delete 18 row(s) from the specified table.

_!_\ Once you click Yes, you can't use the Undo command to reverse the changes.
Are waol sure wou want ko delete the selected records?

Shiow Help =

Before deleting the records, Access reminds you of the permanence of this action.
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9. In the message box, click Yes.

Access displays a warning.

Microsoft Sccess IEI

Microsoft Access can't delete 2 record{s) in the delete query due to key violations and 0 record(s)
due to lock violations.

_li Do wou wank to run this ackion query anyway?
Taignare the errar(s) and run the query, click Yes.
For an explanation of the causes of the violations, click Help,

[ Yes l ’ T ] [ Help

WWas this information helpful?

Access cannot delete two of the discontinued records.

Two discontinued records cannot be deleted because they have entries in the
Order Details table. You need to decide whether to set the Discontinued field of
these products to No (clear their check boxes) or to delete the entries from the
Order Details table before allowing the query to delete the product records.

10. In the message box, click No to postpone the deletion until you can track down
and resolve the two key violations.

Suppose you are concerned that someone might accidentally run this delete
query and destroy records you weren't ready to destroy. Let's change the query
back to a select query before saving it.

11. On the Design tab, in the Query Type group, click the Select button.

In the design grid, the Delete row disappears, and the Sort and Show rows
reappear.

12. Save the query with the name Delete Discontinued Products.

You can now open the select query in Design view and change it to a delete query
the next time you want to run it.

x CLEAN UP Close the query, and then close the GardenCompany08 database.
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Key Points

To display specific fields from specific records from one or more tables, you can
create a query. You can save the query for later use.

You can create a query by using a wizard or by using the Query Designer.
Queries can use aggregate functions such as Sum and Avg to summarize data.
You can design queries that perform calculations on matched data.

An update query performs an updating action on its results, such as replacing the
contents of a field.

A delete query deletes records that meet specific criteria. Use caution with this
type of query; the effects can be far reaching, and you can't recover deleted
records.
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Create reports manually,
page 242

 Detail

T

a

l T Sales By Category
Monday. June 07, 2010
Modify report content, —— Bemy bshies |
page 247 Product:

Bonsai supplies
Product:

Sales By Category -
Page: 14 41 v ovr [ oo Fier |4 [ 3

Sales By Category

Sunday, June 13, 2010

Berry bushes

Product:

Blackbermmes $31.50
F——— $4500 Add subreports,
Total $76.50 page 254

Bonsai supplies

Product:

Pagei 4 411 » b [ KMo Filer | ][4 [ 3
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In this chapter, you will learn how to
v Create reports manually.
v Modify report content.
v Add subreports.

Reports often include sets of information that are related to the topic of the report, but
not necessarily related to each other. For example, a report might include information
about the production, marketing, and sales activities of a company. Or it might include
information about compensation and the company’s pension plan. Each topic is related
to a particular aspect of running the business, but they don't all fit nicely into the struc-
ture of an individual Microsoft Access 2010 report.

One solution to this problem is to create separate reports, print them, and store them
together in a binder. Another is to save them in electronic format in a folder or on a net-
work. An easier and more graceful solution is to combine them by using subreports.

In this chapter, you'll see how to build a fairly complex report. You'll start by creating the
report shell (the main report) manually in Design view. Then you'll modify the layout and
content of the shell report. Finally, you'll see how to provide detailed information by
embedding a subreport within the main report.

Tip This chapter builds on the discussion of reports in Chapter 5, “Create Simple Reports.”

Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice file you'll use to complete the
exercises in this chapter is in the Chapter09 practice file folder. A complete list of
practice files is provided in “Using the Practice Files” at the beginning of this book.

241
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Creating Reports Manually

When a report includes controls that are bound to specific fields in one or more tables,
usually the most efficient way to create the report is by using the Report wizard. When you
include more than one table in a report, the wizard evaluates the relationships between
the tables and offers to group the records in any logical manner available. As with multi-
table forms, if you haven't already established the relationships between the tables, you
have to cancel the wizard and establish them before continuing.

Tip If you are using more than two tables in a report, or if you will be using the same combi-
nation of tables in several reports or forms, you can save time by creating a query based on
those tables and then using the results of that query as the basis for the report or form. For
information about queries, see Chapter 8, “Create Queries.”

When a report includes mostly unbound controls, which don’t pull information from
underlying tables, it is easier to create the report manually in Design view. In this view,
you see the structure of the report laid out on a design grid, in much the same arrange-
ment as a form in Design view.

Eﬂupmmmmm\ X
D T N N N N A A
|"RepurtHeader

|| ¢ Page Header
-|The
I

# ProductName Header

| BHEHE :‘Frcducthrr‘e

i Unitsinstock

# Page Footer

| ¥ Report Footer
- ||t

4 111 »

Reports have five main sections, and can include additional grouping sections.
The design grid is divided into five main sections:

® Detail This section is usually the main body of the report.

® Page Header This section contains information to be displayed at the top of
every page of the report, like the header in a Microsoft Word document.

® Page Footer This section contains information to be displayed at the bottom of
every page, such as a page number.
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® Report Header This section contains information to be displayed at the top of the
first page of the report, such as the report title.

® Report Footer This section can contain information to be displayed at the bottom
of the last page of the report.

By default, the Report Header and Report Footer sections are not present on the report. You
can add and remove the Page Header and Page Footer sections, and the Report Header
and Report Footer sections, by right-clicking the design grid and then clicking the respective
command. You can also close a section without removing it by setting the Height property
in its Property Sheet to 0". (This is sometimes useful if you want to concentrate on one
section without being distracted by another.)

To organize a report, you can group and sort its contents. When you group information,
such as grouping all customers by region or all products by category, a group header is
added to the report for each grouping level you specify. Group headers are identified by
the field name in their section bars.

As with forms, you can work with reports In Design view in the following ways:

® Apply a theme.

® Adjust the size of sections.

® Add, size, and arrange controls.

® Adjust the properties of report elements in the Property Sheet.

In this exercise, you'll manually create a shell report that contains a Report Header section,
a Page Footer section, and a section where you will add grouped data in a later exercise.

SET UP You need the GardenCompany09_start database located in your Chapter09
practice file folder to complete this exercise. Open the GardenCompany09_start
database, and save it as GardenCompany09. Then follow the steps.

Important The database created for this exercise contains queries not present in the databases
for previous chapters. Do not continue with the database from a previous exercise.

1. Without selecting a table or query in the Navigation pane, on the Create tab, in
the Reports group, click the Report Design button.

Access displays a blank report design grid with the default sections for a new report:
Page Header, Detail, and Page Footer. Four Report Design Tools contextual tabs
appear on the ribbon.

2. Right-click anywhere in the design grid, and then click Report Header/Footer.

Report Header and Report Footer sections now enclose the Page Header, Detail,
and Page Footer sections. (Depending on your program window size and screen
resolution, you might have to scroll down to see the footer sections.)
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3. On the Design contextual tab, in the Tools group, click the Add Existing Fields
button.

The Field List opens. Because no source table or query is selected in the Navigation
pane, the Field List is currently empty.

4. In the Field List, click Show all tables.
The Field List displays a list of the tables whose fields you can add to the report.

6.
7.

@“ H9 - |5 GardenCompary09 : Database (Access 20, Repoit Design Tools = = ot
Home Create External Data Database Tools Design | Arrange Format Page Setup & e
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b Fonts - 15 Hide Details - Image * | Mumbers @Date and Time Sheet  Order GE
Wiewus Themes Grouping & Totals Controls Header / Footer Tools
All Access Objects ) <« || I8l Reportt | x | Field List x
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X = source
==z Cateqories \ # Report Header . . h
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Field lakl ther tahl
E Customers ) Categories Edit Table
FH Employees || # Page Header Customers Edit Table
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order Details Order Details Edit Table
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- Products Edit Table
Products Shippers Edit Table
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= Suppliers
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Clicking Edit Table in the Field List opens the associated table.

Troubleshooting The appearance of buttons and groups on the ribbon changes depending
on the width of the program window. For information about changing the appearance of
the ribbon to match our screen images, see “Modifying the Display of the Ribbon” at the
beginning of this book.

In the Field List, expand the Categories table by clicking the adjacent plus sign,
and then double-click the CategoryName field.

Label and text box controls for the selected field appear in the Detail section of
the report page.

Close the Field List.

On the Design contextual tab, in the Grouping & Totals group, click the Group &
Sort button.
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The Group, Sort, And Total pane opens at the bottom of the report page.
8. In the Group, Sort, and Total pane, click Add a group.
The Group On bar opens, with the Select Field list displayed.

9. In the select field list, click CategoryName.

A CategoryName Header section appears in the report.

fE Report1 ',
T e L B T R T T
# Report Header

»

4

4 i »
Group, Sort, and Total £3

|§|Gr0up on CategoryMame ™ with Aontop ™ Maors & < }(|

Il Add 7 group 2l Add a sort

In the final report, records will be grouped by the category whose name appears in the
CategoryName Header section.

10. Close the Group, Sort, and Total pane.

11. Save the report as Sales By Category.

12. Drag the CategoryName text box control into the CategoryName Header section.
The label control accompanies its associated text box control.

13. In the Tools group, click the Property Sheet button.
Keyboard Shortcut Press F4 to open the Property Sheet.

See Also For more information about keyboard shortcuts, see “Keyboard Shortcuts” at
the end of this book.

14. Click the Report Header section bar, and then on the Format page of the
Property Sheet, set the Height property to 1".

Tip You can complete the setting of a property by clicking another property or by
pressing Enter.
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15. Repeat step 14 to set the Height property for the other sections of the report as

16.

17.

follows:
PageHeader 0" (closes the section)

CategoryName Header 2.2"

Detail 0" (closes the section)
Page Footer 0.2"
Report Footer 0" (closes the section)

Tip You can manually set the height of a section by dragging its bottom edge up or down.

Close the Property Sheet.

The shell of the report is now ready for further refinement.

5] Sales By Category %

T T S T -
& Report Header

¥ Page Header
¥ CategoryMName Header

¥ Detail

¥ Page Footer

] 11 »

Only the Report Header, CategoryName Header, and Page Footer sections are now open.

Switch to Print Preview to see the results of your work.

CLEAN UP Close the Sales By Category report, saving your changes. Retain the
GardenCompany09 database for use in later exercises.
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Modifying Report Content

Reports are like forms in the following ways:

® You can create them by using wizards and then modify them in Layout view or
Design view.

® You can display information from one or more records from one or more tables
or queries.

® You can have multiple sets of headers and footers to group and describe their
contents.

Whether you create a report with the Report wizard or manually, you can always modify
it by adding controls or changing the layout or formatting of the existing controls. As with
forms, you can modify reports in either Layout view or Design view. Layout view is more
intuitive because you can see the data while you make adjustments, but Design view gives
you more control. In Design view, refining a report can be an iterative process, and you
will often find yourself switching back and forth between Design view and Print Preview
to evaluate each change and plan the next.

In this exercise, you'll modify the content of a report by inserting a title and date in the
report header and page numbers in the report footer. You'll also insert and remove labels
and change the appearance of text.

é SET UP You need the GardenCompany09 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany09 database, open the
Sales By Category report in Design view, and then follow the steps.

1. In the upper-left corner of the report, double-click the report selector (the box
at the junction of the horizontal and vertical rulers).

Double-clicking the report selector selects the entire report and opens the Property
Sheet.

2. On the Format page of the Property Sheet, set the Grid X and Grid Y properties
to 10. Then close the Property Sheet.

You might find it easier to align controls against this larger grid.

Tip You can quickly turn the grid or the rulers on and off by right-clicking the report
and then clicking Grid or Ruler.

3. Click the Report Header section bar, and on the Format contextual tab, in
S Shape Fill - the Control Formatting group, click the Shape Fill button. Then under Theme
Colors in the palette, click the third box (Light Green, Background 2).

4. On the Design tab, in the Header / Footer group, click the Title button.
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Access inserts a control layout identified by a dotted border in the Report Header
section and adds a label control containing the report name, along with placeholders
for a logo, the date, and the time. (You can click in the layout to the left of the title
to see the logo placeholder, in the upper-right corner of the layout to see the date
placeholder, and in the lower-right corner to see the time placeholder.)

See Also For information about layouts, see the sidebar “Layouts” later in this chapter.

. With the title control selected, on the Format contextual tab, in the Font group,

make the title 20 points, bold, and dark green.

On the Arrange contextual tab, in the Sizing & Ordering group, click the Size/
Space button, and then click To Fit.

Now let's add the date.

On the Design tab, in the Header / Footer group, click the Date and Time
button.

The Date And Time dialog box opens.

%Sl

[ate and Time

Include Date

(@) Monday, June 07, 2010
) 07-Jun-10

) gf7iz00

Include Time

@ 10:44:21 AM

() 10244 AM

) 10:44

Sample:

Monday, June 07, 2010
104421 AM

[ oK l [ Cancel

You can specify options for both the data and time controls in this dialog box.

. With the Include Date check box and the first date format option selected, clear

the Include Time check box, and then click OK.

A control containing the =Date() function is inserted in the upper-right corner of
the layout in the Report Header section. The function will insert the current date
whenever you generate the report.
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[d sales By Category X
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Because the layout constrains the controls, the title control shrinks to make room for the
date control.

Tip If you insert a Date And Time control in a report that doesn’t have a Report Header
section, Access adds the section and inserts the control.

Hold down the Shift key, and select all the controls and placeholders in the Report
Header section. Then right-click the selection, click Layout, and click Remove
Layout.

Removing the layout will give us more options for arranging the controls.
Click the alert button that appears, read the warning about the two controls in this
section not being associated, and then in the list, click Dismiss Error.

Tip It is always wise to investigate these alerts, but in this exercise, you can dismiss any
alerts displayed about unassociated controls.

Click a blank area of the section to release the selection. Then drag the date control
below the title control.

Tip When you release the mouse button, the date control snaps into position against
the grid. You can prevent grid snapping by clicking the Size/Space button in the Sizing &
Ordering group on the Arrange tab, and then clicking Snap To Grid to turn it off. If you
want to override snap to grid and position a control precisely, you can set the Top and
Left properties in its Property Sheet.

Right-click the title control, click Size, and click To Fit. Then adjust the width of the
date control to match the title control.

On the Format tab, in the Font group, click the Center button. Then click away
from the control.

The date will now be centered under the title.
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14.
15.

16.

17.

18.

19.

2] sales By Category X
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The completed Report Header section.

Tip If you need to format or move several controls in a section, you can group them
together by selecting them and clicking the Size/Space button in the Sizing & Ordering
group on the Arrange tab, and then clicking Group. Grouped controls can be manipu-
lated as a unit, but not individually. To change just one of the controls, you must first
ungroup all the controls.

Now let's turn our attention to the CategoryName Header section.
In the CategoryName Header section, delete the Category Name label.

Select the CategoryName text box control, and make it 16 points, bold, and dark
green. Then open its Property Sheet, set the Height property to 0.3" and the
Width property to 2.0", and close the Property Sheet.

Move the control so that its top sits against the top of the section and its left
border sits two grid points in from the left edge of the section.

On the Design tab, in the Controls gallery, click the Label button. Then click
directly below the lower-left corner of the CategoryName text box control.

Tip To precisely align the left edge of one control with that of another, set their Left
properties to the same value.

In the label control, type Product: (including the colon), and then press Enter.

The label control expands to fit its contents. Because this label is unassociated, an
alert button appears.

Click the alert button, and then in the list, click Ignore Error.
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20. Make the label 12 points, bold, and italic. Then size the control to fit its contents.

Here are the results.

N R N
j # Report Header
... Sdles By Category |
T T n i SRl e
||| ¥ Page Header
||| ¥ CategoryName Header =
:lCc:’regoryNam |

Productp| -

The completed CategoryName Header section.

Now let's add a page number to the Page Footer section.

21. On the Design tab, in the Header / Footer group, click the Page Numbers button.

The Page Numbers dialog box opens.

Page Mumbers
Formnat
@ Page M
(C)Page M of M
Pasition

(@ Top of Page [Header]
() Baktarn of Page [Fooker]

Aligrrment:

|Center IZH

Showve Mumber on First Page

You can set the format, position and alignment of page numbers
all in one place.
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22. In the Format area, click Page N of M. In the Position area, click Bottom of Page
[Footer]. Then with Center as the Alignment setting and the Show Number on
First Page check box selected, click OK.

Access inserts a control containing "Page “ & [Page] & " of “ & [Pages] in the center
of the Page Footer section. In this expression, “Page” and “ of “ are literal strings of
characters, & is the text concatenation operator, and [Page] and [Pages] are two
identifiers derived from the report itself.

See Also For information about expressions and operators, see “Restricting Data by
Using Validation Rules” in Chapter 6, “Maintain Data Integrity.”

23. Save the report, and then switch to Print Preview.

Here are the results.

-~

Sales By Category

Monday, June 07, 2010

|Berry bushes \
Product:

Bonsai supplies
Product:

Page: 14 1 F oM | % Ma Filter | |1 III 3

You can page through the report to see all the product categories.

CLEAN UP Close the Sales By Category report. Retain the GardenCompany09
database for use in the last exercise.
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Adding Hyperlinks, Charts, and Buttons

A variety of additional controls are available to enhance the usefulness of reports
and forms, such as the following:

® Hyperlink and Web Browser Clicking the Hyperlink button in the Controls
gallery displays the Insert Hyperlink dialog box. You can insert a static link
to a file, a Web page, another object in the database, or an e-mail message
window by using the same techniques you would use to insert a hyperlink in
other Office 2010 programs. For example, you might want to add a link to the
company’s Web site in the Page Footer section of a report.

In forms, you can use a Web Browser control to insert a dynamic hyperlink that
changes depending on the data displayed. To set up dynamic links, you click
Hyperlink Builder in the Link To bar of the Insert Hyperlink dialog box to sepa-
rate the target address into its component parts. For more information about
the Web Browser Control, search for Add Web browsing to a form in Access Help.

® Chart You can use the Chart wizard to plot the data in an existing table or
query (or both). In the Controls gallery, click the Chart button, and then drag to
create the control that will hold the chart and start the Chart wizard. Follow the
wizard's instructions to select the data that will be plotted, the type of chart,
and the layout. When you click Finish, the chart appears in the control, which
you can move and size like any other control.

® Button On aform, you can use the Command Button wizard to create
a button that performs a specific task, such as displaying the Print dialog
box. In the Controls gallery, click the Button button, and then click to create
the button control and start the Command Button wizard. Follow the wizard's
instructions to select the action, icon, and name for the button. When you
click Finish, the button appears in the location you clicked, and you can move
and size it like any other control. Behind the scenes, the wizard has embedded
a macro in the control’s On Click property. To see the macro, display the Event
page of the button’s Property Sheet, and then click the Ellipsis button to open
the page containing the macro.
Tip The Command Button wizard does not currently work with reports. To add a
button to a report, click the Button button, and click to create the button control.
Right-click the control, and click Build Event. Double-click Macro Builder, and
under Actions in the Action Catalog, expand the type of action you want. Then

double-click the action, and close the macro page. You can assign a name and
picture to the button on the Format page of its Property Sheet.

www.it-ebooks.info


http://www.it-ebooks.info/

254

Chapter 9 Create Custom Reports

Adding Subreports

A subreport is a report inserted within another report. For a subreport to work, there must
be a relationship between the two reports. You create a subreport as you would any other
report. Then you use a wizard to insert either the subreport itself or a subreport control
into the main report. In either case, both the main report and the subreport appear as
objects in the Reports group of the Navigation pane.

Depending on the nature of the information in a report or subreport, you might be able to
enhance the usefulness of both types of reports by performing calculations in them. You
can insert unbound controls and then use the Expression Builder to create expressions that
tell Access what to calculate and how, thereby making summary information and statistics
readily available in one report.

Tip After establishing the correct relationships, you can quickly insert an existing report as
a subreport of another by opening the main report in Design view and then dragging the
second report from the Reports group of the Navigation pane to the appropriate section of
the main report.

In this exercise, you'll select a query as a record source for a report and insert a subreport
into a main report to display sales by product within category. Then you'll display calcu-
lated totals for each category.

SET UP You need the GardenCompany09 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany09 database, open the
Sales By Category report in Design view, and then follow the steps.

1. Double-click the report selector to select the report and open the Property Sheet.

2. On the Data page of the Property Sheet, click the Record Source arrow, and in
the list, click Sales By Category. Then close the Property Sheet.

3. On the Design contextual tab, in the Controls gallery, click the Subform/Subreport
% button, and then click in the CategoryName Header section about two grid points

below the lower-left corner of the Product label control.

Access inserts a blank, unbound subreport control into the main report, and the
SubReport wizard starts.
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SubReport Wizard

You can use an existing form to create your subform or subreport, or
create your own using tables and/or queries.

What data would you like to use for your subform or subreport?

(@) Use existing Tables and Queries

() Use an existing report or form

Alphabetical List of Products | Report

Categories Form
Customers Form
Products subform Form

The first step is to choose the object on which the subreport will be based.

. With Use existing Tables and Queries selected, click Next.
In the Tables/Queries list, click Query: Sales By Category.

. In the Available Fields list, double-click CategoryID, ProductName, and
ProductSales to move them to the Selected Fields list, and then click Next.

. With Choose from a list and Show Sales By Category for each record in Sales
By Category using CategorylD selected, click Next.

Tip The selected option is displayed in its entirety in the box at the bottom of the
dialog box.

. Click Finish to create a subreport named Sales by Category subreport.

The Sales By Category subreport control appears in the place of the unbound
subreport control in the main report.

. With the entire subreport control selected, display the Property Sheet.

Troubleshooting If the subreport control is not selected, click its top edge to select it.
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On the Format page of the Property Sheet, set the Width property to 6.6" and
the Height property to 2.0". Then close the Property Sheet.

We don't need some of the controls in the subreport, so let's delete them.

In the vertical ruler of the subreport, point to the Report Header section, and
when the pointer changes to a black right arrow, click to select all the controls in
the section. Then press Delete.

The Report Header section is now empty.

In the main report, delete the partially hidden Sales by Category subreport
label.

Tip If you accidentally delete a control, click the Undo button on the Quick Access
Toolbar to undo the deletion.

In the Detail section of the subreport, delete the CategorylD text box control.
Here are the results so far.

g|---l---1---l---2---|---3---|---4---l---s---l---sI:|

J ¥ Report Header
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| | | CategoryName
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. |L” L O e L L e T

# Report Header

# Page Header

¥ Detail

‘ Page Footer
_ ¥ Report Footer

S I
# Detail
# Page Footer
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10l | 3

i

The sales for each product will appear in the Detail section.
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Now we'll make some formatting changes to the controls in the Detail section.

Click the ProductName text box control, display the Format page of the
Property Sheet, change the Font Size property to 9, and change the Width
property to 2.125".

Click the ProductSales text box control, and in the Property Sheet, change the
Font Size property to 9, change the Left property to 3.5" and change the Width
property to 1".

The two controls sit neatly side by side.

e e B T R T L T S B

# Report Header

# Page Header
# Detail

# Page Footer
# Report Footer
4 1]

The formatted Detail section controls.

Next, we'll add a summarizing function in the Report Footer section.

Scroll the subreport to display the Report Footer section, and then set its Height
property to 0.333".

On the Design tab, in the Controls gallery, click the Text Box button, and click in
the center of the Report Footer section.

Access inserts an unbound control and its label.

Click the label of the unbound control, open the Property Sheet, and set the
following properties:

Caption Total:
Font Size 9
Font Weight Bold

Click the unbound control, and then on the Data page of the Property Sheet, in
the Control Source property, click the Ellipsis button.

The Expression Builder starts.

In the Expression Elements list, double-click Functions, and then click Built-In
Functions.
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In the Expression Values list, double-click Sum.
Access displays Sum (<<expression>>) in the expression box.

Click <<expression>>. In the Expression Elements list, click Sales By Category
subreport, and then in the Expression Categories list, double-click ProductSales.

ProductSales replaces <<expression>> in the parentheses.

Expression Builder F)a
Enter an Expression to create a calculakbed control:
(Examples of expressions include [field1] + [Ffield2] and [field1] < 5)
Sumif, [ProductSales] 1
Expression Elements Expression Categories Expression Yalues
~JEl Sales By Categaory subi « | | <Reports » =
L #) Functions —| | «Field List= | | Afterlpdate |
) Built-In Functi <Patameters = AfterlpdateEmMacra —
= Hilk-In Functions — ||| CategaryID_Label BackColor
fie) GardenCompany0S) = || | praduckiame_Label £ || |Backshade
%) Web Services ProduckSales_Label Backstyle
#-{8h] GardenCompany0s.ac— | | CategoryID BackThemeCaolor Indesx:
om BackTint
= e g Produck Beforelpdate
i-H Operatars ReportHeader BeforelpdateEmMacro
4 | LLl} | s PageHeaderSection ~ | |BorderCalor -

The expression now calculates the total of the ProductSales values.

Click OK to close the Expression Builder.

Access has entered the calculation in the unbound control and as the Control
Source property in the Property Sheet.

With the calculated control still selected, on the Format page, set Font Size to 9
and Font Weight to Bold.

Set the Format property to Currency, and change the Left property to 3.5".

Click the Total label control, and change its Left property to 1.3" and its Width
property to 2.125"

These two controls now match the locations and sizes of the controls in the Detail
section.
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27. Switch to Print Preview.

You can now see the results of your work.

Sales By Category

Sales By Category

Sunday, June 13, 2010

|Berry bushes |

Product:

Blackbemes $31.50
Goossberes $45.00
Total $76.50

Bonsai supplies |
Product:

Page: 1 » oo [ o Filter [ ]9 [ il | »

For each product category, the report shows the total of the sales per product.

28. Switch back to Design view, and click the subreport to select it. Then on the Format
page of the Property Sheet, change the Border Style property to Transparent.

29. Preview the report, noting that the subreport no longer has a border.

Tip Several factors affect the layout of the subreport. The width of the subreport sets
the width of the space available for the display of text. The minimum height of the area
where field values (in this case, product information) are displayed is the height you set
for the subreport (because the Can Shrink property for the subreport is set to No). The
maximum height of the field value display area is the length of the list (because the Can
Grow property is set to Yes) plus the space between the bottom of the subreport and
the bottom of the Detail section. You might want to experiment with these settings to
understand how they interact.

CLEAN UP Close the Sales By Category report, saving both the main report and
subreport when prompted. Then close the GardenCompany09 database.
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Layouts

Layouts control the alignment of controls. If you are building a non-Web database,
they are optional; but if you are building a Web database that will be published to
Access Services, you must use layouts for reports and forms that will be accessed
through a Web browser. You work with layouts in Layout view.

See Also A discussion of Web databases is beyond the scope of this book. For a
brief overview, see the sidebar “Web Databases” in Chapter 2, “Create Databases
and Simple Tables.”

By default, Access provides two layout formats:

® Tabular This layout arranges controls in columns and rows. The label controls
are always in the section above the text box controls so that they resemble
column headings. By default, Access uses the tabular layout for reports created
with the Report tool and for blank reports populated by dragging fields from
the Field List.

® Stacked This layout arranges controls in two columns, with label controls in
the left column and text box controls in the right column. By default, Access
uses the stacked layout for forms created with the Form tool and for blank
forms populated by dragging fields from the Field List.

To switch between these two layouts:

® On the Arrange contextual tab, in the Table group, click the button for the
layout you want.

To remove a layout:
® Select all the controls in the layout, right-click the selection, click Layout, and
then click Remove Layout.

To impose a new layout on selected controls or to move selected controls out of
an existing layout and into a new one:

® On the Arrange contextual tab, in the Table group, click the button for the
layout you want.
To add a row to an existing layout:

® Select an adjacent cell, and on the Arrange tab, in the Rows & Columns group,
click the Insert Above or Insert Below button.
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To add a column to an existing layout:

® Select an adjacent cell, and on the Arrange tab, in the Rows & Columns group,
click the Insert Left or Insert Right button.

To delete a row or column:
® Right-click a cell in the row or column, and click Delete Row or Delete
Column. Or select the column or row, and then press Delete.
To merge two “cells” in a layout (so that one control can span two columns or
two rows):
@ Select the cells, and on the Arrange tab, in the Merge/Split group, click the
Merge button.
To split a “cell” in a layout (so that two controls can fit in one column or one row):
® Select the cells, and on the Arrange tab, in the Merge/Split group, click the
Split Horizontally or Split Vertically button.
To move a control within a layout:

® Drag the control, or select it and then press the Arrow keys.

Key Points
® When a report includes mostly unbound controls, it is easier to create the report
manually in Design view.

® Refining a report in Design view gives you more control than working in Layout
view, but be prepared to switch back and forth between Design view and Print
Preview to evaluate each change.

® |Inserting a subreport within another report enables you to show grouped infor-
mation in meaningful ways.

® You can often enhance the usefulness of a subreport by performing calculations
in unbound controls to summarize its data.
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Export Data

In this chapter, you will learn how to

v Import information.
v Export information.
v Copy to and from other Office programs.

From the moment you set out to create a database, you have to think about how you will
manage its data. Good database design saves keystrokes when you're entering new infor-
mation and maintaining the database. But when you are populating a database, you can
save even more time and effort in another way: by importing data from existing files in
other formats.

When you import information into a Microsoft Access 2010 database, the data being
imported usually needs to match certain patterns, or the import process will fail. There
aren’t any such restrictions when exporting data from an Access database, and the
process rarely fails. However, some exported database objects aren’t very useful in
certain formats.

All the methods of importing and exporting data described in this chapter work well, but
they aren't the only ways to share information with other programs. Sometimes simple
copy and paste techniques are the most efficient methods, especially when you want
to make Access data available to other Microsoft Office 2010 programs.

Tip Importing from and exporting to SQL Server (the OBDC Database options in the Import
& Link and Export groups on the External Data tab) is beyond the scope of this book. For
information, search for SQL Server in Access Help.

In this chapter, you'll experiment with getting information into and out of an Access data-
base. After an overview of the import processes for various types of files, you'll import
data from various sources. Then you'll export data to other Office 2010 programs. Finally,
you'll copy and paste data directly from an Access database into a Microsoft Word docu-
ment and an Excel worksheet.

265
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Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice files you'll use to complete the
exercises in this chapter are in the Chapter10 practice file folder. A complete list of
practice files is provided in “Using the Practice Files” at the beginning of this book.

Importing Information

If the information you intend to store in an Access database already exists in almost
any other electronic document, it is quite likely that you can move it into Access with-
out retyping it, by using the Get External Data wizard. With this wizard, the standard
steps for importing data into an Access 2010 database are as follows:

1.

On the External Data tab, in the Import & Link group, click the button for the type
of source file you want to import.

The Get External Data wizard starts.

On the wizard's first page, specify the source file's location. Depending on the source
type, also specify whether to import the source file as a new table, to append the
source file's data to an existing table, or to create a linked table. Then click OK.

Tip If you want to import data into an existing table but the data structure isn't the
same as the table structure, it's often easier to import the data into Excel, manipulate
it there, and then import it into Access.

The Get External Data wizard starts the appropriate import wizard or opens the
dialog box necessary to complete the next step.

Follow the instructions for selecting data from the source file, formatting the data,
choosing a primary key, and naming the target object. Then click Finish.

Tip When the Finish button is active, you can click it at any time to accept the default
settings for the remaining wizard pages.

When the import process is complete, you return to the Get External Data wizard, which
gives you the opportunity to save the import steps so that you don't have to repeat them
for other similar import processes. To save the import steps:

1.

2.

In the Get External Data wizard, select the Save Import Steps check box.
The wizard page displays the settings necessary to save the process.

Name the saved import process, and enter a description (optional).
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3. If you use Microsoft Outlook and want to create an Outlook task to remind you to
run the import process at some specific time in the future, select the Create Outlook
Task check box.

4. Click Save Import.

If you chose to create an Outlook task, Outlook opens a task window that already
contains information about the task. You simply set a due date, make any other

necessary adjustments to the settings, and click Save & Close in the Actions group
on the Task tab.

Tip To run a saved import operation, click the Saved Imports button in the Import & Link
group on the External Data tab, click the import you want to run, and then click Run. If
you have created an Outlook task for the import process, you can click Run Import in the
Microsoft Access group on the Task tab of the task window.

In the sections that follow, we discuss some of the issues to bear in mind when importing
data from a specific source.

Importing from Other Access Databases

Suppose you already have an Access database that includes tables of information about
products and orders, and another that includes customer contact information, but you
want to have just one database containing all the information you use on a regular basis.
You can save time by importing the product and order information into the contacts
database (or vice versa), rather than re-creating it all.

You can easily import any of the standard Access objects: tables, queries, forms, and reports.
(Macros and modules can also be imported, but we don't discuss them in this book.) When
importing a table, you have the option of importing only the table definition (the structure
that you see in Design view), or both the definition and the data. When importing a query,
you can import it as a query or you can import the results of the query as a table.

When you import an Access object, the entire object is imported as an object with the same
name into the active database. You can't import only selected fields or records. If the
active database already has an object with the same name, Access imports the new
object with a number appended to the end of the name.

Tip If you need only some of the fields or records from a table in another database, you can
create a query in the other database to select only the information you need and then import
the results of the query as a table. Alternatively, you can import the table and either edit it in
Design view or clean it up by using queries.
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Importing from Excel Worksheets

Access works well with Excel. You can import an entire worksheet or a named range from
a worksheet into either a new table (one that is created during the import process) or an
existing table. You can also import specific fields from a worksheet or range.

Excel is a good intermediate format to use when importing information that isn't set up
to import directly into Access. For example, if you want to add or remove fields, combine
or split fields, or use complex mathematical functions to manipulate data before import-
ing it into Access, Excel is a great place to do it.

Importing from Text Files

Text files are the common denominator of all document types. Almost every program that
works with words and numbers can generate some kind of text file. Access can import
tabular data (tables and lists) from text files that contain data structured in two ways:

® Delimited text file Each record ends with a paragraph mark, and each field in the
table or list is separated from the next by a comma or some other special character,
called a delimiter. If the data in a field includes one of these special characters, the
entire field must be enclosed in quotation marks. (Some people enclose all fields in
quotation marks to avoid having to locate those with the special characters.)

® Fixed-width text file In every record, the data in a particular field includes the
same number of characters. If the actual data doesn't fill the field, the field is
padded with spaces so that the starting point of the data in the next field is the
same number of characters from the beginning of every record. For example, if
the first field contains 12 characters, the second field always starts 13 characters
from the beginning of the record, even if the actual data in the first field is only
4 characters.

Fixed-width text files used to be difficult to import into databases because you
had to carefully count the number of characters in each field and then specify the
field sizes in the database or in the import program. If the length of any field was
even one character off, all records from that point on would be jumbled. That is no
longer a problem with Access, because the Import Text wizard makes importing a
fixed-width text file simple.

Tip The only way to import the data from older programs such as Lotus 1-2-3 is to
export the data from that program to a fixed-width text file and then import that file
into Access.
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Importing from Other Database Programs

Importing information from databases created in programs other than Access is usually an
all-or-nothing situation, and quite often, what you get isn't in the exact format you need.
For example, you might find that transaction records include redundant information, such
as the name of the product or purchaser, in every record. A database containing informa-
tion about people might include the full name and address in one field, when you would
prefer to have separate fields for the first name, last name, street address, and so on. You
can choose to import information as it is and manipulate it in Access, or you can move it
into some other program, such as Excel or Word, and manipulate it there before importing
it into Access.

Importing from Outlook Folders

You can import address books and other folders from Outlook into an Access database.
This can be particularly useful if you want to import contact information.

Importing from SharePoint Lists

If your organization uses a Microsoft SharePoint site, you can import content from
SharePoint lists into Access in one of two ways:

® Importing This process creates a copy of the list in the Access database. During
the import operation, you can select the lists you want to copy, and for each
selected list, you can specify whether you want to import the entire list or only
a specific view. The import operation creates a table in Access, and then copies
the source list (or view) into that table as fields and records. Changes made to
the imported data in either Access or SharePoint are not replicated.

® Linking This process is more efficient than importing if you want to work with data
from a SharePoint list in Access but keep the information in both locations current.
Linked tables are indicated in the Access Navigation pane by a blue arrow pointing
to a yellow table. Information you update in Access is reflected in the SharePoint list
when you refresh the view, and vice versa.
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Whichever method you choose, before you import a SharePoint list into a new table in
an Access database, it is a good idea to do the following:
1. Make a note of the SharePoint site’s URL.

2. On the SharePoint site, identify the lists you want to copy to the database, and
then decide whether you want the entire list or just a particular view.

You can import multiple lists in a single import operation, but you can import only
one view of each list. If one of the standard views doesn’t fit your needs, create a
custom view containing only the fields and list items you want before proceeding
with the import process.

3. Review the columns in the source list or view, and identify the database into which
you want to import the lists.

When you import a SharePoint list, Access creates a table with the same name as
the source list. If that name is already in use, Access appends a number to the new
table name—for example, Contactsl.

Tip Access will not overwrite a table in the destination database or append the contents
of a list or view to an existing table.

To import the SharePoint list or lists you have identified, follow these steps:

1. Open a new blank database.

2. On the External Data tab, in the Import & Link group, click the More button, and
then click SharePoint List.

The Get External Data wizard starts, displaying a list of known SharePoint sites.
You are not limited to the sites in this list.

3. On the Select The Source And Destination Of The Data page, under Specify A
SharePoint Site, click the address of the site you want to connect to, or type it
in the box.

4. Click either Import The Source Data or Link To The Data Source. Then click Next.
5. If prompted to enter your site credentials, do so.

The Import Data From List page displays all the lists available on the selected
SharePoint site.

6. In the Import column, select the check box of each list you want to import into
the database.
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7. In the Items To Import column, for each of the selected lists, select the view
(arrangement of data) you want to import into the database.

8. With the Import Display Values Instead Of IDs For Fields That Look Up Values
Stored In Another List check box selected, click OK.

This option controls which data is imported for lookup columns in the selected
lists.

Troubleshooting No progress bar appears while Access imports the lists, and this
process can take some time. Resist clicking the OK button more than once.

9. When the last page of the wizard appears, click Close. Or choose to save the
import steps, provide the necessary information, and then click Save Import.

After you import or link to a list, open the resulting table in Datasheet view. Ensure
that all of the fields and records were imported and that there were no errors. You
can review the data type and other field properties by switching to Design view.

Importing from HTML Files

Hypertext Markup Language (HTML) is used to create Web pages. HTML uses tags to
control the appearance and alignment of the text displayed in a Web browser. For a
table to display correctly on a Web page, the table’s rows and cells must be enclosed
in appropriate HTML tags. For example, a simple HTML table might look like this:

<table>
<tr>
<td>LastName</td><td>FirstName</td>
</tr>
<td>Anderson</td><td>Nancy</td>
</tr>
</table>

In an HTML document, the <table>, <tr> (table row), and <td> (table data) tags and
their corresponding </table>, </tr>, and </td> end tags make the data look like a
structured table when it is viewed in a Web browser.
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All the Office 2010 programs can save a document in HTML format, and to a limited
extent, they can read or import a document that was saved in HTML format by another
program. When you import an HTML document into Access, the program scans the
document and identifies anything that looks like structured data. You can then look
at what Access has found and decide whether to import it.

Importing from XML Files

Extensible Markup Language (XML) files are often used for exchanging information
between programs, both on and off the Web. XML files are similar to HTML files in two
ways: both are plain text files that indicate formatting within tags, and both use start
and end tags. However, HTML tags describe how elements should look, whereas XML
tags specify the structure of the elements in a document. Also, as its name implies, the
XML tag set is extensible—there are ways to add your own tags. Here is an example
of a simple XML file:

<?xml version="1.0"7>
<ORDER>
<CUSTOMER>Michelle Martin</CUSTOMER>
<PRODUCT>
<ITEM>Sterilized Soil</ITEM>
<PRICE>$8.65</PRICE>
<QUANTITY>1 bag</QUANTITY>
</PRODUCT></0ORDER>

This simple file describes an order that Michelle Martin (the customer) placed for one
bag (the quantity) of Sterilized Soil (the item) at a cost of $8.65 (the price). As you can
see, because XML tags the data’s structure rather than its appearance, you can easily
import the data from an XML file into a database table. An actual file created for this
purpose would contain one instance of the <ORDER> through </ORDER> block for
each order.

With XML, the .xml file might store both the data and the structure for a table; or the
xml file might store only the data, while an .xsd file stores the structure. If the structure is
stored in an .xsd file (referred to as the schema), make sure that file is in the same folder as
the corresponding .xml file; otherwise Access will import only the data and assign default
properties to all fields.
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Tip Access 2010 can apply a transform to XML data as you import or export it. A transform
is a type of template used to convert XML data to other formats. When you apply a trans-
form during the import process, the data is transformed before it enters the table, so you
can adapt an XML file to a different table structure. The topic of transforms is beyond the
scope of this book.

In this exercise, you'll populate a database from multiple sources. You'll import three tables
and a form from an Access database. Then you'll import data from a comma-delimited
text file into an existing table. Finally, you'll import information from an Excel worksheet
into a new table.

SET UP You need the GardenCompany10_start database, the Customers workbook, the
Employees text file, and the ProductsAndSuppliers database located in your Chapterl0
practice file folder to complete this exercise. Open the GardenCompany10_start data-
base, and save it as GardenCompany10. Then follow the steps.

1. On the External Data tab, in the Import & Link group, click the Access button.

The Get External Data wizard starts.

Get External Data - Access Database

Select the source and destination of the data

Specify the source of the data.

File name: |y Uisers!Sydney HigalDocuments!,

Specify how and where you want ko store the data in the current database.,

@ Import tables, queries, forms, reports, macros, and modules into the current database.

If the specified object does not exist, Access will create it, If the specified object already exists, Access will append a number to the
name of the imparted object, Changes made to source objects (including data in tables) wil not be reflected in the current database.

() Link to the data source by creating a linked table.

Access will create a table that will maintain a link ta the source data. Changes made to the data in Access will be reflected in the
source and vice versa, MOTE: If the source database requires a password, the password will be stored with the linked table.,

o )

Access Database appeatrs in the title bar because the pages of the wizard are specific to the
import process you selected.
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2. On the Select the source and destination of the data page, click Browse.

3. In the File Open dialog box, navigate to your Chapterl0 practice file folder, click
the ProductsAndSuppliers database, and then click Open.

4. With Import tables, queries, forms, reports, macros, and modules into the
current database selected, click OK.

The Import Objects dialog box opens.

Irnport Objects

Tables | Queries | Farms | Reports | Macros | Madules |

Categaries O
Products

Suppliers cancel

Select Al

Deselect Al

RERY |
i

Opkions ==

The Tables page of the Import Objects dialog box.
5. On the Tables page, click Select All, and then click Options to see additional
choices.

The Categories, Products, and Suppliers tables are selected. The default settings will
import any relationships that exist between the selected tables, as well as their data
and structure.
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Import Objects @
Tables |Queries IForrns I Repotts | Macros I Modulesl
Products
Rl
Select al
Deselect Al
Opkions ==
Import Import Tables Import Queries
Relationships @ Definition and Data @ As Queries
[ Menus and Toolbars () Definition Only ) As Tables
[ ImpartExport Specs
[ Mav Pane Groups
[T &ll ITmages and Themes

The expanded Tables page of the Import Objects dialog box.

. Click the Forms tab, click Categories, and then click OK to close the dialog box
and begin the import process.

When the import process is complete, Access gives you the option of saving the
import steps.

. On the Save Import Steps page, click Close.

The Navigation pane now shows the addition of the three imported tables and
one imported form.

. Open the Categories, Products, and Suppliers tables, review their records, and
then close them.

All three tables have been successfully imported into the database. Now let's
populate the empty Employees table.
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On the External Data tab, in the Import & Link group, click the Text File button.
The Get External Data wizard starts.

Tip Text files typically have a .txt extension. However, some programs save delimited
text files with a .csv or .tab extension. You will also occasionally see text files with an .asc
(for ASCII) extension. Some programs save fixed-width text files with a .prn (for printer)
extension, which Access doesn’t recognize; you would need to change the extension to
one that Access does recognize. Access treats text files with all acceptable extensions
the same way.

Browse to your Chapterl0 practice file folder, click the Employees text file, and

then click Open.

Click Append a copy of the records to the table. Display the adjacent list,
and click Employees. Then click OK.

The Import Text wizard starts and displays the content of the selected delimited
text file.

5] Import Text Wizard 3

‘Your data seems to be in a 'Delimited' format. Ifitisn't, choose the format that more correctly
describes your data.

(@) Delimited - Characters such as comma or tab separate each field
(7 Fixed Width - Fields are aligned in columns with spaces between each field

L
a
=]

ple data fram file: CIJSERS|SYDMNEY HIGAIDESKTOPLACCESS201 0565V CHAPTER LIVEMPLOYEES. TAT.
"EmployeelID”, "FirstName"”, "LastMame”, "Title", "Address", "City", "State”, "PostalCode”, "Hon;l
1, "Karen®, "Berg", "Owner®,"765 — 20th Ave. E.Apt. 24", "Seattle","WL","S55102"," (206) 5
£, "Eim", "ikers", "Head Buyer","850 WE 87th Dr.", "ZJeattle®, "WA", "33125","(206) 555-01017
ki, "David J.","0Oskorn", "hssistant®,"789 Moss Bay Blwd.","Eirkland","WA","S5033"," (425)
M, "Chase", "Carpenter™, "Sales Manager™,"123 Leary Wy.","Seattle™, "WAY, 231177, " (206) 5§
|5, "Eirk", "DeGrasse"”, "Gardener™, "432 Fike 2t.","Seattle”,"WA","35119","(20a) 555-0104"
6, "Nancy", "inderson”, "Sales", "567 - Z0th Awve. E.","Seattle®, "Wi","53102"," (206) 555-01
[7,"Michael"”, "Emanuel™, "3ales”, "4321 0ld Redmond Rd.","Redmond”, "WA", "35052"," (425) 55§
B, "Karen”, "Furse", "Buyer"”, "4567 - 11th Ave. N.E.","3eattle”,"WA","85133","(206) 555-0]
5, "Sandeep”, "Katyal®, "Gardener™, "876 E. Prospect","Seattle®,"W4","S5105"," (206) 555-01

LI Bl

IE

1m

=
(4
1]
=
=,
W
n
=

Each field is enclosed in quotation marks, and the fields are separated by commas.
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Tip When information is imported into an existing table, all the field names and data
types must match exactly; otherwise, Access can’t import the file and displays an error.
If the structure matches but data in a field is too long or has some other minor problem,
Access might import the record containing the field into an ImportError table, rather
than into the intended table. You can fix the problem in the ImportError table and then
copy and paste the record into the correct table.

In the lower-left corner of the page, click Advanced.

The Employees Import Specification dialog box opens.

5] Employees Impart Specificatian E3

File Format: (@) Delimited Eield Delimiter: [, [+] E
() Fixed Width Text Qualifier:
S
Language: [English [+] Save As...
Code Page: [DEM United States [=]

Dates, Times, and Mumbers

v [
]

Date Order: [@] Four Digit Years

Date Delimiter: Leading Zeros in Dates

L]

Time Delimiter: Decimal Symbol:

Field Information:

Field Name
| EmployeelD
] | Firsthame
| LastMame
| Title
| Address
_ |city
_|State
__|PostalCode
_ | HomePhone

w
r-7
k=l
3

(=== 11“ ]| I

You can make changes to the default settings in this dialog box.
Tip If you want to import several files with the same custom settings, you can specify

the settings and save them. Then as you open each file, you can click Specs in this dialog
box to apply the saved specifications.
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13. In the Employees Import Specification dialog box, click Cancel. Then in the
Import Text wizard, click Next.

The wizard separates the file into fields at the commas.

E Irnport Text Wizard 2
What delimiter separates your fields? Select the appropriate delimiter and see how your text is affected in the preview below.
Choose the delimiter that separates your fields:
@ Tab () Semicolon @ Comma () Space ) Cther:
[F]First Row Contains Field Names Text Qualifier: [ El
ErployeeIl FirstMName LastMName [Title Bddress ity Ftate |~
1 Faren Ferog Cwner [f65 — Z0th Ave. E.Apt. ZA Feattle [TA
E [Eim Lkers Head Buver g90 NE S7ch Dr. feaccle [T
David J. Oshorn kzsistant 789 Moss Bay Blvd. Firkland A
23 Chase Carpenter Pales Manager (123 Leary Wy. Feattle [TA
= Firk LeGrasse (ardener @32 Pike 3t. Feattle [J4
= Mancy bnderson Pales 67 - Z0th Ave. E. Feattle [TA
G Michael Emanue L Fales 321 Cld Redmond Rd. Fedmond WA
= Faren Furse Buyer 1567 - lith Ave. MN.E. Feattle [TA
=] Fandeep Fatyal (Fardener 76 E. Prospect Feattle [TA
-
K| 2l
e [ <Bad | [ Net> ][ B |

If the columns are jumbled, you can choose a different delimiter from the options at
the top of this page to see if that delimiter produces better results.

14. Select the First Row Contains Field Names check box, and click Next. Then
click Finish.
Access imports the text file into the Employees table.

15. On the Save Import Steps page, click Close.

16. Open the Employees table to confirm that Access successfully imported the records
from the text file. Then close the table.

Now let’s import customer information from an Excel worksheet into a new
table.
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17. On the External Data tab, in the Import & Link group, click the Excel button.
The Get External Data wizard starts.

18. Browse to your Chapterl0 practice file folder, click the Customers workbook,
and then click Open.

19. Wwith Import the source data into a new table in the current database selected,
click OK.

The Import Spreadsheet wizard starts. On this page, you can select any worksheet
or named range in the workbook.

=8l Import Spreadsheet Wiizard £
p P

Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?

@ Show Worksheets

() Show Named Ranges

Sample data for worksheet 'Customers',

1 CustomerID FirstMame LastName Rddress City Fegion PFostalCode [C] 4
TACKPI Filar Lekerman  BE8053 Backbay 3t. Bellevue T2 pE004 [
TADATE Terry (Lclarms 1932 Sind bve. (Fancouver EC (F4T 179 Iz
TALLMI Michaesl mllen 130 17tch Sc. Mancouver EC 4T 1¥2 1=
?ASHCH Chris lLshton Eo Cedar Way [Fedmond [T peosz [T
EBANHA Martin Fankov [f8 Riverside Dr. Moodinville [iTA peove )
lBENPA Faula Fento G775 Cypress Pkuy. Dak Harbor iT & BEZ7T [T

| 8 FERJO o Eerry 07 Sunny Way Firkland [ir b FE033 X

9 BEREL Faren Berg O Box 69 [fakima [ir b FEo02 [
EBOSR& Randall Foseman 55 Grizzly Peak Rd. [Butte MT EEIR [
HBRETE Ted Bremer 11 s87th Pl. Feaverton @033 F7oO0s )
EBROKE Fevin F. [Browne 666 Fords Landing Feattle [iTa pEl1z1 [T
ECAHDA [Cavid Cempbell R2 Market 2t. fan Francisco [CA Fa112 [T
?CANCH Chris Cannon g9 W. Hilltop Dr. Falo Alto ICh Fa306 [T v|
i o

———g——

Sample data from the selected worksheet or named range appears at the bottom of the page.

20. With Show Worksheets and Customers selected, click Next.
21. Select the First Row Contains Column Headings check box, and then click Next.

On this page, you can click each field in turn and then set its Data Type and
Indexed properties.
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almpnrt Spreadsheet Wizard 3

‘You can spedfy information about each of the fields you are imperting. Select fields in the area below. You can then medify field
information in the 'Field Options' area.

Field Options

Field Mame:

CustomerI0) Data Type: [Text [=]
Indexed: Yes (Duplicates OK) [=] [[]Donotimport field (Skip)

Lastlame |Address City Fegion |FostalCode [T
lickerman 308 Backhay 3t. Eellewvue [ira o004 | =
lLdatns 1932 S5EZnd Ave. ANCOUVEL [EC 4T 179 -
lwllen 130 17th 3t. ANCOUVEL [EC 4T 179 -
lishton B9 Cedar Way [Fedrmond o Ba0s2 [r
Eankow [78 Riwverside Dr. Moodinwville i Ee072 [
Eento 5778 Cypress Pkwy. Dak Harhor [ori paz77? [r
Eerry MO7 Sunny Way Firkland [ira FE033 [r
Eerg [FO Box 69 [fakima [ira FEo0z [r
[Eoseman 55 Grizezly Peak Rd. [Butte [T [aTaT [r
[Bremer 311 87ch FP1. BESvWErTON F. =aululs] [
Browne 666 Fords Landing peattle T2 FEl121 [
Campbell [EZ2 Market St. Fan Francisco |CL Bd4112 [r
Cannon 2 W. Hilltop Dr. Palo Alto L 4306 [r
Charney 1842 10th Awvenue Fidney [EC 7L 1L3 1 vl
L3
[ Cancel ] [ < Back ] [ MNext > ] [ Finish ]

You can select the Do Not Import Field (Skip) check box to exclude a field from the
import process.

22. Click Next.

23. On the page that sets the primary key, click Choose my own primary key. Then
with the CustomerlID field selected in the adjacent box, click Finish.

Access imports the worksheet as the Customers table.
24. On the Save Import Steps page, click Close.

25. Open the Customers table to confirm that Access imported the customer records
correctly.

CLEAN UP Close the Customers table. Retain the GardenCompany10 database for
use in later exercises.
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Linking to Information

If your information is still being actively maintained in another program and you
want to bring it into Access to analyze it, create reports, or export it to another
format, you should consider linking your Access database to the existing infor-
mation in its original program rather than importing the information. Although
working with data that is stored in your own database is faster, safer, and more
flexible, sometimes linking is preferable, especially if it is important that what
you see in Access is always up to date.

The most common reason for linking to data in another Access database or a differ-
ent program is because you don’t own the data. Perhaps another department in your
organization maintains the data in a SQL database, and that department is willing to
give you permission to read the tables and queries but not to change them. Other
reasons are security and ease of data distribution.

You can usually link to information in any application from which you can import
information. The only difference in the process is that you select the Link To The
Data Source By Creating A Linked Table option on the Select The Source And
Destination Of The Data page of the Get External Data wizard. Access indicates
a linked table by an arrow to the left of the table icon.

Tip If you link to a file stored on your network, be sure to use a universal naming
convention (UNC) path, rather than a mapped network drive, because a UNC path
is less likely to change.
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Exporting Information

You can export Access database objects in all the file formats from which you can import
data. You can also export information as Portable Document Format (PDF) and XML Paper
Specification (XPS) files. The specific formats available depend on the object you are
exporting, as shown in the following table.

Database object Valid export format

Table ACCDB, XLS, XLSB, XLSX, SharePoint List, PDF, XPS, RTF, TXT, XML,
ODBC, HTML, dBASE, Word Merge

Query ACCDB, XLS, XLSB, XLSX, SharePoint List, PDF, XPS, RTF, TXT, XML,
ODBC, HTML, dBASE, Word Merge

Form ACCDB, XLS, XLSB, XLSX, PDF, XPS, RTF, TXT, XML, HTML

Report ACCDB, PDF, XPS, RTF, TXT, XML, HTML

Tip To display a list of the export file formats available for a specific Access object, right-click
the object in the Navigation pane, and then point to Export.

Like the import process, the export process for most file types is orchestrated by an
easy-to-follow wizard with the following standard steps:
1. In the Navigation pane, select the object you want to export.

2. On the External Data tab, in the Export group, click the button for the program or
type of file you want to create.

The Export wizard starts.

3. On the wizard's first page, depending on export format, specify one or all of the
following:

O The destination file’s location and format
O Whether to export just data, or data with formatting
O Whether to open the file when the export process is complete
O Whether to export only selected records
4. Click OK.

When the export process is complete, you return to the Export wizard, which gives
you the opportunity to save the export steps so that you don't have to repeat them
for future similar export processes. The process for saving export steps is nearly iden-
tical to the process for saving import steps.
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The steps for exporting Access database objects to PDF or XPS files or as e-mail attachments
are slightly different but are still quite automated. You can also use an Access table or query
as the data source for the Word 2010 mail merge process; this process is not covered in this
topic, but if you are familiar with mail merge in Word, it is relatively straightforward.

In the sections that follow, we discuss some of the issues to bear in mind when exporting
data to a specific type of file.

Exporting to Other Access Databases

It is very simple to export any single object from one Access 2010 database to either
another Access 2010 database or to an Access 2007 or Access 2003 database. You
can't, however, export multiple objects in one operation.

Tip Data types that were new in Access 2007, such as Attachment and Rich Text, will not
export properly to Access 2003. Rich text is exported as tagged HTML, and attachments
are exported to a memo field containing only the file name of the attachment.

Exporting to Excel Worksheets

You can export a single table, form, or query from an Access 2010 database to an Excel
2010 workbook, or to a workbook that can be opened by versions of Excel as early as
Excel 5.0/95. However, you cannot export reports.

When you export a table that contains a subdatasheet or a form that contains a subform,
Access exports only the main datasheet or form. To export a subdatasheet or subform, you
must perform another export operation on that object.

To combine multiple Access objects into a single Excel workbook, you first export the
individual objects to different workbooks. Then you merge all the worksheets in Excel.

Exporting to Word Documents

If you need to move a table or the results of a query to an existing Word document,
it is often easiest to simply copy and paste the records from the datasheet. But if you
want to work with the contents of a report in Word, you need to export the report.

When you export information from Access 2010 to Word, Access creates a Rich Text
Format (RTF) document, which can be opened by Word and various other applications.
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Exporting to Text Files

Text files are the lowest-common-denominator file format. Most applications can open,
display, and save information in text format. The downside to text files is that they don't
contain any formatting information, so they look consistently plain in all applications.

Depending on what type of content you are trying to export from a database, you might
have the option to export the layout along with the data. If you select this option, the
unformatted text will be arranged in the text file much as it is in the Access object. If
you don't choose this option, the information will be saved in either delimited or fixed-
length lines.

Exporting to PDF and XPS Files

If you want people to be able to view a database object but not change it, you can save
the object in the Portable Document Format (PDF) format or XML Paper Specification
(XPS) format. Use the PDF format if you know that recipients have a PDF reader, such as
Adobe Acrobat Reader, installed on their computer. Use the XPS format if you need all
fonts, images, and colors to render precisely on recipients’ computers.

Both the PDF and XPS formats are designed to deliver objects as electronic representations
of the way they look when printed. The data in .pdf and .xps files is essentially static, and
content cannot be easily edited, so these formats are ideal for objects that will be part of
legal documents. Both types of files can easily be sent by e-mail to many recipients and
can be made available on a Web page for downloading by anyone who wants them.
However, the files cannot be opened, viewed, or edited in Office 2010 programs.

When you indicate that you want to export a database object in PDF or XPS format by
clicking the PDF Or XPS button in the Export group on the External Data tab, the Publish
As PDF Or XPS dialog box opens so that you can select the destination location and format,
assign a name, and optimize the size of the file for your intended distribution method. You
can click Options to display a dialog box where you can specify the records or pages to
include in the .pdf or .xps version of the object and whether to include or exclude acces-
sibility structure tags. When you click Publish, the object is saved with your specifications,
and the Export wizard gives you the opportunity to save the export steps.

Tip Another way to create an .xps file or a .pdf file is to display the Backstage view, and in
the left pane, click Save & Publish. Then in the File Types area of the center pane, click Save
Object As to display the available formats for this task in the right pane. Clicking PDF Or XPS
and then clicking the Save As button displays the Publish As PDF Or XPS dialog box, in which
you can save the file in the usual way.
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Exporting to SharePoint Lists

If you have permission to create content on a SharePoint site, you can export a table or
query database object to the site as a SharePoint list. The list content is static and will not
reflect changes made to the source table or query after the export operation. You can't
overwrite or add data to an existing list.

Tip You can export only one object to a SharePoint list at a time. However, when Access
exports a table, it also exports all related tables.

Exporting to HTML Files

Many organizations that store accounting, manufacturing, marketing, sales, and other
information on their computers have discovered the advantages of sharing this informa-
tion within the company or with the rest of the world through a Web site. With Access,
you can export tables, queries, forms, and reports as Web-ready HTML files. You can
then view the objects in a Web browser, such as Windows Internet Explorer.

When you export a table, query, or form, Access converts it to an HTML table. When you
export a report, Access converts it to a series of linked HTML files (one for each page of
the report).

Tip To see the HTML tags that define the structure of the file, you can either view the file in a
Web browser or open it in a text editor.

Exporting to XML Files

You can export tables, queries, forms, and reports from Access in an XML format that can
be used by other applications. Clicking the XML File button in the Export group on the
External Data tab displays the Export wizard, where you specify the destination location
and assign a name. Clicking OK displays the Export XML dialog box, where you can do
one of the following:

® Select the Data (XML) check box to export the data.

® Select the Schema Of The Data (XSD) check box to create a separate .xsd file
containing the structure of the .xml file.

® Select the Presentation Of Your Data (XSL) check box to export an XLS Stylesheet
that describes how to display the XML data.

Tip To export a table as a combined data/schema file, in the Export XML dialog box, click
More Options, click the Schema tab, click Embed Schema In Exported XML Data Document,
and then click OK.
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When you click OK, the object is saved with your specifications, and the Export wizard
gives you the opportunity to save the export steps. You can then view the tagged .xml
file in Internet Explorer and the .xsd file in any text editor.

In this exercise, you'll export an Access table to another Access database and to an Excel
workbook. Then you'll export the table as both a formatted and an unformatted text file.

é SET UP You need the GardenCompany10 database you worked with in the preceding
exercise to complete this exercise. Create a blank database, and save it as Exported.
Then open the GardenCompany10 database, and follow the steps.

1. In the Navigation pane, under Tables, click Suppliers.
We are going to export the entire table, so there is no need to open it first.
2. On the External Data tab, in the Export group, click the Access button.
The Export — Access Database wizard starts.
3. On the wizard's first page, click Browse.

4. In the File Save dialog box, navigate to your Chapterl0 practice file folder, click
Exported, and then click Save.

5. In the Export — Access Database wizard, click OK.
The Export dialog box opens.
Export

Export Suppliers to:

Suppliers

in Exported, accdb
Export Tables
@ Definition and Data

() Definition Snly

[a]4 ] [ Cancel

You can export the table’s structure and data or only the structure.

6. With Suppliers displayed in the Export Suppliers to box and Definition and
Data selected in the Export Tables area, click OK.
Access exports the selected table.

7. On the Save Export Steps page, click Close.

8. In Windows Explorer, navigate to your Chapter10 practice file folder and double-
click Exported.
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Tip You can open only one database at a time in a single instance of Access. If you open
a second database without first closing the one you are working in, Access prompts you
to save recent changes and then closes the first database before opening the second. To
open two databases at the same time, start a second instance of Access from the Start
menu, and then open the second database from the Backstage view. You can also double-
click the database file in Windows Explorer.

The Exported database opens in a separate instance of Access 2010.

In the Navigation pane, under Tables, double-click Suppliers. Then verify that
the table exported correctly, and close this instance of Access.

Now suppose you need to provide the information in the Suppliers table to some-
one who doesn’t have access to the database. Let’s export the same table as an
Excel workbook.

In the GardenCompany10 database, open the Suppliers table in Datasheet view.
Then on the External Data tab, in the Export group, click the Excel button.

The Export — Excel Spreadsheet wizard starts.

On the wizard's first page, click the Browse button. Then in the File Save dialog
box, navigate to the Chapterl0 practice file folder, and click Save.

The File Name setting reflects your specifications.

Export - Excel Spreadshest

Select the destination for the data you want to export

Specify the destination file name and Format.

File name: | C:yUsersiSydney HigalDesktop) Access2010565Chapter 104Suppliers, xlsx

File Format: | Excel warkbook (*, xlsx) E

Spedfy 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 repaort,

Open the destination file after the export operation is complete.
Select this option to wiew the resulks 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 yvou export formatted data and have records
selected,

[ Ok ] [ Cancel ]

By default, the spreadsheet has the same name as the table it's based on and will be
saved in Excel Workbook (*.xIsx) format.
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Tip You can change the name and format in the File Save dialog box, or you can edit the
name and select a different format in the wizard.

Select the Export data with formatting and layout check box and the Open the
destination file after the export operation is complete check box. Then click OK.

Access exports the table to an Excel workbook. Excel starts and opens the workbook.

IE“ H9- -0~ |5 Suppliers - Microsoft Excel = = R
Home Insert Page Layout Farmulas Data Rewviews e & e o B OER
= ¥ Calibri - @ General I | A S=Insert~ I < % [ﬁ
_j 3- B 7 U-| A A = @' $ % ¢ = I Delete - E'
Paste L Sort & Find &
- S A- P %8 5% - | Elformats 27 Fifter~ Select~
Clipboard s Font F} Alignment [F] Murmnber [F} Cells Editing
Az ~( £l v
A B C D E F G i
1 SupplierlD SupplierName| ContactName | ContactTitle Address | City | State Postal( |
L
Garden Dan Purchasing _
_ 45 Tandy St Washington  DC 100028
2 Hardware hfg, Richardson Manager =
v
Jonathan Order
2 The Shrub Club o 1234 Lapis Ave. Chevy Chase  MD 10815
3 Mallerup Administrator
Sales M
MoTox Pest
Brad Suttan Representatiy PO, BOx 555 Lander WY 72520
Contral
4 e
Marketing 4567 Grand M
4 Cover Up Stuff Stuart Munson Brooklyn Y 91235
5 Manager Army Plaza
_ Heather Expaort TES43 Bavou M
5 Rosie's Roses i . Plagquemine Ly 0764
3 Murchison Adrministrator  Dr.
r
farketin
Soil and Sand = 321 E. Houston
) Robert O'Hara  Representativ Mew York MY 90012
Supplier St #6
7 =1
Yholesale ) Marketing 43 Magnolia ) "
Josh Barnhill Plains G 217380
g Rock & Gravel MManager Way
Comlme r i
W 4 v ¥ | Suppliers /%2 [ il | anl
S AR=N Eomusc— U G\

The Suppliers table has been exported to the Suppliers sheet in the workbook.

Troubleshooting The appearance of buttons and groups on the ribbon changes depending
on the width of the program window. For information about changing the appearance of
the ribbon to match our screen images, see “Modifying the Display of the Ribbon” at the
beginning of this book.

Close the Excel workbook, and then on the Save Export Steps page of the Export -

Excel Spreadsheet wizard, click Close.

Suppose you want to make the data in the Suppliers table available in Outlook. You
can't export directly to Outlook, but you can export the data from Access to a text
file and then import it into Outlook. Let's export the text file now.

With the Suppliers table open in Datasheet view, on the External Data tab, in the
Export group, click the Text File button.

The Export — Text File wizard starts.
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With the path to your Chapterl0 practice file folder displayed in the File name
box, change the default file name from Suppliers.txt to Suppliers_fixed.txt.

Select the Export data with formatting and layout check box and the Open
the destination file after the export operation is complete check box. Then

click OK.

The Encode ‘Suppliers’ As dialog box opens.

Encode ‘Suppliers' &5

(@) Windows {default)
(7 M5-DOs

(7 Unicade

(") Unicode (UTF-5)

Choose the encoding ko use for saving this File:

(=

From here, you can select the encoding format options you want.

With the Windows option selected, click OK.

Access exports the table as a formatted text file. Your default text editor starts and

opens the Suppliers_fixed text file.

j Suppliers_fixed - Notepad EI@
File Edit Format ‘iew Help

| supplierio | supp1ieryame | ContactMame | ContactTitle | =
| 1 | Garden Hardware | pon Richardson | Purchasing manager | 45 Ta

| 2 | The shrub CTub | Jonathan Mollerup | oOrder | 1234

| 2 | NoTox Pest Control | Brad sutton | sales | P.O.

| 4 | Cover up stuff | Stuart Munson | Marketing Manager | 4567

| 5 | rRosie's Roses | Heather murchison | Export | 76543

| 6 | s0il and sand | Robert o'Hara | Marketing | 321 E

| 7 | wholesale rock & | Josh Barnhill | Marketing Manager | 43 Ma|®
| 8 | The Herh House | pouglas aroncki | sales | 987 C

| 9 | Green Things | Jason cCarlson | sales agent | 12 or

| 10 | The Grass Factory | Scott Seely | Mmarketing Manager | 1098

| 11 | Green Thumb | Richard Carey | sales Manager | 5432

| 12 | The complete | Paul west | International | 9876

| 13 | Ewergreen Emporium | John v. cChen | Coordinator | 567 B

| 14 | The Carnivorous | Robert Lyon | =ales | 21098
| 15 | The Bulbh Basket | Brian Parry | Marketing Manager | 456 B

| 16 | 1tty Bitty Bonzais | Mindy Martin | rRegional account | 234 &

| 17 | Flower Heawven | Ben smith | =ales | 2345

4| T r
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18. Close the text file, and then close the wizard without saving the export steps.

19. Repeat steps 14 through 18 to export the table again, but this time change the name
to Suppliers_delim.txt, and don't select the Export data with formatting and
layout and Open the destination file after the export operation is complete
check boxes.

The Export Text wizard starts.

3] Export Text Wizard 3

This wizard allows you to specify details on how Microsoft Access should expart your data.
Which export format would you like?

(@) Delimited - Characters such as comma or tab separate each field
(7 Fixed Width - Fields are aligned in columns with spaces between each field

L
a

mple export format:
1,"Garden Hardware Mfg.","Don Richardson™,"Purchasing Manager™,"45 Tandy St.", ”Uashlngﬂ

[£,"The Shrub Club","Jonsthan Mollerup","Order Administrator™,"1234 Lapis Lve.","Chewvy
[Z,"NoTox Pest Control®,"Brad Sutton®,"ZSales Representatiwve™, "P.0O. Box 555", "Lander™, ™|
M, "Cover Up Stuff","Stusrt Munson®,"Marketing Manager™,"4567 Grand Army Plaza®,"Brookl
[5,"Rosie's Roses","Heather Murchison®,"Export Administrator™,"76543 Bayou Dr.","Plagudg
5, "20il and Sand Supplier”,"Robert OFHara","Marketing Representatiwve™,"321 E. Houston
[7,"Wholesale Rock & Grawvel”,"Josh Barnhill®,"Marketing Manager™,"43 Magnolia Way"™,"Plg
B."The Herh House","Douglas Groncki™,"3ales Representative”,"S37 Colman Dr.","Jan Luig
B,"creen Things Galore”,"Jason Carlson”,"Sales Agent™,"12 Orchestra Terrace™, "Walla WUg
10, "The Grass Factory","Scott Seely","Marketing Manager®,"1098 ALshury St.","Carmel Val
11, "Green Thuy Fertilizers"™, "Richard Carey","Sales Manager™, "5432 Mockinghird Ln.", "
2[2,"The Complete Garden Supplier®,"Paul West","International Marketing Mgr.","9876 Ang
13|13, "Evergreen Emporium®,"John ¥. Chen","Coordinator Foreign Markets","567 Bartlett Bly
1514,"The Carnivorous Connection®, "Rokert Lyon","3ales Representative®, 210593 Baker Dr.’:J

=
155 e 3 e

=

IE

Cee) [ o | G Cow)

This wizard will guide you through the process of setting various options.

Tip You can experiment with different wizard options, moving as far as the last page
before backing up and trying a different approach. At any point, you can click Finish
to accept the default settings for all the wizard's remaining options.

20. Switch between the Delimited and Fixed Width options, noticing the difference
in the data in the Sample export format box.

21. With Delimited selected, click Next.
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The options on the wizard's next page vary depending on whether you are exporting
a delimited or fixed-width file.

22. Leave Comma selected, select the Include Field Names on First Row check box,
and click Finish.

Access exports the table as an unformatted text file.

23. Close the wizard without saving the export steps.

24. Start Windows Explorer, navigate to your Chapter10 practice file folder, and double-
click Suppliers_delim.

The exported text file opens in your default text editor.

| Suppliers_delim - Motepad EI@
File Edit Format  ‘iew Help

"supplierIio”,"suppliermame”, "Contactuame”, "ContactTitle”, "address", "City", "state”, "PosTalco -
"Garden Hardware Mfg.","Don Richardson","pPurchasing Manager”,"45 Tandy st.", "washington",
"The shrub Club”,"Jonathan Mollerup”,"order administrator”, 1234 Lapis ave.”,"Chewy Chase
"WoTox Pest Control”,"Brad sutton","sales Representative","P.o. Box 555", "Lander",™wy","7
"Cover Up stuff","Stuart Munson”,"Marketing Manager™,"4567 Grand army Plaza","Brooklyn”,”
"Rosie's Roses","Heather Murchison”,"Export administrator”,"76543 Bawou Dr.","Plaguemine”
"s0i] and sand supplier”,"rRobert o'Hara',"mMarketing Representative",”321 E. Houston St. #
"wholesale rock & Grawvel”,"lJosh Barnhill","Marketing Manager","43 Magnolia way","Plains",
“"The Herb House","Douglas Groncki”,"sales representative”,"987 Colman or.”,"san Luis obis
"Green Things Galore","Jason Carlson","sales agent","1l2 orchestra Terrace","walla walla",
10,"The Grass Factory',"Scott Seely”,"Marketing Manager”,"1098 asbury St.","Carmel wvalley",
11,"Green Thumb Fertilizers","Richard carey","Sales manager',"5432 Mockingbird Ln.","Louish
12,"The Complete Garden supplier”,"Paul west","International marketing mgr.","9876 Angelas .
13, "Evergreen Emporium”,"John v. chen","Coordinator Foreign Markets","567 Bartlett Blwd.","
14,"The Carnivorous Connection”,"robert Lyon","sales Representat"lve","zlogs Baker Dr.","Eug
15,"The Bulb Basket","Brian Perry","Marketing Manager","456 Breezewood Ave.","san Diego","Z
16,"Itty Bitty Bonzais',"mindy martin®,"rRegional account Rep.”,"234 Green Grass Hills st."”,
17,"Flower Heawven',"Ben smith',"sales Representative","2345 M.w. 99th st.","seattle","wa",”
13,"The Tree Farm","J9m Kim","Sales Manager”,"7654 sw Clinton ave.","Lewiston","ID","73501"
19,"The Berry Bush Barn","Tianna Jones","wholesale account Agent",“432 Bryn Mawr e, ", "Ced
20, "Liven right rhodies","cat Francis","owner","89 maple or.","cCarlisle","pa","o7013", " (717

(el v RN e WL R S P N ol

ARl [ r

The delimited text file, displayed in Notepad.

CLEAN UP Close the text file, Windows Explorer, and the Suppliers table. Retain the
GardenCompany10 database for use in the last exercise.
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Copying to and from Other Office Programs

Sometimes the quickest and easiest way to get information into or out of a database is
to just copy it and paste it where you want it. This technique works particularly well for
getting data out of an Access table and into Word or Excel. Information that you paste
into a Word document becomes a Word table, complete with a heading row containing
the field captions as column headings. Information that you paste into an Excel work-
sheet appears in the normal row-and-column format.

Getting data into an Access table by using this technique is a little more complicated. The
data you are pasting must meet all the criteria for entering it by hand (input mask, valida-
tion rules, field size, and so on), and you must have the correct table cells selected when
you use the Paste command. If Access encounters a problem when you attempt to paste
a group of records, it displays an error message and pastes the problem records into a
Paste Errors table. You can then troubleshoot the problem in that table, fix whatever is
wrong, and try copying and pasting again.

Tip To paste an entire table from one Access database to another, open both databases, copy
the table from the source database to the Clipboard, and then paste it in the destination data-

base. You can paste the table data and/or table structure as a new table or append the data to
an existing table.

In this exercise, you'll copy and paste records between an Access database table, an
Excel worksheet, and a Word document.

SET UP You need the GardenCompanyl0 database you worked with in the preceding
exercise and the Shippers workbook located in the Chapterl0 practice file folder to
complete this exercise. Open the GardenCompany10 database, open the Customers
table in Datasheet view, and then follow the steps.

1. Point to the row selector of the first record in the table, and when the pointer changes
to a right arrow, hold down the mouse button and drag through six records.

2. On the Home tab, in the Clipboard group, click the Copy button.
Keyboard Shortcut Press Ctrl+C to copy a selection to the Clipboard.

See Also For more information about keyboard shortcuts, see “Keyboard Shortcuts” at
the end of this book.

3. Start Excel.
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. With cell Al selected in the blank worksheet, on the Excel Home tab, in the
Clipboard group, click the Paste button.

Keyboard Shortcut Press Ctrl+V to paste a cut or copied item from the Clipboard.

Excel pastes the records into the worksheet.

=l

a

A B i, o} 5 F G H |
1 [ustomerl[FirsthamelastMame| Address City Region PostalCodg Country jonefum
aang
Ackerma  Backhay (425) 555+
| 2 |ACKPI Pilar n St Bellevue Wwa aa004 LUSA 0194
1932
52nd Wancouy (604) 555-
| 3 |ADATE  Terry Adams  Ave. er BC AT 1¥9  Canada 0153
13017h  “ancouy (604) 555-
|4 LALLRAL Michael Allen it er BC W4T 1¥9 |Canada | 0192
89 Cedar Redman [ {425) 555-
| 3 |ASHCH Chris Ashton  Way d WO 88052 Usa, 0151
78 (
Riverside ‘Woodiny (425) 555-
| 6 |BANMA  Martin Bankov D, ille Rt 88072 LSA 0130
6773 r
Cypress  Oak (3607 555
7 |BEMPA  Paula Bento Plowy. Harbor W, 88277 LS4, 0183
g BB, (el -

The Access field names have become Excel column headings.

. On the Windows Taskbar, click the Access button to switch back to Access.

Now let's copy and paste only a few fields of a few records.

. In the FirstName field, point to the left border of the value Ted, and when the
pointer changes to a thick cross, hold down the mouse button, and drag down
and to the right until the FirstName through Region fields are selected for six
records.

. In the Clipboard group, click the Copy button.

. Switch back to Excel, click cell A9, and then in the Excel Clipboard group, click
the Paste button.

Excel pastes in the new selection, again with column headings. The copied data
remains on the Office Clipboard

. Start Word. Then on the Home tab, in the Clipboard group, click the Paste button.

Word pastes the selection as a nicely formatted table.
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10.

11.

12.

13.

14.
15.

16.

Import and Export Data

Cistomerss
| Firsthia med Add ress:z ity Regio
TedH Bremear®  |311.87th-FL# Beawerton (DR
kevin-F.5 |Bowned 556 Fomds-andingtEeatties e

cavid®  gampbelF|22-MarketstH San-FramEocE e
Chris= cannord @o-w-Hilltop: DrE |Fak. s b =]

T Chameys AB42.10th Ave nueis id ey 2]
Mol chis [TES Bealk 515 = id neyis BCH
T Bty -

The Customers title reflects the name of the table from which this data came.
Exit Word and Excel, without saving your changes. Then close the Customers
table.

Now let's copy the data from an Excel worksheet and paste it into a new table in
the current database.

Start Windows Explorer, navigate to your Chapterl0 practice file folder, and double-
click the Shippers Excel workbook.

Excel starts and opens the Shippers workbook.

Select cells A1:H6, and on the Home tab, in the Clipboard group, click the Copy
button.

Switch back to Access, right-click in the Tables area of the Navigation pane, and
click Paste.

Access asks whether the first row of data contains column headings.

Click Yes.

When Access notifies you that the import process was successful, click OK.
The new Shippers table is added to the Tables area of the Navigation pane.

Double-click the Shippers table to open it, and verify that all records were
successfully copied.

CLEAN UP Exit Excel. Then close the Shippers table and the GardenCompany10
database.
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Key Points

Importing information into Access 2010 from other programs is an easy way to
enter data without retyping it.

If data is actively maintained in another program and you want to work with it in
Access, you can link the Access database to the data without actually importing it.

You can export information from an Access database in a variety of formats,
depending on the object you are exporting.

Copying and pasting information from an Access database is often the easiest
way to make the data available to other Office programs.

If the data in other Office programs is set up appropriately, you can copy and
paste it into an Access database.
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Garden Company
Customers
‘ Cusrormznnl [ackm i
‘ le ‘I‘iu I |Mﬁmﬂn I
‘ ""‘"‘el ‘(41‘5) 555.0194 I
| Address] 8808 Backbay St. i
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User Friendly

In this chapter, you will learn how to
v/ Create navigation forms.
v Create custom categories.
v Control which features are available.

A Microsoft Access 2010 database can be a complex combination of objects and
the tools for managing and manipulating them. In the first two parts of this book,
you learned how to work with database objects to enter, organize, retrieve, and display
information.

If information will be entered and retrieved from your database by people who aren’t
proficient with Access, the information will be safer and the database users happier if you
insulate them from the inner workings of Access. By turning your collection of objects and
information into an application that organizes related tasks, you allow users to focus on the
job at hand, rather than on learning to use the program the database is running in. With a
little extra effort on your part, you can make it easier for them to access and manipulate
data, and more difficult for them to unintentionally change or delete it.

In Access 2010, the most common way to control access to a database is either by creating
a navigation form or by creating custom categories and groups in the Navigation pane. You
can also control which commands and which parts of the database users can interact with.

In this chapter, you'll create a simple navigation form, create a custom category and

groups, and set various startup options that control the users’ working environment.

Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice files you'll use to complete the
exercises in this chapter are in the Chapterll practice file folder. A complete list of
practice files is provided in “"Using the Practice Files” at the beginning of this book.

297
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Creating Navigation Forms

A navigation form appears as a set of navigation buttons that the user can click to display
and work with forms and reports. When you create a database based on a Web database
template, it includes a navigation form that is the primary interface with the database. (When
viewed in a Web browser, a Web database has no Navigation pane.) However, you can add
a navigation form to any database to make it easier for users without extensive Access
knowledge to enter information and find exactly what they need.

See Also We do not discuss Web databases in detail in this book. For a brief overview, see the
sidebar “"Web Databases” in Chapter 2, “Create Databases and Simple Tables.”

Tip You cannot work with tables and queries directly from a navigation form. If you want users
to be able to view a table or the results of a query in a navigation form, you need to create
datasheet forms based on those objects and then insert those forms into the navigation form.

When you click the Navigation button in the Forms group on the Create tab, you can
choose from the following six navigation form layouts:

® Horizontal Tabs Each object is assigned its own button, which looks like a tab,
across the top of the form.

® Vertical Tabs, Left Each object is assigned its own button down the left side
of the form.

® Vertical Tabs, Right Each object is assigned its own button down the right side
of the form.

® Horizontal Tabs, 2 levels Each primary object is assigned its own button at the
first level, which appears as a row of buttons across the top of the form. You can
assign secondary objects to the buttons on the second row. For example, if the
Customers form has a button at the first level, you might assign the New Customer
form to a button at the second level. Users can check the Customers form to see
if a customer record already exists. If it doesn't, they can click the button for the
New Customer form to display a new blank record, where they can enter the cus-
tomer's information.

® Horizontal Tabs and Vertical Tabs, Left Each object is assigned its own button
across the top or down the left side of the form, depending on where you insert it.
With this arrangement, you can have one navigation form that satisfies the needs
of two separate groups—for example, order-related buttons across the top, and
inventory-related buttons down the side.

® Horizontal Tabs and Vertical Tabs, Right Similar to the Horizontal Tabs and Vertical
Tabs, Left layout. Each object is assigned to its own button across the top or down
the right side of the form, depending on where you insert it.
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The layout you choose depends on the number and type of database objects you want
to be available from the form, and the way you want to arrange them.

When you create a navigation form, it is displayed in Layout view so that you can begin
to populate it. The functionality of the form is supplied by a navigation control that
consists of a placeholder for a navigation button and a subform or subreport control.
When you drag a form or report from the Navigation pane to the button placeholder,
the Navigation Target Name property on the Data page of the button's Property Sheet
is set to the name of the form or report, and that name is also displayed on the button.
(You can change the name on the button by changing its Caption property.) The form
or report itself is displayed in the subform or subreport control. A new placeholder
navigation button is added to the navigation bar, ready to receive the next form or
report you insert.

Navigation bar Active button Placeholder button

ZE] Quick Start X

Customers

I

[Add New]

Garden Company
Customers

CustomeriD

Name

Fhone

Address

Subform control
A populated navigation form with the Horizontal Tabs layout in Layout view.
For Web databases, the navigation form is the "home page” of the database and is usually
displayed automatically when the database is opened. You should consider making the

navigation form the default startup page of non-Web databases so that users can easily
access the database objects they are most likely to need to work with.
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In this exercise, you'll create a datasheet form for viewing existing customers and a form
for entering new customer information. You'll create a simple two-level navigation
form to provide easy access to the customer information, and you'll add three forms
and a report to it.

Q SET UP You need the GardenCompanyl1l_start database and the Logo graphic
located in your Chapterll practice file folder to complete this exercise. Open the
GardenCompanyll_start database, and save it as GardenCompany11. Then with
All Access Objects displayed in the Navigation pane, follow the steps.

1.

2.

3 Mavigation =

Under Tables in the Navigation pane, click Customers. Then on the Create tab,
in the Forms group, click More Forms, and in the list, click Datasheet.

Access creates a datasheet form that looks like the Customers table.

Save the form as Customer List. Then open its Property Sheet, and on the Data
page, set the Allow Additions, Allow Deletions, and Allow Edits properties to No.

Close the Property Sheet, and then close the form, saving your changes.

Under Forms in the Navigation pane, right-click Customer Records, and click
Copy. Then right-click anywhere in the Forms group, and click Paste. In the Paste
As dialog box, type New Customer as the name of the form, and click OK.

Open the New Customer form in Layout view, right-click the form'’s title, and
click Form Properties to open the Property Sheet for the form. On the Data
page, set the Data Entry, Allow Additions, Allow Deletions, and Allow Edits
properties to Yes.

Close the Property Sheet, and then close the form, saving your changes.

You've now created two new forms, one exclusively for data lookup and the other
exclusively for data entry.

7. On the Create tab, in the Forms group, click the Navigation button, and click

Horizontal Tabs, 2 Levels. Then if Access opens the Field List, close it.

Access creates the form, adds the navigation control to it, and displays the form in
Layout view.
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=] Navigation Funn‘\ x

~=] Navigation Form

| [Add New]
| [4clel i 1z

By default, the new form is named Navigation Form.

First let's customize the form'’s tab and title.

8. Display the Property Sheet for the form. On the Format page, in the Caption
property, type Home Page, and press Enter. Then close the Property Sheet.

9. In the Form Header, click the Navigation Form title, click it again to activate it
for editing, change the title to Forms and Reports, and press Enter. Then make
the title 20 points, bold, and dark green.

10. Click in the Form Header away from the title control and logo placeholder, and
apply the Light Green, Background 2 color.

11. On the Design contextual tab, in the Header/Footer group, click the Logo
— button, and insert the Logo graphic from your Chapterl1 practice file folder.

The navigation form now looks similar to other objects in this database.
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“| 8 |Forms and Reports

[Add New]

[Aclel Flzuwy]

The fonts and colors available for formatting the form are provided by the Austin theme.

12. Save the form with the name Home Page.

Now let's populate the navigation form by adding forms and reports to it. We
do this by assigning the forms and reports to the two rows of buttons on the
navigation bar above the subform control.

13. Under Forms in the Navigation pane, click Customer Records, and drag it to
the first-level placeholder button at the top of the navigation control.

The first-level button is now labeled Customer Records, and because the button
is active, the Customer Records form is displayed in the subform control.
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% HomePage\ £

B Forms and Reports

[Add New]
[Add New]

Garden Company
Customers

CustomerlD | | ACKFI

Name | |Filar Ackerman

Phone | [(425) 555-0194

Address | | 8808 Backbay Si.

The Customer Records form displays the first record in the Customers table.
Under Forms in the Navigation pane, click Customer List, and drag it to the
second-level placeholder button under Customer Records.

The second-level button is now labeled Customer List, and because the button
is active, the datasheet form appears in the subform control.

Under Forms in the Navigation pane, click New Customer, and drag it to the
second-level placeholder button to the right of Customer List.

The second-level button is now labeled New Customer, and the data entry
form appears in the subform control. The first-level Customer Records button
now has two second-level buttons and a second-level placeholder button.

Under Reports in the Navigation pane, click Customer Orders, and drag it
to the first-level placeholder button to the right of Customer Records.

Switch to Form view.

In Layout view, Customer Orders has a second-level placeholder button, but the
placeholder button is not visible in this view.
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18.

19.

-2| Home Page

¥ Forms and Reports

Customer Records FeEsl=Ea®l =

Customer Orders =
FirstName LastName OrderDat
Luciana Ramos 1/12/201
Randall Boseman 1/23/201
Scoft Gode 1/30/201 |
Richard Lum 2/2/201
Brian Cox 1/12/201
Parul Manek 2/6/201
Kathie Flood 1/29/201 |

20.

21.

22.

Customer Orders has no second-level objects.

Click the Customer Records button, and then in turn click the Customer List and
New Customer buttons, observing the effect in the form.

Now let's format the navigation buttons to more clearly define the hierarchy.

Switch back to Layout view. Then click the Customer Records button, hold down
the Shift key, and click the Customer Orders button.

On the Format contextual tab, in the Control Formatting group, click the Change
Shape button, and then click the second shape in the second column (Round Same
Side Corner Rectangle).

Without changing the selection, in the Control Formatting group, click the
Quick Styles button, and then click the fourth color in the rightmost column
(Subtle Effect — Orange, Accent 6).

Repeat steps 20 and 21 for the second-level buttons, making them the same
shape as the first-level buttons but applying the fourth color in the second column
(Subtle Effect — Green, Accent 1).
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23. Switch to Form view, and click the Customer Records button.

The buttons now resemble colored tabs.

e

¥ Forms and Reports

Garden Company :
Customers
| CusiomeﬂDI [ackpi i
| Nme-. |F|'Iu I |Ackermnn I
| Fhone. |(425) 5550194 I
| Add'ess. |m Backbay St. I =

You can use shapes and colors to categorize forms and reports.

x CLEAN UP Close the Home Page form, saving your changes. Retain the
GardenCompanyl1 database for use in later exercises.

Creating Custom Categories

By now, you are accustomed to selecting the database object you want to work with

in the Navigation pane, and you know that the Navigation pane is organized into cat-
egories and groups. A number of built-in categories are available, and you can filter by
group in various ways.

To provide database users with easy access to specific database objects, you can create
custom categories, each of which can contain multiple custom groups. You can drag and
drop any valid Access object into a custom group to create a shortcut to the object; the
object itself remains in its original group. This combination of categories, groups, and ob-
ject shortcuts can be used to make frequently used objects more accessible. For example,
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if the accounting department runs a set of reports on the last day of each month, you
could create an Accounting category containing a Month End Reports group, and add
the reports to that group. Or if the Marketing department routinely works with several
forms, queries, and reports, you could create a Marketing category for them. This category
could contain one group holding shortcuts to all the objects, or a group for each object
type. There are no restrictions on the mix of objects placed in one group.

In this exercise, you'll create a custom category, add two groups to it, and then add
shortcuts to database objects to the groups.

é SET UP You need the GardenCompanyl1 database you worked with in the preceding

exercise to complete this exercise. Open the GardenCompanyll database, and then
follow the steps.

1. Right-click the category at the top of the Navigation pane, and then click
Navigation Options.

The Navigation Options dialog box opens.

Mavigation Options
Grouping Options
Click on a Categary to change the Category display arder or o add groups

Cakegories

Groups for "Tables and Related Yiews"

Tables and Related Views
Object Type

Custom

Customers
Products
Employees
Order Details
Shippers
Suppliers

Categories

EEEEEEEE

Orders

m

Add Item Delete Item

Display Options

Renarne Ikem

Add Group Delete Group || Rename Group

Open Ohjects with

[ show Hidden Ohjects [ Show Syskem Ohjects
[] Show Search Bar

() single-click @ Double-click

You can hide a group by clearing its check box in the right list.

2. In the Grouping Options area, below the Categories list, click Add Item.
A new category is added to the Categories list. The category name is selected.
3. Replace Custom Category 1 with Garden Company, and press Enter.

The heading above the right list changes to Groups For “Garden Company” to
reflect the category selected in the left list.

4. Below the Groups for “Garden Company” list, click Add Group. Then replace
Custom Group 1 with Forms, and press Enter.
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Tip Every category contains a default group named Unassigned Objects. This group
contains a list of all objects in the database and is the source for the shortcuts you
create in your custom groups.

. Repeat step 4 to add a group named Reports. Then click OK.

Although you can't see it yet, the new category has been added to the Navigation
pane.

. Click the category at the top of the Navigation pane to display the list of available
categories, and then click the new Garden Company category.

The category contains an empty Forms group, an empty Reports group, and the
Unassigned Objects group.

Garden Cormpary (™ «

Forms -

Reports &
Unassigned Obj... #

Categories
Customers
Employees

Order Details

Orders

Products
Shippers
Suppliers
Custamer Crders
Delete Disconti..
Order Details £,
Orders By Date
Product Analysis
Sales By Categ..

Categaries Qu..,

2GR GGEEEEEEEE

Categories -

In the Unassigned Objects group, the object icons distinguish items of the same name.

. In the Unassigned Objects group, click the Customer List form. Then hold down
the Ctrl key, and click the Customer Records, Home Page, and New Customer

forms. Drag the selection up to the top of the Navigation pane, releasing the
mouse button when the selection is on top of the Forms group header.
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Access removes the selected forms from the Unassigned Objects group and creates
shortcuts for them in the custom Forms group.

8. In the Unassigned Objects group, select the Alphabetical List of Products and
the Sales By Category reports. Then right-click either selected object, click Add
to group, and click Reports.

Access removes the selected reports from the Unassigned Objects group and
creates shortcuts for them in the custom Reports group.

9. Right-click the Unassigned Objects group header, and then click Hide.

Tip To redisplay the Unassigned Objects group, display the Navigation Options dialog
box, click Garden Company, select the Unassigned Objects check box, and then click OK.

Now the forms and reports needed most often are conveniently located in the
Garden Company category.

Garden Company ™ «

Forms 3
,@ Customer List

,E Customer Recards

A-2] Home Page

,E Mewy Customer

Reports &
2l Aiphabetical List ...

,.Eﬂ %ales By Category

This uncluttered Navigation pane makes it easy for users to spot what they need.
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10. Test the new shortcuts by opening each form and report.

x CLEAN UP Retain the GardenCompanyll database for use in the last exercise.

Controlling Which Features Are Available

If your database will be used by people with little or no experience with Access, you
might want to control which features are available when a database opens. You can
control the user environment by setting startup options for the database. For example,
you can use startup options to control whether ribbon tabs and the Navigation pane
are available, whether a specified object (such as a navigation form) is displayed on
startup, and other features.

Tip Additional control can be achieved by the use of macros and Visual Basic for Applications

(VBA) procedures. These topics are beyond the scope of this book. For information, search for
Introduction to Access Programming in Access Help.

In this exercise, you'll set startup options that create a version of the database that is
appropriate for inexperienced users. You'll give the database the appearance of being
a custom application, display the Home Page form when the database is opened, and
hide program elements that users don't need. Then you'll see how to bypass the
startup options.

é SET UP You need the GardenCompanyl1l database you worked with in the
preceding exercise and the Icon image located in your Chapterll practice file
folder to complete this exercise. Open the GardenCompanyl1l database, and
then follow the steps.

1. Display the Backstage view, and click Options to open the Access Options
dialog box. Then in the left pane, click Current Database.

Several options for controlling the database that is open on your screen are
available on this page. Setting these options affects this database only.

www.it-ebooks.info


http://www.it-ebooks.info/

310 Chapter 11 Make Databases User Friendly

Access Optiohs @
izeneral - il
: Options for the current database,
Datasheet Application Optlions
Object Designers Application Title:

Proofing Application [con:

Use as Farm and RepartIcon
Display Form: (none) lz‘
Web Display Form: | [none]

Language

Client Settings

[

Customize Ribbon Display Status Bar
Document Window Options
) Qverlapping Windows
add-ins @ Tabbed Documents
Display Document Tabs
Lse &cress Special Keys (0
D Compact on Close
|:| Remowe personal information fram file properties on save

Quick &ccess Toolbar

Trust Center

|:| Use Windows-themed Controls on Forms
Enable Layout Wiew
Enable design changes for tables in Datasheet view
D Check for truncated number fields
Picture Property Starage Farmat
() Preserve source image format [smaller file size)
@ Corwert all picture data to bitmaps [compatible with Access 2003 and earlier]

Mavigation
Display Mavigation Pane

Mavigation Cptions..

Ribbon and Toolbar Options

The Current Database page of the Access Options dialog box.

See Also For information about the other pages of the Access Options dialog box, see
“Changing Default Program Options” in Chapter 13, “Customize Access.”

2. In the Application Options area, in the Application Title box, type Garden
Company, and then press the Tab key.

Access will display this title in the database title bar, in place of the usual
Microsoft Access title.

3. To the right of the Application Icon box, click Browse. Then navigate to your
Chapterll practice file folder, and double-click the lcon image.

Access enters the path to the icon in the Application Icon box.
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Below the Application Icon box, select the Use as Form and Report Icon
check box.

The selected icon will appear at the left end of form and report tabs.
Display the Display Form list, and then click Home Page.

The Home Page navigation form you created in an earlier exercise will now
be displayed by default whenever anyone opens this database.

Clear the Enable Layout View and Enable design changes for tables in
Datasheet view check boxes.

Now users cannot inadvertently make changes to the design of the database
objects.

In the Navigation area, clear the Display Navigation Pane check box.

Now the Navigation pane will not initially be displayed.

Tip When the Use Access Special Keys check box is selected, database users can
show and hide the Navigation pane by pressing the F11 key. If you clear the Display
Navigation Pane check box and the Use Access Special Keys check box, users can't
display the Navigation pane at all.

In the Ribbon and Toolbar Options area, clear the Allow Full Menus and
Allow Default Shortcut Menus check boxes.

This prevents users from using these tools to make inappropriate changes to the
database. Now all they will see are the File and Home tabs.

Click OK to implement the changes and close the Access Options dialog box.

When Access tells you that you must close and reopen the database for the
changes to take effect, click OK.

Initially the only change you see is that Garden Company has replaced the file
name and program name in the Access program window title bar, and a colorful
icon appears at the left end of the title bar.

Close the GardenCompany11 database, and then reopen it.
The database opens with the Home Page form displayed.
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@| LR R Garden Cornpariy = = 53
Km | -0
= ¥ cut | %o Remove Sort =i Mew ﬁ - & ==
_j Exy copy \(/ Selection ¥ Toggle Filter =8 save =»- B I U || 11~ | ﬁ

Paste Refresh Find & oalin el
T sdvanced - all- o Delete . === ﬁ

=
|

k| A
Clipboard sort & Filter Records Find Text Formatting Fl

B Forms and Reports

D

Garden Company [
Customers
| CusfomerIDl [ackpr |
[ Namef [Piar | |Ackerman i i
| Phonel |(425) 555.0194 l
| Adaess”msucmuyst_ l B

Form Yiew | Mum Lock | ]

The Navigation pane is completely hidden, and only the File and Home tabs appear
on the ribbon.

Troubleshooting The appearance of buttons and groups on the ribbon changes depending
on the width of the program window. For information about changing the appearance of
the ribbon to match our screen images, see “Modifying the Display of the Ribbon” at the
beginning of this book.

Press the F11 key.

Because you did not clear the Use Access Special Keys check box, users can still
use the F11 keyboard shortcut to display or hide the Navigation pane.

See Also For more information about keyboard shortcuts, see “Keyboard Shortcuts”
at the end of this book.
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13. Click the File tab to display the Backstage view.
Only the Print page, a Privacy Options button, and an Exit button are available.

Tip At the time of writing this book, clicking the Privacy Options button displays the
Access Options dialog box, where you can easily reverse the changes you have made on
the Current Database page. This might be by design, or the functionality of this button
might be changed in future updates to the program.

14. Click Exit to close the database and exit Access.
15. Restart Access, and in the Backstage view, display the Recent page.

16. Hold down the Shift key, and then in the Recent Databases list, click
GardenCompanyll.

Holding down the Shift key while you open the database bypasses all the startup
options, so the database starts the same way it did before you set those options.

CLEAN UP If you want, reverse all the changes you made to settings in the Access
Options dialog box. Then save and close the GardenCompany11 database.

Key Points
® Navigation forms provide a Web-like interface that makes it easy for people who
are not familiar with Access to enter data and view reports.

@® Custom categories and groups provide users with access to the forms, reports, and
other objects they need, while restricting access to the objects they don't need.

@ Setting startup options is another way to make it more difficult for users to uninten-
tionally change or delete data.
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Microsaft Access

/ i! Mot a valid passwaord,

Assign passwords to databases,
page 316

tWas this information helnful

Database Splitter

This wizard moves tables from your current database to a
new back-end database. In multi-user environments, this
reduces network traffic, and allows continuous front-end
development without affecting data or interrupting users.

If your database is protected with a password, the new

istributi back-end datzbase wil be created without dand
Secure databases for distribution, e
page 323 01 | password to the back end database after itis spit.

It could be a long process, Make a backup copy of your
database before splitting it.

Would you like to split the database now?

wawve the current database 35 3 database A

ternplate (ACCOT),
Advanced

PackageandS\gn [ Spiit Database } [ Cancel

Package the datsbase and apply a digital

signature,

) Make ACCDE

File will be compiled into an executable

~ onlyfile 5 Split databases,
| & Back Up Datahase | page 320

Back up irmportant databases reqularly to
pressent data loss,

é] SharePoint |
Share the datahase by saving itto a
document management server,

s

Save A3

L]
Performance Anakyzer 52

Analysis Results: ————
Optimize
@ Application: Save your spplication & an MDE filg I_p—l

? Tahle 'Products” Relste to table 'Products'
@ Table 'Suppliers” Relste this table to others inthe datsbase
Q Tahle 'Suppliers' Change data type of field 'PostalCode’ from 'Text' to 'Long Integer'

Key: !

os3)

& Idea o Fixed ‘

—Analysis Notes:

Prevent database problem:s,
page 328

This optimization applies to the entire database.

An MDE file is smaller and faster because it doesn't have all the information used by Access in
design modes. Caution: You can't make design changes to an MDE file, so always keep a copy
of the original database.
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In this chapter, you will learn how to

v/ Assign passwords to databases.
v Split databases.

v Secure databases for distribution.
4

Prevent database problems.

Database protection takes two forms: ensuring that the database's data is secure and
ensuring that its data is available and useable.

The need for database security is an unfortunate fact of life. As with your house, car, office,
or briefcase, the level of security required for your database depends on the value of what
you have and whether you are trying to protect it from curious eyes, accidental damage,
malicious destruction, or theft. The security of a company’s business information can be
critical to its survival. For example, you might not be too concerned if a person gained un-
authorized access to your products list, but you would be very concerned if a competitor
managed to see—or worse, steal—your customer list. And the destruction or deletion of
your critical order information would be a disaster.

Ongoing database maintenance is unavoidable if you want to prevent, at best, decreased
performance and, at worst, data corruption. In the day-to-day use of a Microsoft Access
2010 database—adding and deleting records, modifying forms and reports, and so on—
various problems can develop. This is especially true if the database is stored on a network
share, rather than on a local drive, and is accessed by multiple users.

Your goal is to provide adequate protection without imposing unnecessary restrictions
on the people who need access to your database. The protection techniques you choose
depend to a large extent on how many people are using the database and where it is stored.

315
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In this chapter, you'll assign a password to a database, protect data from accidental or

intentional corruption by splitting the database, and prepare the database for broader
distribution. You'll also back up a database and see how to run various utilities to identify
database problems.

Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice file you'll use to complete the
exercises in this chapter is in the Chapterl2 practice file folder. A complete list of
practice files is provided in “Using the Practice Files” at the beginning of this book.

Assigning Passwords to Databases

You can prevent unauthorized users from opening a database by assigning it a password.
Then Access prompts anyone attempting to open the database to enter the password, and
will open it only if the password is correct.

To assign a password to or remove a password from a database, you must first open the
database for exclusive use, meaning that no one else can have the database open. This
will not be a problem for a database stored on your local computer and used only by
you, but if you want to set or remove a password for a database that is located on a
network, you will first need to make sure nobody else is using it.

You can use any word or phrase as a database password, but to create a secure password,
keep the following in mind:

® Passwords are case sensitive.

® You can include letters, accented characters, numbers, spaces, and most punctu-
ation marks.

A good password includes uppercase letters, lowercase letters, and symbols or numbers,
and isn't a word found in a dictionary.

Assigning a password to a database has an important secondary benefit. A database
created in Access is a binary file (a file that stores instructions and data in such a way
that it can usually be understood only by a computer). If you open the file in a word
processor or a text editor, its content is mostly unreadable, but if you look closely
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enough at the file, you can discover quite a bit of information. It is unlikely that enough
information will be exposed to allow anyone to steal anything valuable. However,
people can and do scan files with computer tools designed to look for key words that
lead them to restricted information. When you assign a password to a database, the
database is automatically encrypted each time it is closed, making it really unreadable.
Opening the file in Access with the correct password decrypts the file and makes its
data readable again.

A caveat: It is easy to assign a database password, and certainly better than providing no
protection at all, in that it keeps most unauthorized people out of the database. However,
many inexpensive password recovery utilities are available, theoretically to help people
recover a lost password. Anyone can buy one of these utilities and “recover” the password
to your database. Also, because the same password works for all users (and nothing pre-
vents one person from giving the password to many other people), simple password
protection is most appropriate for a single-user database.

In this exercise, you'll assign a password to a database, test it, and then remove it.

SET UP You need the GardenCompany12_start database located in your Chapterl2
practice file folder to complete this exercise. Open the GardenCompany12_start
database, and save it as GardenCompany12. Close the file, and then follow the steps.

1. With Access running but no database open, display the Backstage view, and in
the left pane, click Open.

2. In the Open dialog box, navigate to your practice file folder, and click (don't
double-click) the GardenCompany12 database. Then click the Open arrow,
and in the list, click Open Exclusive.

Access opens the database for your exclusive use. (In other words, if the data-
base were shared with other users, no one else would be able to open it until
you closed it.)

3. Display the Backstage view, and if the Info page is not displayed, click Info in the
left pane.

From this page, you can run utilities to help prevent database problems, assign a
password, and assign file properties that help identify the file.
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@H9-™-I=
Home Create

GardenCompanyl? : Database (Access 2007) - Microsoft Access = = 52

External Data Database Toals & 0

H Save

B save Object As
%‘i Save Database As
=5 Open

[ Close Database

'_zj GardenCompanyl2..
(] cardentompanyl2...
l;ﬂj GardenCompanyll..

l;!j GardenCompanyll..

Recent

Meiw

Print

Save & Publish

Help

|21 Options

[ Esit

Information about GardenComp...
CilsershSydney Higa\DesktophAccess20105B S Chapterl... :

Compact 8 Repair =

e
L% Help prevent and correct database Wiew and edit database properties
file problerms by using Compact
Compact & and Repair.

Repair Datahase
S i B

Encrypt with Password

L'i@ Use a passivord to restrict access
to your database, Files that use the
Encrypt with 2007 Microsoft Access file format
Passward ot later are encrypted,

The Info page of the Backstage view.

Tip Clicking View And Edit Database Properties in the right pane doesn’t display the
Property Sheet. It displays the GardenCompanyl2.accdb Properties dialog box, where
you can assign properties to the file, such as a title, subject, and keywords, that help
identify it and make it easier to find in browsing dialog boxes and programs such as

Windows Explorer.

Click Encrypt with Password.

The Set Database Password dialog box opens.

. Set Database P

Password:

Werify:

(o] 4 |[ Cancel ]

In this dialog box, Access will disguise the characters
of the password as asterisks as you type them.
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. In the Password box, type 2010D@t@b@se!, and then press the Tab key.
. In the Verify box, type 2010D@t@b@se!. Then click OK.

Access displays a message box warning that row-level locking will be ignored.

Microsoft Access
! i Encrypting with a block cipher is incompatible with row level locking, Row level locking will be ignored.

‘Was this information helpful?

Row-level locking is one of the settings that prevent two people from making changes
to the same record (row) at the same time.

Tip If you have not enrolled in the Microsoft Customer Experience Improvement
Program, you will not see the Was This Information Helpful link.

. Click OK to close the message box, and then close and reopen the database.

The Password Required dialog box opens.

Password Required

Enter database password:

(04 l [ Cancel

You cannot work with the database unless you know the password.

319

. In the Enter database password box, type 2010_D@tabase, and then click OK.

A message box opens.

P>

Mlicrosoft Access

l , Miota valid password.

S—T— R ———

Was this information helpful?

Access warns that the password is not valid.

. In the message box, click OK.
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10. When the Password Required dialog box is redisplayed, type the correct password,
2010D@t@b@se!, and then click OK.

The database opens. Now let’s remove the password.
11. Display the Info page of the Backstage view, and click Decrypt Database.

Oops! The password cannot be removed unless the database is open for
exclusive use.

12. Close the database, and then open it for exclusive use, entering the password
when prompted.

13. On the Info page of the Backstage view, click Decrypt Database. Then in the
Unset Database Password dialog box, enter the password, and click OK.

Access removes the password, allowing anyone to open the database.

x CLEAN UP Retain the GardenCompanyl2 database for use in later exercises.

Splitting Databases

When a database user works over a network on a database that is not stored on his or
her local computer, Access has to move database objects over the network from the
computer where the objects are stored to the computer where the user is working on
them. If several people are working on the database at the same time, processing times
can get noticeably slower. Under these circumstances, you should consider splitting the
database to speed up performance.

Splitting a database involves organizing the database into two parts: a back-end data-
base containing the tables that store all the data, and a front-end database containing
the forms, queries, and reports that people use to work with the data. The back end
remains on the central computer, and the front end can be copied to the local computer
of any user who needs to work with the database. Because Access can move the data
required by a database object over the network much faster than it can move the entire
object, database performance is improved. But another major benefit of splitting the data-
base is that it helps protect the core data from problems that might affect its reliability
and usability.

You split a database by using the Database Splitter wizard, which you start by clicking
the Access Database button in the Move Data group on the Database Tools tab.
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In this exercise, you'll use the Database Splitter wizard to organize a database into
back-end and front-end components.

é SET UP You need the GardenCompanyl2 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompanyl2 database, and then
follow the steps.

1. Save the database as GardenCompany12_split.

Important You should ALWAYS make a local copy of a database you want to split. Then
if the results are not what you expected, you have an unsplit version available for use.

2. Close the Home Page navigation form.

You cannot split a database if any of the tables are being accessed by open
database objects.

3. On the Database Tools tab, in the Move Data group, click the Access Database
button.

&cess The Database Splitter wizard starts.
Database

Database Splitter

This wizard moves tables from your current database to a
new back-end database. In multi-user environments, this
reduces network traffic, and allows continuous front-end
development without affecting data or interrupting users.

If your database is protected with a password, the new
back-end database will be created without a password and
will be accessible to all users. You will need to add a
password to the back-end database after it is split.

It could be a long process. Make a backup copy of your
database before splitting it.

Would you like to split the database now?

[ Split Database ] l Cancel

The wizard explains the process before you begin.

4. Click Split Database.

The Create Back-end Database dialog box opens. The wizard suggests the name
GardenCompanyl12_split_be for the back-end part of the database.

5. If the contents of your practice file folder are not displayed in the dialog box,
navigate to that folder now.
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In practice, you would navigate to the central location in which you want to store the
back-end database. Or you could avoid including a drive letter in the path to the back-
end database location by typing the UNC path (\<server>\<share>) of the storage
location in the File Name box, before the file name. Either way, this location must be
specified at this time in order for the links that the wizard establishes between the
back-end and front-end databases to work.

. Click Split.

The splitting operation for the practice file is very short, but for some working data-
bases, the process can take quite some time. When the process is complete, the
wizard displays a message that the database has been successfully split.

. Click OK to close the message box and the wizard.

The GardenCompany12_split file (the one you started with) is now the front-end file.

. In the Navigation pane, right-click the active category (which for this database is

Garden Company), click Category, and click Object Type.
The All Access Objects category is displayed.

All Access Objec. (™ «

Tables & |-

"j Categories
"j Customers
’j Emnployees

’:j Order Details

*:3 Orders

*E Products £
’:3 Shippers

‘ﬂ Suppliers

Queries &

@ Customer Crders
@ Delete Disconti..,
B8 Order Details E...
ﬁ Orders By Date

@ Pradud: Analysis

@ Sales By Categ..

A8 Categories Qu..
Forms %

@ Categories -

The Tables group now contains shortcuts to the tables in the back-end database,
as indicated by the arrows to the left of the table icons.
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You can now distribute the GardenCompanyl2_split database to anyone who
needs to use it. Provided that person has a connection to the computer on
which the associated back-end database is stored, the front-end database will
automatically connect to the back-end to retrieve data as needed.

x CLEAN UP Close the GardenCompany12_split database. Retain the GardenCompany12
database for use in later exercises.

Securing Databases for Distribution

When a database is used on your local computer or on your company’s network, it is not
difficult to control who has access to it. But if you send the database out into the world,
on its own or as part of a larger application, you lose that control. There is no way you

can know who is using the database or what tools they might have available to hack into
it. If this is of concern to you, consider distributing your database as an Access Database

Executable (ACCDE) file.

Suppose you want to make a database available for use by several organizations, but the
organizations don't want their members to be able to change the database objects and
perhaps “break” things. You can save the database as an ACCDE file and distribute that
file instead of the ACCDB file.

Saving a database as an ACCDE file compiles and compacts the resulting database. Users
of the ACCDE file can view forms and reports, update information, and run queries, but
they cannot change the design of forms and reports.

Tip ACCDE files also restrict what can be done with macros, modules, and VBA code.

You can't save a database in ACCDE format back to the source ACCDB format, so after
saving a database as an ACCDE file, be sure to retain the original ACCDB file in a safe
place. If you need to change a form or report in the database, you will need to make
the change in the original database and then save it as an ACCDE file again.

Important When creating an ACCDE file for a database that is accessed by multiple users, first
make sure that no user has the database open. In Windows Explorer, navigate to the location
of the file, and verify that there is no file of the same name with an .laccdb (locked Access
database) extension. If you attempt to create an ACCDE file for an open database, you will
be warned that the database has already been opened by someone else (the username and
computer name are provided) and told to try again later.

In this exercise, you'll create a secure database by saving it as a distributable ACCDE file.
You'll then test the file.
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SET UP You need the GardenCompanyl2 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompanyl2 database (not the
GardenCompany12_split database), and then follow the steps.

1. Display the Backstage view, and in the left pane, click Save & Publish.

The Save & Publish page provides several options for saving and distributing the

database.

@E9-e-s

Home Create

GardenCompanyl? : Database (Access 2007) - Microsoft Access = =

External Data Database Toaols

[ save

Sawe Ohject As
@ Save Database As
ﬁ Cpen

[ Close Database

@ GardenCompanyl2..,
%‘] GardenCompanyl2..,
(&) patabases.accd

@ GardenCompanyl12...

Info
Recent
Iew

Print

Help

g:] Cptions

4 Esit

File Types

‘ @ Save Database &3
ﬁ Save Object As

Publish

@ Fublish to Access Services

~ @

Save Database As

@ Access Database
Default database format,

{ Database File Types

B sccess 2002-2003 Database
Save a copy that will be cormpatible with
Access 2002-2003,

%‘] Access 2000 Databasze

Save a copy that will be compatible with
Access 2000,

@ Template
Save the current database as a database

termplate (ACCDT)
Adhvanced

Package and Sign
Package the database and apply a digital
signature,

& Make ACCDE
File wwill be cornpiled into an executable
anly file,

[_?._; Back Up Database
Back up important databases reqularky to
prevent data loss,

Clél-l SharePoint
Share the database by saving itto a
docurment management senver,

S|

Save A

-

The Save & Publish page of the Backstage view.

2. Below Advanced in the right pane, click Make ACCDE, and then click Save As.

3. In the Save As dialog box, verify that the contents of your practice file folder are
displayed, and then click Save.

No message alerts you when the save process is complete.
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4. When the Save As dialog box closes, close the database.
5. Display the Backstage view, and then click Open.

6. In the Open dialog box, ensure that the contents of your practice file folder are
displayed.
Access has created a database executable file. (You might need to turn off the

Navigation task pane and adjust column widths to see the file types in the practice
file folder.)

@ Open
( ;‘\‘J | ||« Access20108BS » Chapterl? - | 42 || Search Chapters2 L
Organize = Mew folder ==~ [0 @

Marne Date modified Type Size
E] GardenCompany1? 61172010 12:49 PR Microsoft Access Database 2,948 KB
@E GardenCompanyl? 61172010 1243 PR Microsoft Access ACCDE Database 2,924 KB
(&) GardenCompanyl12_split 61172010 12835 PR Microsoft Access Database 2,944 KB
&) GardenCompanyl12_split_be  6/11/2010 11:41 A0 Microsoft Access Database 548 KB
(&) GardenCarnpany1?_start 6/11,/2010 $:57 Ak hicrosoft Access Database 2,956 KB
File narne: - ’Microsof‘t.ﬂ\ccess v]
Tools = [ Open Iv] ’ Cancel l

The icon for an ACCDE file displays a blue lock over the standard Access icon.

7. Double-click the GardenCompany12 database executable file that is identified
as a Microsoft Access ACCDE Database.

Access displays a somewhat scary security notice.
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Microsoft Sccess Security Motice 1

@ A potential security concern has been identified.

Warning: It is not possible to determine that this
content came from a trustworthy source. You should
leave this content disabled unless the content provides
critical Functionality and you trust its source.

File Path:  C:h.. 552010563 Chapter 12\ GardenCompany1 2, accde

This File might contain unsafe content that could harm your
computer, Do vou want ko open this file or cancel the operation?

Miore information

[ Qpen ][ Cancel

This security warning is displayed when you open an executable file that is
from an untrusted publisher or that is stored in an untrusted location.

8. Because you trust the source of this file (you!), click Open.

9. In the Navigation pane, right-click each object in the Garden Company category,
and notice that the Design View command is not available.

Because Design view is inactive, you cannot make any design changes to forms
or reports.

x CLEAN UP If you want, delete the GardenCompanyl2.accde file. Retain the
GardenCompanyl2.accdb file for use in the last exercise.

Packaging and Signing Databases

If you want to convey to users of a database executable file that they can trust
the file, you might want to use the Package And Sign tool to create an Access
Deployment (ACCDC) file. An ACCDC file contains one database that has been
compressed. The file is signed with a digital signature, signifying that no changes
have been made since the package was created.

Tip You can either purchase a digital signature from a third-party company or you can
create your own signature. For information, search for digital signature in Access Help.

To package the current database as a signed ACCDC file:

1. Display the Save & Publish page of the Backstage view.

2. Below Advanced in the right pane, click Package And Sign, and then click
Save As.
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3. When a security message asks you to confirm that you want to use the installed
certificate, click OK.

4. In the Create Microsoft Access Signed Package dialog box, specify a location
for the package and assign a name. Then with Save As Type set to Microsoft
Access Signed Package, click Create.

To use the packaged file:

1. In Windows Explorer, navigate to the location where the signed ACCDC file is
stored.

You can turn on file name extensions so that you can see them.

S
@u=| | « Access20108BS » Chapterl? « | 43 || Search Chapters2 )
Organize « Include in library « Share with = Burn Mew folder = » [ @
»

Marne Date rmodi..  Type Size

&) GardenCamparyl2accdb 6112010 .., Microsoft Access Database 2,948 KB

GardenCaompanyl2.accde 6112010 .., Microsoft Access Signed Package 1549 KB

@E GardenCaormparyldaccde 61172010 .., Microsoft Sccess ACCDE Database 2,936 KB

@I_] GardenComparnyl2_splitaccdb 61172010 ... Microsoft Sccess Database 2944 KB

&) GardenCormpanylZ_split_be.accdb 67112010 .. Microsoft Access Database 548 KB

&) GardenCompary12_start.accdb 6/11/2010 ...  Microsoft Access Database 2,956 KB
6 items

The signed package is considerably smaller that the source database file.

2. Double-click the package, and when Access displays a security notice, click
Show Signature Details.

3. Check the signature in the Digital Signature Details dialog box, and then click OK.

Tip To trust all files originating from this publisher, you can click Trust All From
Publisher to add the source to the Trusted Publishers list in the Trust Center. For
information, see “Changing Default Program Options” in Chapter 13, “Customize
Access.”

4. In the security notice box, click Open.

In the Extract Database To dialog box, navigate to the location to which you
want to extract the database, and click OK.

You can then work on the database as you normally would.

www.it-ebooks.info


http://www.it-ebooks.info/

328

Chapter 12 Protect Databases

Preventing Database Problems

Normal database use causes the internal structure of a database to become fragmented,
resulting in a bloated file and inefficient use of disk space. Access monitors the condition of
database files as you open and work with them. If a problem develops, Access attempts
to fix it. If Access can't fix the problem, it usually provides additional information to help
you to find a solution. But Access doesn't always spot problems before they affect the
database, so you need to pay attention, particularly if the performance of the database
seems slow or erratic.

There are various things you can do to help keep a database healthy and running
smoothly. Your first line of defense against damage or corruption in any kind of file
is the maintenance of backups. Database files can rapidly become very large, so you
need to choose an appropriate place to store a backup copy, such as a DVD, another
computer on your network, or removable media such as a USB flash drive or external
hard disk.

In addition to regularly backing up the database, you can use the following Access
utilities to keep it running smoothly:

® Compact and Repair Database This utility first optimizes performance by
rearranging how the file is stored on your hard disk, and then attempts to
repair any corruption in tables, forms, and reports.

Tip It's a good idea to compact and repair a database often. You can have Access run
this utility automatically each time the database is closed. Display the Backstage view,
and click Options to open the Access Options dialog box. Display the Current Database
page, and in the Application Options area, select the Compact On Close check box.
Then click OK.

® Database Documenter This tool produces a detailed report containing enough

information to rebuild the database structure if that is ever necessary.

® Analyze Performance This utility analyzes the objects in your database and offers
three types of feedback: ideas, suggestions, and recommendations. You can
instruct Access to optimize the file by following through on any of the suggestions
or recommendations.

® Analyze Table This wizard tests database tables for compliance with standard
database design principles, suggests solutions to problems, and implements
those solutions at your request.
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In this exercise, you'll first back up a database. Then you'll run the Compact And Repair
Database, Analyze Performance, and Database Documenter utilities.

Q SET UP You need the GardenCompany12 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompanyl2.accdb file FOR EXCLUSIVE
USE, and then follow the steps.

See Also For information about opening a file for exclusive use, see the previous exercise.

1. Display the Save & Publish page of the Backstage view.
2. In the right pane, click Back Up Database, and then click Save As.

3. In the Save As dialog box, verify that the contents of your practice file folder are
displayed, and then click Save.

Access creates a copy of the database with the current date appended to the file
name in the specified folder. As with any file name, you can change the name to
suit your needs.

4. Display the Backstage view, and if the Info page is not displayed, click Info.

5. In the center pane of the Info page, click Compact & Repair Database.

Tip You can also click the Compact And Repair Database button in the Tools group on
the Database Tools tab.

Troubleshooting If you don't have enough space on your hard disk to store a tempo-
rary copy of the database, you don’t have appropriate permissions, or another user also
has the database open, the Compact And Repair Database utility will not run.

The utility takes only a few seconds to run, and you see no difference in the
appearance of the database. If you have been using a database regularly and
have not compacted it for a while, running the Compact And Repair Database
utility can sometimes reduce the file size by as much as 25 percent.

6. Close all open database objects, and then under Forms in the Navigation pane,
click Home Page.
7. On the Database Tools tab, in the Analyze group, click the Analyze Performance
[-_%.ﬂ.nalyze F‘erﬁ:urmanl:e] button.

The Performance Analyzer dialog box opens. Each type of database object is
represented by a page, and there are also pages for all objects and for the data-
base as a whole.
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3] Performance Analyzer 3
s’%,& Modules | Current Database | All Object Types
Tables | Queries_‘ Forms | B Reports I 2 Macros

[ B8 Customer List

[ B8 Customer Recards
[~ B8 Home Page

[ B8 Mew Customer

[ B8 Products subtorm

Cancel
Select
Select al

Deselect Al

i

The active page reflects the object that is selected in the Navigation pane

when you start the utility.

Click the All Object Types tab, click Select All, and then with the check boxes for
all the objects in the database selected, click OK to start the analyzer.

When it finishes, the Performance Analyzer displays its results. (The results you see

might be different from those shown here.)

Performance Analyzer

Analysis Results:

@ application: Save your spplication as an MDE file.

‘? Takle 'Products’; Relate to table 'Products’

@ Table 'Suppliers" Relate this table to cthers in the database

@ Table 'Suppliers", Change data type of field 'PostalCode’ from "Texst' to 'Long Integer!

timize

2

AR
i
E E

Close
Key: 0 Recommendation % Suggestion @ Idea 4 Fixed |
—Analysis Notes:
This optimization applies to the entire database.
An MDE file is smaller and faster because it doesn't have all the information used by Access in
design modes. Caution: You can't make design changes to an MDE file, so always keep a copy
of the original database.
Help

The Key tells you the nature of each item in the Analysis Results list.

Tip In previous versions of Access, Access Database Executable (ACCDE) files were
called Microsoft Database Executable (MDE) files, hence the use of the MDE acronym

in the first item in the Analysis Results list shown in this graphic.

www.it-ebooks.info


http://www.it-ebooks.info/

Preventing Database Problems 331

9. Click each entry in turn, and read the information in the Analysis Notes area.

Most of the suggestions are valid, although the one to change the data type
of the PostalCode field to Long Integer is not appropriate for this database.

10. Close the Performance Analyzer dialog box.

11. On the Database Tools tab, in the Analyze group, click the Database

[;_é Database Du:u:umenter] Documenter button.
The Documenter dialog box opens. This dialog box is identical to the Performance
Analyzer dialog box. It contains a page for each type of object the utility can
document, and a page displaying all the existing database objects.

12. Click the Tables tab, and then click Options.

The Print Table Definition dialog box opens.

(=] Print Table Definition

Indude for Table
Properties

3
Relationships

[#]Permissions by User and Group

Indude for Fields
() Nothing
{7y Names, Data Types, and Sizes

@ Mames, Data Types, Sizes, and Properties

Indude for Indexes
(7 Nothing
{7 Names and Fields

(@) Names, Fields, and Properties

The print options associated with tables.
The options associated with each object type vary, but they all enable you to specify
what items you want to include in the documentation for that type of object.

13. In the Print Table Definition dialog box, click Cancel.

14. Click the All Object Types tab, click Select All, and then click OK to start the
documentation process.

When the process finishes, Access displays a report in Print Preview.
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Page: 4 4 1 [T "% Mo Filter

The report for this simple database is more than 200 pages long.

15. Zoom in on the report to see the kinds of things included in the documentation.
Then scroll through a few pages.
You probably don't want to print this long report, but it is a good idea to create
and save a report such as this one for your own databases, in case you ever need
to reconstruct them.

Tip You can't save the report generated by the Documenter utility, but you can export
it in a variety of formats. Right-click the report, click Export, and then click the format
you want.

x CLEAN UP Close the Object Definition report and the GardenCompany12 database.
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Key Points

You can assign a password to a database to prevent unauthorized users from
opening it. Assigning a password automatically encrypts the database.

Splitting a database can enhance database performance and safeguard data in a
multiuser environment.

If you save the database as an ACCDE file, people using the file can view and update
data and run queries, but they can't create or change database objects.

Access automatically fixes many problems that can arise with a database. You can
prevent problems by regularly using the utilities provided for that purpose.

The simplest way to protect your database is to back it up regularly.
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In this chapter, you will learn how to

v Change default program options.
v Customize the ribbon.
v Customize the Quick Access Toolbar.

If you use Microsoft Access 2010 only occasionally, you might be perfectly happy creating
new databases with the wide range of tools we have already discussed in this book. And
you might be comfortable with the default working environment options and behind-the-
scenes settings.

However, if you create a lot of databases of various types, you might find yourself wishing
that you could streamline the development process or change aspects of the program to
make it more suitable for the kinds of databases you create.

In this chapter, you'll take a tour of the pages of the Access Options dialog box to under-
stand the ways in which you can customize the program. Then you'll manipulate the
ribbon and the Quick Access Toolbar to put the tools you need for your daily work at
your fingertips.

Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice file you'll use to complete the
exercises in this chapter is in the Chapterl3 practice file folder. A complete list of
practice files is provided in “Using the Practice Files” at the beginning of this book.

335
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Changing Default Program Options

In earlier chapters, we accomplished common database tasks by working with the default
Access program settings. After you work with Access for a while, you might want to refine
these settings to tailor the program to the way you work. Knowing which settings are
where in the Access Options dialog box makes the customization process more efficient.

In this exercise, you'll take a closer look at the Access Options dialog box and explore
several of the available pages.

Q SET UP You don't need any practice files to complete this exercise. Open a blank
database, and then follow the steps.

Tip Don't be concerned if the pages of your Access Options dialog box look different from
ours. Some pages might have changed when you installed a program on your machine, or a
system administrator might have configured some settings to comply with company policy.

1. Click the File tab to display the Backstage view, and then click Options.
The Access Options dialog box opens, displaying the General page.

Important Some of the options on the General page apply to all Microsoft Office
applications, not just Access.

Access Optiohs @
General =
€1l General options for working with Access,
Curtent Database
Datasheet User Interface options
Object Designers Enable Live Preview ()

X Always use CleatType
pProofing || — 7 == —
ScreenTip style: iDDh't show feature descriptions in ScreenTips El

Language Showe shortcut keys in ScreenTips
Client Settings Color scheme: isilveﬂ:‘
Customize Ribbon Creating databases
iick Access Toolb [y —
I St SRR UL LT Default file format far Blank Database: | Access 2007 B
Add-ins Default database folder: {C:\Users\Sydney Higa\Documentsy, || Browse..
Trust Center Mews database sort order: rGeneraI - legacy m“l:ﬂ

Personalize your copy of Microsoft Office

User name: !Sidﬂey Higa

Initials: |sH

The options on this page control the user interface appearance, the availability of
Live Preview, the default file format and storage location, and owner identification.
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2. In the left pane, click Current Database.

This page controls the display of the current database.

Arcess Options

Genetal Application Options
Current Database Application Title:
Datasheet Application Icon:

Object Desigrers Use as Farm and Report Icon

Display Farm: [hone) El
Proofing

Web Display Form: |[none)
Language Display Status Bar

Document Window Options

Dwerlapping Windows

Tabbed Documents

Display Document Tabs

Use Access Special Keys (0

Add-ins [[] compacton Close

I:l Remawe personal information from file properties on save
Use Windows-themed Contrals on Forms

Client Settings

Customize Ribbon

Quick Access Toolbar

Trust Center

Enable Layout Wiew

Enable design changes for tables in Datasheet wiew

Check for truncated number fields

Picture Property Storage Format

Preserve source image format [smallet file size)

Conyvert all picture data to bitmaps [compatible with Access 2003 and earlier]

Mavigation
Display Mawigation Pane

Mawigation Options..

Ribbon and Toolbar Options

Ribbon Mame: El
Shortcut Menu Bar: | [default) El
Al Full Menus

Allow Default Shortout Menus

Mame AutoCorrect Options

Track name AutoCorrect info
Perform name AutoCorreck
I:‘ Log name AutoCorrect changes

Filter lookup oplions for Databased Database

Showi list of walues in:

Local indexed fields
Local nonindexed fields
[C] oDBC fields

Don't display lists when more than this number of records is read: | 1,000 5

Caching Web Service and SharePoint tables

Use the cache format that is campatible with Microsoft Acocess 2010 and later
|:| Clear Cache on Close
[C] Mewer Cache | 4

The options on this page apply only to the active database, not to all databases.
See Also For information and practice using several of the options on the Current

Database page, see “Controlling Which Features Are Available” in Chapter 11,
“"Make Databases User Friendly.”
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3. Under Navigation, click Navigation Options.

The Navigation Options dialog box opens.

Mavigation Options

Grouping Options

Click on a Categary to change the Category display arder or o add groups
Categories Groups for "Tables and Related Yiews"

Tables and Related Views Urrelated Objects
Object Type

Custom

Add Item Delete Item || Rename Item Add Group Delete Group || Rename Group

Display Options Open Ohjects with
[ Show Hidden Objects [ Show Syskem Ohjects () Single-click @) Double-click
Show Search Bar

In this dialog box, you can change the display and behavior of the Navigation pane.

4. Click Cancel. Then in the Access Options dialog box, display the Datasheet page.

On this page, you can change the display of gridlines, cells, and fonts.

Access Options

General

B
Customize the way datasheets look in Access,
Current Database

Datasheet Gridlines and cell effects

Object Desighers Default gridlines showing
X Horizantal

Proofing Vertical

Lahguage Default cell effect

3 Flat
Raised

Client Settings

Customize Ribbon @ Sunken

. Default column width: |1"
Quick Access Toolbar

Add-ins Default font

Trust Center Size: 11 [+]
Weight: | Marmsl El
D Underline
[7] Italic

The options on this page affect the default appearance of tables and query results
in Datasheet view.
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5. Display the Object Designers page.

This page controls the database object design environments.

Access Optians

Genetal Table design view

Current Database Default field type: Text El

Datashest Default text field size: 255 —

Default number field size: Long Integer
Obiject Designers - g L] El

Autolndex on Import/Create:  IDokey code:num
Pranfin,
. Show Property Update Options buttons

Llanguage
Query design
Client Settings
Show table names

Customize Ribbon [ Output 3l fields
Enable Autolain
Query design font
Adekins Font | Segoe LI lz‘
Trust Center Size: & El
S0L Server Compatible Syntax [AMNSI92)
[T] This database
|:| Default for new databases

Quick Access Toolbar

m,

Form/Report design view

Selection hehavior
@ Partially enclosed

) Fully endosed
Form template: Normal
Reporttemplate:  Mormal

D Shwvays use event procedures
Error checking in form and report design view

Enable errar checking

Check for unassociated Iabel and contral
Check for new unassociated labels
Check for keyboard shortout ervars
Check for invalid contral properties
Check for common report errors

Errar indicator color

The options on this page affect the way Design view looks and behaves when you are
manipulating tables, queries, forms, and reports.

Tip Most of the settings on this page do not apply when the object is open in
Datasheet or Layout views.
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6. Display the Proofing page.

This page provides AutoCorrect and spell checking options.

Access Options

Change how Access automatically corrects and formats the contents of your databases, and how it

General Al
24 indicates the errors that it finds
Current Database

Datasheet AutoCorrect options

Object Designers Specify how Access carrects text as youtype | AutaCorrect Options
When comrecting spelling in Microsoft Office programs

Language
Ignore words in UPPERCASE

Client Settings grore wards that contain numbers

gnore Internet and file addresses
Flag repeated words
|:| Enforce accented uppercase in French

Custamize Ribbon

Quick Access Toolbar

Add-Ins D Suggest from main dickionary only
LCustom Dictionarie
Trust Center
French modes: Traditional and newsuellingsE
Spanish modes: Tuteo werb forms anly El
Dictionary language: | English [U.5) lz‘

Access includes the same tools for checking spelling as the other Office 2010 programs.

7. Display the Language page.

If you create databases for international audiences, you might find the settings
on this page useful for making additional languages available.

Access Options

General
% Set the Office Language Preferences,
Current Database .
Datashest Choose Editing Languages
Object Designers Add additional languages to edit your documents, The editing languages set language-specific features, including 0]
dictionaries, arammar checking, and sorting
Proofing Editing Language Keyboard Layout  Proofing (Spelling, Grammar,.)

English (LS.} <default=  Enabled 7 Installed —
Client Settings Set as Default
Customize Ribbon
fuick Access Toolbar [Add additional editing languages] El Add
Add-ins Choose Display and Help Languages
Trust Center Setthe language priority order for the buttons, tabs and Help(

Display Language Help Language

1. Match Microsoft Windows =default- = L. Match Display Language =default= -
2. English [Z] 2. English E]
Set as Default Set as Default

[ Wiew display languages installed for each Microsoft Office program

:é Howw do [ get more Display and Help languages from Office.com?

The options on this page enable you to specify the editing, display, and Help languages.
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8. Display the Client Settings page.
These settings apply to the local computer; they do not affect Web databases.

Access Optians

General Editing

Current Database Move after enter —
Don't mowe

Mext field

) Mextrecord
Behavior entering field

@ Select entire field
Llanguage 0o to start of field

i S o to gnd of field
Arron key behawior

) Mext field

) Mext character

D Cursor stops at first/last field

Ldd-ins Default find/replace behavior
@ Fast search

Datasheet

Obiject Designers

Proofing

Customize Ribbon

Quick Access Toolbar

Trust Center General search

() Start of field search
Confirm
Record changes

Document deletions
Action gueries
Diefault direction
@ Leftto-right
) Right-to-|eft
General alignment
Interface mode
) Teztmode
Cursar movement
Logical
) wisual
D Datasheet IME contraol
D Use Hijri Calendar

Display
Trust Center

Show this number of Recent Documents: |17 £2
Status har

Shiow animations

Show Action Tags on Datasheets

Show Action Tags on Eorms and Reports

Printing

Left margin: 025"
Right margin: 0.25"
Top margin: 0.25"
Bottom margin: | 0.25"

General

D Show add-in user interface errors
D Provide feedback with sound
Use four-digit year formatting

|:| This databasze

|:| &l databases

The options on this page affect default behaviors of Access on your local computer.
(The Advanced options at the bottom of the page are not shown in this graphic.)
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9. Skipping over Customize Ribbon and Quick Access Toolbar, which we discuss in
later topics in this chapter, click Add-Ins.
This page displays all the active and inactive add-ins installed on your computer.
(Don't worry if your Add-Ins page looks different from ours. We have no installed
add-ins on this computer.)

Access Options

General 2 i i
Sl ?ﬁ. View and manage Microsoft Office Add-ins.

Current Database

Datasheet Add-ins

Object Designers Mame = Location Type
Active Application Add-ins

Proofing o
Mo Active Application Add-ins
Language
Inactive Application Add-ins
Client Settings MNa [ractive Application Add-ins
Customize Ribbon Document Related Add-ins

Mg Cacument Reigted Add-ins
Quick &ccess Toolbar

Disabled Application Add-ins
Na Drisabisd Application Add-ins

Trust Center

Add-in: Active Application Add-ins
Publisher:

Compatibility:

Location:

Description:

Manage: | COM Add-ins EI [ Go..

You can use the Manage options at the bottom of the page to add and remove add-ins.

See Also For information about add-ins, see the sidebar “Using Add-Ins” at the end
of this topic.
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10. Display the Trust Center page.
This page provides links to information about privacy and security. It also provides
access to the Trust Center settings that control the actions Access takes in response
to databases that are provided by certain people or companies, that are saved in
certain locations, or that contain ActiveX controls or macros.

Access Options @

General

@ Help keep your documents safe and your computer secure and healthy,
Current Database

Datasheet Protecting your privacy

Microsoft cares about your privacy, For more information about how Microsoft Access helps to protect your privacy,

Ohject Designers
please see the privacy statements,

Froofing q 5
Show the Microsoft Access privacy statement
language Office. com privacy statement

Customer Experience Improvement Program

Client Settings

Custamize Ribbon DeSEly-foman

Quick Access Toolbar Learn more about protecting your privacy and security from Office.com,

) .
fddins Microsoft Trustworthy Computing

Trust Center Microsoft Access Trust Center
The Trust Center contains security and privacy settings, These settings help keep your
computer secure, We recommend that you do not change these settings. Trust Center Settings...

The links on this page provide information concerning the privacy and security
of your databases.
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11. Under Microsoft Access Trust Center, click Trust Center Settings, and then
in the left pane of the Trust Center dialog box, click Trusted Locations.

On this page, you can specify the locations from which Access will not block

content.

Trust Center

Trusted Publishers
Trusted Documents
Add-ins

ActiveX Settings
Macro Settings
DEP Settings
Message Bar

Privacy Options

Trusted Locations

Warning: Al these locations are treated as trusted sources for opening files, If you change or add a [ocation, make sure
that the new location is secure,

Path Description Date Modified =
User Locations
Cihoram Files\Microsoft OfficelOffice IRACONID,  Access default location: Wizard Databases

Policy Locations

Path! CProgram FilesyMicrosoft OFfice\Office 1480 CWWIT,
Description: Access default location: Wizard Databases

Cate Modified:
Sub Folders: Disallowed

Add newlncat\nn...] [ Rernove ] [ Modifi..

D Allows Trusted Locations an my network [not recommended)
D Disable all Trusted Locations

This graphic shows that the Access wizards are stored in a trusted user location,
meaning that Access will not block them from running on your computer.

12. Explore the other pages of the Trust Center dialog box, and then click Cancel
to return to the Access Options dialog box.

x CLEAN UP Close the Access Options dialog box.
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Using Add-Ins

Add-ins are utilities that add specialized functionality to a program (but aren’t
full-fledged programs themselves). Access includes two primary types of add-ins:
Component Object Model (COM) add-ins and Access add-ins.

There are several sources of add-ins:

® You can purchase add-ins from third-party vendors—for example, you can
purchase an add-in that creates forms with controls automatically sized to fit
their data.

® You can download free add-ins from the Microsoft Web site or other Web sites.

® When installing a third-party program, you might install an add-in to allow it
to interface with Microsoft Office 2010 programs.

Important Be careful when downloading add-ins from Web sites other than those
you trust. Add-ins are executable files that can easily be used to spread viruses and
otherwise wreak havoc on your computer. For this reason, default settings in the
Trust Center intervene when you attempt to download or run add-ins.

To use some add-ins, you must first install them on your computer and then load
them into your computer’s memory, as follows:

1. At the bottom of the Add-Ins page of the Access Options dialog box, display
the Manage list, click either COM Add-Ins or Access Add-Ins, and then click Go.
An Add-Ins dialog box corresponding to the type of add-in you chose opens.

2. In the dialog box, click Add or Add New.

3. In the dialog box that opens, navigate to the folder where the add-in you
want to install is stored, and double-click its name.

In the Add-Ins dialog box, the new add-in appears in the list of those that are
available for use.

4. In the list, select the check box of the new add-in, and then click OK or an
option to load the add-in.

For example, you might be given the option of always loading the add-in
when you start your computer.

Tip You can also manage add-ins in the Add-In Manager dialog box displayed when
you click the Add-Ins button in the Add-Ins group on the Database Tools tab.
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Customizing the Ribbon

Even if Access 2010 is the first version of the program you have ever worked with, you will
by now be accustomed to working with commands represented as buttons on the ribbon.
The ribbon was designed to make all the commonly used commands visible, so that
people could more easily discover the full potential of the program. But many people use
Access to perform the same set of tasks all the time, and for them, the visibility of buttons
(or even entire groups of buttons) that they never use is just another form of clutter.

See Also For information about minimizing and expanding the ribbon, see “Customizing
the Quick Access Toolbar” later in this chapter.

Would you prefer to see fewer commands, not more? Or would you prefer to see more
specialized groups of commands? Well, you can. Clicking Customize Ribbon in the left
pane of the Access Options dialog box displays the Customize Ribbon page, which is
new in Access 2010.

Arcess Options @
General o
Customize the Ribbon.
Current Database
LChonse commands fram: Custamize the Ribborn:
Datasheet Popular Commands lz‘ Main Tabs lz‘

Object Designers

Access Main Tabs
Ascending Ml Print Preview

Close =l [#] Home

Clase Database it

Capy Clipboard

cut Sort & Filter
Datasheet Wiew Records

Delete Find

Delete Recard wAind o
Descending Text Farmatting
Design Wiew [# [] Create

E-mail [ [¥] External Data

Excel Database Toals
Excel Add == [# [¥] Source Contral
Fird... = [¥] &dd-Ins

Font =) <+ Remowe
Font Colar D
Faont Size I~
Forrm i

Format Painter

Layout Wiew

Manage Replies

Mode 3
M

Open

Dpen Recent File,.,

Paste Mewy Tab ] [ Mewe Group l [ Rename... ]

e ' atons et~ |0
Paste append Customizations: Reset
[ Paste Special.. o Import/Export = |

»

Proofing
Language
Client Settings

Custamize Ribbon

Quick Access Toolbar

m

Add-ins

Trust Center

B

» EREDRTEXHx<ILEZE

e B8 B QD RS ]

The Customize Ribbon page of the Access Options dialog box.
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On this page, you can customize the ribbon in the following ways:

@ |[f you rarely use a tab, you can turn it off.

® If you use the commands in only a few groups on each tab, you can remove the
groups you don't use. (The group is not removed from the program, just from its tab.)

® You can move a predefined group by removing it from one tab and then adding
it to another.

® You can duplicate a predefined group by adding it to another tab.

@® You can create a custom group on any tab and then add commands to it. (You
cannot add commands to a predefined group.)

® For the ultimate in customization, you can create a custom tab. For example, you
might want to do this if you use only a few commands from each tab and you find
it inefficient to flip between them.

Don't be afraid to experiment with the ribbon to come up with the configuration that best
suits the way you work. If at any point you find that your new ribbon is harder to work with
rather than easier, you can always reset everything back to the default configuration.

Tip If you have upgraded from Access 2003 or an earlier version, you might have identified a
few commands that no longer seem to be available. A few old features have been abandoned,
but others that people used only rarely have simply been pushed off to one side. If you sorely
miss one of these sidelined features, you can make it a part of your Access environment by add-
ing it to the ribbon. You can find a list of all the commands that do not appear on the ribbon but

are still available in Access by displaying the Customize Ribbon page of the Access Options dia-
log box and then clicking Commands Not In The Ribbon in the Choose Commands From list.

In this exercise, you'll turn off tabs, remove groups, create a custom group, and add
commands to the new group. Then you'll create a tab and move predefined groups of
buttons to it. Finally, you'll reset the ribbon to its default state.

SET UP You need the GardenCompany13_start database located in your Chapterl3
practice file folder to complete this exercise. Open the GardenCompany13_start
database, and save it as GardenCompany13. Then follow the steps.

1. Display the Customize Ribbon page of the Access Options dialog box.

2. In the right pane, clear the check boxes of the External Data and Database
Tools tabs. Then click OK.

The ribbon now displays only the File, Home, and Create tabs.

| H -5 GardenComparyld : Database (Access 2007) - Microsoft Access
Hame Create
» 2m Y A i 7 : 1 a
Y 2 & 4] sscending 4 ﬂ = Mews i j-L} Sac
Ea %l Descending ¥ e »-| B I U|=Z
“iew Paste Filter Refresh Find
%5 Remove Sort Al K Delete - B A-BP-. 8

Wiews | Clipboard = Sort & Filter Records Find Text Formatting

You cannot turn off the File tab.
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Troubleshooting The appearance of buttons and groups on the ribbon changes depending
on the width of the program window. For information about changing the appearance of
the ribbon to match our screen images, see “Modifying the Display of the Ribbon” at the
beginning of this book.

. Redisplay the Customize Ribbon page of the Access Options dialog box, and in

the right pane, select the Database Tools check box. Then click the plus sign to
display the groups on this tab.

. Display the Choose commands from list, and click Main Tabs. Then in the list

box below, click the plus sign adjacent to Database Tools to display the groups
that are predefined for this tab.

. In the right list box, click the Move Data group, and then click Remove.

The group is removed from the Database Tools tab on the ribbon (the list box on
the right), but is still available in the list box on the left. You can add it back to the
Database Tools tab, or add it to a different tab, at any time.

. If the Home group is not expanded in the right list box, click the plus sign adjacent

to Home to displays its groups, and then click the word Home.

. Below the right list box, click New Group. When the New Group (Custom) group

is added to the bottom of the Home group list, click Rename, type Final in the
Display name box, and click OK. Then click the Move Up button until the Final
(Custom) group is above Views in the group list.

Because of its location in the hierarchy, the new group will appear at the left end
of the Home tab.

Main Tabs

Print Preview:

=l [¥] Hame

Final [Custarm)

hiews
Cliphoard
Sork & Filter
Records
Find
i d o
Text Formatting

Create

[ External Data

=l [¥] Database Tools

Tools
H Macro

You have created a custom group on the Home tab.
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10.

11.

12.
13.

14.
15.
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Display the Choose commands from list, and click File Tab.

The available commands list changes to include only the commands that are
available in the Backstage view, which you display by clicking the File tab.

In the available commands list, click Encode/Decode Database, and click Add.
Then repeat this step to add Package and Sign.

The two commands are added to the custom group.

Main Tabs
Print Preview
= [#] Hame
[=l Firal [Custom)
i;‘? EncodesDrecode Catabase
@_,a Package and Sign
Wiews
Clipboard
sort & Filter
Records
Find
Window
Text Formatting
Create
[7] External Data
-] [¥| Database Tools

You can add commands to a custom group, but not to a predefined group.

In the right list box, remove the Find and Sort & Filter groups from the
Home tab.

Click the word Home, and then below the list box, click New Tab.

349

A new tab is added to the right list box and is selected for display on the ribbon.

It has automatically been given one custom group.
Remove the custom group from the New Tab (Custom) tab.

Click New Tab (Custom), and then click Rename. In the Rename dialog box,
type Search in the Display name box, and click OK.

Display Main Tabs in the left list box, and then expand the Home tab.

With the Search (Custom) tab selected in the right list box, add the Sort & Filter

and Find groups from Home in the left list box.

The right list box shows the new configuration of the Home and Search tabs.
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Main Tabs
Print Preview T
=l [¥] Home
=l Final [Custom)
i;’? EncodefDecode Database
Package and Sign
W ES
Clipboard
Recards
i dowe
Text Formatting
=1 [F] Search [Custom]
sort & Filter
Find
Create
& [7] External Data

»

m

You have created a new tab containing two predefined groups.

16. In the Access Options dialog box, click OK.
The Home tab displays the new Final group.

@H Ha-~-|5 GardenCompanyl3 : Database (Access 2007) - Microsoft Access = = 52
Search Create Database Tools & 0
@a A | B & o 3 = New X - N = 1=
Z L = 53 copy =1 2B save 4 L = =
Encode/Decode Package | ‘iew Paste Refresh ;
Database  and Sign F Format Fainter | ) X Delete - 55 A-37. 0 = ﬁ
Final Wienis Clipboard [F] Recards Text Formatting

The custom Home tab.

17. Display the Customers table in Datasheet view, and then click the Search tab.

The filter, sort, and find commands are now collected on the Search tab.

@“ e “1 - - |5 GardenCampanyld: Database (Aec.. ‘ = @ X
Home | Search | Creste  Database Tools Fields  Tahle & @
N r ‘%lAscending \C/’Selectinn' fﬁ 2ac Replace
%} Descending ¥ advanced + = GoTo~
Fitter Find
7 Remove Sart W Toggle Filter g Select -
Sort & Filter Find

The custom Search tab.

18. Display the Customize Ribbon page of the Access Options dialog box. Below
the right list box, click Reset, and then click Reset all customizations. Then in the
message box asking you to confirm that you want to delete all ribbon and Quick

Access Toolbar customizations, click Yes.
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19. Click OK to close the Access Options dialog box.

The default ribbon configuration is restored.

CLEAN UP Close the Customers table. Retain the GardenCompany13 database for
use in the last exercise.

Customizing the Quick Access Toolbar

By default, the Save, Undo, and Repeat/Redo buttons appear on the Quick Access
Toolbar. If you regularly use a few buttons that are scattered on various tabs of the
ribbon and you don’t want to switch between tabs to access the buttons or crowd
your ribbon with a custom tab, you might want to add these frequently used buttons
to the Quick Access Toolbar. They are then always visible in the upper-left corner of
the program window.

Clicking Quick Access Toolbar in the left pane of the Access Options dialog box displays
the page where you specify which commands you want to appear on the toolbar.

Access Options E
General H
Customize the Quick Access Toolbar.

Current Database

Chaose cammmands frarm: (D Customize Quick Aocess Toolhar )

Datasheet Popular Commands El For all documents [default] lz‘

Objeck Designers

Prasting \ =Separator> = H Save
4] mscending ) Undo [
Close Database ™ Redo [
Close Master Wiew
Copy

Cut

Datasheet Wiew
Delete

Delete Recard
Descending

Llanguage

Client Settings

Customize Ribhan

Quick Access Toolbar

Add-ins

m,

Trust Center Design Wiews

E-mail

-
Export to Excel spreadshest -
Find... <+ Remawe e
Font 15
Font Color ‘l
Font Size I8
Form ‘iew

> ERDETE XE=FEL

Format Painter

Import Access database
Import Excel spreadsheet
Layiout Wiew

@ Manage Replies

& Made » Modify...

Customizations: D]
D Show Quick Access Toolbar below the —
Ribbon ImportyExpart 7| @

W B &Ll

The Quick Access Toolbar page of the Access Options dialog box.
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On this page, you can customize the Quick Access Toolbar in the following ways:

® You can define a custom Quick Access Toolbar for all databases, or you can define
a custom Quick Access Toolbar for a specific database.

® You can add any command from any group of any tab, including contextual tabs,
to the toolbar.

® You can display a separator between different types of buttons.
® You can move buttons around on the toolbar until they are in the order you want.
® You can reset everything back to the default Quick Access Toolbar configuration.

If you never use more than a few buttons, you can add those buttons to the Quick

Access Toolbar and then hide the ribbon by double-clicking the active tab or by clicking
@ the Minimize The Ribbon button. Only the Quick Access Toolbar and tab names remain

visible. You can temporarily redisplay the ribbon by clicking the tab you want to view.

You can permanently redisplay the ribbon by double-clicking any tab or by clicking
E] the Expand The Ribbon button.

As you add buttons to the Quick Access Toolbar, it expands to accommodate them.
If you add many buttons, it might become difficult to view the text in the title bar,
or some of the buttons on the Quick Access Toolbar might not be visible, defeating
the purpose of adding them. To resolve this problem, you can move the Quick Access

E] Toolbar below the ribbon by clicking the Customize Quick Access Toolbar button and
then clicking Show Below The Ribbon.

In this exercise, you'll add a few buttons to the Quick Access Toolbar for all databases,
and then you'll test some of the buttons.

» SET UP You need the GardenCompany13 database you worked with in the preceding
exercise to complete this exercise. Open the GardenCompany13 database, open the
Customers table in Datasheet view, and then follow the steps.

1. Display the Quick Access Toolbar page of the Access Options dialog box.

A list of popular commands appears in the left list box, and a list of the commands
currently displayed on the Quick Access Toolbar appears in the right list box.

Tip If you want to create a Quick Access Toolbar that is specific to the active database,

display the Customize Quick Access Toolbar list, and click For <path of database>. Then

any command you select will be added to that specific toolbar instead of the toolbar for
all databases.
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. Display the Choose commands from list, and click All Commands.
. At the top of the available commands list, double-click Separator.

A separator line will appear on the Quick Access Toolbar, dividing the default
Save, Undo, and Redo commands from the custom commands you are about
to add to the toolbar.

. Scroll about two-thirds of the way down the available commands list, click Quick
Print, and then click Add.

. Repeat step 4 to add the Reports, Tables, and Forms ribbon groups. Then
rearrange these groups so that they appear in this order: Tables, Forms, and
then Reports.

In addition to the three default commands, a separator bar, one custom command,
and three custom groups now appear in the right list box.

H Save

£} Unda »

¥ Redo 3
<= 5Separator=

B Quick Print
Tahbles -
Faorms -
Reports -

The down-arrows to the right of Tables, Forms, and Reports indicate that
clicking any of these buttons on the Quick Access Toolbar will display
the associated group’s commands.

. Click OK to close the Access Options dialog box.

The Quick Access Toolbar now includes the default Save, Undo, and Repeat/Redo
buttons, the custom Quick Print button, and the Tables, Forms, and Reports
group buttons, separated by a line.

Al d9-¢- GEEG |-

You have added a button and three groups to the Quick Access Toolbar.
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To print a database with the default settings, you no longer have to click the File
tab to display the Backstage view, click Print in the left pane, and then click the
appropriate printing button in the right pane. And you can access the commands
in the Tables, Forms, and Reports groups without having to display the Create
tab of the ribbon.

7. If you want to test printing from the Quick Access Toolbar, verify that your printer
is turned on, and then on the Quick Access Toolbar, click the Quick Print button.

8. Close the Customers table.

9. With Customers selected in the Navigation pane, on the Quick Access Toolbar,
click the Forms button.

The Forms group is displayed.

@| = R R @ j ] [s GardenCornpanyl3 : Datal
Home Create = Z 58] Form wizard
e = —
¥ === mm [E] Mavigation =
Farm  Faorm  Blank

B3 Design  Form [ More Forms -
W Paste ' Filte Farms

L

¥ te v

Wiews | Clipboard & Sort & Filter Records

All of the buttons in the Forms group are active because the Customers table
is selected in the Navigation pane.

10. Display the Quick Access Toolbar page of the Access Options dialog box.

11. Below the right pane, click Reset, and then click Reset only Quick Access
Toolbar.

12. In the Reset Customizations message box, click Yes to return the Quick Access
Toolbar to its default contents. Then click OK to close the Access Options
dialog box.

x CLEAN UP Close the GardenCompany13 database.
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Key Points

® The Access environment is flexible and can be customized to meet your needs.

® Most of the settings that control the working environment are gathered on the
pages of the Access Options dialog box.

® You can customize the ribbon to put precisely the database development tools you
need at your fingertips.

® You can provide one-click access to any Access 2010 command by adding a button
for it to the Quick Access Toolbar, either for all databases or for one database.
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Glossary

Access Database Executable (ACCDE) file An
Access database file that has been compiled
and compacted for distribution. The ACCDE file
format allows users to view forms and reports,
update information, and run queries, but pre-
vents them from changing database objects.

Access Deployment (ACCDC) file An Access
database file that has been compressed and
digitally signed for distribution.

application parts Predefined database objects
that you can add to an existing database.
Access comes with 10 types of forms and
several Quick Start parts.

action query A type of query that performs an
action on matched records, such as updating
fields or deleting the records. See also select
query.

aggregate function A function that performs a
calculation, such as Sum or Avg (average), on
multiple values and returns a single summary
value.

append query A query that adds, or appends,
records from one or more tables to the end
of one or more tables.

arithmetic operator An operator that is used
with numerals: + (addition), - (subtraction),
* (multiplication), or / (division).

back-end database The portion of a split data-
base that contains the tables that store all the
data. The back-end database is kept on a cen-
tral computer. See also front-end database
and split database.

binary file A file that contains encoded informa-
tion that is interpreted by a computer according
to the application that created it. In general, a
binary file can be edited only by the application
in which it was created. A binary file is not
encrypted and is therefore not secure.

bound Linked, as when a text box control is
linked to a specific field in a table. See also
unbound.

combo box A control that combines a text box
with a list box. This allows the user to type an
entry or choose one from a list.

comma-delimited text file A text file in which
each field is separated from the next by a
comma.

command button Any button with which users
initiate an immediate action. You can add com-
mand button controlss to forms and reports.

comparison operator An operator that compares
two expressions, expressed as > (greater than),
< (less than), = (equal to), >= (greater than
or equal to), <= (less than or equal to), <>
(not equal to), or like (pattern matching).

constant A value that is not calculated and,
therefore, does not change. For example, the
number 210 and the text Quarterly Earnings
are constants. An expression, or a value result-
ing from an expression, is not a constant.

control A graphical user interface object, such as a
text box, combo box, or command button, that
displays data or choices, performs an action, or
makes a database object easier to use.

control property A setting in the control’s Property
Sheet that determines the control’s appearance,
what kind of data it can display, and its behavior.

control source The element, such as a field, table,
or query, to which a control is bound. See also
record source.

crosstab query A type of query that displays data
for summarized values from a field or table and
then groups them by two sets of facts: one down
the left side, and the other across the top of the
datasheet.

357
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database application A database that is made
easier to use by the inclusion of queries, forms,
reports, custom categories and groups, and
various other tools.

database object One of the components of an
Access database, such as a table, query, form,
report, macro, or module.

database program An application for creating
databases, ranging from simple databases that
can store one table per file (referred to as flat
databases) to more complex databases that
can store information in multiple related tables
(referred to as relational databases).

database security Measures adopted to protect
data from accidental or intentional corruption
and make it difficult for unauthorized people to
gain access to private information; for example,
passwords, encryption, and ACCDE files.

Datasheet view The view in which you can see
and modify information in a table or query.
Along with Design view, this is one of the
two most common views for tables. See also
Design view and view.

delete query A query that deletes records that
match a specified pattern from one or more
tables.

delimited text file A text file that contains data
in which individual field values are separated
by a character, such as a comma or a tab.

delimiter A character, such as a comma (,),
semicolon (;), or backslash (\), that is used
to separate records and fields in a delimited
text file.

deselect To click away from selected data or
controls to release a selection.

design grid In Design view, the grid in which
you can manually work with advanced filters
and queries.

Design view The view in which you can see and
modify the structure of a table, query, form,
or report.

dialog box launcher On the ribbon, a button at
the bottom of some groups that opens a dialog
box with features related to the group.

duplicate query A type of select query that finds
records containing identical information in one
or more specified fields. Can be created with
the assistance of the Find Duplicates Query
wizard.

empty string A string with the value "" (two quota-
tion marks with nothing between them).

encrypting To encode (scramble) information in
such a way that it is unreadable to all but those
individuals possessing the key to the code.

exclusive use A setting that permits only one
person to have a database open. Generally
used when setting or removing a database
password.

exporting The process of converting an Access
table or database into a format that can be
used by other programs. See also importing.

expression A combination of functions, field
values, constants, and operators that can be
used to assign properties to tables or forms,
to determine values in fields or reports, as
a part of a query, and in many other places.
Also known as a formula.

Expression Builder A tool used to create an
expression. The Expression Builder includes
a list of common expressions that you can
select from to define the properties you want
to target.

Extensible Markup Language (XML) A format for
delivering rich, structured data in a standard,
consistent way. XML tags describe the content
of a Web document, whereas HTML tags de-
scribe how the document looks. XML allows
designers to create their own customized tags.
See also Hypertext Markup Language (HTML).

field An element of a table that contains a specific
item of information, such as a last name. A field
is represented in Access as a column in a data-
base table. See also record.

field property A property that controls what can
be put into a field and how it can be placed
there.

filter A set of criteria you can use to specify the
information you want to display.
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fixed-width text file A common text file format
that is often used to transfer data from older
programs. The same field in every record con-
tains the same number of characters. If the
actual data doesn't fill a field, the field is pad-
ded with spaces so that the starting point of
the data in the next field is the same number
of characters from the beginning of every
record.

flat database A simple database that can store
information in only one table. See also relational
database.

form An organized and formatted view of some
or all of the fields from one or more tables or
queries. Forms work interactively with the tables
in a database and are often used to simplify
data entry.

form selector The box at the intersection of the
vertical and horizontal rulers when a form is
displayed in Design view. You click the form
selector to select the entire form.

front-end database The portion of a split data-
base that contains the forms, queries, and
reports people use to work with data. The
front end can be copied to the local computer
of any user who needs to work with the data-
base. See also back-end database and split
database.

function A named procedure or routine, often
used for mathematical or financial calculations.

group On a ribbon tab, an area containing but-
tons related to a specific database element or
function. On the Navigation bar, a list that is
part of a category.

grouping level The level by which records are
grouped in a report. When you group on a
field, the report adds a group header and
footer around each group of records that
have the same value in that field.

HTML tag A code that identifies an element
in an HTML document, such as a heading
or a paragraph, for the purposes of format-
ting, indexing, and linking information in the
document.
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Hypertext Markup Language (HTML) A simple
markup language used to create hypertext
documents that are portable from one plat-
form to another. HTML files are simple ASCII
text files with embedded markup tags that
control formatting and hypertext links. See
also Extensible Markup Language (XML).

importing The process of converting external
data into a format that can be used by Access.
See also exporting.

input mask A property that controls the appear-
ance, format, and type of data in a field.

label control A control that contains text as it
will appear on a form or report.

linking The process of connecting to data in
other programs so that you can view and edit
it both in Access and the originating program.

logical operator An operator, such as AND, OR,
or NOT, that is used in queries and filters to
extract matching records from tables.

Lookup wizard An Access wizard with which you
can create a lookup list.

main form A form that contains other embedded
subforms. See also subform.

main report A report that serves as a shell for
one or more embedded subreports. See also
subreport.

make-table query A query that combines all or
part of the data from one or more tables into
a new table.

many-to-many relationship A relationship be-
tween two tables in which records in each
table have multiple matching records in the
related table. For example, each sales invoice
can contain multiple products, and each prod-
uct can appear on multiple sales invoices. See
also one-to-many relationship and one-to-one
relationship.

mapped network drive A network drive to which
you have assigned a drive letter so that it can be
accessed as a hard drive on your local computer.
See also Universal Naming Convention (UNC).
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Microsoft Database Executable (MDE) file
The equivalent of an ACCDE file created
by previous versions of Access. See Access
Database Executable (ACCDE) file.

named range A group of related spreadsheet
cells defined by a single name.

navigation control A control on a navigation form
that consists of a placeholder for a navigation
button and a subform or subreport control.

navigation form A form that presents the user
with a set of navigation buttons that can be
clicked to display and work with forms and
reports. Database designers can use naviga-
tion forms to make it easier for users to access
and manipulate data and more difficult for
them to unintentionally change or delete it.

Navigation pane An area of the Access program
window that enables the user to quickly open
database objects.

network share A storage location on a network
that is shared with and accessible from autho-
rized computers on the network

normalization rules A set of database design rules
that minimizes data redundancy and results in
a database in which referential integrity can be
enforced.

Null Nothing; a field with no entry.

one-to-many relationship In relational databases,
a relationship between two tables in which a
single record in the first table can be related
to one or more records in the second table,
but a record in the second table can be related
to only one record in the first table. See also
many-to-many relationship and one-to-one
relationship.

one-to-one relationship In relational databases,
a relationship between two tables in which a
single record in the first table can be related
to only one record in the second table, and
a record in the second table can be related
to only one record in the first table. See also
many-to-many relationship and one-to-many
relationship.

operator See arithmetic operator, comparison
operator, and logical operator.

option button A control that allows a user to select
from a fixed set of mutually exclusive choices.

parameter query A type of query that, when run,
prompts for the values (criteria) to use to select
the records for the result set so that the same
query can be used to retrieve different result
sets. See also action query, crosstab query, and
select query.

parsing The process of analyzing an imported
document, such as an HTML document, and
identifying anything that looks like structured
data.

password A string of characters used to access
information or log on to a computer. Passwords
help prevent unauthorized people from access-
ing files, programs, and other resources. See
also secure password.

populating To add data to a table or other object.

primary key One or more fields whose value or
values uniquely identify each record in a table.
A primary key cannot allow Null values and must
always have a unique index. In related tables, the
primary key field in one table corresponds with
the foreign key field in the other table.

property A named attribute of a control, a field,
or an object that you set to define one of the
object’s characteristics (such as size, color, or
screen location) or an aspect of its behavior
(such as whether the object is hidden).

publisher The person or entity who digitally signs
a database or other file, thereby guaranteeing
its source.

query A database object that locates specific
information stored in a table and allows you
to view and manipulate the results. The results
of a query can be used as the basis for forms
and reports.

Quick Access Toolbar A small, customizable toolbar
that displays frequently used commands.
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record All the related information about a per-
son or item in a table. A record in Access is
represented as a row in a database table.
See also field.

record selector The gray bar along the left edge
of a form in Form view. You can select an entire
record by clicking its record.

record source The source from which the data
in a bound record originates. See also control
source.

referential integrity A restriction on data, requiring
that in two related tables, an entry will not be
allowed in one table unless it already exists in
the other table.

relational database A type of database that
stores information in tables. Relational data-
bases use matching values from two tables to
relate data in one table to data in the other
table. In a relational database, you typically
store a specific type of data just once. See
also flat database.

relationship An association between common
fields in two or more tables.

report A database object used to display table
information in a formatted, easily accessible
manner, either on the screen or on paper. It
can include items from multiple tables and
queries, values calculated from information in
the database, and formatting elements such
as headers, footers, titles, and headings.

report selector The box at the intersection of the
vertical and horizontal rulers when a report is
displayed in Design view. You click the report
selector to select the entire report.

results datasheet The presentation of the records
matched by a query and any specified calcula-
tions in a table-like structure.

ribbon A user interface design that organizes
commands into logical groups, which appear
on separate tabs.

row selector The gray box at the left end of each
row in the field definition area when a table's
structure is displayed in Design view.
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schema The definition of the structure of an XML
file. A schema contains property information as
it pertains to the records and fields within the
structure.

secure password A password that includes upper-
case letters, lowercase letters, and symbols or
numbers, and is not a word found in a dictionary.
Also called a strong password.

security warning A warning that appears when a
database that contains one or more macros is
opened.

select query A query that matches records from
one or more tables and displays them in a
results datasheet. Can contain specifications
for which fields to display in what order and
how to group (summarize) their values. See
also action query.

signing The act of guaranteeing the source and
content of a file by attaching a digital signature.

sorting A method of arranging data based on the
order of specified information.

split database A database that has been organized
into two parts: a back-end database containing
the tables that store all the data, and a front-
end database containing the forms, queries,
and reports that people use to work with the
data. See also back-end database and front-
end database.

SQL database A database based on Structured
Query Language (SQL).

subdatasheet A datasheet that is contained within
another datasheet.

subform A form that is contained within another
form. See also main form.

subreport A report that is contained within another
report. See also main report.

syntax The required format in which expressions
must be entered.

tab A tabbed page on the ribbon that contains
buttons organized in groups. Also a naviga-
tion button attached to a database object
that is open in the Access program window
workspace. You click the button to display
the object’s page.
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tabbed pages The default display of objects in
the Access program window. Alternatively, you
can display objects in their own windows.

table A structured arrangement of one or more
rows and one or more columns. The intersection
of each row and column is a cell. All the items of
information in a row constitute a record, and all
the items of information in a column constitute
a field.

tag A code in HTML or XML that gives instructions
for formatting or defining the structure of a
document.

template A ready-made pattern that can be used
to create a specific type of database. Access 2010
comes with several templates, all of which can be
customized.

text box control A control on a form or report in
which text can be viewed, entered or edited.
A text box control is bound to a field in the
underlying table.

transform A type of template used to convert
XML data to other formats.

unbound Not linked. An unbound control is not
linked to a field in an underlying table; instead
it might be used, for example, to calculate
values from multiple fields. See also bound.

undocking To drag a toolbar, task pane, or similar
item so that it floats in the program window.

Universal Naming Convention (UNC) The system
of naming files among computers on a net-
work so that a file on a given computer will
have the same path when it is accessed from
any of the other computers on the network.
See also mapped network drive.

unmatched query A select query that locates
records in one table that do not have any
related records in another table. This query
can be created with the assistance of the Find
Unmatched Query wizard.

update query A query that changes the values in
one or more fields of matched records in a table.

validation rule A field property that ensures
entries contain only the correct type, size, or
range of data.

view The display of information from a specific
perspective. Each Access object has two or
more views, such as Datasheet view and
Design view.

wildcard character A keyboard character that
can be used to represent one or many char-
acters in a search. The question mark (?)
represents a single character, and the asterisk
(*) represents one or more characters.
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Keyboard Shortcuts

This section presents a comprehensive list of all the keyboards shortcuts built into
Microsoft Access 2010. The list has been excerpted from Access Help and formatted
in tables for convenient lookup. Some of these shortcuts might not be available for
your edition of Access 2010 or for your keyboard layout.

In the following tables, keys you press at the same time are separated by a plus sign (+),
and keys you press sequentially are separated by a comma (,).

General Shortcut Keys

Work with Global Access Keys
Opening Databases

Action

Keyboard shortcut

Open a new database.

Ctrl+N

Open an existing database.

Ctrl+O

Exit Access 2010.

Alt+F4

Printing and Saving

Action

Keyboard shortcut

Print the current or selected object.

Ctrl+P

Open the Print dialog box from Print Preview. P or Ctrl+P

Open the Page Setup dialog box from Print Preview. S

Cancel Print Preview or Layout Preview. CorEsc

Save a database object. Ctrl+S or Shift+F12
Open the Save As dialog box. F12
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Using a Combo Box or List Box

Action

Keyboard shortcut

Open a combo box.

F4 or Alt+Down Arrow

Refresh the contents of a list box or combo box.

F9

Move up or down one line.

Up Arrow or Down Arrow

Move up or down one page.

Page Up or Page Down

Exit the combo box or list box.

Tab

Finding and Replacing Text or Data (Datasheet View or Form View)

Action

Keyboard shortcut

Open the Find tab in the Find And Replace dialog box.

Ctrl+F

Open the Replace tab in the Find And Replace dialog box.

Ctrl+H

Find the next occurrence of the text specified in the Find
And Replace dialog box when the dialog box is closed.

Shift+F4

Working in Design View

Action

Keyboard shortcut

Switch between Edit mode (with the cursor displayed) and
Navigation mode in a datasheet. When working in a form
or report, press Esc to leave Navigation mode.

F2

Switch to the Property Sheet (form or report Design view in F4
both Access databases and Access projects).

Switch to Form view from form Design view. F5
Switch between the upper and lower panes (query Design F6
view, and the Advanced Filter/Sort window).

Cycle through the field grid, field properties, the Navigation F6
pane, access keys in the Keyboard Access System, Zoom

controls, and the security bar (table Design view).

Open the Choose Builder dialog box (form or report Design F7
view).

Open the Visual Basic Editor from a selected property in the F7

Property Sheet for a form or report.

Switch from the Visual Basic Editor to form or report Design
view.

Shift+F7 or Alt+F11
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Editing Controls in Form and Report Design View

Action Keyboard shortcut

Copy the selected control to the Clipboard. Ctrl+C

Cut the selected control and copy it to the Clipboard. Ctrl+X

Paste the contents of the Clipboard in the upper-left corner of Ctrl+V

the selected section.

Move the selected control to the right (except controls that are Right Arrow or

part of a layout). Ctrl+Right Arrow

Move the selected control to the left (except controls that are Left Arrow or

part of a layout). Ctrl+Left Arrow

Move the selected control up. Up Arrow or
Ctrl+Up Arrow

Move the selected control down. Down Arrow or
Ctrl+Down Arrow

Increase the height of the selected control. Shift+Down Arrow

Increase the width of the selected control. Shift+Right Arrow

Note: If used with controls that are in a layout, the entire layout

is resized.

Reduce the height of the selected control. Shift+Up Arrow

Reduce the width of the selected control. Shift+Left Arrow

Note: If used with controls that are in a layout, the entire layout

is resized.

Working with Windows

By default, Access 2010 databases display as tabbed documents. To use windowed docu-
ments, click the File tab, and then click Options. In the Access Options dialog box, click
Current Database and, under Document Window Options, click Overlapping Windows.

Tip You will have to close and reopen the current database for the option to take effect.

Action Keyboard shortcut
Toggle the Navigation pane. F11
Cycle between open windows. Ctrl+F6
Restore the selected minimized window when all windows Enter
are minimized.
Turn on Resize mode for the active window when it is not Ctrl+F8
maximized; press the Arrow keys to resize the window.
Display the control menu. Alt+Spacebar
Display the shortcut menu. Shift+F10
(continued)
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Action Keyboard shortcut
Close the active window. Ctrl+W or Ctrl+F4
Switch between the Visual Basic Editor and the previous active Alt+F11

window.

Working with Wizards

Action

Keyboard shortcut

Toggle the focus forward between controls in the wizard.

Tab

Move to the next page of the wizard. Alt+N
Move to the previous page of the wizard. Alt+B
Complete the wizard. Alt+F

Miscellaneous

Action Keyboard shortcut
Display the complete hyperlink address for a selected hyperlink. F2

Check spelling. F7

Open the Zoom box to conveniently enter expressions and other Shift+F2

text in small input areas.

Display a Property Sheet in Design view. Alt+Enter

Exit Access or close a dialog box. Alt+F4

Invoke a Builder. Ctrl+F2

Toggle forward between views when in a table, query, form, report,  Ctrl+Right Arrow or

page, PivotTable list, PivotChart report, stored procedure, or Access
project (.adp) function. If there are additional views available, succes-

sive keystrokes will move to the next available view.

Ctrl+Comma (,)

Toggle back between views when in a table, query, form, report,
page, PivotTable list, PivotChart report, stored procedure, or
.adp function. If there are additional views available, successive
keystrokes will move to the previous view.

Note: Ctrl+Period () does not work under all conditions with
all objects.

Ctrl+Left Arrow or
Ctrl+Period ()

Work with the Navigation Pane

Action

Keyboard shortcut

Go to the Navigation pane Search box from anywhere in the
database.

Alt+Ctrl+F
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Action Keyboard shortcut
Rename a selected object. F2

Move down one line. Down Arrow

Move down one window. Page Down

Move to the last object. End

Move up one line. Up Arrow

Move up one window. Page Up

Move to the first object. Home

Navigating and Opening Objects

Action Keyboard shortcut
Open the selected table or query in Datasheet view. Enter

Open the selected form or report. Enter

Run the selected macro. Enter

Open the selected table, query, form, report, macro, or module Ctrl+Enter

in Design view.

Display the Immediate window in the Visual Basic Editor. Ctrl+G

Work with Menus

Action

Keyboard shortcut

Show the shortcut menu.

Shift+F10

Show the access keys.

Alt or F10

Show the program icon menu (on the program title bar).

Alt+Spacebar

With the menu or submenu visible, select the next or previous
command.

Down Arrow or
Up Arrow

Select the menu to the left or right; or, when a submenu is visible,

Left Arrow or

to switch between the main menu and the submenu. Right Arrow
Select the first or last command on the menu or submenu. Home or End
Close the visible menu and submenu at the same time. Alt

Close the visible menu; or, with a submenu visible, to close the Esc

submenu only.
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Work in Windows and Dialog Boxes

Using a Program Window

Action

Keyboard shortcut

Switch to the next program.

Alt+Tab

Switch to the previous program. Alt+Shift+Tab
Show the Windows Start menu. Ctrl+Esc
Close the active database window. Ctrl+W
Switch to the next database window. Ctrl+F6
Switch to the previous database window. Ctrl+Shift+F6
Restore the selected minimized window when all Enter

windows are minimized.

Using a Dialog Box

Action

Keyboard shortcut

Switch to the next tab in a dialog box.

Ctrl+Tab

Switch to the previous tab in a dialog box. Ctrl+Shift+Tab
Move to the next option or option group. Tab

Move to the previous option or option group. Shift+Tab
Move between options in the selected drop-down list Arrow keys
box, or to move between some options in a group of

options.

Perform the action assigned to the selected button; Spacebar

select or clear the check box.

Move to the option by the first letter in the option
name in a drop-down list box.

Letter key for the first letter in the
option name you want (when a
drop-down list box is selected)

Select the option, or to select or clear the check box
by the letter underlined in the option name.

Alt+letter key

Open the selected drop-down list box. Alt+Down Arrow

Close the selected drop-down list box. Esc
Perform the action assigned to the default button in Enter
the dialog box.

Cancel the command and close the dialog box. Esc
Close a dialog box. Alt+F4
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Action Keyboard shortcut
Move to the beginning of the entry. Home
Move to the end of the entry. End
Move one character to the left or right. Left Arrow or
Right Arrow
Move one word to the left or right. Ctrl+Left Arrow or
Ctrl+Right Arrow
Select from the cursor to the beginning of the text entry. Shift+Home
Select from the cursor to the end of the text entry. Shift+End
Change the selection by one character to the left. Shift+Left Arrow
Change the selection by one character to the right. Shift+Right Arrow
Change the selection by one word to the left. Ctrl+Shift+Left Arrow
Change the selection by one word to the right. Ctrl+Shift+Right Arrow

Work with Property Sheets

Using a Property Sheet with a Form or Report in Design View

Action Keyboard shortcut
Toggle the Property Sheet tab. F4

Move among choices in the control drop-down list one item Down Arrow or
at a time. Up Arrow
Move among choices in the control drop-down list five items Page Down or
at a time. Page Up

Move to the Property Sheet tabs from the control drop-down list. ~ Tab

Move among the Property Sheet tabs with a tab selected, but no Left Arrow or
property selected. Right Arrow
With a property already selected, move down one property on Tab

a tab.

With a property selected, move up one property on a tab; Shift+Tab

or if already at the top, move to the tab.

Toggle forward between tabs when a property is selected. Ctrl+Tab
Toggle backward between tabs when a property is selected. Ctrl+Shift+Tab
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Using a Property Sheet with a Table or Query

Action Keyboard shortcut
Toggle the Property Sheet tab. F4

With a tab selected, but no property selected, move among Left Arrow or
the Property Sheet tabs. Right Arrow
Move to the Property Sheet tabs when a property is selected. Ctrl+Tab
Move to the first property of a tab when no property is selected. Tab

Move down one property on a tab. Tab

Move up one property on a tab; or if already at the top, select Shift+Tab

the tab itself.

Toggle forward between tabs when a property is selected. Ctrl+Tab
Toggle backward between tabs when a property is selected. Ctrl+Shift+Tab

Working with the Field List Pane

Action

Keyboard shortcut

Toggle the Field List pane.

Alt+F8

Add the selected field to the form or report detail section.

Enter

Move up or down the Field List pane.

Up Arrow or
Down Arrow

Move to the upper Field List pane from the lower pane.

Shift+Tab

Move to the lower Field List pane from the upper pane.

Tab

Work with the Help Window

Action

Keyboard shortcut

Select the next hidden text or hyperlink, or Show All or Hide All at
the top of a topic.

Tab

Select the previous hidden text or hyperlink, or the Browser View Shift+Tab
button at the top of a Microsoft Office Web site article.
Perform the action for the selected Show All, Hide All, hidden text, Enter

or hyperlink.

Move back to the previous Help topic.

Alt+Left Arrow

Move forward to the next Help topic.

Alt+Right Arrow

Open the Print dialog box.

Ctrl+P
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Action Keyboard shortcut
Scroll small amounts up and down, respectively, within the currently ~ Up Arrow and
displayed Help topic. Down Arrow

Scroll larger amounts up and down, respectively, within the currently ~ Page Up and
displayed Help topic. Page Down

Display a menu of commands for the Help window; requires that the ~ Shift+F10

Help window have active focus (click an item in the Help window).

Keys for Working with Text and Data

Select Text and Data

Selecting Text in a Field

Action Keyboard shortcut
Change the size of the selection by one character to the right. Shift+Right Arrow
Change the size of the selection by one word to the right. Ctrl+Shift+Right Arrow
Change the size of the selection by one character to the left. Shift+Left Arrow
Change the size of the selection by one word to the left. Ctrl+Shift+Left Arrow

Selecting a Field or Record

Tip To cancel a selection, use the opposite Arrow key.

Action

Keyboard shortcut

Select the next field.

Tab

Switch between Edit mode (with the cursor displayed) and F2

Navigation mode in a datasheet. When using a form or report,

press Esc to leave Navigation mode.

Switch between selecting the current record and the first field Shift+Spacebar
of the current record, in Navigation mode.

Extend selection to the previous record, if the current record Shift+Up Arrow

is selected.

Extend selection to the next record, if the current record is selected.

Shift+Down Arrow

Select all records.

Ctrl+A or
Ctrl+Shift+Spacebar
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Extending a Selection

Action

Keyboard shortcut

Turn on Extend mode (in Datasheet view, Extended Selection appears

in the lower-right corner of the window); pressing F8 repeatedly

extends the selection to the word, the field, the record, and all records.

F8

Extend a selection to adjacent fields in the same row in Datasheet

Left Arrow or

view. Right Arrow
Extend a selection to adjacent rows in Datasheet view. Up Arrow or

Down Arrow
Undo the previous extension. Shift+F8
Cancel Extend mode. Esc

Selecting and Moving a Column in Datasheet View

Action Keyboard shortcut
Select the current column or cancel the column selection, in Ctrl+Spacebar
Navigation mode only.

Select the column to the right, if the current column is selected. Shift+Right Arrow
Select the column to the left, if the current column is selected. Shift+Left Arrow
Turn on Move mode; then press the Right Arrow or Left Arrow Ctrl+Shift+F8

key to move selected column(s) to the right or left.

Edit Text and Data

Tip If the cursor is not visible, press F2 to display it.

Moving the Cursor in a Field

Action Keyboard shortcut
Move the cursor one character to the right. Right Arrow

Move the cursor one word to the right. Ctrl+Right Arrow
Move the cursor one character to the left. Left Arrow

Move the cursor one word to the left.

Ctrl+Left Arrow

Move the cursor to the end of the field, in single-line fields; or to
move it to the end of the line in multiple-line fields.

End

Move the cursor to the end of the field, in multiple-line fields. Ctrl+End
Move the cursor to the beginning of the field, in single-line fields; Home

or to move it to the beginning of the line in multiple-line fields.

Move the cursor to the beginning of the field, in multiple-line fields. Ctrl+Home
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Action

Keyboard shortcut

Copy the selection to the Clipboard.

Ctrl+C

Cut the selection and copy it to the Clipboard. Ctrl+X
Paste the contents of the Clipboard at the cursor. Ctrl+V
Delete the selection or the character to the left of the cursor. Backspace
Delete the selection or the character to the right of the cursor. Delete
Delete all characters to the right of the cursor. Ctrl+Delete

Undoing Changes

Action

Keyboard shortcut

Undo typing.

Ctrl+Z or Alt+Backspace

Undo changes in the current field or current record; if both
have been changed, press Esc twice to undo changes, first
in the current field and then in the current record.

Esc

Entering Data in Datasheet or Form View

Action

Keyboard shortcut

Insert the current date.

Ctrl+Semicolon (;)

Insert the current time.

Ctrl+Shift+Colon ()

Insert the default value for a field.

Ctrl+Alt+Spacebar

Insert the value from the same field in the previous record.

Ctrl+Apostrophe (')

Add a new record.

Ctrl+Plus Sign (+)

In a datasheet, delete the current record.

Ctrl+Minus Sign (-)

Save changes to the current record. Shift+Enter
Switch between the values in a check box or option button. Spacebar
Insert a new line. Ctrl+Enter

Refreshing Fields with Current Data

Action Keyboard shortcut
Recalculate the fields in the window. F9

Requery the underlying tables; in a subform, this requires the Shift+F9

underlying table for the subform only.

Refresh the contents of a Lookup field list box or combo box. F9
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Keys for Navigating Records

Navigate in Design View

Action Keyboard shortcut
Switch between Edit mode (with cursor displayed) and F2
Navigation mode.

Toggle the Property Sheet. F4

Switch to Form view from form Design view. F5

Switch between the upper and lower portions of a window F6

(Design view of macros, queries, and the Advanced Filter/Sort

window). Use F6 when the Tab key does not take you to the

section of the screen you want.

Toggle forward between the design pane, properties, Navigation F6

pane, access keys, and Zoom controls (Design view of tables,

forms, and reports).

Open the Visual Basic Editor from a selected property in the F7
Property Sheet for a form or report.

Invokes the Field List pane in a form or report. If the Field List Alt+F8
pane is already open, focus moves to the Field List pane.

When you have a code module open, switch from the Visual Shift+F7
Basic Editor to form or report Design view.

Switch from a control's Property Sheet in form or report Design Shift+F7
view to the design surface without changing the control focus.

Display a Property Sheet. Alt+Enter
Copy the selected control to the Clipboard. Ctrl+C

Cut the selected control and copy it to the Clipboard. Ctrl+X
Paste the contents of the Clipboard in the upper-left corner of Ctrl+Vv

the selected section.

Move the selected control to the right by a pixel along the page grid.  Right Arrow
Move the selected control to the left by a pixel along the page grid.  Left Arrow
Move the selected control up by a pixel along the page grid. Up Arrow

Note: For controls in a stacked layout, this switches the position
of the selected control with the control directly above it, unless
it is already the uppermost control in the layout.

Move the selected control down by a pixel along the page grid.
Note: For controls in a stacked layout, this switches the position
of the selected control with the control directly below it, unless
it is already the lowermost control in the layout.

Down Arrow
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Action

Keyboard shortcut

Move the selected control to the right by a pixel (irrespective of
the page grid).

Ctrl+Right Arrow

Move the selected control to the left by a pixel (irrespective of
the page grid).

Ctrl+Left Arrow

Move the selected control up by a pixel (irrespective of the
page grid).

Note: For controls in a stacked layout, this switches the position
of the selected control with the control directly above it, unless
it is already the uppermost control in the layout.

Ctrl+Up Arrow

Move the selected control down by a pixel (irrespective of the
page grid).

Note: For controls in a stacked layout, this switches the position
of the selected control with the control directly below it, unless
it is already the lowermost control in the layout.

Ctrl+Down Arrow

Increase the width of the selected control (to the right) by a pixel.

Note: For controls in a stacked layout, this increases the width of
the whole layout.

Shift+Right Arrow

Decrease the width of the selected control (to the left) by a pixel.

Note: For controls in a stacked layout, this decreases the width of
the whole layout.

Shift+Left Arrow

Decrease the height of the selected control (from the bottom)
by a pixel.

Shift+Up Arrow

Increase the height of the selected control (from the bottom)
by a pixel.

Shift+Down Arrow

Navigate in Datasheet View

Going to a Specific Record

Action

Keyboard shortcut

Move to the record number box; then type the record number
and press Enter.

F5

Navigating Between Fields and Records

Action

Keyboard shortcut

Move to the next field.

Tab or Right Arrow

Move to the last field in the current record, in Navigation mode.

End

Move to the previous field.

Shift+Tab, or Left Arrow
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Action

Keyboard shortcut

Move to the first field in the current record, in Navigation mode.

Home

Move to the current field in the next record.

Down Arrow

Move to the current field in the last record, in Navigation mode.

Ctrl+Down Arrow

Move to the last field in the last record, in Navigation mode.

Ctrl+End

Move to the current field in the previous record. Up Arrow
Move to the current field in the first record, in Navigation mode. Ctrl+Up Arrow
Move to the first field in the first record, in Navigation mode. Ctrl+Home

Navigating to Another Screen of Data

Action Keyboard shortcut
Move down one screen. Page Down
Move up one screen. Page Up

Move right one screen.

Ctrl+Page Down

Move left one screen.

Ctrl+Page Up

Navigate in Subdatasheets

Going to a Specific Record

Action

Keyboard shortcut

Move from the subdatasheet to move to the record number box;
then type the record number and press Enter.

Alt+F5

Expanding and Collapsing a Subdatasheet

Action

Keyboard shortcut

Move from the datasheet to expand the record’s subdatasheet.

Ctrl+Shift+Down Arrow

Collapse the subdatasheet.

Ctrl+Shift+Up Arrow

Navigating Between the Datasheet and Subdatasheet

Action

Keyboard shortcut

Enter the subdatasheet from the last field of the previous record
in the datasheet.

Tab

Enter the subdatasheet from the first field of the following record
in the datasheet.

Shift+Tab
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Action

Keyboard shortcut

Exit the subdatasheet and move to the first field of the next record
in the datasheet.

Ctrl+Tab

Exit the subdatasheet and move to the last field of the previous Ctrl+Shift+Tab
record in the datasheet.
From the last field in the subdatasheet to enter the next field in Tab

the datasheet.

From the datasheet to bypass the subdatasheet and move to the
next record in the datasheet.

Down Arrow

From the datasheet to bypass the subdatasheet and move to the
previous record in the datasheet.

Up Arrow

Tip You can navigate between fields and records in a subdatasheet with the same shortcut

keys used in Datasheet view.

Navigate in Form View

Going to a Specific Record

Action

Keyboard shortcut

Move to the record number box; then type the record number and
press Enter.

F5

Navigating Between Fields and Records

Action

Keyboard shortcut

Move to the next field.

Tab

Move to the previous field. Shift+Tab
Move to the last control on the form and remain in the current End
record, in Navigation mode.

Move to the last control on the form and set focus in the last record, Ctrl+End

in Navigation mode.

Move to the first control on the form and remain in the current Home
record, in Navigation mode.

Move to the first control on the form and set focus in the first record, Ctrl+Home

in Navigation mode.

Move to the current field in the next record.

Ctrl+Page Down

Move to the current field in the previous record.

Ctrl+Page Up
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Navigating in Forms with More Than One page

Action Keyboard shortcut
Move down one page; at the end of the record, moves to the Page Down
equivalent page on the next record.

Move up one page; at the end of the record, moves to the Page Up

equivalent page on the previous record.

Navigating Between the Main Form and Subform

Action

Keyboard shortcut

Enter the subform from the preceding field in the main form.

Tab

Enter the subform from the following field in the main form. Shift+Tab

Exit the subform and move to the next field in the master form or ~ Ctrl+Tab

next record.

Exit the subform and move to the previous field in the main form  Ctrl+Shift+Tab

or previous record.

Navigate in Print Preview

Working with Dialog Boxes and Windows

Action

Keyboard shortcut

Open the Print dialog box from the Print page of the Backstage
view, or from datasheets, forms, and reports.

Ctrl+P

Open the Page Setup dialog box (forms and reports only). S
Zoom in or out on a part of the page. z
Cancel Print Preview or Layout Preview. CorEsc

Viewing Different Pages

Action

Keyboard shortcut

Move to the page number box; then type the page number and
press Enter.

Alt+F5

View the next page (when Fit To Window is selected)..

Page Down or
Down Arrow

View the previous page (when Fit To Window is selected).

Page Up or Up Arrow
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Action Keyboard shortcut
Scroll down in small increments. Down Arrow
Scroll down one full screen. Page Down

Move to the bottom of the page.

Ctrl+Down Arrow

Scroll up in small increments. Up Arrow
Scroll up one full screen. Page Up
Move to the top of the page. Ctrl+Up Arrow
Scroll to the right in small increments. Right Arrow
Move to the right edge of the page. End

Move to the lower-right corner of the page. Ctrl+End

Scroll to the left in small increments. Left Arrow
Move to the left edge of the page. Home

Move to the upper-left corner of the page. Ctrl+Home

Navigate in the Database Diagram Window

Action Keyboard shortcut
Move from a table cell to the table’s title bar. Esc

Move from a table’s title bar to the last cell you edited. Enter

Move from table title bar to table title bar, or from cell to cell Tab

inside a table.

Expand a list inside a table.

Alt + Down Arrow

Scroll through the items in a drop-down list from top to bottom.

Down Arrow

Move to the previous item in a list. Up Arrow
Select an item in a list and move to the next cell. Enter
Change the setting in a check box. Spacebar
Go to the first cell in the row, or to the beginning of the current cell. Home

Go to the last cell in the row, or to the end of the current cell. End

Scroll to the next “page” inside a table, or to the next “page” of Page Down
the diagram.

Scroll to the previous “page” inside a table, or to the previous Page Up

“page” of the diagram.
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Navigate in the Query Designer

Any Pane

Action

Keyboard shortcut

Move among the Query Designer panes.

F6, Shift+F6

Diagram Pane

Action

Keyboard shortcut

Move among tables, views, and functions, (and to join lines,
if available).

Tab, or Shift+Tab

Move between columns in a table, view, or function.

Arrow keys

Choose the selected data column for output.

Spacebar or Plus key

Remove the selected data column from the query output.

Spacebar or Minus key

Remove the selected table, view, or function, or join line from
the query.

Delete

Tip If multiple items are selected, pressing the Spacebar affects all selected items. Select
multiple items by holding down the Shift key while clicking them. Toggle the selected state

of a single item by holding down the Ctrl key while clicking it.

Grid Pane

Action

Keyboard shortcut

Move among cells.

Arrow keys or Tab or
Shift+Tab

Move to the last row in the current column.

Ctrl+Down Arrow

Move to the first row in the current column. Ctrl+Up Arrow
Move to the upper-left cell in the visible portion of the grid. Ctrl+Home
Move to the lower-right cell. Ctrl+End
Move in a drop-down list. Up Arrow or

Down Arrow

Select an entire grid column. Ctrl+Spacebar
Toggle between edit mode and cell selection mode. F2

Copy selected text in cell to the Clipboard (in edit mode). Ctrl+C

Cut selected text in a cell and place it on the Clipboard (in edit Ctrl+X

mode).

Paste text from the Clipboard (in edit mode). Ctrl+Vv

Toggle between insert and overstrike mode while editing in a cell. Ins
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Action Keyboard shortcut

Toggle the check box in the Output column. Spacebar

Note: If multiple items are selected, pressing this key affects all
selected items.

Clear the selected contents of a cell. Delete

Remove a row containing a selected data column from the query.  Delete

Note: If multiple items are selected, pressing this key affects all
selected items.

Clear all values in a selected grid column. Delete
Insert a row between existing rows (after selecting a row). Ins
Add an Or column (after selecting any Or column). Ins
SQL Pane

You can use the standard Windows editing keys when working in the SQL pane, such as
Ctrl+Arrow keys to move between words, and the Cut, Copy, and Paste commands on
the Edit menu.

Tip You can only insert text; there is no overstrike mode.

Work with PivotTable Views
PivotTable View

Selecting Elements

Action Keyboard shortcut
Move the selection from left to right, and then down. The Tab key

Move the selection from top to bottom, and then to the right. Enter

Select the cell to the left. If the current cell is the leftmost cell, Shift+Tab

Shift+Tab selects the last cell in the previous row.

Select the cell above the current cell. If the current cell is the top- Shift+Enter

most cell, Shift+Enter selects the last cell in the previous column.

Select the detail cells for the next item in the row area. Ctrl+Enter

Select the detail cells for the previous item in the row area. Shift+Ctrl+Enter
Move the selection in the direction of the Arrow key. If a row or Arrow keys

column field is selected, press the Down Arrow key to move to the
first item of data in the field, and then press an Arrow key to move
to the next or previous item or back to the field. If a detail field is
selected, press the Down Arrow key or Right Arrow key to move to
the first cell in the detail area.

(continued)
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Action

Keyboard shortcut

Extend or reduce the selection in the direction of the Arrow key.

Shift+Arrow keys

Move the selection to the last cell in the direction of the Arrow key.

Ctrl+Arrow keys

Move the selected item in the direction of the Arrow key.

Shift+Alt+Arrow keys

Select the leftmost cell of the current row.

Home

Select the rightmost cell of the current row. End

Select the leftmost cell of the first row. Ctrl+Home
Select the last cell of the last row. Ctrl+End

Extend selection to the leftmost cell of the first row. Shift+Ctrl+Home
Extend selection to the last cell of the last row. Shift+Ctrl+End
Select the field for the currently selected item of data, total, or detail. ~ Ctrl+Spacebar
Select the entire row containing the currently selected cell. Shift+Spacebar
Select the entire PivotTable view. Ctrl+A

Display the next screen. Page Down
Display the previous screen. Page Up

Extend the selection down one screen.

Shift+Page Down

Reduce the selection by one screen.

Shift+Page Up

Display the next screen to the right.

Alt+Page Down

Display the previous screen to the left.

Alt+Page Up

Extend the selection to the page on the right.

Shift+Alt+Page Down

Extend the selection to the page on the left.

Shift+Alt+Page Up

Carrying Out Commands

Action

Keyboard shortcut

Display Help topics.

F1

Display the shortcut menu for the selected element of the PivotTable
view. Use the shortcut menus to carry out commands in the
PivotTable view.

Shift+F10

Carry out a command on the shortcut menu.

Underlined letter

Close the shortcut menu without carrying out a command. Esc
Display the Properties dialog box. Alt+Enter
Close the Properties dialog box. Alt+F4
Cancel a refresh operation in progress. Esc

Copy the selected data from the PivotTable view to the Clipboard. Ctrl+C
Export the contents of the PivotTable view to Excel 2010. Ctrl+E

www.it-ebooks.info


http://www.it-ebooks.info/

Keys for Displaying, Hiding, Filtering, or Sorting Data

Keyboard Shortcuts

Action

Keyboard shortcut

Show or hide the expand indicators (plus and minus boxes)
beside items.

Ctrl+8

Expand the currently selected item.

Ctrl+Plus Sign (on the
numeric keypad)

Hide the currently selected item.

Ctrl+Minus Sign (on the
numeric keypad)

Open the list for the currently selected field.

Alt+Down Arrow

Alternately move to the most recently selected item, the OK The Tab key
button, and the Cancel button in the drop-down list for a field.

Move to the next item in the drop-down list for a field. Arrow keys
Select or clear the check box for the current item in the drop-down  Spacebar
list for a field.

Close the drop-down list for a field and apply any changes Enter

you made.

Close the drop-down list for a field without applying your changes. Esc

Turn AutoFilter on or off. Ctrl+T

Sort data in the selected field or total in ascending order Ctrl+Shift+A
(A-Z 0-9).

Sort data in the selected field or total in descending order Ctrl+Shift+Z

(Z-A 9-0).

Move the selected member up or left.

Alt+Shift+Up Arrow or
Alt+Shift+Left Arrow

Move the selected member down or right.

Alt+Shift+Down Arrow or
Alt+Shift+Right Arrow

Adding Fields and Totals and Changing the Layout

Working with the Field List Pane

Action

Keyboard shortcut

Display the Field List pane, or activate it if it is already displayed.

Ctrl+L

Move to the next item in the Field List pane.

Arrow keys

Move to the previous item and include it in the selection.

Shift+Up Arrow

Move to the next item and include it in the selection.

Shift+Down Arrow

Move to the previous item, but don't include it in the selection.

Ctrl+Up Arrow

Move to the next item, but don't include it in the selection.

Ctrl+Down Arrow
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Action Keyboard shortcut
Remove the item from the selection, if the item that has focusis  Ctrl+Spacebar
included in the selection, and vice versa.

Expand the current item in the Field List pane to display its con- Plus Sign

tents. Or expand Totals to display the available total fields.

(numeric keypad)

Collapse the current item in the Field List pane to hide its con-
tents. Or collapse Totals to hide the available total fields.

Minus Sign
(numeric keypad)

Move between the most recently selected item, the Add To button,
and the list next to the Add To button in the Field List pane.

Tab

Display the list next to the Add To button in the Field List pane.
Use the Arrow keys to move to the next item in the list, and then
press Enter to select an item.

Alt+Down Arrow

Add the highlighted field in the Field List pane to the area in the  Enter
PivotTable view that is displayed in the Add To list.
Close the Field List pane. Alt+F4

Adding Fields and Totals

Action Keyboard shortcut
Add a new total field for the selected field in the PivotTable Ctrl+Shift+S
view by using the Sum function.

Add a new total field for the selected field in the PivotTable Ctrl+Shift+C
view by using the Count function.

Add a new total field for the selected field in the PivotTable Ctrl+Shift+M
view by using the Min function.

Add a new total field for the selected field in the PivotTable Ctrl+Shift+X
view by using the Max function.

Add a new total field for the selected field in the PivotTable Ctrl+Shift+E
view by using the Average function.

Add a new total field for the selected field in the PivotTable Ctrl+Shift+D
view by using the Standard Deviation function.

Add a new total field for the selected field in the PivotTable Ctrl+Shift+T
view by using the Standard Deviation Population function.

Add a new total field for the selected field in the PivotTable Ctrl+Shift+V
view by using the Variance function.

Add a new total field for the selected field in the PivotTable Ctrl+Shift+R
view by using the Variance Population function.

Turn subtotals and grand totals on or off for the selected field Ctrl+Shift+B
in the PivotTable view.

Add a calculated detail field. Ctrl+F
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Action

Keyboard shortcut

Move the selected field in the PivotTable view to the row area.

Ctrl+1

Move the selected field in the PivotTable view to the column area.  Ctrl+2
Move the selected field in the PivotTable view to the filter area. Ctrl+3
Move the selected field in the PivotTable view to the detail area. Ctrl+4

Move the selected row or column field in the PivotTable view to a
higher level.

Ctrl+Left Arrow

Move the selected row or column field in the PivotTable view to a
lower level.

Ctrl+Right Arrow

Tip The first four shortcuts do not work if you press the 1, 2, 3, or 4 keys on the numeric pad

of your keyboard.

Formatting Elements

To use the following shortcuts, first select a detail field or a data cell for a total field.

The first seven keyboard shortcuts change the number format of the selected field.

Action

Keyboard shortcut

Apply the general number format to values in the selected total or
detail field.

Ctrl+Shift+~ (tilde)

Apply the currency format, with two decimal places and negative  Ctrl+Shift+$
numbers in parentheses, to values in the selected total or detail

field.

Apply the percentage format, with no decimal places, to valuesin  Ctrl+Shift+%
the selected total or detail field.

Apply the exponential number format, with two decimal places, to  Ctrl+Shift+”
values in the selected total or detail field.

Apply the date format, with the day, month, and year, to valuesin  Ctrl+Shift+#
the selected total or detail field.

Apply the time format, with the hour, minute, and AM or PM, to Ctrl+Shift+@
values in the selected total or detail field.

Apply the numeric format, with two decimal places, thousands Ctrl+Shift+!
separator, and a minus sign for negative values, to values in the

selected total or detail field.

Make text bold in the selected field of the PivotTable view. Ctrl+B

Make text underlined in the selected field of the PivotTable view. Ctrl+U

Make text italic in the selected field of the PivotTable view. Ctrl+l
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PivotChart View

Selecting Items in a Chart

Action Keyboard shortcut
Select the next item in the chart. Right Arrow
Select the previous item in the chart. Left Arrow

Select the next group of items.

Down Arrow

Select the previous group of items.

Up Arrow

Working with Properties and Options

Action

Keyboard shortcut

Display the Properties dialog box.

Alt+Enter

Close the Properties dialog box. Alt+F4
When the Properties dialog box is active, select the next item on  The Tab key
the active tab.

When a tab in the Properties dialog box is active, select the next tab. Right Arrow
When a tab in the Properties dialog box is active, select the Left Arrow

previous tab.

Display a list or palette when a button that contains a list or palette
is selected.

Down Arrow

Display the shortcut menu.

Shift+F10

Carry out a command on the shortcut menu.

Underlined letter

Close the shortcut menu without carrying out a command.

Esc

Working with Fields

Action

Keyboard shortcut

Open the list for the currently selected field.

Alt+Down Arrow

In the drop-down list for a field, alternately move to the most The Tab key
recently selected item, the OK button, and the Cancel button.

In the drop-down list for a field, move to the next item. Arrow keys
In the drop-down list for a field, select or clear the check box for Spacebar
the current item.

Close the drop-down list for a field and apply any changes you made. Enter

Close the drop-down list for a field without applying your changes. Esc
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Action

Keyboard shortcut

Display the Field List pane, or activate it if it is already displayed.

Ctrl+L

Move to the next item in the Field List pane.

Arrow keys

Move to the previous item and include it in the selection.

Shift+Up Arrow

Move to the next item and include it in the selection.

Shift+Down Arrow

Move to the previous item, but don't include the item in the selection.

Ctrl+Up Arrow

Move to the next item, but don't include the item in the selection.

Ctrl+Down Arrow

Remove the item from the selection if the item that has focus is
included in the selection, and vice versa.

Ctrl+Spacebar

Expand the current item in the Field List pane to display its contents,
or expand Totals to display the available total fields.

Plus Sign (numeric
keypad)

Collapse the current item in the Field List pane to hide its contents,
or collapse Totals to hide the available total fields.

Minus Sign (numeric
keypad)

In the Field List pane, alternately move to the most recently selected
item, the Add To button, and the list next to the Add To button.

The Tab key

Open the drop-down list next to the Add To button in the Field List
pane. Use the Arrow keys to move to the next item in the list, and
then press Enter to select an item.

Alt+Down Arrow

Add the highlighted field in the Field List pane to the drop area Enter
that is displayed in the Add To list.
Close the Field List pane. Alt+F4

Keys for Working with the Ribbon

1. Press Alt.

The KeyTips are displayed over each feature that is available in the current view.

2. Press the letter shown in the KeyTip over the feature that you want to use.

3. Depending on which letter you press, you might be shown additional KeyTips.
For example, if the External Data tab is active and you press C, the Create tab
is displayed, along with the KeyTips for the groups on that tab.

4. Continue pressing letters until you press the letter of the command or control that
you want to use. In some cases, you must first press the letter of the group that con-

tains the command.

Tip To cancel the action that you are taking and hide the KeyTips, press Alt.
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Keys for Working with Online Help

The Help window provides access to all Office Help content. The Help window displays

topics and other Help content.

Action Keyboard shortcut
Open the Help window. F1

Close the Help window Alt+F4

Switch between the Help window and the active program. Alt+Tab

Go back to <program name> Home. Alt+Home

Select the next item in the Help window. Tab

Select the previous item in the Help window. Shift+Tab

Perform the action for the selected item. Enter

In the Browse <program name> Help section of the Help
window, select the next or previous item, respectively.

Tab or Shift+Tab

In the Browse <program name> Help section of the Help Enter
window, expand or collapse the selected item, respectively.

Select the next hidden text or hyperlink, including Show All Tab

or Hide All at the top of a topic.

Select the previous hidden text or hyperlink. Shift+Tab
Perform the action for the selected Show All, Hide All, hidden Enter

text, or hyperlink.

Move back to the previous Help topic (Back button).

Alt+Left Arrow or
Backspace

Move forward to the next Help topic (Forward button).

Alt+Right Arrow

Scroll small amounts up or down, respectively, within the
currently displayed Help topic.

Up Arrow, Down Arrow

Scroll larger amounts up or down, respectively, within the
currently displayed Help topic.

Page Up, Page Down

Display a menu of commands for the Help window. This Shift+F10
requires that the Help window have the active focus (click

in the Help window).

Stop the last action (Stop button). Esc
Refresh the window (Refresh button). F5

Print the current Help topic. Ctrl+P

Note: If the cursor is not in the current Help topic, press F6,
and then press Ctrl+P.
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Action

Keyboard shortcut

Change the connection state.

F6, and then press Enter to
open the list of choices

Switch among areas in the Help window; for example, switch
between the toolbar and the Search list.

F6

In a Table of Contents in tree view, select the next or previous
item, respectively.

Up Arrow, Down Arrow

In a Table of Contents in tree view, expand or collapse the
selected item, respectively.

Left Arrow, Right Arrow

Keys for Basic Office Tasks

Display and Use Windows

Action Keyboard shortcut
Switch to the next window. Alt+Tab

Switch to the previous window. Alt+Shift+Tab
Close the active window. Ctrl+W or Ctrl+F4
Move to a task pane from another pane in the program window  F6

(clockwise). You might need to press F6 more than once.

Note: If pressing F6 doesn't display the task pane you want, try

pressing Alt to place focus on the ribbon and then pressing

Ctrl+Tab to move to the task pane.

When multiple windows are open, switch to the next window.  Ctrl+F6

Switch to the previous window. Ctrl+Shift+F6
When a window is not maximized, invoke the Size command Ctrl+F8

(on the Control menu for the window). Press the Arrow keys to

resize the window, and, when finished, press Enter.

Minimize a window to an icon (works for only some Microsoft  Ctrl+F9

Office programs).

Maximize or restore a selected window. Ctrl+F10

Copy a picture of the screen to the Clipboard.

Print Screen

Copy a picture of the selected window to the Clipboard.

Alt+Print Screen
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Move Around in Text or Cells

Action Keyboard shortcut
Move one character to the left. Left Arrow

Move one character to the right. Right Arrow

Move one line up. Up Arrow

Move one line down.

Down Arrow

Move one word to the left.

Ctrl+Left Arrow

Move one word to the right. Ctrl+Right Arrow
Move to the end of a line. End

Move to the beginning of a line. Home

Move up one paragraph. Ctrl+Up Arrow

Move down one paragraph.

Ctrl+Down Arrow

Move to the end of a text box. Ctrl+End
Move to the beginning of a text box. Ctrl+Home
Repeat the last Find action. Shift+F4

Move Around in and Work in Tables

Action

Keyboard shortcut

Move to the next cell.

Tab

Move to the preceding cell.

Shift+Tab

Move to the next row.

Down Arrow

Move to the preceding row. Up Arrow
Insert a tab in a cell. Ctrl+Tab
Start a new paragraph. Enter

Add a new row at the bottom of the table.

Tab at the end
of the last row

Access and Use Task Panes

Action

Keyboard shortcut

Move to a task pane from another pane in the program window.

(You might need to press F6 more than once.)

Note: If pressing F6 doesn't display the task pane you want, try
pressing Alt to place focus on the menu bar and then pressing
Ctrl+Tab to move to the task pane.

F6
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Action

Keyboard shortcut

When a menu or toolbar is active, move to a task pane. (You might
need to press Ctrl+Tab more than once.)

Ctrl+Tab

When a task pane is active, select the next or previous option in
the task pane.

Tab or Shift+Tab

Display the full set of commands on the task pane menu.

Ctrl+Down Arrow

Move among choices on a selected submenu; move among certain
options in a group of options in a dialog box.

Down Arrow or
Up Arrow

Open the selected menu, or perform the action assigned to the
selected button.

Spacebar or Enter

Open a shortcut menu; open a drop-down menu for the selected
gallery item.

Shift+F10

When a menu or submenu is visible, select the first or last
command on the menu or submenu.

Home or End

Scroll up or down in the selected gallery list.

Page Up or
Page Down

Move to the top or bottom of the selected gallery list.

Ctrl+Home or
Ctrl+End

Use Dialog Boxes

Action

Keyboard shortcut

Move to the next option or option group.

Tab

Move to the previous option or option group. Shift+Tab
Switch to the next tab in a dialog box. Ctrl+Tab
Switch to the previous tab in a dialog box. Ctrl+Shift+Tab
Move between options in an open drop-down list, or between Arrow keys
options in a group of options.

Perform the action assigned to the selected button; select or clear  Spacebar

the selected check box.

Open the list if it is closed and move to that option in the list.

First letter of an
option in a list

Select an option; select or clear a check box.

Alt+ the underlined
letter in an option

Open a selected drop-down list.

Alt+Down Arrow

Close a selected drop-down list; cancel a command and close a dia-  Esc
log box.
Perform the action assigned to a default button in a dialog box. Enter
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Use Edit Boxes Within Dialog Boxes

An edit box is a blank in which you type or paste an entry, such as your user name or the

path of a folder.

Action Keyboard shortcut
Move to the beginning of the entry. Home
Move to the end of the entry. End
Move one character to the left or right. Left Arrow or

Right Arrow
Move one word to the left. Ctrl+Left Arrow
Move one word to the right. Ctrl+Right Arrow

Select or cancel selection one character to the left.

Shift+Left Arrow

Select or cancel selection one character to the right.

Shift+Right Arrow

Select or cancel selection one word to the left. Ctrl+Shift+Left Arrow
Select or cancel selection one word to the right. Ctrl+Shift+Right Arrow
Select from the cursor to the beginning of the entry. Shift+Home

Select from the cursor to the end of the entry. Shift+End
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saving original ACCDB file from 323
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closing 13
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starting 4
Access add-ins 345
Access button 273, 286, 293
Access Database button 320, 321
Access Database Executable (ACCDE) files. See
ACCDE (Access Database Executable) files
defined 357
Access Data Collection Replies folder 207
Access Deployment (ACCDC) files. See ACCDC
(Access Deployment) files
defined 357
Access Help button 7
Access icon 6
Access objects, importing 267
Access Options dialog box 48, 129, 309
Add-Ins page 342, 345
AutoCorrect settings 340
Client Settings page 341
Current Database page 337
Customize Ribbon page 346, 347, 350
Datasheet page 338
default file format options 336
font options, setting 338
gridline display options 338

Language page 340

Live Preview options 336

Object Designers page 339

opening 336

Proofing page 340

Quick Access Toolbar page 351, 352

spelling options, setting 340

Trust Center page 343

user interface options 336
Access Services, publishing databases to 51
action queries 209

creating 231

defined 357

overview of 231

types of 231
active buttons in navigation forms 303
Add Existing Fields button 181, 185, 244
add-ins

installing 345

options, setting 342

overview of 345

security of 345

sources of 345
Add-Ins dialog box 345

address books, Outlook, importing data from 269

adjusting columns to fit contents 61
Advanced button 277
Advanced Filter Options button 113, 116, 119
Advanced Filter/Sort command 115
aggregate functions 221

aggregate 357

defined 357

in queries, adding 222
aligning controls 194, 250
aligning

labels, in forms 94

text, in forms 185
Align Text Right button 185
alphabetical sorting 102, 103
Alternate Row Color button 133
Analyze Performance button 329
Analyze Performance utility 328, 329
Analyze Table utility 328
Anchoring button 194
anchoring forms 195
Anchoring gallery 194
append queries 231, 357
application icon, changing 310
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application parts 45. See also templates Byte setting (Number fields) 149, 150
adding to databases 50
defined 357
viewing 50 C
Application Parts button 50
applications, database. See database applications calculated controls 188
arithmetic operators 160 Calculated data type 145
defined 357 calculating data, vs. storing data 224
arrows on buttons 7 calculating with queries 228
Ascending button 105 calculations, with queries 224, 226
ASCII file extension 276 calendar, inserting 148
asterisk as wildcard 113, 115 Calendar button 148
asterisk icon 53 captions, changing 92, 194
asterisks in validation rules 162 captions, field, changing 68
Attachment data type 144, 145 captions vs. field names 85
exporting 283 Cascade Delete option 235
AutoCorrect options, setting 340 categories. See also groups
automatic error checking 129 creating 306
AutoNumber data type 144, 145 expanding 20
Field Size property 149 overview of 305
AutoNumber fields Field Size property 149 Ccur function 227
Avg function 221, 223 Center button 133, 249

centering controls in reports 133
centering report controls 249

B Change Shape button 304
Chart button 253
Back button xxviii charts, adding to forms/reports 253
back-end databases Chart wizard 253
screating 320, 321 checking spelling 340
defined 357 Clear Layout button 173
backing up. See also protecting data Close button 13, 20, 57
before running update queries 231 Close Print Preview button 42
overview of 328 closing Access 2010 13
selecting location for 329 closing database objects 29
Backstage view closing databases 13
displaying 4, 6,9 closing program window 6
New page 5 closing tables 13, 20, 57
overview of 4 Collapse button 20
balloons. See ScreenTips collapsing ribbon 13
binary files 357 collapsing subdatasheets 20
overview of 316 colors
bolding text in forms 89 changing 91
book exercise format xx for Form Header 183
book features and conventions xxi in reports, changing 133
Boolean data type. See Yes/No data type Colors button 85
bound controls 187 Colors dialog box 91
defined 357 columns 16
breaks. See line breaks adjusting to fit contents 61
Browse button 48 deleting 219
building custom formats 158 hiding 62, 63
building expressions 160, 161, 164, 228 resizing 19
Button button 253 selecting multiple 105
buttons columns, form
arrowson 7 selecting 94
viewing information on. See ScreenTips COM add-ins 345
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Combo Box button 192
combo box controls 357
combo boxes 167
inserting 192
comma-delimited text files, defined 357
command button controls 357
command buttons, adding to forms/reports 253
Command Button wizard 253
commands, adding/removing from ribbon 349
Compact and Repair Database utility 328
Compact And Repair Database utility,
requirements for 329
compacting databases 328, 329
comparison operators 159
defined 357
completing records 54
conditional formatting, applying to reports 134,
135
Conditional Formatting button 134
Conditional Formatting Rules Manager dialog box
134,135
constants, defined 357
controlling data. See restricting data
Control Margins button 96
control properties 357
controls. See also combo boxes; label controls; text
box controls
aligning 194
bound 187, 357
calculated 188
captions, changing 194
centering, in reports 133
chart. See charts
combo box 357
command button 357
copying formatting of 192
Date And Time, inserting 248, 249
defined 357
deleting 188
disabling 184
image 188
in forms, moving 185
in layouts, moving 261
in reports, aligning 250
in reports, centering 249
in reports, grouping 250
in reports, moving 131, 139
in reports, sizing to fit 248
keyboard shortcuts for moving 131
label 359
labels, adding to 190
labels, moving with 185
layouts, imposing 260
moving 97
navigation 360

collaborating on documents 395

numbers assigned to 192
option button 360
organizing 188
overview of 77
Page Break 188
properties, changing 91
rearranging in reports 245
resizing 95
selecting 80
selecting all 90, 96, 134
selecting multiple 132
Size Mode property 189
sizing to fit 184
snapping to grid 249
source, changing 193
Tab 188
text box 362
unbound 188, 362
tab order, changing 98
Controls button 28
Controls gallery 189
displaying 28
control source, defined 85, 357
Control Wizards
activating 197
deactivating 191
conversion function 227
Copy button 58, 292, 293, 294
copying, keyboard shortcut for 292
copying and pasting data into Access 292
copying cells 293
copying Excel worksheets 293
copying formatting 192
copying tables 54, 58, 231
Count function 221
Create button 49, 55
Create E-mail button 205
Create Microsoft Access Signed Package dialog
box 327
Create tab 11, 12
creating navigation forms 300
creating passwords, guidelines for 316
creating reports
manually 242, 243
with Report wizard 242
criteria in queries 217
entering 233
criteria, query, entering 219
Criteria row of query design grid 217
crosstab queries 210
currency conversion function 227
Currency data type 144
symbol for 147
Currency fields
input masks 151
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396 Collapse button

custom categories. See categories

Custom Filter dialog box 109

custom formats 158

custom groups. See groups

Customize Input Mask Wizard dialog box 157
customizing input masks 157

customizing ribbon 346, 347, 350
customizing themes 86, 91

D

database applications

defined 358

templates for. See templates
database design 60, 224
Database Documenter 328, 331

exporting report from 332
Database Documenter button 331
database executable files. See ACCDE (Access

Database Executable) files
database objects 234. See also forms; queries;
reports; tables

closing all 29

creating 11

defined 3, 358

exporting 282, 358

groups of. See application parts

in Web databases 51

listing all 50

printing 38

shortcuts to. See categories; groups

uses for 16
database passwords. See passwords
database programs 358
database properties, modifying 318
databases

adding to trusted locations 15

back-end 357

closing 13

creating 5, 49, 55

default location of 48

default name 55

display options, setting 337

file extension for 47

flat 359

front-end 359

home pages, setting 311

icons, changing 310

importing into existing 267

linking to 281

naming 47

non-Access, importing data from 269

opening 5, 8

opening for exclusive use 316, 317

opening multiple 287
overview of 101
page setup, changing 40
path, default 48
populating 45, 360
printing 38
publishing. See publishing
relational 361
split 361
splitting. See splitting
SQL 361
structure of 16, 17
titles, changing 310
database security. See also protecting data; See
also security
overview of 315
Database Splitter wizard 320, 321
databases, Web. See Web databases
database templates. See templates
Database Tools tab 13
data entry forms 300
data inconsistencies, limiting 167
data integrity, enabling 174
data organization 52
data restrictions. See restricting data
Datasheet Formatting dialog box 11
datasheet forms 300
Datasheet forms 204
datasheets 18
embedded. See subdatasheets
results 361
Datasheet view
defined 358
switching to 68
Datasheet View button, in queries 234
Datasheet view (forms), overview of 24
Datasheet view (tables) 17
opening tables in , 17
Rich Text data type 145
structure of 18
data type
Data Type column 65
data types
changing 65, 66, 175
for ZIP codes 67
compatible with validation rules 159
gallery of 145, 146
overview of 144
date
default year 148
inserting 148
Date and Time button 248
Date And Time dialog box 248
date format 147
dates, filtering options for 111
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date/time in reports, adding 248
Date/Time data type 144
Date/Time fields 148
input masks 151
deactivating Control Wizards 191
Decimal setting (Number fields) 149
decrypting databases 320
Default Database Path dialog box 48
defining table structure 53
Delete button 58, 66, 173, 236
Delete Columns button 219
delete queries 231
Cascade Delete option 235
constructing 237
converting to select queries 238
creating 236
defined 358
reviewing relationships before running 235
deleting controls 188
deleting fields 66, 173
deleting layout rows/columns 261
deleting layouts 260
deleting records
irrevocability of 235
with queries. See delete queries
deleting relationships 173
deleting tables 58
deleting tables from queries 218
deleting tables from Relationships page 173
delimited text files
defined 358
file extension for 276
importing data from 276, 278
importing from 268
delimiters 358
Descending button 104
Description column 65
Design contextual tab 22
design grid 358
filtering criteria, entering 116, 117, 118
queries in 32
snapping to 249
design grid (forms) 181
design grid (reports) 242
designing databases 60
Design view 358
opening tables in 66
tablesin 64
Design View button 21, 31, 36, 183, 213
Design view (forms) 180
creating forms in 78, 204
layout, changing 183
options, setting 339
overview of 24

digital signatures 397

subforms in 200

switching to Form view from 27

uses for 181
Design view (queries)

creating queries in 217

displaying queries in 213

options, setting 339

overview of 32, 216

switching to 31
Design view (reports) 242

options, setting 339

overview of 33

uses for 243

vs. Layout view 247
Design View (reports), switching to 36
Design view (tables) 17, 147

data type, setting 144

field size property 150

opening tables in 17

options, setting 339

switching to 21

validation rules in 163
Detail section (forms), overview of 179
Detail section of forms, resizing 185
dialog boxes, displaying 7
dialog box launcher 7, 358
Digital Signature Details dialog box 327
digital signatures, creating/purchasing 326
directory paths. See paths
disabling macros 15
disabling text box controls 184
Discontinued field 235
display options, setting 337
distributing databases

as ACCDE files 324

protecting data when 323
Documenter dialog box 331
documents, Word, exporting data to 283
double-clicking tabs 13
Double setting (Number fields) 149
downloading practice files xxiii
drop-down lists. See lookup lists
duplicate queries, defined 358
duplicate records, finding 210

E

editing expressions 162

editing lookup lists, disabling 170
Edit List Items dialog box 170
Edit Relationships dialog box 73
efficiency of relationships 172
Ellipsis button 153, 257
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398 directory paths

e-mail forms 205, 206

collecting data with 205

responses to 207
embedded datasheets. See subdatasheets
Employees Import Specification dialog box 277
empty fields, vs. Null fields 166
empty strings 358

entering in non-blank field 166
Enable Content button 15
enabling data integrity 174
encryption

defined 358

passwords and 316

removing 320
enforcing referential integrity 73
entering data

ain forms, ease of process 179

limiting to list 167
Enter Parameter Value dialog box 220
Enter Validation Message dialog box 163
errata page xxv
error checking 129
Excel button 279, 287
Excel spreadsheets, importing data from 279
Excel workbooks, exporting data to 287
Excel worksheets

copying and pasta data from 293

exporting data to 283

importing 268
exclusive use 358
exclusive use, opening databases for 316, 317
Expand button 20
expanding ribbon 352
Expand The Ribbon button 7, 352
Export dialog box 286
exporting data

as text files 288, 290

Attachment data type 283

from forms 282

from queries 282

from reports 282

from tables 282

overview of 282

Rich Text data type 283

to Excel workbooks 287

to Excel worksheets 283

to HTML files 285

to PDF files 284

to SharePoint lists 285

to text files 284

to Word documents 283

to XML files 285

to XPS files 284
exporting database objects 358
exporting tables 285, 286

as data/schema files 285
Export Text wizard 290
Export wizard 285
Export XML dialog box 285
Expression Builder 160, 257, 358
Expression Builder dialog box 160, 161, 164, 226
widening 229
expressions. See also validation rules
building 160, 161, 164, 228
defined 159, 358
editing 162
operators in 159
operators in, inserting 161
in queries 226
square brackets in 165
uses for 159
Extensible Markup Language (XML) 358
extensions, file name 47
External Data tab 12
Extract Database To dialog box 327
extracting unique values from field 193

F

features and conventions of book xxi
field list, asterisk in 218
Field List, opening 185
Field List pane, displaying 181
Field Name column 65
field names vs. captions 85
field properties 358
Field Properties area 66
Field row of query design grid 216
fields
adding to forms 181, 185
Allow Zero Length property 166
as primary keys, setting 175
captions, changing 68
data integrity, enabling 174
data type, changing 65, 66
data type, specifying 65
default value, setting 167
default values, setting 170
defined 358
deleting 66, 173
description, adding 66
description of 65
excluding from results datasheet 214
filtering records by 107
freezing 63
hiding 62
indexing 166
in queries, adding 217
in queries, hiding 214
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in queries, moving into 212
in reports, adding 244
inserting 68
limiting to list items 170
linking to tables 168
moving 64
multivalued 177
naming 65, 66, 145
naming conventions 56
Null, vs. empty 166
properties, viewing 66
Quick Start 55, 59
removing from queries 212
renaming 54, 56
requiring 166
resizing 61
restricting data in. See restricting data
restricting size 150
selecting 65, 164
selecting adjacent 62, 63
size, specifying 67
sizing to fit contents 19
unfreezing 63
unhiding 62
Unique property 166
validation rules for. See validation rules
field size, setting 149, 150
field validation 159
file extensions for text files 276
file formats, default options, setting 336
file name conventions 47
file name extensions 47
File New Database dialog box 48
files
Access Database Executable (ACCDE) 357
Access Deployment (ACCDC) 357
binary 357
comma-delimited text 357
delimited text 358
fixed-width text 359
Microsoft Database Executable (MDE) 360
File Save dialog box 286
Filter button 108, 109
filtering Navigation pane 9
filtering records 107
advanced options for 113
customizing filters 109
date filtering options 111
in forms 107
limited scope of 210
on design grid criteria 116, 117, 118
on multiple criteria 115
options for 109
specifying criteria for 108, 109
toggling filter 108

Field dialog box 399

with forms 111,112, 113
with multiple criteria 114
filters 358
saving as queries 119
Find And Replace dialog box 110
Find button 110
Find Duplicates Query wizard 358
finding
duplicate records 210
unmatched records 210
finding and replacing text 231
finding values 110
Find Unmatched Query wizard 362
First Page button 40
First Record button 202
fixed-width text files 359
file extension for 276
importing data from 268
flat databases 16, 359
folder paths. See paths
fonts
in reports, modifying 248
options, setting 338
Fonts button 85
font size
changing 87
in reports, changing 134
Font Size arrow 87, 134
font weight, changing 89
footersin reports 127
foreign keys 69, 360
Format Painter button 192
format previewing. See Live Preview
Format property (tables) 151
formatting, copying 192
formatting rules, applying to reports 134, 135
formatting subreports 256
formatting Text fields 158
Form button 78, 79, 80, 196
Form Design button 204
Form Design Tools contextual tabs 27
Form Footer, overview of 179
Form Header
color, changing 183, 190
overview of 179
resizing 183, 188
selecting 183
forms. See also Detail section (forms); Form
Header; Form Footer; navigation forms;
subforms
aligning labels in 94
aligning text 185
anchoring 195
automatic error checking 129
basing on tables 80
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400 field names

blank, creating 204 selecting columns in 94

bound to tables 85 selecting controls 185

charts, adding 253 shadow effects 91

combo boxes, inserting 192 shape outlines, setting color 194
command buttons, adding 253 sizing 195

controls. See controls sizing controls to fit 184

control source 85 sizing sections 184

creating , 78, 80, 24, 181 sorting records in 102

creating with all fields 180 Split 204

customizing layout 93 Stacked layout 93

datasheet 300 stretching across top 195
Datasheet 204 sub 24

default layout 93 survey 205, 206, 207

defined 359 synchronizing with tables 84
design grid 181 tabular layout 93

ease of data entry 179 themes, changing 183

e-mail 205, 206, 207 title, changing 301

entering data in 82 viewing list of 24

export formats 282 views for 24

field layout 182 views, switching 27

fields, adding 181, 185 vs. reports 121

filtering records in 107 tab order, changing 98

filtering records with 111, 112, 113 Forms button 354

font size, changing 87 form sections, sizing 184

font weight, changing 89 form selectors 359

for data entry 300 formulas. See expressions

for Web databases 78 Form view 24

hyperlinks, adding 253 switching to Design view from 27
images, adding 188 Form View, switching to 81

in Design view 180, 181, 183, 204 Form View button 81, 186

in Layout view 80, 86, 93, 180, 204 Form view (navigation forms) 303
label captions, changing 92 Form wizard 181, 182

layout, removing 97 creating subforms with 196
Layout view, switching to 94 Form Wizard button 181, 196
lines, drawing on 194 Forward button xxviii

logos, adding 301 freezing fields 63

main 359 front-end databases

margins, setting 96 creating 320, 322

Modal Dialog 204 defined 359

Multiple Items 204 functions

navigating 81, 83, 84 aggregate 221

navigation 204, 360 defined 359

opening , 24

overview of , 24

PivotCharts 204 G

PivotTables 204

printing 42 Get External Data wizard 266, 270, 273, 276, 279
properties in 85, 88 default settings, accepting 266
Property Sheet, displaying 88 saving steps for 266

record source 85 grid, turning on/off 247

reports and 247 gridlines, display options, setting 338
resizing sections 183, 185 grid, report

restricting edits to 300 setting up 247

saving 84,92 grid snapping, turning on/off 249
selecting all controls on 90 group headers in reports 122
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sremoving labels from 131

resizing 132
group headings in reports, previewing 136
grouping controls 250
grouping data in reports 243
Grouping Intervals dialog box 125
grouping intervals in reports 125
grouping levels 359
grouping records 102. See also sorting records
grouping reports 137
groups. See also categories

adding to ribbon 348

creating 306

hiding 308

moving objects into 307, 308

overview of 305

redisplaying 308

removing from ribbon 348

Unassigned Objects 307
groups, Navigation pane 359
Group, Sort, And Total pane 137
Group & Sort button 137, 244
groups, report, adding 245
groups, ribbon 359

H

headers/footers
in reports, adding 243
in reports, sizing 245
in subreports, adding 257
height, row 62
Help button 7
Help window
navigating in xxviii
opening XXV, XXVi
printing from  xxix
related topics, viewing xxix
resizing xxvi
searching in xxviii
Show All button xxix
table of contents, displaying xxvii
topics, displaying xxvi
help with book xxv
Hide Details button 131
hiding columns 62, 63
hiding fields 62
in queries 214
hiding groups 308
hiding record selectors 187
hiding report controls 131
hiding ribbon 352
hiding ribbon commands 7
hiding subdatasheets 20

Hyperlink button 401

home pages
navigation forms as 299
setting 311
Home tab 9, 10
Horizontal Tabs layouts (navigation forms) 298,
300
HTML files
exporting data to 285
importing data from 271
viewing tags for 285
vs. XML files 272
HTML tags 359, viewing 285
Hyperlink button 253
Hyperlink data type 144
hyperlinks, adding 253
Hypertext Markup Language (HTML) 359

icons, changing 310
ID field 65
image controls, inserting images in 188
images. See pictures
in forms, adding 188
importing data 266
from delimited text files 268, 276, 278
from Excel spreadsheets 279
from Excel worksheets 268
from fixed-width text files 268
from HTML files 271
from Lotus 1-2-3 268
from non-Access databases 269
from older programs 268
from other databases 267
from Outlook address books 269
from Outlook folders 269
from SharePoint lists 269, 270, 271
from text files 268
from XML files 272
matching field names/data types when 277
saving settings for 277
saving steps for 266
setting Outlook task as reminder 267
source file, specifying 266
vs. linking to data 281
with mismatched data structure 266, 268
with saved operation 267
importing queries 267
importing query results 267
importing table data 359
importing tables 267
Import Objects dialog box 274
Import Specification dialog box 278
Import Spreadsheet wizard 279
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402 hyperlinks

Import Text wizard 276, 278 changing 194
inconsistent data, limiting 167 changing names 92
indexing field data 166 creating 34
Info page, displaying 317 font size, changing 87
information bar. See status bar font weight, changing 89
Input Mask property (tables) 151 moving with controls 185
input masks labels, control, adding 190
common characters in 152, 157 Landscape button 40
conventions for 155 Landscape orientation 40
creating 152, 153, 155 languages, options, setting 340
creating custom 157 Last Page button 36
defined 359 Last Record button 84
for telephone numbers 151 layout, form 93
literal characters in 152 customizing 93
overview of 151 removing 97
testing 156 tabular 93
text in 153 layout, report, selecting 127
Input Mask wizard 151, 157 layouts
starting 153 columns, adding 261
Insert Hyperlink dialog box 253 controls, moving 261
Insert Image button 188 for reports 260
inserting images 188 merging cells in 261
Insert Picture dialog box 87, 188 rows, adding 260
Insert Rows button 153 splitting cells in 261
installing add-ins 345 layouts, navigation form 298
Integer setting (Number fields) 149 selecting 300
international languages, setting up 340 Layout view for reports 129, 130
intuitive primary keys 172 Layout View button 130

Layout view (forms) 181
creating forms in 78, 204

K opening forms in 86
overview of 80, 93, 180
keyboard shortcuts 363 switching to 94
for copying tables 231 theme customization 86
for copying text 292 Layout view (navigation forms) 299
for moving controls 131 Layout view (reports)
for navigating 21 overview of 33
for opening Field List 185 vs. Design view 247
for opening Property Sheet 184, 245 levels, grouping 359
for pasting text 293 Like operator 160
for Property Sheet display 87 lines, drawing on forms 194
for Save As dialog box 147 linked tables, creating 269, 281
for selecting all 134 linking
keys to data in other programs 359
foreign 360 vs. importing 281
primary 360 links between tables. See relationships

literal characters in input masks 152
Live Preview options, setting 336

L logical operators 159
defined 359
Label button 190, 250 Logo button 87, 301
label controls logos
defined 359 adding to forms 301
overview of 77 inserting 87
labels Long Integer setting (Number fields) 149
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lookup fields
creating 175
linking to other tables 173
lookup lists 167
creating 168
editing, disabling 170
limiting to list items 170
multicolumn 171
Quick Start 167
viewing 170
Lookup wizard 167, 168, 173, 175, 359
Lotus 1-2-3, importing data from 268

M

macros 14, 15, 49
mailing label reports 34
main forms, defined 359
main reports, defined 359
make-table queries 231
defined 359
Manage Data Collection Messages dialog box 207
Manage Replies button 207
many-to-many relationships 70
defined 359
mapped network drive, defined 359
margins, setting, in forms 96
margins, report 139
masks, input 359
Max function 221
maximum field size, specifying 67
MDE files. See ACCDE (Access Database Executable)
files
Memo data type 144
menus, restricting 311
Merge button 261
merging layout cells 261
messages for incorrect validation rules 160, 163
Microsoft Access 2010. See Access 2010
Microsoft Access Help button xxv, xxvi
Microsoft Database Executable (MDE) files. See
ACCDE (Access Database Executable) files
defined 360
Microsoft Knowledge Base xxix
Microsoft Office Security Options dialog box 15
Microsoft Office Trusted Location dialog box 15
Microsoft Press Technical Support xxv
Microsoft Product Support Services xxix
Microsoft Visual Basic for Applications (VBA)
macros 14, 15
Min function 221
Minimize The Ribbon button 7, 352
minimizing ribbon 7, 352
Modal Dialog forms 204

Mailings tab 403

More button 28, 62

More Fields button 59, 145, 146, 167, 173
More Forms button 204

Move All button 212

moving fields 64

moving program window 6

Multiple Items forms 204

multiplying with queries 228
multivalued fields 177

N

named ranges 360
naming databases 47
naming fields 65, 66, 145
naming navigation form buttons 299
naming reports 128
navigating

Help window xxviii

keyboard shortcuts for 21
navigating forms 81, 83, 84
navigating records 21
navigating reports 36, 137
navigating tables 53, 55
Navigation button 204, 298, 300
navigation buttons

formatting 304

Quick Styles, applying 304

shape, changing 304
navigation controls, defined 360
navigation forms 204

active buttons 303

as default startup page 299

as home pages in Web databases 299

buttons, formatting 304

buttons, naming 302

color, changing 301

creating 300

defined 360

in Form view 303

in Layout view 299

layouts for 298

layouts, selecting 300

logos, adding 301

naming buttons 299

overview of 298

structure of 299

tab, customizing 301

tables and queries in 298

title, changing 301
Navigation Options dialog box 306, 338
Navigation pane 7, 9, 49, 360

disabling by default 311

displaying 8
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404 mail merge

filtering 9
groups 359
opening 19, 49
special key combination for 311
nested queries 224
network shares 360
New (Blank) Record button 81
New Formatting Rule dialog box 135
New icon 53
New Query dialog box 211
New Record button 157
Next Page button 40, 137
Next Record button , 21, 26, 202
normalization 60
normalization rules, defined 360
Null fields, vs. empty fields 166
Null values 358
Number data type 144
Field Size property 149
typesetting 146
Number fields
automatic rounding in 151
input masks 151
setting up 149
numbering format 147
numbers, sorting 106
numeric fields in reports, summarizing 127

O

objects. See database objects
objects, database. See database objects
Office theme 85
OLE Object data type 144
one-to-many relationships 69

defined 360
one-to-one relationships 70

defined 360
Open dialog box 8
opening ACCDE files 325
opening Access 2010. See starting Access 2010
opening databases 5, 8

for exclusive use 316, 317

multiple 287
opening forms , 24
opening Property Sheet 184, 193
opening tables 9, 18, 61

opening tablesin Design view 17, 64, 66
opening Trust Center 15
operators 159

arithmetic 160, 357

comparison 159, 357

including in expressions 161

logical 159, 359

text concatenation (&) 252
option button controls 360
options, configuring. See Access Options dialog

box

Or row of query design grid 217
Outlook folders, importing data from 269
Outlook tasks, for importing data 267
overlapping windows vs. tabbed pages 22

P

Package And Sign tool 326
packaging databases as ACCDC files 326
Page Break control 188
page breaks in reports 136
page numbers in reports, adding 251, 252
Page Numbers button 251
Page Numbers dialog box 251, 252
page orientation 40
page orientation for reports 127
Page Setup button 136, 138
Page Setup dialog box 136, 138
page tabs, defined 361
paper size for reports 139
parameter queries 217

defined 360
parameter values, entering 220
Password Required dialog box 319
passwords 360

encryption and 316

entering 320

guidelines for 316

limitations of 317

overview of 316

removing 320

secure 361

setting 318, 319
Paste As dialog box 300
Paste button 58, 293
Paste Table As dialog box 58, 231
pasting tables 54, 58, 292
pasting text 293
path, default 48
PDF files

benefits of 284

creating 284

exporting data to 284
PDF Or XPS button 284
pencil icon 53
Performance Analyzer dialog box 329
phone numbers. See telephone numbers
pictures, inserting 188
PivotCharts 204
PivotTables 204
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placeholder navigation buttons 299
populating databases 45, 360
populating tables 53, 54, 56
popup tips. See ScreenTips
portrait orientation for reports 127
practice files

downloading xxiii

list of xxiii
preventing data from being entered. See

restricting data

previewing formats. See Live Preview
previewing reports 129, 136
Previous Page button 36
Previous Record button 83
Primary Key button 65, 175
Primary Key icon 65
primary keys 69, 360

designating 65

efficiency of 172

icon for 65

intuitive, vs. autogenerated 172

overview of 53

removing 65

setting 175

turning off 175
Print button 41, 136
Print dialog box 38, 41, 136
printing 354
printing database objects 38
printing databases 38
printing forms 42
printing Help topics xxix
printing reports 136
Print page 39
print preview

navigating reports in 137

overview of 136

viewing 136

zooming in 130
Print Preview, closing 42
Print Preview (reports) 34

overview of 33
Print Preview (tables), displaying 39
Print Table Definition dialog box 331
processing queries. See running queries
program options. See Access Options dialog box
program window

closing 6

moving 6

overview of 6

sizing 6
propagating properties 157
properties

control 357

defined 360

Page Number button 405

propagating 157
properties, database, modifying 318
properties, field 66
properties, form 85, 83
Property Sheet

displaying 88

for subreports, displaying 255

keyboard shortcut for 87

keyboard shortcut for opening 245

opening 184, 193, 245, 247

resizing 89
Property Sheet button 87, 132, 184, 245
property sheets, for reports 132
Property Update Options button 157
protecting data. See also backing up; database

security; passwords

when distributing databases 323
Publish As PDF Or XPS dialog box 284
publishers, trusting all files from 327
publishers, database, defined 360
publishers, trusting 14
publishing databases

as Web databases 51

to Access Services 51

queries. See also action queries; select queries
action 357
aggregate functions, adding 222
basing reports on 242
calculating with 224, 226, 228
columns, deleting 219
composition of 211
creating 29, 116, 117, 118, 211
creating manually 217
criteria 217
criteria, entering 219, 233
crosstab 210
data manipulation with. See action
defined 360
delete 358
duplicate 358
export formats 282
fields, adding 217
fields, hiding 214
fields, moving into 212
fields, removing 212
importing 267
importing results of 267
in design grid 32
in Design view 31, 213, 216
in Design view, creating 217
in navigation forms 298
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406 page numbers

in Web databases 221

list of, displaying 30
make-table 359

multiplication with 228

nested 224

operators, drop-down list of 219
overview of 29

parameter 217, 360

parameter values, entering 220
prompts for 217

properties, displaying 30
relationships and 32
relationships in 214

running 29, 31, 213, 215, 219

saving 29

saving filters as 119
select 361

sorting results 214
SQL 231

summarizing data with 221
summary 221
tables, adding to 218
tables in, deleting 218
update 362
Query Design button 217
Query Designer 213, 216
overview of 216
query design grid 213
height, adjusting 222
Table row in 222
Query Tools Design contextual tab 31, 218
Query wizard 29
Query Wizard button 211, 232
Query wizards 210
question mark button xxv
question mark character in searches 115
Quick Access Toolbar 360
buttons, adding to 352
commands, adding 353
creating for active database 352
customizing 351, 352
moving 6
moving below ribbon 352
resetting to original configuration 354
separator line, adding 353
Quick Print button 136, 354
Quick Start fields 55, 59
Quick Start lookup lists 167
Quick Styles for navigation buttons 304
Quick Styles button 304

R

read-only forms 300

records
attaching files to 144
completing 54
defined 361
deleting, irrevocability of 235
deleting, with queries. See delete queries
duplicate, finding 210
filtering. See filtering
filtering, with multiple criteria 114
grouping 102. See also sorting
incrementing ID value for 54
jumping to 21
marking as finished 54
navigating 21
removing sort 104
saving 54, 55
sorting 102, 104, 361
sorting, alphabetically 103
sorting, in descending order 104
sorting, in forms 102
sorting, in multiple fields 102
sorting, on multiple fields 105
unmatched, finding 210
record selector icons 53
record selectors 361
turning off 187
record source 85
defined 361
Record Source arrow 254
Redo button 6
referential integrity 70
defined 361
referential integrity, enforcing 73
Refresh All button 84
refreshing table data 84
region and language settings 147
relational databases 16
defined 361
relationships
creating 70, 71
defined 361
deleting 173
editing 73, 74
efficiency of, improving 172
enforcing referential integrity 73
in queries 214
many-to-many 70, 359
one-to-many 69, 360
one-to-one 70, 360
overview of 69
restricting data with 172
reviewing, before running delete query 235
Relationships button 70, 71, 172, 176, 235
Relationships page 72
tables, removing 173
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Relationship Tools contextual tab 72
Remove button 212
Remove Sort button 104
removing. See deleting
renaming fields 54
renaming tables 58
renaming tabs 349
repairing databases 328
Replication ID setting (Number fields) 149
Report button 123
Report Design button 243
report design grid 243
Report Design Tools contextual tabs 36
Report Layout Tools contextual tabs 130
reports. See also subreports
automatic error checking 129
charts, adding 253
colors, changing 133
colors, modifying 247
command buttons, adding 253
conditional formatting 134, 135
controls, aligning 250
controls, centering 133, 249
controls, grouping 250
controls, hiding 131
controls, moving 131, 139
controls, rearranging 245
controls, resizing 131
controls, selecting all 134
controls, selecting multiple 132
controls, sizing to fit 248
creating 122,123
creating, manually 242, 243
creating, with Report wizard 242
creating, with wizard 124
date/time, adding 248
defined 361
design grid 242
Design view vs. Layout view 247
export formats 282
expressions, adding to 257
fields, adding 244
fields, including in 124
field width, adjusting 127
font size, changing 134
fonts, modifying 248
formatting conditionally 134, 135
forms and 247
grid, setting up 247
group footers, inserting 127
group headers, removing labels from 131
grouping data in 243
grouping fields in 122, 125, 137
grouping intervals, setting 125
groups, adding 245

pyramid diagrams 407

headers/footers, adding 243
hyperlinks, adding 253
including all fields in 123
in Design view 36, 242, 243
in Print Preview 34
layouts 260
layout, selecting 127
Layout view 129, 130
list of, displaying 34
main 359
margins, setting 139
modifying 247
multiple tables in 242
naming 128
navigating 36, 137
numeric data in, summarizing 127
overview of 33
page breaks in 136
page numbers, adding 251, 252
page numbers, adjusting 139
page orientation, setting 127
page setup, changing 136
paper size, setting 139
previewing 129, 136
printing 136
print preview 129
property sheet, opening 132
property sheets 129
query-based 242
sections, resizing 245
sections, setting height 246
selecting 247
sorting 126, 137
structure of 122
text box controls in 129
text box controls, rearranging 245
themes, applying 133
titles, adding 247
uses for 121
views for 33
vs. forms 121
zooming in 35
zooming in on 34
report selectors 247, 361
Report tool 122
Report view 33
Report View button 42
Report wizard 242
overview of 122
starting 124
Report Wizard button 124
required fields 166
resetting ribbon customization 350
resizing columns 19
resizing controls 95
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408 queries

resizing controls in reports 131
resizing fields 61
resizing Form Header 183, 188
resizing form sections 185
resizing Help window xxvi
resizing report sections 245
resizing rows 61, 62
resizing task panes 89
resolution. See screen resolution
restricting data

to default value 167

to list values 167, 168

via data types 144. See also data types

via field size property 150

via relationships 172

restricting databases 309, 310, 311, 312, 313

restricting database usage 323
restricting editing in forms 300
results datasheets 361
revealing hidden fields 62
ribbon
button appearance xvi
collapsing 13
commands, adding/removing 349
commands on xv
customizing 346, 347, 350
decreasing width of xvi
defined 361
dynamic nature of xvi
expanding 7, 352
groups 359
groups, adding 348
groupsin 6
groups, removing 348
hiding 352
hiding commands 7
minimizing 7, 352
overview of xv, 6
resetting to original configuration 350
tabs 6
tabs, removing 347
tabs, renaming 349
ribbon tabs, defined 361
Rich Text data type 145
exporting 283
right-aligning labels 94
rounding values in Number fields 151
Row Height dialog box 62
rows 16
inserting 153
resizing 61, 62
row selectors 361
rows, form
selecting 96
rulers, turning on/off 247

rules for formatting reports 134, 135
rules, validation. See validation rules
Run button 32, 215, 219

running Access 2010. See starting Access 2010

running queries 29, 31, 32, 213, 215, 219

S

Save As dialog box , 57
keyboard shortcut for displaying 147
Save As Query dialog box 119
Save button 6, 54, 71
Saved Imports button 267
Save & Publish page 324
saving forms 84, 92
saving queries 29
saving records 54, 55
saving tables 54, 57,71
saving themes 85
schemas, defined 361
schemas, XML 272
ScreenTips
customizing display of 7
overview of xxv
viewing 7
searching wildcard character 113, 115
searching Help xxviii
sections, report
setting height 246
secure passwords, defined 361
security. See database security
security warning 361
security warnings 8
for macros 14
Select All button 90, 96, 134
Select button 238
Select Column button 94
selecting adjacent fields 62, 63
selecting all controls 90, 96, 134
keyboard shortcut for 134
selecting controls 80, 185
selecting fields 65, 164
selecting Form Header 183
selecting multiple columns 105
selecting reports 247
selecting tables 58
Selection button 107
selector bar 183
selectors 65
form 359
record 361
report 361
row 361
select queries 29, 209
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converting to action queries 231
converting to delete queries 236
converting to update queries 233
creating 211
defined 361
setting up 210
wizards for 210
Select Row button 96
separator line, adding to Quick Access Toolbar 353
Set Database Password dialog box 318
setting passwords 318, 319. See also passwords
shadow effects in forms 91
Shape Fill button 133, 183, 190, 247
Shape Outline button 194
SharePoint lists
exporting data to 285
importing data from 269, 270, 271
linking to databases 269
shares, network 360
shortcut menus, restricting 311
shortcuts. See keyboard shortcuts
shortcuts to database objects. See categories;
groups
Show All button xxix
Show row of query design grid 217
Show Table button 74
Show Table dialog box 71, 74, 217, 218
Show Table of Contents button xxvii
Shutter Bar Open/Close button 8
Shutter Close button 18
Shutter Open button 19, 49
signing database packages 361
Simple Query wizard 211
Single setting (Number fields) 149
Size Mode property (controls) 189
Size/Space button 183, 190, 248, 250
sizing controls to fit 184
sizing forms 195
sizing form sections 184
sizing program window 6
slow processing time 328
slow processing times 320
Some Data May Not Be Displayed message 34
sorting query results 214
sorting in Access 106
sorting records 102, 104
alphabetically 103
defined 361
in descending order 104
in forms 102
in multiple fields 102
on multiple fields 105
removing sort 104
with numbers 106
sorting reports 126, 137

ScreenTips 409

Sort row of query design grid 217
source, control, changing 193
special key combinations 311
Specs button 277
speeding up performance 320, 328
split databases, defined 361
Split Forms 204
splitting cells in layouts 261
splitting databases
overview of 320
with Database Splitter wizard 320, 321, 322
spreadsheets, Excel
importing data from 279
SQL databases 361
SQL queries 231
square brackets 234
Stacked layout 93
stacked layouts 260
standard deviation, calculating 221
Start button 4
starting Access 2010 4, 8
Start menu, displaying 4
startup pages
snavigation forms as 299
ssetting 311
status bar, customizing 8
StDev function 221
strings, empty, entering 166
subdatasheets 18
defined 361
expanding 20
exporting 283
hiding 20
subforms 24. See also forms
creating 196, 197, 198
creating, with partial fields 196
defined 361
exporting 283
formatting 201
in Design view 200
overview of 196
setting up 196
Subform/Subreport button 197, 254
subqueries 224
subreports
defined 361
expressions, adding to 257
formatting 256
headers/footers, adding 257
inserting 254, 255
layout considerations 259
overview of 254
Property Sheet, displaying 255
SubReport wizard 254
Sum function 221, 224
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410 scroll bar navigation

summarizing data 221 saving 54,57, 71
summarizing numeric data in reports 127 selecting 58
Summary Options dialog box 127 switching between 81
summary queries 221 undoing data entry 54
survey forms 205, 206, 207 views for 17
switching views 21, 27 Table Tools contextual tabs 9, 52
synchronizing forms and tables 84 Tab Order button 98
syntax, defined 361 Tab Order dialog box 98
tabs 6,9
double-clicking 13
T removing from ribbon 347
renaming 349
tabbed pages 362 tabs, page, defined 361
vs. overlapping windows 22 tabs, ribbon, defined 361
Tab control 188 tabular layout 93
Tab Index property 98 tabular layouts 260
Table button 54, 58, 71, 145 tags
table relationships. See relationships defined 362
Table row of query design grid 216, 222 HTML 359
tables 45. See also columns; fields; rows task panes
AutoNumber field in 145 opening 49
clearing layout 173 resizing 89
closing 13, 20, 57 tasks, for importing data 267
copying 231 telephone numbers, input masks for 151, 154
copying/pasting 54, 58 templates. See also application parts
creating 54, 71, 145 creating databases from 47
creating forms from 80 defined 362
defined 362 modifying 46
defining structure of 53 overview of 46
deleting 58 viewing 47
export formats 282 testing input masks 156
exporting 285, 286 text alignment in forms 94
exporting, as data/schema files 285 Text Box button 257
fields, renaming 54, 56 text box controls
importing 267 defined 362
in Datasheet view 18 disabling 184
in Design view 64 in reports 129
in navigation forms 298 moving with labels 185
in Print Preview 39 overview of 77
in queries, adding 218 properties of 85
in queries, deleting 218 rearranging in reports 245
linking lookup fields to 173 resizing 95
linking to fields 168 text boxes, selecting text in 81
navigating 53, 55 Text button 68, 145
newly created 52 text concatenation operator (&) 252
opening , 9, 50, 18, 61 Text data type 144
opening in Datasheet view 17 Text fields
opening, in Design view 17, 64, 66 adding 153
overview of 17 custom formats for 158
pasting 292 input masks 151
populating 53, 54, 56 size, changing 149
primary key field 53. See also primary keys Text File button 276, 288
refreshing data in 84 text files
removing from Relationships page 173 exporting 288, 290
renaming 58 exporting data to 284
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file extension for 276
importing data from 268
Text Formatting dialog box launcher 11
text wrapping breaks. See line breaks
themes
applying 87
changing 85
customizing 86, 91
for forms, changing 183
for reports 133
mixing and matching 85
overview of 85
saving 85
Themes button 85, 86, 133, 183
Themes gallery 86
time format 147
title bar 6
Title button 247
titles, changing 310
titles, report, adding 247
Toggle Filter button 108, 110, 113, 117
toggling filters 108
toolbars. See also specific toolbars
View Shortcuts 8, 17
Total row 221, 222
Totals button 221, 222
transforms
defined 362
for XML data 273
Trust Center
macro settings 15
opening 15
options, setting 343
Trust Center dialog box 344
trusted locations list, adding to 15
Trusted Publishers list
adding publishers to 327
adding to 14
turning off Control Wizards 191

U

Unassigned Objects group 307
unbound controls 188

defined 362
Undo button , 6, 256
undocking 362
undoing changes 93
undoing edits 256
undoing table data 54
unfreezing fields 63
Unhide Columns dialog box 63
unhiding fields 62
unhiding groups 308

synonyms 411

unique fields, requiring 166
unique identifiers 79
unique ID fields. See primary keys
unique values, extracting from field 193
Universal Naming Convention (UNC) 362
unmatched queries, defined 362
unmatched records, finding 210
Unset Database Password dialog box 320
Update button 233
update queries 231

backing up before running 231

creating 233

defined 362
Use Control Wizards button 191, 197
user-friendliness 297
user interface options, setting 336

Vv

Validation button 160, 163, 164
validation rules. See also expressions
asterisks in 162
creating 159, 160
data types compatible with 159
defined 362
entering manually 160
error messages for 160, 163
field-level 159
in Design view 163
overview of 159
record-level 159, 164
wildcard characters in 162
validation tests 166
values
extracting unique from field 193
finding 110
Var function 221
variance, calculating 221
VBA macros 14, 15
Vertical Tabs layouts (navigation forms) 298
View arrow 17
View button 27, 68
in queries 234
views 362
Datasheet 358
Design 358
switching 17, 21, 27
View Shortcuts toolbar 8, 17, 186

W

Web Browser control 253
Web databases 51
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412 tabbed lists

aggregate functions in 221 Zoom arrow 35
creating 51 Zoom In button 35
forms for 78 zooming, in reports 34
layouts 260 zooming in/out 130
navigation forms. See navigation forms zooming in reports 35
objectsin 51 Zoom Level button 34
publishing databases as 51 Zoom slider 130

queries in 221
web logs. See blogs
wildcard characters

defined 362

in searches 113, 115

in validation rules 162
windows, overlapping, switching to 22
wizards

Find Duplicates Query 358

Find Unmatched Query 362

Lookup 359
Word documents, exporting data to 283
workbooks, Excel, exporting data to 287
worksheets, Excel

copying and pasting data from 293

exporting data to 283

importing 268

X

XML File button 285
XML files
example of 272
exporting data to 285
importing data from 272
schema 272
transforms for 273
vs. HTML files 272
XML schemas 272
XPS files
benefits of 284
creating 284
exporting data to 284

Y

year, default 148

Yes/No data type 144
setting 146

Yes/No fields 167
setting up 148

Z

ZIP codes, data type for 67
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