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About this book

his book provides a quick reference to specific techniques for working

with Microsoft Access 2013 and guides you with clear pictures that you
can easily follow to replicate the procedures described. Although the book
is designed to be used without sample databases, enabling you to dip into
each method without having progressed through previous steps, it does
provide links from which you can download samples with the same data-
set | have used to help you more closely follow the examples.

Access 2013 is a real treat for those wanting to access and work coopera-
tively on their data from different geographical locations, while still main-
taining all the standard desktop capabilities for developing a local solution
to complex business problems.

The challenge for Microsoft has been to deliver a product that can adapt
to new technologies, such as the sharing of data through a browser inter-
face, while maintaining a familiar desktop experience for development
that embraces the spirit of Access.

In this section:

What's new in Access 2013?
A quick overview
A few assumptions

About the sample database

Adapting task procedures for
touchscreens

A final word
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1: ABOUT THIS BOOK

What's new in Access 2013? Services, so to work through those sections in the book, you
] . will need this facility. If you are unable to get involved with

Access 2013 is a revolutionary step forward, and the chal- moving your database to the web, | am sure that many of

lenge in this book has been to offer you a fresh look at the other topics will provide a stimulating and fresh look at

the desktop database (because that part of Access has not Access.

changed in this version), while also introducing you to the

new Web App. When getting started in developing a Web App, you can

- ] either take advantage of built-in table templates or import
In writing the book, | decided to offer you the new Web App  gyisting data from familiar data sources.

experience in the first two chapters, because when you start

Access, the default choice is to create a database using a Web
App. Add Tables
Create a new table using our templates
| orders *
*  Categories List Dalasheel CustomerDalasheel CustomerBriefDetails
* Customers Filter the list 2 ®E ’— Orders ~
4 Employees A Datum Corporation a  CompanyName A Datum Corporation Contact Name  Dimple Arya Orders for selling goods to companies or pecple - includes Order Details,
e Contact Title Sales Representative Address Obere str, 57 Products and Customers.
City Berdin Reglon Customers
% Products Alpine Sk Hope Postal Code 12200 Country Germany People who purchase a preduct or service - includes phone, email and
i Blue Yonder Airlines Phone Prrg—— Fax 090 0076545 address details.
) City Power & Light HomePage hitpy, atum Clients Vv
% suppliers Coto Vineyard Orders fﬁfflffo:fff you sell a service or product - includes email, address and
Coho Vineyard & Winery Employee Sp'ta g tome S Airers Don't see what you're locking for? Add a new blank table.
Caho Winery Abercrombic Federal Shipping Alfreds Futterkiste Obere Str, 5T
For many years, Access users have been looking for a way to Create & table from an existing data saurce
get their databases onto the web, and although Access has d—_| nn—_| E'? UT' 5
. . i) f
gone through several supportive technologies, such as Data 5’ g’f QL e/ o L
Access Pages and, in Access 2010, Web Databases, this has ODEC Dtz Lis
only now matured to a point where we can see a great path
ahead. It is my pleasure to give you the first glimpse of what
this new technology promises. A Web App addresses several important problems when it
comes to developing a browser-based interface. The first
A Web App is hosted either in a Microsoft Office 365 Plan problem is getting started, and here Access will create for
(which includes Office 2013 Professional) or in your orga- you at least two browser views of your data for each table.
nization’s Microsoft SharePoint 2013 Server running Access The first is a list view, which displays a searchable list of
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1: ABOUT THIS BOOK

records linked to areas that then display both the detailed Product
contents of the records and any related records. A Web App Quantity
has a wonderfully natural drill-down capability to take you Toatime Chocolate Biscute
to related data. The second view is the datasheet. Access will )
. <Add a new item>
automatically create one for you, and you can then add more
datasheets for a table to provide additional views of your
data. You will notice that | use the term view. You can think When you edit data in a Web App Datasheet view, you will
of a view as being the same as a form in desktop database have the same desktop experience of interacting with a list of
technology. data records on the desktop. However, when you work with

other views, you will use the new Action Bar to edit and save
your changes.

5 Sabcad sharepintcom/order O = @ G || P OrdeProcessingSystem % |
* Categories List Datasheet s @ @
* Customers Filter the list. 2 @@@
% Employees Beverages Category Name  Beverages Description :atd;rll:g:t::l;i . -
. o — Other great new features in a Web App are the ability to
o rocecs Contecons S summarize data, and the Web App's ability to automatically
- pun s rosiars e awmreves  sne provide a vertical table selector and horizontal view selector
Grains/Cereals Chang Exotic Liquids. 24 -12 oz bottles £10.00 H H
N T e e for navigating your data.
x 0 . .
Products oo ’ When you save data in a Web App on Office 365, the data
olola) P behind the scenes is saved inside a SQL Azure database in the
Product Name  Chartrcuse verte Supplier A ecclésiasti. H H
- AT O i1 cloud, so you can exploit all the scalable technologies of the
wpis s Unstnstock o2 very latest in Microsoft online storage.
Units On Order 0 Reorder Level 5
Diseantinued 0
Order Details

Another key feature of a Web App is that when you need a
drop-down list of choices, Access traditionally uses combo or
list boxes, but these are very inefficient to use in a browser.
The new AutoComplete control allows you to type informa-
tion and then uses pattern matching to show a reduced list of
related choices.
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1: ABOUT THIS BOOK

The following older features in Access have been removed
from the latest version:

m  Access Data Projects (ADP)
B Pivot charts and pivot tables
B Replication

m  Upsizing Wizard

®m  Source code control

B Support for Access 97 databases

A quick overview

Microsoft Access 2013 Plain & Simple is divided into sections,
and each section has a specific focus with related tasks. To
help you understand how to move around and use the book,
I'll now provide a quick overview of the book’s structure.

Section 2, “Creating a custom Web App,” introduces the
idea of creating a Web App and navigating around the key
components in the interface. Here you will see how the
productivity of the desktop is transferred into creating a
browser-based interface for your application.

In Section 3, “Modifying a Web App,” we delve a bit deeper
under the hood and see how you can add to a custom Web
App to create your own views of data, create queries, and use
other techniques.

tcom/ (Access 2013) - Access 7 - 5 x

HOME Andrew Couch =

Launch Table View Advanced Nawvigation
App - Pane

view e R G
T3 OUOMPIOESSINOSYSIE (5] ik View

BD ListView

[ Catasheet view

* Categories heet | [*

% Customers

4 Emplayees L o
* Crders

* Products

* shippers

B2 Edt
% Suppliers

1 New Tabie

In Section 4, "Creating a desktop database,” we look at how
to create a desktop database, and we cover creating tables
and relationships, which are key to understanding best prac-
tices when building a database.

In Section 5, “Working with data in datasheets” (datasheets
are an often overlooked feature in Access), | provide a
wide range of techniques for getting the most out of your
datasheets.

In Section 6, “Selecting data using queries,” you'll discover
how queries lie at the heart of relational databases. They
allow you to bring data together from tables and exploit
calculations, parameterization, and many other features.
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In Section 7, “Modifying data using queries,” | demonstrate Section 11, "Exchanging data,” shows how Access allows you
both simple and more complicated updates to your data. to both import and export data. For many applications, the
Action queries offer you features that allow you to perform ability to link dynamically to data in other systems makes
bulk updates on data. Access a number-one choice for bringing together data from

different systems and reporting on it.
In Section 8, “Improving presentations with forms,” we will

explore a landscape of many more advanced presentation In Section 12, “Introducing the power of macros,” you will
features. Forms also allow you to integrate and extend basic discover a unique approach to automating operations and
datasheet presentation features. providing more sophistication to your application. In this

section, | get you started with several key examples.

= qrySalesByYearAndMonth - o x
=] =] Customers - ox
Orders Order Dtails Products : RIS [«
¥ OrderiD = =2 | ¥ orderp M 2|2 podutn B
CustomeriD i ¥ ProductiD = Productiame CustomeriD 1 city Berlin
EmpluyeelD UnitPrice i
Orderate Guantity ::’::‘::ﬁ’ Company Name [A. Datum Corporation Region
R dDate ¥ Di int. - ~
equiredDate ieeau QuantityPerunr Contact Name | Dimple Arya Postal Code 12209
o v Contad Title Sales Representative Country Germany
Field: | OrderVear: Year[[OrderDate]) OrderMonth: Month{[OrderDate]) ProductName linePrice: [Quantity]*[Order Details] [UnitPrice] |~ | Address | Obere str. 57 Phone 030-0074321
Table: Froauas
Sorts 3
Show: ™ ~ Fax 030-0076545
Criteria: ||
ar: HomePage http://wwiv.adatum.co
Lk
r 0 | |Order - Employce - OrderDate - Required Da - shipped Dai-|  ShipVia  -| Freight =]
| 10643 Achong, Gustavo 25 Aug 1997 22 Sep 1997 02 Sep 1997 Speedy Express $29.46 Alfre |
10692 Abu-Dayah, Ahmad  03-Oct-1997  31-Oct-1997 13-Oct-1997 United Package $61.02 Alfrd |
10702 Abu-Dayah, Ahmad  13-Oct-1997 24-Nov-1997 21-Oct-1997 Speedy Express $23.94 Alfre_||
. " . . " . 1 /@ 10835 Abercrombie, Kim  15-Jan-1998  12-Feb-1998  21-lan-1998 Federal Shipping 569.53 Alfre |
|n Sectlon 9, USIng Controls effectlvely, you W||| enhance i 4 10952 Abercrombie, Kim  16-Mar-1998  27-Apr-1998 24-Mar-1938 Speedy [xpress 54042 Alfre | -|
f d get an understanding of the wealth of con ———_______——

trols available in Access.

In Section 10, “Preparing data to print using reports,” you will
discover a fantastically rich reporting tool, which will allow
you to create everything from a simple data list to a complex
invoice and then print the results.
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In Section 13, “Administrating a database,” we look at main-
taining your database in good health and securing your data,
together with a quick look at tools for improving the design
of your database.

W A%

BHEH®* (<A} Northwind Sample Database
HOME  CREATE  EXTERMALDATA  DATABASE TOOLS Andvew Couch =
1 7 Single Step

1% Convant Macros to Visual Basic
Run

»

= Action Catalog x

Opentuery

Navigatian Pane

Title Batch Process Completed

* | Add New Action [+l

- -

A few assumptions

In writing any book, authors must make a few assumptions
about their readers. | assume that you are basically computer
literate, meaning that you have used a computer before

and know how to turn it on and power it off, how to use a
mouse, and how to select text and objects. | also assume
that you have worked with some kind of software before and
know what a menu, dialog box, and tool button are. | do not
assume that you have used a touch screen before because
these are a relatively recent addition to computers.

| assume you either use computers at work or at home or
both, that you have access to an Internet connection, and
you have gone online at some time or other using one
browser or another. Other than that, | try to give you all the
steps you need to get things done in an easy-to-understand
way, regardless of your technical background.

About the sample database

The tasks and procedures in the book use a sample data-
base, provided by Microsoft Corporation, called the Desktop
Northwind 2007 sample database. You can download a copy
of this database from http.//office.microsoft.com/en-us/tem-
plates/TC012289971033.aspx?pid=CT101428651033 to get

a dataset that is very similar to the one used in the book, or
you can visit my website at www.ascassociates.biz/Access-
2013PandSExamples.aspx, where you'll find the database and
completed examples.

Adapting task procedures for
touchscreens

In this book, | provide instructions based on traditional
keyboard and mouse input methods. If you're using Access
on a touch-enabled device, you might be giving commands
by tapping with your finger or with a stylus. If so, substitute a
tapping action whenever | instruct you to click a user inter-
face element. Also note that when | ask you to enter informa-
tion in Access, you can do so by typing on a keyboard, by
tapping in the entry field under discussion to display and use
the on-screen keyboard, or even by speaking aloud, depend-
ing on your computer setup and your personal preferences.
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A final word

Access 2013 is preparing the road ahead for productivity in
deploying data to be shared over the web. | hope you will
share my enthusiasm both for the new technology features in
the product and for the solid approach to developing solu-
tions on the desktop.
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Creating a custom
Web App

In this section:

hen you start Access, the first option you see is to create a custom Starting Access

Web App. This new type of application is hosted within SharePoint. It
could be installed on-premise with your own company’s software, or you
could choose to use Office 365. Adding a table template

Showing the navigation pane
Adding a blank table

Creating a custom Web App

With a Web App, you get the familiarity of working in the Access environ-
ment although the Web App is hosted either in a Microsoft Office 365
Plan (which includes Office 2013 Professional) or in your organization'’s Launching a Web App
Microsoft SharePoint 2013 Server running Access Services, so you are
creating an app that can be viewed in a browser without Access being
installed on the machine. This section contains a number of key activities Working with the Datasheet view
that you will perform in creating a custom Web App. You will need Access Working with a summary view
to design and modify your site, but other users can interact with the app
using only their web browser.

Working with the List view

Finding your site and navigating to
the team site

Because the Web App is a brand-new feature in Access, this section will Creating a Web App using a template
guide you through creating a Web App, while Section 3, “Modifying a Web
App,” provides more information on further developing your Web App.
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Starting Access

On the Windows desktop, scrolling to the right reveals the If you are using an older version of Windows, such as Windows 7,
Office 2013 products that you have installed on the machine. click the Start button on the taskbar, and then click All Programs |
When you start an application, the application opens on the Microsoft Office | Access 2013.

desktop.

Start Access 2

1 On the desktop, scroll to the right.
2 Click Access 2013.

Administrator A

Outiook 2013

xH

Fueel 2013

LR

@ TIP When working on the desktop, if you point to the

lower-left of your screen on the taskbar and click the miniatur-
ized desktop Tile, you will quickly return to the Windows desktop,
where you can start other applications.

10 Starting Access: Start Access
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Creating a custom Web App

Access 2013 allows you to create both desktop-based and If you have subscribed to Office 365, you have obtained a

Web App-based applications. The default choice is to create domain name as part of setting up your account—for example,
a custom Web App. In this section, we guide you through the mydomain. You will use that domain name when typing a web
steps to get you started with your first web application. location to create an Access Web App—for example, https.//

mydomain.sharepoint.com.

Create a custom Web App Recent T

1 After starting Access, choose the Custom Web App. 1
2 Type the application name in the App Name text box. bty \ﬁ

Custom web app

3 Type the URL for your Office 365 domain in the Web Location text
box, or select your Team Site from the Available Locations list.

4 Click Create.

5 Sign in to your account. You can also select the Keep Me Signed

Jeaxy
In check box, which will keep you signed in; otherwise, you will be .
prompted again to sign in later when launching the Web App. Custom web app

Create your app, then use it and share it on the

web.
App Name
OrderProcessing _|__ 2
Available Locations (] Microgofr
Personal Apps @ ASC Associates paOffice 365
ASC Associates Team Site N . -
andy@ascassociatesgi2
|| -onmicrosaft...
‘Jf i
@ TIP You might already see a list of available locations. If you — 3 e
.
see any locations referring to Team Site, you can use these as an one |
alternative to typing the URL by selecting the location name. Web Location A
1hﬂpc"xl jat “12.5harepu':
Get helpfinding yourweb location 2012 Miarosoft Corparation | Privacy | Legal
A CAUTION If you cannot get to this point, remember that you
need to create the appropriate Office 365 account before you ﬂ 4 5
can use this new feature. Otherwise, when you enter your details, you Cronte
will not reach step 5.

Creating a custom Web App: Create a custom Web App 11
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Adding a table template

When choosing a table template, you can type a noun repre- After a noun is matched and selected, one or more tables are
senting the kind of data that you need to store. Access then added to your application. This is an extremely powerful way
attempts to match this with one of a large number of common to get started because in addition to simply adding the tables,
designs. Access creates a set of views for interacting with the data and

creates a menu system for navigating between the views.

Add a table template 1
1 Type a name for your table, and click the search symbol to see the ﬁ*ﬂ SO B e e Monanane i o e A e R
matches displayed. &Bo o o
2 Select a table from the available list. ol
T3 OrerProcessing |
3 Click a table in the Table Selector to display a list of available views Mdmewbis i Tables
for the table. P

[ orderd 7| o s o ety o iy i e

4 Click any item in the View Selector to display the associated view.

Ot ]
1 Oroers for seing of peODiE - INChi 3 |

Froducts and Customers.

= Customers
(=22]

@ TIP Typing All and clicking the search symbol displays a list of
all available templates. Take care as you scroll through the list

because it is easy to click a table by mistake and thus unintentionally 3 4
create the table. You will also find that sometimes when you select one l
table—for example, Orders—several other related tables are automati- B:c 1,:: SR R ’ remg g A A7
cally created to assist you in building the database. alEoa o
T e |
A CAUTION The term view can be a bit confusing if you are ki — List | |Datacheet | By Status | (& .
familiar with SQL Server. In Access client terminology, view has * e — 1 # ¥
the same meaning as form, and a query is equivalent to a SQL Server it
view. When you create a table template, Access will automatically B
generate at least two, and sometimes three, views (depending on the —
table). You will also find that lookups to link together your views have ot
been automatically added to the selected tables, depending on the =
tables that have been created. \ 8 e ’

12 Adding a table template : Add a table template
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Showing the navigation pane

Similar to a desktop database application, a Web App provides a
navigation pane, which groups your Access objects. This is simi-
lar to the desktop database interface and can be filtered easily
to help you locate a specific design object. This means that you

can use design features from both the table in the Table Selector

and the table contained in the navigation pane.

Show the navigation pane

1 Click the Settings/Actions charm in the Table Selector to see the
available options.

2 Click Navigation Pane on the Home tab of the ribbon.
Use the Search box to filter the results.

4 Right-click a table to see options similar to those available from the
Table Selector.

5 Click each view that is displayed for a specific table. These are
the different views of the table that Access has automatically
constructed.

@ TIP If you select the Open shortcut on the Table Selector
menu or select View Data from the options on the Table
Selector, you can type data directly into your tables without the need
to display the views in a web browser.

If you click Edit, you will not change the table design,

A CAUTION
but you will change the design of the selected view. We will look
at the View Layout features in Section 3, “Modifying a Web App.”

2: CREATING A CUSTOM WEB APP

In the navigation pane, the views are listed under the heading
Forms. This is because the terminology used in the navigation
pane comes from desktop databases.

BEES o G- TR S T
HOME Arrem Couch

P -

La bl W .

o
All Access Objocts « || Ssrosns’, x|
3 _n:‘,n :‘? List | Datasheet By Status| + A
* Customens [ty 1
A~

oRDs =

5 View Data
3 Ede Table
phore | D vide

* Rename
egories | ¥ Delete

I
List |Datasheet| By Status [+

+#*

b2 Edit

@ TIP After Access has automatically created views of your data,
if you add new fields to the table, the views automatically
change to include your new fields—a very powerful feature. But if you

edit the views, this capability is lost. This balances the needs of people
who want Access to control the layouts with those users who want finer
control of the layouts.

Showing the navigation pane: Show the navigation pane 13
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2: CREATING A CUSTOM WEB APP

Adding a blank table

As an alternative to using a predefined table template for your
Web App, you can create individual tables and then relate these
tables by using lookups. Access allows you to either start with a
completely empty Web App or add to an existing Web App you
have created by using a template.

Add a blank table

1 Click Table from the Home tab of the ribbon. Then select Add A
New Blank Table.

2 Select an appropriate data type for each new field name.

3 Change any appropriate field properties. When you click any field
name, the lower area of the screen displays the properties for the
field.

4 Click Save to save the table.

5 Type a table name, and click OK.

@ TIP Although the ID field cannot be removed, you can rename
this field. For example, in a Customer table, you could rename

the field ID to CustomerID if you think that this would help when you are
working with the database structure, such as when designing queries.

14 Adding a blank table: Add a blank table

The first field in any table is created automatically; it is called ID.
This is an AutoNumber field and cannot be removed because a
Web App table needs a unique numeric field as a primary key.

When you add a new table (for example, Countries), Access
automatically creates two views (for example, Countries List and
Countries Datasheet).

7T - &8 %

Andrew Couch =

OrderPracessing : Database- hitps://aseassociat tes812.sharepaint.com/ (Access 2013) - Aceess

= - N
& ] E

! B

Launch  Table View Advanced Navigation
App d Pane

e Create

3 OvderProcessing

*  Orders

*  Customers

Suppested searches: person, Order, Senice, Se

I Delete Fiekds

Data Type
AutoNumber
CountryName:

| Number
| Date/Time
|currency
ves/no
Hyperlink
|image

| Caleulated
Lookup

Table Mame:

Fila Properties Ccumries|
General
Uil Lengtn s

Detaun value
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Launching a Web App

When you are creating your Web App, you can modify and
adjust what is contained in the application, but it is not until
you launch the app that you can enter data and explore how to
interact with the app through your web browser.

Launch a Web App

1 Click Launch App from the Home tab of the ribbon.
2 Click a table in which you want to enter data.
3 Type data in some of the available fields.

4 On the action bar, click to save your changes.

@ TIP The action bar on a view can be customized to contain up
to 10 icons. It is often a good idea to hide rather than delete

icons that you do not want to show because, if deleted, these built-in
icons cannot be easily added back to the action bar.

2: CREATING A CUSTOM WEB APP

When you view your data in a browser, you can see the action bar,
which enables you to add, delete, and save changes to your data.
An exception is in the Datasheet view, where changes are recorded
when you click onto a new record. Otherwise, you need to use the
action bar to save changes to the record you are editing.

] : &
o
e

o B L £
B | Ticke Yo Achasced | eigation

- Pane
pe

g Database- 12 sharepoint com/ (Access 2013) - Access

Andrew Couch =

Datasheet By Group  #*
*

* Customers
* Employees
*  Products

* Supphers

L2500 I hitpe//accascocintest2-6dc3b36TSabcab sharepaint.com Orde O = & & m .

BacktoSite » OrderPracessing
* Orders List Datasheet By Group
2 =+ Custamens Fierth .. »
*  Employees Andrew Couch First Name Andrew Last Name Couch 2
AsCassociates Company AsCassosiates Email
* Products
Job Title (Consultant ‘Work Phone
* Suppliers Home Phane Mobile Phane
S Address 1 Addrass 2
City ‘Stata/Province
*
ZIP/Postal Code Country/Region
Web Page @, Motes On Holiday
Group Business ~
Qrders
There are na related itemns.

Launching a Web App: Launch a Web App 15
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2: CREATING A CUSTOM WEB APP

Working with the List view

The List view is the first of three presentations of data shown

for the selected table. The List view is split into two areas. The
first area, called the list control, shows a simple tabular list of the
records on the left side of the page, from which you can select

a specific record. The full details of that record are displayed in
the second detail area, on the right side of the List view. As new
records are added or removed, the list control area automati-
cally updates when the changes in the detail area are saved.

Work with the List view

1
2
3

Click List.
Click the Edit button on the action bar.

Look for a field that displays the text Find. This is the new
Autocomplete control. (In our example, both the Customer and
Employee choices are Autocomplete controls.)

As you type into an Autocomplete control, any matches are dis-
played. The control also has an <Add A New Item> option. Click
this option.

5 After choosing to add a new item, type new data values.

)

Click the Save button on the action bar.

Close the window; your newly created record is now displayed as
having been selected in the Autocomplete control.

TIP In our example for the Orders view, below the main order
you can see an area for displaying and entering order details.

This uses another new control, called the Related Items Control (RELIC).

16 Working with the List view: Work with the List view
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2: CREATING A CUSTOM WEB APP

Working with the Datasheet view

The Datasheet view is the second of three presentations for The columns can be reordered and adjusted in width, and the
data; this presentation provides a tabulation of the data and can  rows can be sorted and filtered.
be scrolled left to right.

When working with the Datasheet view to enter new data, you

can start by typing into a blank row or by clicking the plus sign
(+) on the action bar. To edit an existing row, type into a cell in

the row. Records and changes are saved when you click a cell in
another row.

Work with the Datasheet view 1 4
1 Click Datasheet.

2 Type new data in a record. After you move out of the first field, the

record selector on the left changes to a pencil shape.
. . * Customers ®@
Click a cell in any other row to save your changes. . tane  ustane gy o
e o
. . . Andrew Couch ASCassociates c Last N E il
4 Point to a column heading until the mouse shape changes to a * Pt i paron e s "
[1an R
cross. Click, hold, and drag the column to a new column position to * suppters ASCassadiates |Cauch
i Pet
reorder the column. e =
*  Countries
5 Click the drop-down arrow to display options for filtering and sort- |
ing data. )
* Orders List Datasheet By Group
@ TIP Although it might appear that you cannot filter by ;e ®® sy mrame d o ——
. . . . . . * Employees 1
multiple choices, this is not the case. After making a selection : [andrewe  [ascassocates [Eouch | pidecoumn  psutant
. . . * Products a1 Sart Aacanding
and filtering the data (the value Couch in our example), when you i ”"ﬂ_
. . . . . . * suppliers 4] Sort Descending
redisplay the filtering options, a check box will appear against the " e
. . . *  Categories
current filter value. Making a second choice (Peterson) adds another i (o
* coumies e
filter value, and the data will then filter by both choices. o Mf

Working with the Datasheet view: Work with the Datasheet view 17
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2: CREATING A CUSTOM WEB APP

Working with a summary view

A summary view is the third way of presenting data. Summary A summary view combines a list of values with the related
views created by templates typically use By Group as the label in  item control, which tabulates the matched records. The view is
the view selector. Summary views allow you to view a tabulation  read-only.

of data by grouping on a particular field. You can also filter the

grouping field to limit the displayed groups.

Work with a summary view 2 1

1 Find a suitable table that has a By Group view. Click By Group. B _ -

2 Type any filtering data to reduce the visible groups.
eet By Group

3 Click the search symbol, and then click a desired group to display : e ) i 3
the members of the group. — —_— o MoemCoxh  Ascaswdses  Constom

1an

* Customers

*  products Joe Peterson

4 In views created by templates, you can click the tabulated record to
display a popup window for a detailed record.

% Suppliers

* Categones

* Cauntries

£de3h367Sabeab sharepoint.com/Orde O = @ G| 0B OrderProcessing x .

fGack to Site »
A
* Orders List Datasheet By Group
*  Customers Filter the list £ Duplay Mame Company Job Tite. Work Phone
e (rrape= o Andrew Couch ASCassocite 4
lan
4 broducs
e Customers *
* Categaries
* Countries First Name Andrew Last Name Couch L
Company ASCassociates Email
Job Title Consultant Work Phone
Home Phone ‘Mobile Phone
SEE ALSO We describe how to create summary views that A pdresz
City State/Province
summarize numerical data, displaying totals for your records, 20 /Postel Code Coumtry/egion
in Section 3, “Modifying a web app.” S P etes ke
Group Business

18 Working with a summary view: Work with a summary view
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2: CREATING A CUSTOM WEB APP

Finding your site and navigating to the team site

Your team site contains all your Web Apps. If you start by If you are using a different computer, where your copy of Access
launching your Web App, you can use the Navigate Up menu does not have your site located as a Recent item, you can go to
choice to get to the site, or you can get to the site from your Team Site — Site Contents and open your Web App in Access.

main Office 365 Account area. On the left menu, the Recent
choices will display a list of Recent items. Use the Site Contents
to display all items on the site.

Find a site

1 Click Back To Site.
€ 5

2 Click Site Contents. p— ASC Associates Team Site

% Orders list  Datasheet By Group

3 Click the ellipse button (...) to display other options for an
application.

Get started with your site  amou

* Customers

4 Close the options for the application, and click a Web App to dis-
play the application in the browser window.

5 Click Customize In Access. 2 TestExample Documents

@ new document or drag fles here

6 Click Open to launch your Web App in Access, and answer OK
to any further security prompts to open the Web App on your
desktop.

De you want te open or save OrderP it accdw (248 bytes) fi = 2. int.com? x

open | s 7] comce |

Finding your site and navigating to the team site: Find a site 19
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2: CREATING A CUSTOM WEB APP

Creating a Web App using a template

Access has a number of application templates that you can use After you start Access, the initial screen shows a choice of both
to create complete applications. When these templates start desktop and Web App database templates.

with a name beginning with Desktop, they generate desktop

databases, and the other templates will generate Web Apps.

Create a Web App using a template

1 Click the appropriate template in the Office Start Screen.
2 Type a name for your Web App in the App Name text box.

3 Type your Office 365 URL in the Web Location text box, or select
from the Available Locations list.

4 Click Create.

Issue tacking Project managerment -

App Name
NewProj 2
Available Locations

Personal Apps @ ASC Associates
ASC Associates Team Site —

=] B 5 Newbiojec Dotobase- hitps:// 1254 Lo/ (Access 2013 - Access o A%
HOME Andrew Couch *

— D -
S YNl ol | Bl
Launch | Table View Advanced  Mavigation
App - e
creste Show p

3 NewProjectManagement

* Projects Add Tables
* Employees !

*  Customers

& Tasks

20 Creating a Web App using a template: Create a Web App using a template
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Moditying a Web
App

In this section:

n this section, we look at some of the common activities you might want Importing from an Access desktop
to perform in modifying and adding to the standard features that are database
provided when you create a Web App.

Changing the design of a table

While a desktop database draws a distinction between lookup fields and Creating a lookup/relationship
creating relationships, a Web App merges the concepts of lookups and Designing with the List Details view,
relationships. Therefore, you will not find any part of the Web App that the Datasheet view, the summary

can display relationships because they have been built into the process of view, and the blank view

creating a lookup. Open, rename, duplicate, or delete a

view
When you create a table in a Web App, you automatically get two great

views created for you, Datasheet and List, which you can use by navigating Creating a query
to the appropriate table in the vertical Table Selector. Each table can have Modifying the Table Selector
a number of views, and the views can also display data from other tables

or queries in the App. Working with reports
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3: MODIFYING A WEB APP

Importing from an Access desktop database

If you have an existing Access Desktop database, you can import
the tables and, optionally, the data from that database into

a new Web App. The data can be imported from a variety of
sources, including an Access desktop database.

Where possible, the process of importing data will also import
relationships between your tables and convert these to look-
ups. If you don't have an appropriate database available to

Import an Access database
1 Click Table on the Home tab of the ribbon.
2 On the Add Tables screen, click Access.
3 Click Browse.
4

Locate the Access desktop database file. (If you do not already have
an accessible database file, you will not be able to complete any
further steps until you have installed or created one.)

5 Click Open.
6 Click OK.

(continued on next page)

investigate the techniques described in this section, you can
refer to Section 1, “About this book,” for information about how
to download the sample data that we have used in preparing
this section of the book.

We start with a new custom Web App into which we will import
existing data.

rderPracessingSystern : Database. biaps//a

- Access Database ?
VDalaOnly.mdb Browse.., e— 3
- — - u
2 = [ﬁﬂ: &y ey I & | | SearchSampleData p| Jravre
Urganze e TOREr =~ O ®
B Videos A Name 2 Date modified Type
B (51, NWDataOnl —_— - 4
% Computer a]
&y Local Disk (C:)
% Home on 'psf (Z
v < >
File name: | NWDataOnly v | Microsoft Access v
Tools » | Open Cancel
oK Cancel

i
5 6

22 Importing from an Access desktop database: Import an Access database
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3: MODIFYING A WEB APP

Import an Access database (ontinued)

7 Select the tables to import, or click Select All.

8 Click Options to display further options when importing data.

Select Al
Deselect All

Options >3 —

9 Choose to import or exclude the relationships.

i

10 Choose to import either definitions only or definitions and data.

11 Click OK. During the import process, your existing relationships will
be converted into Lookup data types.

Import Import Tables
12 Right-click the table that has relationships to other tables, and O ——MIreiatonshies ® Definiton and Data 10
Select Edlt Table. Menus and Toolbars () Definition Only
Import/Export Specs

Mav Pane Groups

The relationship is now shown as a Lookup data type.

All Images and Themes

13 Close the table.

3 OnderProcessingsysten

List | Datasheet |[#

¥ caegores
*  Customers
% Employess
* Orders
— (B
* shopers
[
| 3 viown
¥ Supoli
5 b2 Eant
N 2 Ha Edit Table
=] Aensme
X Delete
B H = » mbiEwos Database- hitps/ TAccess 2013) - Access 2 -8
/T 4 Add Ficld =, ~ (===l =]
£ 74 ERER R
B ¥ . B IEEE
: o 2N Fie Motae | et Updute D
[Fom = 13
e Data Type Description (Optional) =
7 | ordeno AutoNumber Unigque order number.
Costomerts tookup 7
EmployesiD Lookup same entry as in Employees table,
OrderDate Date/Time
RequiredDste Date/Time
. shippedDate Date/Time
A CAUTION Data types such as Attachments or OLE Objects are snipvis ookup same s Shper 0 n shippers able.
- - Freight Currency
not supported ina Web App and W|" be excluded from the Shiphiame Short Text Name of person or company to recelve the shipment.
shipAddress Short Text street address only - no post-office box sllowed.
. ShipCity Short Text
import process. shipegion shortText seate or province.
shipPostalCode Short Text

Importing from an Access desktop database: Import an Access database 23
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3: MODIFYING A WEB APP

Changing the design of a table

In Section 2, “Creating a custom Web App,” we demonstrate
how the desktop interface can allow you to display content both

by using the Table Selector and by showing the navigation pane.

You can use either of these interfaces to enter design view and
change the design of your table. Here we show how to enter
design view from the table in the Table Selector. (If you prefer
the navigation pane, right-click an object to see similar options.)

Change the design of a table
1 Right-click a table, and select Edit Table.

2 Click the Data Type drop-down arrow to see the available choices of
data types.

(continued on next page)

24 Changing the design of a table: Change the design of a table

In Access 2013, the available data types for fields have changed,
and the most obvious change is that a Text field is now called
a Short Text field and a Memo field is called a Long Text field.
However, there are some other differences between the avail-
able data types in a Web App compared to a desktop database.

7 View Data
ders R
e 1
Products <l % it Table
=l Rename
% shippers X Delete
] »  TABLETOOLS Databace- hitp: com/ (Access 2013) - Access T B x
HOME | DFSIGM Andrew Couch -
[_. 2= AddFisid p— — —
3 Delete Fiekds FL oL KL
View  Indexes on on oOn
- Insest Update Delete
iew tacl trents ~
(3 OrderProcessingSysten | W] Customers x
Field Name Data Type Description (Optional)
¥ customenio Autonumber
CompanyName Short Text
ContactName Short Text

ContaciTitle
Address | Number
city | oatefTime
Region | currency
PostalCode | vesino
Country Hyperlink
Phone | image

Fax Calculated
Homepage Lookup

street or post-office box.

State or province.

Phone number includas country code or area code.
Phone number indludes country code or area code.
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3: MODIFYING A WEB APP

Change the design of a table (ontinued)

The following table describes the data types that are available.
For each data type, we show in parentheses the SQL Server data
type that is used to store the data.

Short Text Unicode Text field allowing a maximum of 4,000 characters (nvarchar(4000)). The default is 220 characters.

Long Text Large amounts of text (corresponds to a nvarchar(max), 2A30-1 bytes in SQL Server 2012).

Number Whole number with no decimal places (int), Floating-point number (float), and Fixed-point number (decimal(28,6), six decimal
places).

Date/Time Date (date), Time (time(3)), and Date with Time (datetime2(3)).

Currency Money (decimal(28,6)).

Yes/No (bit) True, False (default is False).

Hyperlink Large amount of text (nvarchar(max)).

Image Binary Image data (varbinary(max) 2231-1 bytes in SQL Server 2012).
Calculated Calculated field using SQL Server functions. Storage depends on expression.
Lookup Creates a foreign key lookup. (Lookup foreign key stored as integer (int)).

@ TIP Behind the scenes in Office 365, your data is stored in

Microsoft SQL Server for a corporate solution or using Micro-
soft SQL Azure in conjunction with Office 365. SQL Server is similar to
Access in being a relational database but it is more scalable (so it can

handle more data that the normal Access Database), and SQL Azure is a
version of SQL Server that it is the platform that Microsoft use to
deliver data on the web. We only explain the underlying SQL Server
data types here for reference; you don’t need to learn anything new to
use this.

Changing the design of a table: Change the design of a table 25
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3: MODIFYING A WEB APP

Creating a lookup/relationship

A Web App allows you to create a lookup, which ties or relates
data between tables. (The relationship concept is described in
Section 4, “Creating a desktop database,” for a desktop database.)
The Web App does not have a separate area for viewing relation-
ships. You can view them for individual tables by selecting Modify
Lookups in the Table Tools group on the Design tab.

Create a lookup

1 On ablank line in the Field Name column, type a name for the
lookup.

In the Data Type column, select the Lookup data type.
Select the option to look up data from a table or query.
Select the table from which you want to get a value.
Select the field to display.

Choose how the related records are managed.

Click OK.

N 6o A WN

(continued on next page)

@ TIP The lower part of the Lookup Wizard screen displays the

optional rules for defining a relationship between the tables.

26 Creating a lookup/relationship: Create a lookup

A Web App simplifies the design process by keeping you
focused on creating lookups between tables. The terms relation-
ship and lookup mean the same thing in a Web App, and in the
popup window used to create the lookup, you will see options
similar to those available for creating relationships in a desktop
database.

o= T e BT ond q 7
HOME Andeew Couch =

- s s = M=

MDdeekets B0 v BL L L

Volidation Validation On On  On

Rule  Messge  Iniet Udate Oelete
oels Vatiastion Rutes euents ~

Region
postalcede
Country
#hone

Fax

oresungiyden | B] Custamers

Field Name

Data Type
Short Text
Short Text
Short Text
short Text
Short Text

Deseription (Optional)
State or provinee,

Phone number includes country code or area code.
Phone number includes country code o area code.

Hyperlink
Short Text A
|short Text i |
Long Text

Number

Date/Time

Currency

Yes/No

Hyperlink

HemePage
I — ccountManager

Field Properties
Image
General Calculated

Z ‘Character Limit 220 flockis ]

This wizard ureates a lookup field, which displays a list of values from which you can choose. How do you wanl your lookup field Lo gel its

values?
(®) 1 want the lookup field to get the values fi table or query.

() 1 will type in the yalues that | want.

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

Table: Categories ~
Table: Customers
Table: Employees

Table: Urder Details

Table: Orders

Table: Products

[Table: Shippers v

Which value do you want to display in your lookup? [ERUFRTENNN .

Do you want to sort the items in your lookup? Yes, sort ascending | w |

What should happen when a record from the “Employees” table is deleted?

) Prevent delete if there are corresponding records in the “Customers” table.

o U1 b~ W

elete CoMresponding récords 1rom the “Customers” table.

O lgnore records in the “Customers” Lable. This action might leave some records in “Customers” without a cunrespending record in
“Employees”.

oK Cancel
L5

7
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: MODIFYING A WEB APP

Create a lookup (ontinuea

8 Click Save.
9 Click View.

TABLE TOOLS Datab: harepoint.cam/ (Access 2013) - Access. W Sk

HOME | DESIGN Andsew Couch ™

= Add Field ® [T EEE
oot o VMBI AL XD
ndesss 14 Vebdaion Valdain  On On ©n

Rule  Messsge  Insen Update Delete

Tagls Valiatien Fules Events. ~

10 When viewing the data, you can see the Autocomplete control n
dISp|ayIng the |ookup data. ——Fieid Hare Data Type T Description (Optional] B

[ customeno AuteNumber
11 In the browser, you can type data into the new field that was auto-
matically added to the List Details view. 10
[ THE] »  DATASHLITIOON  OrderProcessingSystem: Database- hitps/ascassocintesd12.sharepownt.comy (Access 2013) - Access T &%
HOME DATASHEET Andrdy Couch ~
b (3
View  Refrech

3 Onsemocessingsyten (B Customers

e

Dimple Arya Sales Repres Obere Str. 57 Bedin 12209 Germany 030-0074321 0

6545 hiy dal Abererimbic

| Ronen Ashke Owner  2wda de s Con México DF. 05021  Mexico -4728  (5)555-3745 i
Roya Asbari Owner  Mataderos 231, México DF. 05023 mexico 151 555-3932
Chris Ashton Sales Repres 120 Hanover Sq London WAL 1DP UK {171) 555-7788 (171) 555-6750 htt;
sameer Athal Order Admir Berguvsvagen £Luled $-95822 Sweden 0921-1234 85 0921-12 3467
Vivian Atlss Sales Repres Forsterstr. 57 _ Manabeim 68306 German 062108460 062108924 htt

T [

* Categones
* Cistomers s H®E
T A Datum Corporation  Company Name A Datum Coparation ContactName  Cimple Arya
Contact Title sales Representative Address Ohere 5ir. 57
* Order Details Adventure Works ) ) )
City serin Region
Aipine Ski House:
* Orders Postal Code 12209 Country Germany
Blue Yonder Aulines By 030-00Td321 Fax 030-0076545
& Products
City Power & Light HamePage g 2 1 1
*_shippers

@ TIP If you have not changed the design of any views associ-

ated with your table, the added field automatically displays in
the updated List Details view and Datasheet view for the table.
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3: MODIFYING A WEB APP

Designing with a List Details view

A view in a Web App is similar to a form in a desktop database.
There are four types of views; List Details, Datasheet, Summary,
and Blank. The List Details view is a powerful feature. In its
simplest form, it has a vertical tabulation of the available records
on the left side of the view, and when a record is selected, the
record details are displayed on the right side of the view.

Create a List Details view
1 Locate the object in the Table Selector.
2 Click the plus sign.

3 Type a name for the view, select List Details as the view type, and
select the record source.

4 Click Add New View.
5 When the new view is displayed, click Edit.

@ TIP In the lower part of a view, you may have a related item
control (Orders in our example). To resize the control, click to

select it (it will change color when selected); you can then grab the top
edge of the control (the mouse shape will change when hovering over
the edge) and resize the control.

28 Designing with a List Details view: Create a List Details view

The layout capabilities of this view mean that as you delete,
add, or move fields, the layout automatically moves other fields
to accommodate the position of the new fields, simplifying the
process of altering the view. The Record Source field (where the
view gets the data) allows you to choose from the table or any

queries that include the table.

[IG]

List  Dalasheel *

Access 2013) - Access 7 - 85 %

Andsew Couch *

ADO NOWVIEW x

i View e [ i

View Type List Details e
Record Saurce

Ada Hew View

b Edit

u b WN
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Remove fields
1 Click a field.

2 Hold down the Ctrl key to select multiple fields and labels. Press the
Delete key to remove the fields.

3 Select any other fields to be repositioned, and drag the fields to
close up white space.

TIP By using the Ctrl key, you can select multiple controls and
move them around the layout. After selecting the controls,

)

move the mouse over the area until a crossing arrows symbol is

displayed, and then click the left mouse button and drag the controls
to a new position. As you move the controls around, other controls will
change position, opening up a gap into which you can position the new
controls.

Add fields

1 Select a field from the Field List on the right side.
2 Drag the field to a new position on the display area.

3 As you move over other fields, they will make space to allow the
new control to be positioned.

CAUTION Although you can select multiple fields in the Field

TN

List, when you use the dragging action to add the fields, only
the first field will be added.

3: MODIFYING A WEB APP
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3 snowoniyrieias f tne
Companyame HEOER+ = ek dier b
Company Name | |CompanyNgne Contact Name ContactName Foatge svaliabie do1 thie e
address
Contact Title Contactiitie] Address Address iy
Phane Phane Fax Fax Radlon
PostalCode
[Postat code | [Fostaicode | AccountManager |AccountManager Country
mane
% HomePage HomePage Fa
HomePage

Accounthanager

Fieids availaie n reiated

www.it-ebooks.info

Designing with a List Details view: Add fields

29



http://www.it-ebooks.info/
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Designing with a Datasheet view

A Datasheet view is the simplest view to create. This view tabu-
lates the data and displays your fields as columns. Although it is
extremely simple, when combined with the abilities to filter data,
sort data, and reorder the columns, it is a very powerful method
to quickly present a tabulation of your data.

In a List Details view, before you can edit data, you need to use
the action bar to put the record into edit mode. However, in the
Datasheet view, you can edit data without doing this and move

Create a Datasheet view
1 Locate the table in the Table Selector.
2 Click the plus sign.

3 Type a name for the view, select Datasheet as the view type, and
select the record source.

4 Click Add New View.
5 When the new view is displayed, click Edit.

30 Designing with a Datasheet view: Create a Datasheet view

to the next record to continue editing another record, which
automatically saves the changes from the previously edited
row. This is a unique and very powerful feature of a Web App
datasheet.

The Record Source property (where the view gets the data)

allows you to choose from the table or any queries that include
the table.

1 2

¥ H & = OrdesProcessingSystem : Database- httpes//ascassociatesd | charepoint.com/ (Access 2013) - Access T <0 %
[ ome Andrew Couch =

nnnnnnn

* Catchories List Datasheet |CustomerBriefDetails | +
-
ustomers

ADD NEW VIEW x

e
}

| vewee v

View Mame
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3: MODIFYING A WEB APP

. BHEHS- [es—— 2sharepoiencomy (access 1013 Access - 74
Format a field T e = = =
L ) z abl| [===] _1 '\/ : ‘ .| Add Bisting

i =
i =

1 Click a field to format.

. L Frelds
2 C|ICk the formattl ng charm 3 Orderracessingsystem | T CustamerDatasheet x Field List .
+ A3 snows I the cument recora source
3 Change the formatting. || [ — 1
address city Region postalcode  |Country uf:::_\ Fax ::;’."“
L 2
FORMATTING x —

Tecltip Enter a country | e
HamePage
visble Visitle ~]

Enabled =

Datshest Coption [County |

£ Tanie
Edit Table

@ TIP You can delete fields by pressing the Delete key. You can

select multiple fields and move them as a group by using the
Ctrl key, and add new fields by using the Field List.

Designing with a Datasheet view: Format a field 31
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3: MODIFYING A WEB APP

Designing with a summary view

A summary view allows you to summarize data by calculating
a sum or average. You need to choose a table or query with
numerical fields before you can work with many of the best
features in this type of view.

The Record Source field (where the view gets the data) allows
you to choose from the table or any queries that include the
table.

Create a summary view
1 Locate the object in the Table Selector.
2 Click the plus sign.

3 Type a name for the view, select Summary as the view type, and
select the record source.

4 Click Add New View.
5 When the new view is displayed, click Edit.

(continued on next page)

32 Designing with a summary view: Create a summary view

If you have been creating tables by using templates, you might
already have seen examples of a summary view, which would
appear as a third available view on some of the tables. When
you create your own tables, a Web App will automatically create
a List view and a Datasheet view.

LG] @ - d + Database: h {Access 2013) - Access N
HOME Andrew Couch

List Datasheet '+
A

A HUW VLW ®

b et 5

*
*
*
% Qrder Dotails
*
*
*
*
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Create a summary view (oninued)

6
7
8

9

Click the control list shown on the left.
Click the Data charm next to the list control.

In the Data popup window, choose the field to group by, type a
header for the calculation, and choose the field and calculation
type.

Close the Data popup window.

10 Click the details area on the right.

11 Click the Data charm next to the details area.

12 Define the fields to summarize.

13 When displaying a summary view in a browser, click each record in

the control list on the left to see the summary details on the right
change to match the selected record.

CAUTION After you have closed any Data popup windows,
you will see the fields and summary options displayed on the

A

control list, but in the detail section on the right, you will not see any

information displayed. You might be unsure about whether you have
defined any choices in this detail section, so to check this, you need to
redisplay the Data popup window.

3: MODIFYING A WEB APP
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3: MODIFYING A WEB APP

Designing with a blank view

A blank view will create a presentation that does not display
any fields from the table. This can give you a greater amount of
control over what data is displayed, although it might involve
more work in creating the view.

Normally, a view displays information from the table associated
with the selected table and related tables, but you can add a
view that displays information from an unrelated table. In this

Create a blank view
1 Locate the object in the Table Selector.
2 C(lick the plus sign.

3 Type a name for the view, select Blank as the view type, and then
select the record source.

Click Add New View.
When the new view is displayed, click Edit.
Click the Data icon.

Change the record source.

0 N o u b

Close the Data popup window.

(continued on next page)

34 Designing with a blank view: Create a blank view

example, we will add to the Products table View Selector a view
that allows you to browse through the Category records but not
display any associated record from the Products table.

M H e @ = Database- hitp iatesd12.sharepoint.com/ (Access 2013) - Access ? =-.8.x
oM Andrew Couch
— M —
S Wl==cll | -l |
Launch  Table View Adanced Novigarion
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e List Datasheet |#
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* €
o 3
* O Record Sounee Products ~
* der Mew Vi I 4
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* &%
B edit 5
* s

sharepaint.com (Access 2017) - Access [

wowe | pesen Ardren Gouh -
abl] Ao = [ £ V] .3 B &

S AddEmting
Fieldls

Tools

x
Field List X
A
: bie
¢

el
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Create a blank view (ontinueq)
9 In the Field List, select a field.
10 Drag the field onto the blank view.

11 After you have saved the changes, the View Selector for the table
has a view that displays information from another table without

involving the table associated with the selected table name caption
in the View Selector.

3: MODIFYING A WEB APP

[ =] vIEW OrddPracessingSy Database- http 12 b com/ (Acghss 2013) - Aceess W L
HOME  OESIGN Andrew Couch -
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Open, rename, duplicate, or delete a view

When you display a view in Access, you can use the Settings/
Actions charm next to the view name to perform basic opera-
tions on the view. The options are Open In Browser, Edit, Rename,
Duplicate, and Delete.

When you choose Open In Browser, the view immediately dis-
plays in the browser window, saving you from having to locate

Change a table design when editing a view
1 Click the Settings/Actions charm.
2 Select Edit.

3 If you are editing a view and displaying the Field List, you will see
a link to edit the design of the table. Click the Edit Table option to
change the design of the table.

(continued on next page)

@ TIP If you switch to design view on the table, you will find that

you need to close any open views before you can save any
changes that you make to the table.

the table and then select the view. The Rename option allows
you to change the name of the view, the Duplicate option
makes a copy of a view, and the Delete option removes the
view.

This task will demonstrate how, when editing a view, you can
switch to the table design and modify the structure of the table.

] @ = : Databace- httpr: iatesd12.sharepoint.com/ (Access 2013) - Access W DA%
HOME Andrew Couch *

zafl | W, E
ble View Acvanced Navigation
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k. edit =l Rename
o) Duplicate
o ket X Oelete
* shippers
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EH - vIEw P Diatahase 1 wintes12.sh  (Access 2013) - Access 1
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51y - e T =
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I3 OrderPracessingSystem | 3 Categories
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Description
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Change a table design when
editing a View (ontinued)

3: MODIFYING A WEB APP

[:3] "
4 Add a new field name. 0 odiodl
5 Click Save. (You will not be able to save changes until you close any o ... -
open views that refer to this table.) o — mber o mber T
CategoryName: Short Text Hame of food category.
6 Click the tab with the open view. 4 i -
7 Close the view. If you now repeat step 5, you can save the changes e e m—————— RET——
to the design of the table. e
Ed vIEw OrderProcessingSystem : Datahase- hitps://ascassaciates1? sharepoint ghm/ (Access 2017) - Access W L%
HOME DESIGN Andrew Couch
Table AIJ:'\'L'AJ [N, wq thor
OrgrProcessingsystem | 3 Categories {[@] Categones x Finlid it %
Close 'C
PROE* % : PR
Category 1D CategarylD 4 ’ B Ll
Category Name  |CategaryName Categonytiame:
Description Descnption Duicteten
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3: MODIFYING A WEB APP

Creating a query

A query provides a powerful mechanism for filtering and sort- In Section 7, "Modifying data using queries,” we describe how
ing data. It can also be used to bring together data from several  you can create action queries that modify data in a desktop
tables or other queries in a single presentation. database—for example, updating a set of rows. These action

queries are not available in a Web App.
Like a table, a query can be opened to display data in the

design interface without showing the results in the browser. To
display the results in the browser, you need to create a view that
uses the query.

Create a query

1 Click Advanced on the Home tab of the ribbon. & H

: Database- hitps:// 12sharepoint.com/ (Access 2013) - Access W S

Andrew Couch =

2 Select Query. & 88

3 From the Show Table Dialog box, select one or more queries or
tables from the Show Table dialog box by double-clicking each
table, * Categories

* Customers

4 Click Close when you have finished making selections. * Employes

heet CustomerBriefDetails CustomerDatasheet '#

(continued on next page)
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Companytiame Categuries
Contadn: Customers
et
Contacre i et
i Crders
Prodts
o
B
e =
Taie
o
snow: o o o o A : i
e
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3: MODIFYING A WEB APP

Create a query (oniinued 6
. . . l
5 Add the fields from the source data into the query grid by double- B T - S J 757
clicking each field listed in the table.
6 Click Save. 2
7 Type a name for the query, and click OK to save it. -
8 Click View. 5 - e
9 Select Datasheet View to test the query.
DATASHLLT FGUS racessingSy 812, sharepaint.com/ (Access 2013) - Access T B
O B g =

i Dimple Arya
ver Ronen Ashke

Ski Hous Roya Asbari

@ SEE ALSO For a detailed explanation of how to construct

select queries, see Section 6, “Selecting data using queries.”

Creating a query: Create a query 39

www.it-ebooks.info


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

3: MODIFYING A WEB APP

Modifying the Table Selector

In a Web App, you interact with the data by selecting a table Each table in the Table Selector can be modified to rename
from the Table Selector and then selecting an available view captions or hide a table caption without affecting the underly-
associated with the table from a list of available views, called the  ing table. This means that the Table Selector works like a main
View Selector. menu for the application, and the View Selector works like a
submenu.
Modify the Table Selector to hide or show a 3
table —
1 Click the table in the Table Selector. S
2 Click the Settings/Actions charm. % e
3 Select Hide. T
4 The table name caption in the Table Selector is now grayed out. é
4
|

b2 Edit

A CAUTION If an item is deleted, the underlying table will also
be deleted.

@ TIP After you hide a table, the table name caption will be
grayed out and moved to the bottom of the Table Selector. The
table name caption will be hidden when you are viewing results in a
browser.

40 Modifying the Table Selector: Modify the Table Selector to hide or show a table
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Change a table icon

3: MODIFYING A WEB APP

1 Click the formatting charm. WU e o 0 & o P
HOME
2 Choose an icon for the Table Selector item. & 8B88
el ol Li Datasheet +
*  Customers
% Employees
* Orders & []
g [F— =
kken 28 v h A
* HX:EFE
- o s 09w o
P E B xm
* 1 o X
‘‘‘‘‘‘ F o« v

/ (Access 2013) - Access

7T - 8%

Andrew Couch -

@ TIP When you change a table name caption, it does not

change the name of the actual table but instead changes only
the table name displayed on the Table Selector.
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3: MODIFYING A WEB APP

Working with reports

Although a Web App does not have a reporting feature that can
be displayed in a browser window, you can create reports as
described in Section 10, “Preparing data to print using reports,”
in a desktop database that is linked to the data held in the Web

App.

The first step is to use the Info option on the File menu to create
a desktop database that is connected to your data.

Create a report database

1 On the File menu, select the Info option and then click Create
Reports.

Info
2 Choose a location, and provide a name for the reporting database.

OrderProcessin| B M acs:
"

tpes/ascassocintestiz:

Click Save. Data Comnectivie] oot ¢
4 The new reporting database opens, and on the left, you can see a T ———— - 3

list of the tables that are linked to your Web App. Double-click a
table in the navigation pane to display the data.

Connections
% | cureny,

connestions are enabled bo your appiation,

4

42 Working with reports: Create a report database
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4 Blue Yonder A Chris Ashton  Sales Represer 120 Hanover $t Londen WAL 10P
5 City Power &L Sameer Athaly Order Adminis Berguvsvigen Luled 595822
& Caha Vineyare Vivian Atlas  Sales Represer Forsterste. 57  Mannheim BBI06
7 Coho Winery | Jose Luls Auric Marketing Mar 24, place KIgbe Strasbourg 67000
8 Coho Vineyarc. Shir Aviv-Rew Owner ¢/ Araquil, 67 Madrid 28023
9 Contoso, Ltd  Kam Foo Aw  Owner 12, rue des Boi Marseille 13008
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11 Consolidated ! Dan K. Bacon J Sales Represer Fauntleroy Cin London ECZ5NT
12 Fabrikam, Inc. Jean Philippe Sales Agent  Cenito 333  Buenos Aires 1010
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14 Graphic Desigr_Josh Bailey  Owner Hauptstr. 29 Bern 3012
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Creating a desktop
database

desktop database uses tables to hold your data and is stored on your

local computer or network. The data is displayed in rows (horizontal
layout), with each row including a list of column or field names (vertical
layout) like a worksheet. Using database tables differs from using several
worksheets in a workbook. Generally, you will find it more natural and
beneficial to create additional tables than to create more worksheets. Also,
the rules for data consistency in any column are more strictly enforced in a
database, which helps you to improve the quality of the data that you are
recording.

Each field in the table can be of a different data type, depending on the
data to be held. Storing data in the correct field type is important because
you can take advantage of special features in the database—for example,
displaying a date picker when working with date data, or validating that
sensible data is being entered for the chosen field type, or relating the
data in one table to a list of values in another table.

A database normally consists of more than one table, and having the
tables correctly related to one another will save you a lot of subsequent
work. An invaluable tool in Access is the Lookup Wizard, which can auto-
matically build the required relationships between the tables.

In this section:

Creating a blank desktop database

Creating a table in design and layout
views

Working with data parts in layout
view

Creating a table by using application
parts

Adding a primary key

Improving performance by indexing
data

Validating data in a field

Formatting a field

Recording changes to text and rich
text formatting

Creating relationships by using the
Lookup Wizard

Viewing and adding relationships
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4: CREATING A DESKTOP DATABASE

Creating a blank desktop database

After starting Access as described at the beginning of Section
2, "Creating a custom Web App,” you can use one of the avail-
able template databases, or you can create a blank database as
described in this section.

Create a blank desktop database
1 Click Blank Desktop Database.

2 Type a name for your database.

3 Select a file location in which to save the database.
4 Click Create.
5

When the new blank database opens in layout view (described later
in this section), you will see that Access has created a table called
Tablel. At this point, we can close this table without saving any
changes to the new table. Click the Close button to close the table.

@ TIP The templates for a desktop application all begin with the

word desktop, and you can scroll down the list of templates to
see these. Other templates are for creating a Web App.

Access offers you the flexibility to use templates of commonly
encountered database structures or to start with an empty data-
base into which you can either import existing data or create a
solution tailored to your specific needs.

Search for online templates 0 A
ccess PPN P
Suggested seasches:  Assets  Business
Contacts  Employee  loventory  Project
Recent Sues
OrderProcessingReports
De mplel =
OrderProcessin
il
@ Open Other Flles Blank desktop databace
.
Custom web app Blank deshlop database

Blank desktop database

File Narme

2 | OrderProcessing fe— 3

C:\Users\Administrator\Documents',

4 N

Create
TABLE TOOLS ing : Database- C:\U: i - ? -8 %
HOME  CREATE  EXTERNALDATA  DATABASETOOLS  FIELDS | TABLE Andrew Couch -
b(‘ AB 12 = FEDste&Time E " sption f_\' g T R Vs
Bveis . Four o =
Viw | Shet Nomber Cumrency Validation
Yot F4) Mare Fields - e
iews Add & Delete Properties Fomatting Fiel vagation
All Access Obije... ® « | 3 et i x
e I B 1o - CickfoAdd - Field List
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4: CREATING A DESKTOP DATABASE

The following table lists the available data types when you are
adding fields to a table in a desktop database.

Short Text Text up to 255 characters. In earlier versions of
Access, this data type was called Text.

Long Text Large amounts of text, up to 65,536 characters. In ear-
lier versions of Access, this data type was called Memo.

Number Field Size property provides for Byte, Integer, Long
Integer (default), Single, Double, Replication ID,
Decimal.

Date/Time Date and Time field.

Currency Currency field.

AutoNumber  Sequential Automatic Number, Long Integer (default).
Yes/No True/False (default is False).

OLE Object Can hold images or other documents.

Hyperlink Hyperlink to the Internet and local documents.
Attachment AIIowqﬁnfg%?tgocuments to be saved.

Calculated Calculated field.

Lookup Creates a foreign key lookup.

Creating a blank desktop database: Create a blank desktop database 45
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4: CREATING A DESKTOP DATABASE

Creating a table in design view

Creating tables in design view gives you the greatest control A fantastic feature of Access is that the design view can always
over how the fields and properties are set, but it also involves be used to modify an existing table structure, regardless of
more work than other techniques. Each field in the table design ~ which technique you use to create the table.

has a set of properties that you can safely leave at the default

values. You can change these properties as you gain a deeper

understanding of the product'’s features.

t o g Database. CAL: G 2007 Access. 1 - B X
CREATE EXTERNAL DATA DATABASE TOOLS Andrew Couch =

Create a table

1 Click the Create tab.
2 Click Table Design.

HOME

21
|
E

3 Type a name in the Field Name column for each field you want—for
example, CustomerName.

4 In the Data Type drop-down list, select a data type for each
field—for example, Short Text. (At the end of this exercise, a table
describes the data types that are available.) 3 4 6

l
Click Save. B.

6 Provide a name for the table, and click OK. 0|y i bt e

\ne«, Primary 1 Valid

N K .
(continued on next page) o ot
All Access Obje... ® « || Ffreet

Search. )

Ul

ABLETOOLS O ing : Databasce- C:ALL i ? Sex
DESIGN Andrew Couch *

MALDATA  DATABASE TOOLS
— = = —
2 Delete Rows -C
Relstionships  Object
Macros~ Delete Macro Dependencies
Relationships ~

Proy
snm
Show/Hide

Modify Lookups

Descripfion (Optiona)

CustomerName

Long Text
Number
Date/Time
Currency
AutoNumber
Yes/No

OLE Object
Hyperlink

@ TIP Designers sometimes begin table names with a prefix, amenmart
such as tb/—for example, tb/Customers—to distinguish tables Lookup Witard.
from queries (which are prefixed with qry) when both appear in one S s

list. Having a naming convention is a good idea when you're creating ot =

complex databases.

Field Properties

46 Creating a table in design view: Create a table
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Create a table (ontinved)

7 If you have not created a primary key, you will be prompted to add
a key. Click Yes to add a primary key.

There is no primary key defined.

8 After saving your table, the new ID primary key is added to the

l; Although a primary key isn't required, it's highly recommended. A table must have a primary key for you to
table. =% define a relationship between this table and other tables in the database.
Do you want to create a primary key now?
9 The table now appears in the navigation pane. Ho Cancel
TABLETOOLS O g Database- CAUsers\A W S
HOME CREATE EXTERNAL DATA  DATABASE TOGLS DESIGN Andrew Couch -
D v 2= Insert Rows: = 22z = =5 ‘—|
View P ider 1 G [ Vir‘m dores Creat -r; R:- i r ki P
fiew  Primary Builder Test Validatior roperty Indexes  Create Data  Renarfl/  Relationships jec
- Ky A P Modify Lookups  Sheet Mocres - Delete Mbcro Dependencies
Views Taols ShowMide  Field, Record & Table Bhents Relationships ~
All Access Obje... @ « = “"“‘"""m ; i
Fleld Name Data Type Description (Opticnal
peeh. Pl 1o AutoNumber
e % CustomerName Shart Text v
@ :u\llomeu

@ TIP Because there are several different choices here for
numbers, you might find it easiest to use a Long Integer for
whole numbers and use a Double for numbers with decimal places.

@ TIP If you know which field(s) would make a good choice for a
unique primary key, select the fields and click the primary key
button. A primary key must be unique for each record in the table and
cannot be null (blank). You can use more than one field to create a
composite primary key, where each field doesn’t contain unique values,
but the combination of fields will always be unique.
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Creating a table in layout view

The layout view in Access can be used for tables, forms, and In layout view, Access automatically adds a unique AutoNumber
reports, and it enables you to make design changes without primary key, called /D, to your blank table design. After working
using the more complex design view. You can make changes in the layout view, you can always switch to the design view to
and, at the same time, see how the design will finally look. In refine your choices.

layout view, you have less control over detailed choices, but
you have a faster and more intuitive interface through which to
interact with the table.

21
-

=] OrderPracessing : Matabase-
HONE CREATE EXTERNAL DATA DAT|

Create a table

; E BEE m RE
1 ClICk the Create tab' Apthuu Toble Table SharePoint ng: Query ¥ 3 4
2 Cllck Ta ble. Templates Tables Queries
3 Click the Click To Add drop-down list. e Coat o eeettTY _‘
4 Select a data type. Sliee et .;:1:‘;, ] E’.ﬁ i 3_'” o 42,
. . . . ia. @ «|| 3 Toe o e
5 Replace the default caption Fieldl with a name for the field. i oacs s 'p‘ o A
*
Tables E
6 Click Save. N
7 Provide a name for the table, and click OK.
| |
®Ed G ) TABLE 10015 o ing -[Patabace- CALL i -
h HOME  CREATE  EXTERMALDATA  DATARAKETOOLS  FIELDS | TABLE Andiew Couch -
E FEF SR H| =8 B
Table Before Before After After  After Named Relationships Object
Properties Change Dalete  Insert Update Delete  Macro~ Dependencies
Pioperties _Defore Events After Events Named Macr Relationships -
S’:\Jl Access Obje... v'; B hh\; ~ | ContactName | Click fo Add = Field List %
Towis S |H e
0 Customers e Eriew.
B Table S—
==
@ TIP At this point, you will find it easier both to close the Field

List pane on the right and to switch from the Table Tools tab to

the Fields tab, which displays the full set of choices for setting
properties on each field.
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Change field captions and descriptions

1

2
3
4

Click the Fields tab.
Click the ContactName field.
Click Name & Caption.

In the Enter Field Properties popup window, change the Caption
field to Contact Name, and for the Description type Name of com-
pany contact.

Click OK. The title for the column is now displayed with a space via
the Caption property, and the description will be displayed on the
lower left on the status bar.

@ TIP One of the most common field data types to add is Short
Text. The default field size is 255 characters (shown on the
ribbon below Default Value). If you need only 20 characters, reducing

the field size can help prevent you from accidentally storing more
information than can be displayed—for example, when you have
positioned a field on a form or report to be a specific size. Otherwise,
do not worry about making it smaller just to save space.

Creating a table in layout view: Change field captions and descriptions

3

4: CREATING A DESKTOP DATABASE

1
|

T2 & 12 =
2] vessha
View | Shot Nomber Cunenc

Views, Add & Delele

All Access Obje... ® «

[ =] > = I.mum
HOME  CREATE  EXTERNALDATA  DATABASETOOLS | FELDS | TABLE

- ote |
ot Fit More Fields - &

fio B] Ot [shorTen

x
ield Li x
R cick o Add - Field List

Tables
B contact
B cutones

IdiE (new)

No ficids awallable to be added
o the cument view.

Hame Contacteme

Caption | Contact Hame

Desaiption Name af company cantact
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Working with data parts in layout view

Data parts, which are shown in layout view in the More Fields
drop-down list, allow you to quickly add one or more fields to
a table from a list of prepared fields. For example, adding an
Address will add the fields Address, City, StateProvince, ZipPost,
and CountryRegion to your table.

Add a data part

1 With a table open in layout view (for the Customers table in our
example), click the Click To Add box at the right of the datasheet.
The cursor will then be positioned to add the new fields at the end
of the datasheet.

Click the Fields tab.
Click More Fields.

Scroll down the list of available fields, and click the Address field.

i H W N

The new fields are automatically added to the design of the table.

50 Working with data parts in layout view: Add a data part

You can also select any number of existing fields that you have
added to a table, and add them to this list of data parts so that
you can easily add those fields to another table.

3 21
|

[l E lmr-mm o Database- CALK 3 7 -8 %
HOME CREATE X TERNAL DATA DATABASE TOOLS FELDS TAHRE Andrew Couch ~

b.(‘ AB 12 [ W Dste & Time E F £ bl at. 3 ';f

Yes/No R 4 s
View  Short Number Currency 1 v Wem Validation
~ | Tor L. More Fields + X . s
Views Add& 107 Propertics Formatting Field Validation ~
2 Da *

s @ ¢ e :

All Access Obje . WGy Field List %

Searen. ri

Tables =@ ate
@ contaes E3 Long Date

I custamens ©  Time gm/pm

N ficlds available to be added
o the curtent view.

©  Medium Time

=

<

[N RS

On/off

Quick Start
[l Address I

5

: fatabase- C:\Uy i .. 1) SO

TABLE TOOLS or
HOME  CREATE  EXTERMNALDATA  DATABASETOOLS  FIELDS  TABLE

Andrew Couch ~

b as 12 [ Bowestme g Dnumencoion PR Reaured (5
= B Yo X | 22 DefoultValue % Unigue =
View  Short Number Currency Delete | o ! Mer Validstion
- Ten 73 Field Size | 255 ; e Indexed
Views Add & Delete Properties Formatting Field Validation ~
All Access...© « || 3 custones o e
- i D Customerame + | Address '+ City '+ State Brovince = 2P postal g Field List ol
g e (New)
Tables Ho tields m le ta be added
B o to the ur
T customens
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Create a new data part

1 With the table in layout view, click the titles of one or more fields.
(If necessary, you can use the Shift key to select multiple fields that
are next to each other.)

2 Click the Fields tab.

3

4: CREATING A DESKTOP DATABASE

2

E g 5 ¥ o
HOME  CREATE

b a 12 &2

View  Short Number Curency
- Ten

Delete

XIERNALDATA  DATABASE TOOIS
3 Date & Time LI
P vesmio X B oetaut value

| ZE

FIELDS  TABLE

[Z] Name & Caption

H

© 00 N o un

Click More Fields.

Scroll to the bottom of the list, and select Save Selection As New
Data Type.

Type a name for the data type.

Type a description for the data type.

Select a category in which to display the data type.
Click OK.

In the message that appears, noting where your new data type has
been saved in the file system, click OK.

10 If you click More Fields again, you can see that your new data type

has been added to the list of available data types. You can now
add this new data type to a different table by following the steps
described in the preceding exercise, “Add a data part,” on page 50.

Your template has been successfully saved as
‘Ch\Users\Administrator\AppData\Roaming'\Microsoft\Templates\Access\Contactinfo.aceft’

Views _Add&| 10" Scientific
All Access...® « || 2 0 Dateand Time
[ -l B Sshort Date
Tables & (™ @@ MediumDne
3 contads

B customers

Check Box
M YesrNo

/oK
Quick Start
Address
Category
Name
Payment Type
Phene
Pronty

Start and End Dates

EPPEFEEFEER

C Field »
Recore - arch
B o o Dt Ty

Mame:
Contactinfo

OrderProcessing - Datah:

x bl

Description:

Contact Information

Category:
User Defined Typesi

Instantiation Form:

Learn more about advanced template properties.

QK 9
Was this information helpful? I
By Status L1
i Tag Contactinfo
Contact Information

User Defined Types

]
Ei Contactinfo 10

Working with data parts in layout view: Create a new data part 51

www.it-ebooks.info


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

4: CREATING A DESKTOP DATABASE

Creating a table by using application parts

Application parts are predefined templates for creating popular ~ Choosing an application part can add several objects into your
layouts by using different Access objects. Depending on the part database, including supporting forms and reports.

you select, you could have a series of steps that further integrate

the chosen part with your application. These parts can enable

you to add a great new feature to your database with minimum

effort, although the choices for tables here are quite limited.

| |
- - 23] B 9 @] 5 OePracessing: Database- € Dacuments\Or ing.accdh [Access 2007 - 2013 file format) - Access T S
Add an app||cat|on part o e — A o
, BEem RE B80T O g™ Joli.
1 Click the Create tab. RERE "™ oo, it |, gy | PO e ok B e g | " et M i
Blank Forms Forms. Reparts Macros & Code A
2 Click Application Parts. = =5 E EE
TRight 1Top 2Right 2Top
3 Select an application part. P Q —J WJJ
4 In the Create Relationship popup window, select the table to relate .m] T:]
. . . . . Quick Start
this part to, if one is available, and click Next. 2 D = =
(continued on next page) uj D s

Create a simple relationship "/

You can specify a relationship that would be created when Microsoft Access imports the new template,

One 'Contacts’ to many Tasks'.
CAUTION If you decide to use a primary key, such as an ID, ® [contacts vl
rather than, for example, the contact name, you will need to One Tasks ta many ‘Contacts'
later use the table design view to adjust your lookup field width O [contadts |
because the drop-down lookup box has 0 width when it is a numeric ) Thereisno reationship.
key field.

52 Creating a table by using application parts: Add an application part
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Add an application part  (ontinued

. Choose the looku |
5 Choose the field to look up. R ‘ v
6 Type a name for the |OOkUp column. \‘:v\f:;;hyc‘]ﬂlg‘n(l;n;t‘ii:lstheva\uethatyou want to be included in your loakup? This will be the column that you will see
7 Click Create. Field from "Contacts’
ContactName v 5

8 Three new design objects have been added to the database. A
9 The new lookup field now displays data from our existing Contacts e .

table ‘What name would you like for your [ookup column?

Contact]| 6

Do you want to store multiple values for this lookup?
[] Allow multiple values

7

9

BH= 9- - = TAELETGOS  OnderProcessing: Dalabase- C\UksersAdminisbiatorDos... 7 = & X
HOME | CREATE  EXIERNALDATA  OATAGASHROOLS  FIELDS  TABLE Andres Couch =

b = b W
o

P <5 Madule

@ TIP Access supports lookups that can store multiple values.
This feature saves you from creating additional tables, which
would otherwise be required to hold the multiple selections. In the

example, we could have made this selection store multiple contacts

against a single task.

Class Module

HEES D o =
= 0 -] Contad Task Title: - prionty - Status - Description - | Startbate - | D1

= 1 Test (2) Normal  Not Started
* (Mew) | Peter Jonas (2) Narmal  Not Started

@ TIP Itis also possible to create your own application part to

allow you to quickly add a set of objects to your database. The
following article from the Access Team provides details on how to do
this: blogs.office.com/b/microsoft-access/archive/2010/03/31/access-
2010-application-parts-and-quick-start-fields.aspx.

Creating a table by using application parts: Add an application part 53
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Adding a primary key

It is recommended that every table has a primary key. This key
enables you to create relationships between tables of data. If
you can't easily decide on a key, when you first save a new table
Access will warn you that there is no primary key and will then
add one if you agree to having an automatic number for the
primary key.

Define a primary key in design view
1 Right-click the table in the navigation pane.
2 Select Design View.

3 Select one or more fields. (Use the Ctrl key, and click the field selec-
tor to pick multiple fields.)

4 Click Primary Key.
Click Save.

A CAUTION To be part of a primary key, each field forming

part of the key must be given a value and must not contain
NULL (no values). The combination of these fields must also be unique.

@ TIP  Web Apps support only numeric primary keys (normally
AutoNumber data types), so this is a good choice if you later
want to move your application to a Web App.

54 Adding a primary key: Define a primary key in design view

The primary key needs to be unique for every row in the table,
and it can consist of one or multiple fields. The primary key
must be given a value before the record can be saved, which

is another reason why AutoNumber data types (an automatic
sequence of numbers) are a popular choice for the primary key.
The primary key can be added or changed in both design and
layout views.

BH®® ¥+ = OrddProcessing: Database- C db (Access 2007 Access T -ex
HOME | CREATE  EJTERMALDATA  DATABASE TOOLS Andecs Couch =
W X qa ke y Ve Selectic = New 3 Totaks
i dopy L Desce DAdvanced s 5 Spaling s B I U |44
o fhemat - ot W To ter | ay. 3X Delete ~ EEM A - o
View ciptlars Sort & Filter Records Fing Test Formaiting -
All Access... P «
Search_ )
Tables %
B contads
I custemer
EER
Forms B, Design View
B TaDeli lmport v
q wao Bpot f
® Renapy
Hide in this Group
Delete
o Cu
[
[E] Table Propert
TABLE TOOLS \g: Database- CAUsers\ Poturdent T e
EXTERNALDATA  DATABASE TOOLS DESIGN Andresf Couch =
£= Insert Rows =
§ = =75
3 Delete Rows Iroary P oh_“’l
dation “pm operty Inderes o s e
5 Modify Lookups  Sheet Dependencies
Toals ShowHide Relationships -
Customers
Ficld Name Data Type Description (Optional)
o AutoNumber
| CustomerName Short Text
| Address Short Text
| Gty Short Text
StateProvince Short Text
| zepostal Short Text
c Short Text
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Improving performance by indexing data

If you went to a bookshop to find a book and started searching
the bookshelves as you walked in, beginning with the first shelf,
it would take a long time to find the book you wanted. Books
in a shop are grouped together, often by topic, to make this
task easier. This is the idea behind an index—you can find the
book quicker by looking only at the shelves in a specific group.
Indexes speed up data retrieval.

Access will automatically add indexes to your foreign key fields
when you create relationships. You can add other indexes manu-
ally to improve the speed of retrieving data, but this also intro-
duces a slight overhead when updating data. This is because
editing the data can change the indexed value (which Access
needs to maintain). Indexes work best on fields containing many
different values.

1 2

Create an index

B A b TABLETOOLS O ing : Database- CAL Documents.. 7 — & X
1 In the table design view, locate the field name you want to index. EI sowe  cneate  pxieenatoaral - oaramstoors | orsion e Couch -
. . . . . i E B & =5 B
2 In the Field Properties section, select an Index allowing duplicates. v _ ey i Cebea B R One]
Views Taols Shew/Hide Field, Record & Table Events Relationships A
3 You can display and manage all indexes in a table by using the All Access,..® « || Z oomes x
o 2 m Field Nar ;\umwu:t:::w' Deseqotion (Optional)
Indexes popup window. T T
3 cusomens City Shart Text
T Tasks StateProvince Short Text
Fomns & ZIPPostal Short Text
M raskoctains CountryRegion Short Text
- r;,;pg. DatelastRevised Date/Time

TIP Don't bother indexing tables with less than several

]

thousand entries. Don't index fields that have few distinct I TAGLETO0L
) " . — R ol -
values—for example, a Yes/No field. Don’t index foreign keys; Access = ;ME — Dmfm“ s — = mm
will do that for you. Indexes are best added when a query or report is Viow | iy S — s todeses | € el R sl

slow, and after adding the index, you can check to verify that the query
is faster as a result of having added the index.

Genenal |Lookup)
Format

Input Mask:
Caption

Default Value
Valigation Rule
Validation Text

..........

Show Dite Picker

Field Properties

Anindex 5

the field,

[¥es (Ho Duplicates)

For ates

hes and sorting on
spdates. Selecting

3

All Access...®

B odityLookups | s

oo
AETT

Macros=

Delete Macta

Field, Recora & Table Events

Dependenc
Relationzhips

- Fig gz
211% [ip
N

Index Name

Indexes: Cush

Field Name

Sort Order

_[ption (Opticnal)
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Validate that data in a field is of the correct type

You can validate the data entered into a field in the following ways:

m  Choose the correct data type for the field. (If you choose a
Date field, you can enter only valid dates.)

m  Make a field required (you must enter a value for the field).

®m  Use an Input Mask to ensure that information, such as a tele-
phone number, is entered in the correct pattern of digits.

®m  Add a validation rule, which allows more complex logic to

Make a field required and add an input mask
1 Set the Required option to Yes to force the entry of a value.

2 C(lick the Input Mask build button to open the Input Mask Wizard.
3 Choose an appropriate input mask.

4 Click Next.

(continued on next page)

@ TIP Allow Zero Length means that when you have a required
text field, a user can type “” (empty string), which will be

considered sufficient as a required value. If you do not want to allow
this, set Allow Zero Length to No. Unless the field is required, you are
unlikely to want to set this option to No.

check that the values are correctly entered. There is also

an option to add a default value for a field, which can help
with validation.

®m  Make the choices for the field by selecting from a list
of values, either by using a specific (hard-coded) set of
values or by looking up the values from another table.

You can combine these techniques to provide the required level
of data validation.
3 4

] : TRELE o0
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN

=

View

Andrewe Cauch

Bg Lew
Relationships  Object

Dependenties

All Access...® «
seoren. 2l 1o
b # Custor
T8 contans i
3 customess | oy
B e StateProvinge
Forms ®
T raskDetaits

B reskos

Customers
Field Name

Mame

Short Text

short Text
Short Text To see fpum  selecter mask works, use the Try It
Short Text To chibre the Input Mask s, cick the Bt st butf

ZIppostal

| CountryRegion
DateLastRevised
TelephoneNumber

Short Text e
short Text
Date/Time
Short Text T |1 et b

|short Teve

Tyl ||
=7 Edtyst Cancel wext> | | poah
5 —
2
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Make a field required and add an input
mask (ontinued)

5 Alter the pattern used in the mask if required. (At the end of this exer-
cise, we have provided details of the mask symbols and their meaning.)

Change the placeholder character if you want a different symbol.

6

7 Click Next.

8 Select whether any symbols in the mask are stored with the data.

9 Click Finish.

10 This mask is now displayed in design view for the selected field.
The Input Mask consists of four sections, each separated by a semi-

colon (;).

¢ The first part contains the mask. See the upcoming table for a
description of what can be entered in the mask.

¢ In the second part, 0 means store any literal characters, and 1 or
blank means do not store literal characters.

¢ The third part specifies the character to be displayed in each
position when you type into the mask. To use a space, enclose it

in double quotes (" ).

4: CREATING A DESKTOP DATABASE

Do you want to change the input mask?
Input Mask Name: Phone Mumber
Input Mask: CEE 5

What placeholder character do you want the field to display?

Placeholders are replaced as you enter data into the field,
Placeholder character: | v 6

Cancel = 7

How do you want to store the data?

(7 With the symbols in the mask, like this:
(6553) 37077604

(@) Without the symbols in the mask, like this: 8
.8738135?05 :

Cancel < Back Finish 9

10

TelephoneNumber Short Text v
Field Properties
General | Lookup
Field Size 20
Format
Input Mask \[2999°) 00090009;; |

Caption

Validate that data in a field is of the correct type: Make a field required and add an input mask (continued)
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Add a field validation rule and default

1 Type a value or expression for Default Value. (Date() is today's date.)

2 Type a rule to check that the data is valid. 0

3 Add a text message to help the user when invalid data is entered,
and save your design.

@ TIP The validation rule also includes a build button (...), which
can provide additional assistance in creating more complex
expressions. #
[:ZNE] - - AELE OO OrdesPracessing: Database: Clsers\ Administraton Documents\. 1 — & X
View P t s Property Indexes
All Access,..© «|| 3 customers x
Field Name Data Type Description (Optianal) -
orch #lleip AutoNumber ?
Vabhas % CustomerName Short Text
B cortads | address Short Text
T3 customers City Short Text
Foems & ZPPostal Short Text
e CountryRegion short Text A
: - DateLastRevized Date/Time
Bl ranos TelephaneNumber Short Text
DatelastContacted Date/Time v
a
ot b . &
s
3 <
>

Digit (0 to 9, entry required, plus [+] and minus [-]
signs not allowed). Example: 000 enters a number
987; 98 would not be allowed.

Digit or space (entry not required, plus and minus
signs not allowed). Example: 999 would allow both
987 and 98 to be entered.

Digit or space (entry not required; spaces are dis-
played as blanks in Edit mode, but blanks are
removed when data is saved; plus and minus signs
allowed).

Letter (A to Z, entry required). Example: LLLL would
allow the code DUCK but not DOG.

Letter (A to Z, entry optional). Example: ???? would
allow both DOG and DUCK.

Letter or digit (entry required). Example: AAA would
allow the code 99A but not 99.

Letter or digit (entry optional). Example: aaa would
allow both 99A and 99.

Any character or a space (entry required). Example:
00&00 would allow 53/22 but not 53/2.

Any character or a space (entry optional). Example:
00C would allow 99B but not 9B.

Causes all characters to be converted to lowercase.
Example: <LLLL would save Duck as duck.

Causes all characters to be converted to uppercase.
Example: >LLLL would save duck as DUCK.
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Description (examples are for first part of the 1

mask)

[ K- = TABLETOOLS O 9: Databace- CAUsers\Admis e N B
HOME CREATE EXTORNAL DATA DATABASE TOOLS DESIGN Andrew Couch =

! Causes the input mask to display from right to left, 0
rather than from left to right. Characters typed into bl

Views Toul! Relationshios a

the mask always fill it from left to right. You can Al Access..© «]| B i B ‘ =

b Ficid Name Bata Type Deseription (Optional)

2 g s g 2 A utoNumber
include the exclamation point anywhere in the input T - Ele i

CustomefName Short Text

Address Shor Text
[ oy Short Text
| stateproflinee Short Text
| awwost Short Text
| cauntryffepion Shor Text
| Dateasthevised Date/Time

\ Causes the character that follows to be displayed as = Duutmfovint e
the literal character. For example, \(00\) would show 2 e s
99 as (99).

mask.

Field Properties

un

Characters enclosed in double quotation marks will e
be displayed literally. For example, “CODE-"999,
would display 435 as CODE-435.

.;““[“AL(.EE}... © ‘ \2:.\““
Create a lookup based on values == -
1 Click the Lookup tab in the Field Properties section. e e

Ul

2 Choose either Combo Box or List Box for displaying the value
options.

Choose Value List as Row Source Type.

4 Click the build button for the Row Source.

Séurce of contior dits

5 Type the values as a list of choices, with an optional default, and

then click OK. @ TIP When you define lookups on a field and also use many of

the other validation techniques described here, and then create
a form, the form inherits copies of the defaults and field properties

6 Save your design.

that you have defined on the field. If these values are likely to change,
you might prefer to place the values in a table and look up the values
from the table. Taking time to get these features defined in the table
will save time when you start creating forms.

Validate that data in a field is of the correct type: Create a lookup based on values 59
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Comparing field values by using table validation

Each table is allowed one table validation rule; this rule can
involve a number of comparisons between different combina-
tions of fields.

If your table contains data, you will be offered the option of
validating the existing data. If doing this, first copy your rule to

Create a validation rule

1 In table design view, click Property Sheet.
Click the Validation Rule build button.

Double-click to select fields to construct your expression.

2
3
4 Type into the expression to complete the comparison, and click OK.
5

The validation rule is saved in the table properties.

TRELE 100t O 2 Darabase. C: 1 A%
ICREATE  OXTCRNALDATA  UATABASETOOLS DESIGN Andrew Couch *
1 2= inset Rows F' — = B —_
Q| b P T R
R Moty Lookups | Sheet” Mores -+ eleteMacrs " bependences
Tools Showtide  Fiskd, Record & Table Events Relationshios ~
/[0 cuntomens x
| Fiold Name: Bata Type Deserption (optional) =1 1Operty Sheet L
i othmEar Selectiontype: Table Froperties
CustomerName Short Text Genenal
Address Short Text Read Cinky When Distannes dt: Ho
city Short Text Subdstasheet Expanded  Ho
| StateProvince Short Text L o ?‘;:mmw
| awvostal Shert Text e
CountryRegion ‘Short Text Datasnect
DateLastievised Date/Time e 2
TelophonoNumber Short Text

@ TIP You can use the Validation Text property if you would

prefer to display text rather than the rule when an invalid value
is entered. This property is below Validation Rule in the Property Sheet.

the clipboard, because if the validation fails and you cancel the
operation, the rule will be cleared and you will lose your work in
building the rule.

Enter an Expression to validate the data in this table:
(Examples of expressions indude [field 1] + [field2] and [field1] < 5)

[DateLastContacted] == [DateFirstContacted]

Expression Elements Expression Categories E
£ customers Customerhame ~
f Functions 2‘13’555
i
H u= Constants StateProvince
“-4 Operators ZIPPostal
CountryRegion
DatelastRevised
TelephoneMumber

Property Sheet *
Selection type: Table Properties
General

Read Only When Disconnect) No
Subdatasheet Expanded Mo

Subdatasheet Height Ocm
Qrientation Left-to-Right
Description

Default View Datasheet

Walidation Rule
Walidation Text

[DatelastConta cted‘i» =[DateFirstContacted]

60 Comparing field values by using table validation: Create a validation rule
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Formatting a field

In addition to having an Input Mask property that controls how
data is entered, a field also has a Format property that controls
how data is displayed. Access will pick up your international set-
tings for date/time and currency, and as long as you use one of
the built-in formats, the data will be displayed in an appropriate
regional format.

Format a field
1 Select the field.

2 On the General tab of the Field Properties section, select from an
available format. (The formats shown here are for dates on a system
set with UK international settings.)

The following table provides information for entering a custom
format string.

(space) Display spaces as literal characters.

“ABC” Display anything inside quotation marks as

literal characters.

! Force left alignment instead of right
alignment.

Fill available space with the next character.

\ Display the next character as a literal charac-
ter. You can also display literal characters by
placing quotation marks around them.

[color] Display the formatted data in the color spec-
ified between the brackets. Available colors:
Black, Blue, Green, Cyan, Red, Magenta,

Yellow, White.

4: CREATING A DESKTOP DATABASE

In addition to supporting a list of built-in formats, you can also
use a combination of characters to specify a custom format for
the data. The Format property can also include patterns with
numerical data to display the data in specific colors, depending
on the data value.

1

TABLE TOOLS 7 - 5 %

g Database- C\Users\

BH=E 5 o -
MOME  CAEATE  ETURNAL AT

[=] L =l
5 Object
Bependencies
Relationitie N
x
5 Property Sheet x

horanase Toous DESIGN Andrew Couch =

Views Tool
All Access.,,® « || T cotomen

Field Name Oata Type
£ % 1o AuteNumber
= CustomerName Short Text General
Address Short Text
ciy short Text
StateProvince Short Text
ZIPPostal Short Text
CountryRegion short Text
DatelastRevised Date/Time
TelephoneNumber Short Text
DateLastCantacted Date/Time
Rating Number
DatefirstContacted Date/Time

Deseription (Optional)
Selection type: Table Properties

Resa Oy Wi ectm

oem

O Leftto-Right
Deseription
Default View

Datashest
Valigatien Rule tContacted]s » -

Field Properties

Validation Te
Required

Show Date Picker

@ TIP We have listed here only a few of the basic formatting
characters, and we refer you to the online help for a list of
several tables of choices. In particular, there is an extensive range of
date/time formats, and for numerical values, the format can have up to

four parts (similar to an input mask), each of which can be associated
with a different color, depending on whether the value is less than
zero, zero, greater than zero, or null. For example, it could look like the
following: $###0.00[Green];($#,##0.00)[Red];"Zero";"Null".

Formatting a field: Format a field 61
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Recording changes to text and rich text formatting

The Long Text data type (which used to be called a Memo data field tracks all the text notes you add and allows you only to

type) has two very special features when it comes to format- add notes, and not to change existing notes. The second prop-
ting or recording text. The first is the field property in the table erty is support for formatted text, allowing you to change fonts,
design view, which is called Append Only. When this is set, the such as bold and italics, in your text.

Append Only and Rich Text for Long Text 4

data ; — o AT 75

1 Selectoradda Long Text field. 5 —_:’ N @ b W;;::“Iw - i - - o

2 Change the Append Only field property to Yes.

Description (Optionai)

3 Change the Text Format field property to Rich Text. (You might be
asked to confirm this change, depending on whether your table
contains data. Click Yes to confirm any prompt.)

4 Save your table.

=============

5 Display your table in Datasheet view.
(continued on next page)

62 Recording changes to text and rich text formatting: Append Only and Rich Text for Long Text data
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Append Only and Rich Text for Long Text

data (continued)
6 Type a note.
7

You can also use the formatting options to change the fonts and
color of the text, which is now held in an HTML format.

8 Click the next record to save your changes.

9 Edit the text in the note, and repeat steps 6 and 7 to make a couple

of changes. The note appears to be allowing you to remove or
change the existing text.

10 Right-click the Notes field, and select Show Column History.

11 The field history is displayed in a popup window for the Append

Only Memo.

4: CREATING A DESKTOP DATABASE

9 6

[ TG] B P £10015 01
HOME  CREATE  EXTEANALDATA  DATaBastToOLS]  FIELOS  TaBiE
v T Tosseion] b sbew [ Tou
= Advonced = e [ Speli
View Fiter = Relveh e e
. . Y o X vesete - [FlMoce
Views Cipboud & Sort & Fil Records
Custamers
All Access...® «|[2 B
& D | customerName Notes
Segren. o
1 Test Customer New Note now added

Tables .
B conaas =
0 custsmens

& s

Forms *
B usoas

BB teskos

(New

—10

History of changes for:

Column name: Motes
Table name; Customers

Wersion: 11/12/2012 23:57:29 1 Example note

[Version: 12/12/2012 00:12:30 ] New Mote now added

Recording changes to text and rich text formatting: Append Only and Rich Text for Long Text data 63
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Creating relationships by using the Lookup Wizard

The Lookup Wizard is one of the most powerful features in your main table and the lookup table and provides options to

Access, assisting you to relate data in one table that needs to “Enforce Referential Integrity,” which means preventing users

look up data from another table. from typing values that are not in the lookup table or from
deleting values in the lookup table that have been used in the

The Lookup Wizard will also create a relationship between main table.

Create a lookup 2

1 In the table design view, move to a blank line in the Data Type
column and select the Lookup Wizard in the drop-down list.

is wizard creates a lookup field, which displays a list of values you
ckn choose from. How do you want your lookup field to get its
Blues?

2 Select the option to look up values from another table or query.

3 Select the table from which you will look up a value, and click Next.

(@) want the lookup field to get the values from another table or
guery.

() 1 will type in the values that I want.

(continued on next page)

View P Propery Indeces  Creste Oata
. Sheet Macros -
Views.  Teahs Showide  Feld, Rec e et Relat B
Al Access... «[|= (umm' Id N Data T D tion (Optional) :
ield Name atype escription (Optional -
o Pl AutaNumber
Tabies 2 Contactname Short Text Name of company contact
3 contads DateaBirth Date/Time
B0 customers MobilePhone Short Text
0 twe HomePhone short Text
Forms 2 ||
T ShatTes:
| Long Text Which table or query should provide the values for your lookup
= S Number
Date/Time
' Table: Contacts
Yes/No ETable: Customers 3
OLE Cbject il Properties
Hyperlink
General Loorup Pl
Lalculated 1

@ TIP Lookup fields allow you to look up data from a table or
query or from a set of values that you type. Choosing to type a
set of values works best when you have a set of choices that will not

(@) Tables () Queries

change over time. If you use a query, you cannot tie the tables together
with a relationship. Performing lookups from a table is often the most
flexible choice to make.

64 Creating relationships by using the Lookup Wizard: Create a lookup
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Create a lookup  (continued)

4 Select both the field value to save in the new field (ID) and the field
. . . . just the width of a column, drag its righ the width , o double-dlick th
value to display in the list (CustomerName). Click Next, on the fol- e
lowing screen select any fields for sorting and click Next. 5

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

Hide key column (recommended)

5 Choose whether to show or hide the key column. (Normally, if T
you have two columns selected, you would hide the primary key —@:g’é‘i;‘;::‘”
column.) Click Next.

6 Type a name for the lookup field.

Select the Enable Data Integrity check box to make sure that the

list of customers and contacts that refer to the customers is always e i A

|Cu5torr|erID 6

consistent. Do you want to enable data integrity between these tables?

8 Choose the Restrict Delete option to prevent customers from being ] e G nizaity
(") Cascade Delete

deleted when they are referenced by a contact.
(®) Restrict Delete 8
. P Do you want to store multiple values for this lookup?
9 Click Finish.
Allow Multiple Values
10 C||Ck YeS to save your Changes. Those are all the answers the wizard needs to create your lookup
field.
Available Fields: Selected Fields:
9
City
StateProvince
ZIPPostal
CountryRegion
Datel astRevised
TelephoneNumber “] Contacts
DatelastContacted s Field Name Data Type Description [Optional) B
¥ ip AutoNumber

ContactName Short Text Name of company contact

DateOfBirth Date/Time

Mobilerhone short Text

HumePhune Short Text

CustomeriD | Number [

CAUTION cChoosing Cascade Delete on a relationship can be

quite dangerous. In our example, it could mean that if you
delete a customer, it would delete any contacts for that customer
(depending on other relationship rules). In other circumstances, it
could have a more dramatic impact on the data, so use the Cascade
Delete option with great care!

Creating relationships by using the Lookup Wizard: Create a lookup 65
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Viewing relationships

Relationships sit at the very heart of what distinguishes a data-
base from a worksheet; a relationship is a rule that cannot be
subverted when you are entering or changing data and guar-
antees the consistency of your data (within the bounds of the
rules). The relationship diagram can be a very misleading tool to
work with in any database because it serves two purposes.

First, it is a roadmap you can delete tables and queries from the

View relationships
1 Click the Database Tools tab.
2 Click Relationships.

3 Double-click a relationship line to display and/or change the
relationship.

@ TIP If you have a lot of tables on the relationship diagram,
you can hide them all from the diagram and add just one table

of interest to the diagram. Then, selecting that table and clicking Direct

Relationships (in the Design tab of the ribbon) will display only those
relationships between the selected table and other tables in the
database. This is a very useful feature when you have a complex
database with a large number of tables.

66 Viewing relationships: View relationships

diagram without changing anything. It is a passive picture that
helps you see how tables are related to each other.

The second role of the diagram is exactly the opposite of the
first use. When it comes to the actual relationships between
tables (the lines joining them), the diagram is an active tool that
allows you to create and delete rules (relationships) between
your tables.

2 1

H acessing: Database- €\ |)*\Admln stratar Documents\CrdeProcessing.acedb (Access 2007 - 2011 file format) - Access 7 - B%
HOME CREATE LXTRRNAL DATA DATABASE TOOLS Andrew Couch =

.'
Feo :
n | eetorehivs m,,m

All Access...® «
pearch. rel
Tables ® fiel

3 Contacts raich.
0 customer
I H A RELATIONSHIP 100LS.
HOME CREATE EXTERNAL DATA DATABARE TOOLS DESIGN Andrew Couch =
B = able
B x .
A [x]
Edit G\ Relationship Report  SPOW Close

Table DEJAll Relationships
Toois [o—
All Access...® « |
et 5

Relationships

Contacts
[V
Contacthame
DateOfBirth
MabilePhane
Homesnone
CustomerD hd

Tables 2
= contacts

B customer:

B e

Forms

B reshoetais

B s

Customers

Tio
Customertiame
Addeess -
city v | Customern
Stateprovince
ZPPostal
e

Related Table/Quary:
~ | Contacts

(]

Integrity
[] Coscande Update Related Fiekds
(] Cascade Delete Related Records:

DatelastRevised
Telephonehumber
DatelastContacted

Relatorshp Type:  One-To-Many
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Deleting relationships

When we delete a relationship, we remove something from
the database, but if you delete a table from the diagram, you
are changing only the relationship picture. The table is not
deleted from the database, and it can easily be added back to

Delete a relationship

1 Click the relationship line, which will become thicker to indicate that
it has been selected.

2 Press the Delete key, and click Yes to delete the relationship.

¥ H

4: CREATING A DESKTOP DATABASE

1

the diagram. When you save the relationship diagram, you are

saving only a picture. It is when you delete or create relation-
ships that the database gets changed.

HOME

Relationships

All Access.

Search_

Tables

3 contacts

@ customens
Tas

BF X earlapout

ER) Reationship Report

CREATE

Teals

| Er—

)

Show
Table B0 All Relat

EXTERNAL DATA DATABASHTOOLS
==

Close

Relati

RELATIONSHIP TOOLS

0g: Database- C:AUsers)
DESIGN

T -5 X
Andrew Couch =
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Adding relationships

Access is fantastic for importing data from other sources. After The second type of relationship is one that enforces referential
you've imported that data, you might want to create relation- integrity. This is a special relationship, which also has rules to
ships to existing data. This helps ensure that when new data is ensure that the data in different tables is consistent.

entered, it is consistent. Access allows you to create two kinds

of relationship. The first type simply joins two tables together

and means that when you create queries, Access knows how to

join the tables. This is indicated by a simple line between the

two tables.

Add a relationship 1
|

RELATIONSHIP TOOLS
ECTEJNALDATA  DATABASE TOOLS DESIGN Andeew Couch ~

1 In the relationship design view, if the table is not already displayed E :
in the diagram, click Show Table and select the table from the list of e

By # S Hide Table
available tables. /F:w:pp, a2
2 Double-click the table name to add the table to the diagram (if Al Access. @ [T -
not already displayed). Click Close to close the Show Table popup - F
window. ﬂ - = 7
(continued on next page) Custamend Commenne

@ TIP To create or edit relationships between tables in the
relationship diagram, the tables must not be open in other tabs
or windows. You should create the relationship between fields that are
of the same data type. If you choose to enforce referential integrity,

any existing data in a field that is part of the relationship must be
consistent with the data on the other side of the relationship. For
example, if we had in the Contacts table a CustomerID with a value of
99 but no record in the Customer table with ID 99, we could not
enforce referential integrity.

68 Adding relationships: Add a relationship
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Add a relationship (continued)
3 Click a field on one table.

4 Drag a field onto another table. The Edit Relationships popup
window displays when you drop the field onto the other table.

5 Select the Enforce Referential Integrity check box.
Click Create.

We can see the new relationship line displayed on the diagram.

00 N o

Click Save to save your relationship picture.

@ TIP When a relationship enforces referential integrity, you
will normally see a 1 at one end of the relationship and an
infinity symbol (o) at the other side of the relationship. In our diagram,
you will see a relationship between the Contacts and Tasks table that
does not have these symbols on the relationship line. This is because

that relationship does not enforce referential integrity checking. Most
databases do not have this ability to define relationships that might or
might not have referential integrity. A relationship without referential

integrity does not enforce rules but instead acts as a guide for how the
tables can be tied together when queries are created.

4: CREATING A DESKTOP DATABASE

3 5 6

® d AR 1001
HOME  CREATE  EXTERNALDATA  DATABASE TOOLS sl e Couch
=F = T hide Table
3 X ClearLayout ’:’ e Toth
k- a3 it Relsionips
% FRRelationship Report it
Relationships i Table BB All Relationships
ook Relationships -
E Relationsni x
All Access...® « | =
searete Contact:
Tables :
0
ContadHame
DweOiBirtn . elated ToblefQuery:
MobliEPnonE Costomers Contacts
Cancel
HomePhone Cuflomers 0 ] CustomeniD A
s Custamens — = T
naess [Erorce Referentel ety reve ..
(| Enaende Upcate iteisted Feids|
[ Cancade Dejete Related Records
Relatonship Type:  Ore ToMany
BH® ¢ b 2 RELATIONSHIPTOOLS | O g : Database- C:\U Docu. 2 — B X
HOME  CREATE  EXTERNALDATA  DATABASE Tofus DESIGN Andrew Couch =
.~ e B
XK Chent Lok 1 [= Hide Table
S 5 Direct Relationships
" o
 CelRelationship Regort 11" B2 Al Relationships
sl Relationships -
=5 Relationshiy x
All Access...® « || = sl
S £ Contacts Tosks
Tables 3
o ¥ Contact B
Conlads Contacthame 70
B cw s DateOrBith Clsara TaakTitle
B e Mobiienone A priority
Forme N Homernone el Status
CustamenD | =4 Customesfiame Description
EH TaskDetails ‘ Address
B resns Gty
StatePraninee
Zvpoal
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Working with data
N datasheets

datasheet is a tabulation of your data (it can be based on a table or

a query) through which you can insert, delete, and update data. The
data can be filtered, searched, and sorted. But the humble datasheet
offers a number of more sophisticated features, including drilling down to
display related data in other tables or queries, using subdatasheets , and
displaying summary information.

There are a large number of presentation features in a datasheet. You can
change the layouts adjusting fonts; setting grid row height, column width,
and colors; and by alternating row colors. When altered, the datasheet
layouts can be saved and the datasheet remembers these settings when it
is next opened.

In addition, you can reorder columns and filter rows of data to create
areas of data that you can then copy to the clipboard and paste into other
applications.

You can also switch forms to a Datasheet view, which makes the presenta-
tion capabilities of a datasheet an even more useful feature of Access.

In this section:

Changing Access database options

Moving between records and using
Find And Replace

Altering the presentation by ordering,
hiding, and freezing fields

Sorting and filtering datasheet rows

Deleting, inserting, updating, and
creating summary data for records

Displaying related information with a
subdatasheet

Adjusting column/row height and
formatting

Selecting data to copy and paste

Displaying more information with the
Zoom box

Changing the datasheet presentation
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Changing Access database options

The database options screen enables you to make basic choices
for controlling how you interact with your database, what you
can do with it, and how data is presented. If you have received
an application from another source or constructed a template
that includes application program code, there are also some
special considerations to give to these settings.

Change the default database options

1 To allow macro execution when opening a database, click Enable
Content.

To change the default options for the database, click the File tab.
Click Options.

Click Current Database.

Type a title for your application.

A v A W N

Decide whether you want an overlapping or a tabbed view. (We
suggest that you experiment with both options to see which layout
best suits your needs, using the two options under Document
Window Options.)

7 Click Trust Center.

(continued on next page)

@ TIP If you click the Enable Content button, the next time you
open the database you will not need to do so again. However, if

you use the file system to copy the file, rename the file, or move the
file to a different location, you will be prompted again to enable the
content.

Because macros can be maliciously applied in applications,
Microsoft by default disables their execution. However, in
trusted applications, you will almost certainly want to enable
some of these features. Most developers will choose to disable
trusted locations and enable unsigned macro execution so that
their applications can be used. The choice is yours.

2

HS * NWDatalnly 7 Bx
HOME CREATE
% fscending T - 1

Ry T |

EXTERNALDATA  DATABASE TOOLS

b3
G

X Delete - Windows= | A =3

Views  Clipboard Sert & Filter Records Fing Window Text Farmatting ~

1/ SECURITY WARNING Some active content has been disabled. Click for more details. | Enable Content x

=
1

NWDataOnly
My Documents

. Viwe and ecit databiase propedties

@ Security Warning

Enable o

Content *

and othes secuiity hazards. The

Leam more about Active Content

* Compact & Repair
i Help prevent and correct database file problems by using Compact and
Compact& | Repar.
Repair Dotabase
Gener: " ~
il [ Options for the current dalabase
4 = corenvmanie
Datasheet Applic ation Optiom
Proofing Bl
Langquage
Client Settings
Customize Ribben oy o
ispla
Quick Accass Toalbar s .
Nocument Window Options
N @0 6
7 s Trust Center © Tabbed Documents
@ Uisplay Document Tabs
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Change the default database options (oniinues e
. . Object Designers Microsoft cares about your privacy. [or more information sbout how Microsoft Access helps to protect your privacy,
8 Click Trust Center Settings. Brocfing plecst s L privacy slatenents
Show the Microsoft Access privacy statement
. . | anguage —
9 Click Macro Settings. Clant Setinas e
10 To allow the full features of macros, select the Enable All Macros ;""i'f“‘i“mi""”‘h Security & more
check box, and click OK. . Visit Office.com to leam more about protecting your privacy and security.
Microsoft Trustworthy Computing
. o Trust Center
11 Click Trusted Locations. Ty
. . . . . The Trust Center cnntains security and privacy settings. These settings help keep your e rerrem—
12 To disable trusted locations when opening an application, select the compute secure. e recormmment thet you do not chonge these st Tnst Cony Stings.
Disable All Trusted Locations check box. |

13 Click OK to close the Trust Center window, click OK to close the 8
Access Options window, and then close and reopen your database.

Trusted Publishers Macro Semimgs

Trusted | acations
() Disable all macros without netification
10 Trusted Documents

() Disable all matros with notification

Aekding ) Disable all macros except digitally signed macros
L ® Enable all potentially dangerous eode can run)
I Macro Settings

Message Bar
9 Privacy Options

oK Cancel

Trusted Publishers

Trusted Locations
11 e Trusted Locations:
Warning: Al these Incatiane are treated as trusted sources for opening files. If you change ar add  lacation, make sure
Trusted Documents that the new location is secure.
Aded-ins Path Descnption Date Moditied ~
. . ActiveX Settings Ci\.. Files\Microsoft Office\ Office INVACCWIZ,  Access default locations Wizard Databases
SEE ALSO For further advice on settings related to Trusted S~ ‘ : s
. . Policy Locations
Documents when you are working with macro commands, you Message Bar !
might also want to refer to Section 12, “Introducing the power of Hra D=
macros,” starting on page 219. B et
Date Modified:
Sub Folders:

@ TIP There are two aspects of trust that you can manage: first 12 S et e SU Ty SR s onnRs]

{¥| Disable all Trusted Locations
is the location of a file (Trusted Locations), and whether the —

13
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application should be allowed to execute certain macro commands or
VBA programming code.
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5: WORKING WITH DATA IN DATASHEETS

Altering the presentation by ordering, hiding, and freezing fields

A datasheet consists of a number of rows of data; the rows are
composed of columns (or fields). Without actually changing the
design of a table, you can manipulate the datasheet to reorder,
hide, and freeze columns. (Even when you scroll the datasheet
to the left or right, the frozen columns always remain in view.)

Order columns

2

The ordering of the data rows is controlled by filtering and sort-
ing, discussed in "Sorting datasheet rows” on page 77 and "Fil-

tering datasheet rows” on page 78. Note that the terms column
and field have the same meaning.

1 Click the column heading.

Hort

BEH® S 2 ind Sample Database TABLE 100LS. W LI
HOME  CREATE  EXTERNAUDATA DATABASE TOPLS FIELDS TABLE Andrew Couch ~
2 Drag the column to a new position. N B |
¥ | e Stch |\
- = Windows = o~ &
3 When closing the datasheet click Yes to Save the Settings Views Clipboara ru Sort & Filter Recoras) Fing vindow Text Formatting -~
! * = o«
All Access Qbje... = P _ B %
Tables = n v - + + - —
- J—— irst Nam - | T = Title ¢ - Birth Date - Hire Date - Address City - |Region)
B i @ fkim Sales Representative | Ms. 08-Dec 1968 01-May-1392 507 - 20th Ave. E. Seattle WA
. & Mazem Vice President, Sales  Dr. 19-Feb-1952 14-Aug-1992 908 W. Capital Way Tacoma WA
T emoloyees + Quka Sales Representative  Ms. 30-Aug-1963 01-Apr-1392 722 Moss Bay Blvd. Kirkland WA
OO oraer Detaiis #fahmad  sales Representative  Mrs. 19-5ep-1958 03-May-1993 4110 0ld Redmond Rd. Redmond WA
B oen # fHumberto | Sales Manager Mr. 04-Mar-1955 17-Oct-1993 14 Garrett Hill London
W s # fGustavo | Sales Representative  Mr. 02-Jul-1963 17-Oct-1993 Coventry House London
B s 4 pilar Sales Representative  Mr. 29-May-1960 02-Jan-1934 Edgeham Hollow London
newes Inside Sales Coordinata s 09-1an-1958 05-MAr-1994 4726 - 11th Ave. NE.  Seattls WA
) Employees - DO x pRd London
[~ TFirst Nam - [Title ¢ - Title. I BithDate - HireDate -|  Address [ cCity - Region|
| 1= xim Ms.  |SalesRepresentative | 03-Dec 1968 01-May-1992 507 - 20th Ave. E. Scattle WA
| & Hazem Dr. Vice President, Sales | 19-Feb-1952 14-Aug-1982 908 W. Capital Way Tacoma wa "
| @ uka Ms.  |SalesRepresentative | 30-Aug-1963 01-Apr-1992 722Moss BayBlvd.  Kirkland WA
| ® ahmad  mrs. SalesRepresentative | 19-Sep-1956 U3-May-1993 4110 Ridgadmand mon
| |® Humberto Mr. sales Manager 04-Mar-1955  17-0¢t-1993 14 63
| % Gustavo Mr.  |SalesRepresentative | 02-Jul-1963 17-Ocl-1993 Covel
| @ piar M. Sales Representative | 29-May-1960 02-Jan-1934 Edgefl  (Ji Do youwantto save changes to the layout of table Empioyees ?
# Gudmundu Mms. Inside Sales Coordinato, 09-Jan-1956 05-Mar-1994 4726 S
# Temy Ms.  |SalesRepresentative | 02-Jul-1969 15-Nov-1994 7 Ho | T Ho Cancel
|
*
[Recors: 1 <[1ots | v m» Gustavo

TIP You can use the Shift key to select multiple columns,
which you can then move as a group.

)
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Hide and unhide columns
1 Right-click a column heading.
2 Select Hide Fields to hide the column.

3 Select Unhide Fields to display a full list of columns, which can then
be hidden or unhidden.

4 In the Unhide Columns popup window, select the columns to hide
or unhide, and click Close.

Freeze and unfreeze columns

1 Order your columns with the columns to freeze on the left.
2 Right-click the rightmost column, and select Freeze Fields.

3 To unfreeze all fields, right-click any column and selectUnfreeze All
Fields.

TIP After choosing to hide/unhide or freeze/unfreeze
columns, when you close the table you will be prompted to save
your changes. Doing so means that the datasheet will remember your
choices.

@)

5: WORKING WITH DATA IN DATASHEETS
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Altering the presentation by ordering, hiding, and freezing fields: Freeze and unfreeze columns
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B Emploffees - N x
Employee | - |Last Nam - | First Nam » Title ¢ + = Bl nirth nata - | Hire Date + Address
0 1 Abercrombi Kim Ms. |SalesRepr 2 SomAtZ 58 01-May-1992 507 - 20th Ave. E.
- 2 Abolrous  Hazem  Dr. Vice Presi¢ 5] SortZtos 52 14 Aug 1992 908 W. Capital W
+ Sales Repr [z Copy 53 01-Apr-1992 722 Moss Bay Bl
& Sales Repr 58 03-May-1993 4110 0ld Redmon)|
= . Sales Mani 55 17-0cl-1993 14 GarrelL Hill 2
o) Elepores o | 1| |SalesRepr * } Field Width 53 17-Oct-1993 Coventry House f
@ & taer Sales Repr Hide Frelds =
+ ] Firsthame InsideSale  Unhide Fields R 1
=+ v 5 -NOv- |
| [¥] Titke OF Courtesy Sales Repr B FreezeFields 59 15-Nov-1994 7 Houndstooth R
" ] itle
4 (@) Dirth Date Unfreeze Al Fields 3
[¥] Hre Date 4
i
] Addrene # Ein
[ ity “f9 Insert Field
[¥] kegon -
|+ Postal Code
] Country [ Rename Field
[¥] Home Phane % Delete Field
[¥] Cxtension
8 sreees 2
Close
Reword: 4 109 r oMK 4 Search 4 14
i Employees - O x
Employee | - LastNam - FIfSE] ., . PR Title - BirthDate -~ HireDate - Address
; z} sona
® 1 Abercrombi Kim T — presentative U8-Dec-1968 U1-May-1992 507 - 20th Ave. k.
" 2 Abolrous | Haze *+ 2tZtoA sident, sales  19-Feb-1952 14-Aug-1992 908 W. Capital w4
B 3 Abrus Lukd B3 Copy presentalive  30-Aug-1963 01-Apr-1992 722 Muss Bay Blvi
'- 4 Abu-Dayah | Ahm % presentative  19-Sep-1958 03-May-1993 4110 Old Redmon|
E 5 Acevedo | HUM g, anager 04-Mar-1955 17-Oct-1993 14 Garrett Hill
® 6 Achong | Gust presentative  02Jul 1963 17 Oct 1992 Coventry House
ide F
+ 7 Ackerman | Pilar Hrde frelds presentative  29-May-1960 02-Jan-1994 Edgeham Hollow 2
L 8 Adalsteinss| Gudi Unhide Frelds ales Coordinato  09-Jan-1958 05-Mar-1984 4726 - 11th Ave. 1
2 9 Adams Tern [ Freeze Fields pressotative Qo.luligs0 dc ol " -
* (New) Unfreeze All Tields 1
M Find.. 3
Y Insert Ficld
®] Rename Field
% Delete Field
Rewid W <[1of9 | » Wb Search < v
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5: WORKING WITH DATA IN DATASHEETS

Moving between records and using Find And Replace

When you are working with datasheets and forms, the naviga-
tion control on the bottom left of a datasheet layout allows you
to move forward and backward through the data, one record at

a time, or move to the first or last record. The Record Number
box also allows you to move directly to a specific record by

typing the record number to be displayed.

EH®S® Northwind Sample Database: TABLE T00LS W A%
Move between records e | o _commes s | O
v Hascending Vi [ o b T £ [coe n
1 Click the forward icon to move to the next record. Ve | g MOmedng B | e 2 my S |2 L 1=
. A= R L it Form Windows - § - ===
2 Click the last record icon to move to the last record. All Access Obje...© « [ o - .
Tables 2 - — s . . a
Categodies Employee| - Last Nam - | First Nam - Title Title ¢ - | Birth Date - | Hire Date - Address
3 In the Record box, type a record number and press Enter to go to a - : L Avercoml Kim SalesRepresentatve Mz 06 Dcc 1565 01 May 1952 507 20th Ave. .
f d : st il 2 Abolious | Hazem  Vice President, Sales  Or. 19-Feb-1952 14-Aug-1992 908 W. Capital Wy
SpecITIC recordqa. EEr 3 Abrus Luka Sales Representative  Ms. 30-Aug-1963 01-Apr-1992 722 Moss Bay Blive
p @ oraer oenais 4 Abu-Dayah Ahmad SJ\CEHc:rL‘ZENJhVL‘ Mrs. 19-5ep-1958 03-May-1993 4110 Old Redmon|
B ondens EAcevedo  Humberto Sales Manager Mr. 04-Mar-1955 17-0ct-1993 14 Garrett Will |
B oo 6 Achong Gustavo  SalesRepresentative  Mr. 02-Jul-1963 17-Oct-1993 Coventry House
7 Ackerman  Pilar sales Representative M. 29-May-1960  02-Jan-1994 Edgeham Hollow
TRY THIS The PgUp and PgDn keyS are aISO helpful When you @D snippers 8 Adalsteinss Gudmundu Inside Sales Coordinato Ms. 09-Jan-1958 05-Mar-1994 4726 - 11th Ave. N
. . B3 suppliers | 9 Adams Temnry Sales Representative  Ms. 02-Jul-1969 15-Nov-1994 7 Houndstooth Rd
are browsing through a list of records. * New)
| Recorat cql ;_!m—l__ o [Bearch. V|
| | | | | |
1 |
Search through records 2
1 Type a value in the Search box, and press Enter. % @ : THTTEE
HOME 'CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Andrew Couch =
. . . % Bliscending v | [ smNew X %
2 Press Ctrl+F to display more advanced searching options. b RS Y v R |
View e, Filter g Rﬂru X tuete - 1 ind
All Access Obje... @ « ||
Tables R s
B Cotegorics First Nam - Title
2 ® Kim sales Representati
8 cutoes ® Hazem  Vice President, Sal
= employees ® Luka Sales Representati e =
T order Detaits o Ahmad  SalesReprasentatn| | "9 Whet |BEIE CIRN. . L
0 Orgers ® Humberta Sales Manager o
oducts - ook I =
i :m" ® Pilar Sales Representatill | . oy PartofFed |w
: ¥ Gudmundu Inside Sales Coordi
@ TIP The Find And Replace option provides a number of more i || T IT Chgmn seme
advanced searching features. For example, the Look In drop- )
down box allows you to focus a search in the specific column that you

are working in.

76
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5: WORKING WITH DATA IN DATASHEETS

Sorting datasheet rows

Access is a very powerful tool for filtering and sorting your With a datasheet, you can use the columns independently to
data rows to show a subset of all available data. In Section 6, sort the rows. The sorting order is always read from left to right,
"Selecting data using queries,” we will see how queries extend and sorting by multiple columns is supported.

the ideas described here to offer support for even more flexible

techniques.

Apply a sort on a column 1 2

1 Select the column. = hployees _ o x
. . Employee | ~  Last Nam FilslNami‘"A_"' . - + | Birth Date ~ Hire Date ~ Address
2 Right-click the selected column, and on the shortcut menu, select - sadams |Temy | ir AP e R v e Er———r——
either Sort AToZ or Sort ZTo A 7 7 Ackerman | Pilar Alf SertZton intative  29-May-1960 02-Jan-1934 Edgeham Hollow
] 3 Abrus Luka E® Copy :ntative 30-Aug-1963 01-Apr-1992 722 Moss Bay Blv
H 1 Abercrombi Kim 3 :ntative 08-Dec-1968 01-May-1992 507 - 20th Ave. E.
2] 5 Acevedo | Humbertc [ET— r 04-Mar-1955 17-Oct-1933 14 Garrett Hill
= 2 Abolrous | Hazem 7 T i, Sales  15-Feb-1952 14-Aug-1992 S08 W. Capital Wa
= 6 Achong Gustavo Hide Fields :ntative  02-Jul-1963 17-Oct-1983 Coventry House
= 8 Adalsteinss Gudmund Unhide Fields ocordinato  09-Jan-1958 05-Mar-1994 4726 - 11th Ave. N
= 4 Abu-Dayah | Ahmad | [ FreezeFiclds intative  19-Sep-1958 03-May-1993 4110 Old Redmon
£3 (New) Unfreeze Al Fields
# Find..
. . . . . U nsert Field
@ TIP The sorting order of fields is applied from left to right, Lo
and fields for sorting do not need to be next to each other, o RepameFicld
although this can make it easier to perform a sort on multiple fields. X DeleteField
1 C||Ck RemOVe Sort on the ribbon. BEHQ S &= MNarthwind Sample Database TABLE 10015 W 7
HOME CREATE ERTERMAL DATA DATABASE TOOLS FIELDS. TABLE Andrew Couch ~
s YHE G 2 A E B T
Ve P | P oSl Y T XDdete - B Y By - R e A | EwE| @
Views _ Clipbosra - sona Fines necords Find window Test Formating " ,
e (i |ClesrAiSorts
fI\‘I‘LI.:\‘cceh Obje... . - pEmm T mow
B cotegories [ Temployec| - |LastNam - First Nam - | Title ¢ - |} Title Ul BirthDate - | HireDate - | Address |
B customers | & Adalsteinss Gudmundu Ms. Inside Sales Coordinato, 09-Jan-1958 05-Mar-1994 4726 - 11th Ave. N
@ TIP The shortcut menu does not have an option to remove a e B S I s heaeotn i
. . Order Details # 7 Ackerman  Pilar Mr.  |SalesRepresentative | 29-May-1960 02-Jan-1994 Edgeham Hollow
sort. When using the ribbon to remove the sort, you can see B owmn s 6acrong  cutvo i, [Saleseprosentive | o2.ul 1363 17-0ct 1993 Coueniry House
B . . roducts B 4 Abu-Daysh Ahmad Mrs. Sales Representative 19-Sep-1958 03-May-1993 4110 Old Redmorny
that it also supports options to apply an Ascending (A to Z) or Lk | Saonss ke s, [ERTRIRN - s o1 Aovissz 772 o Bey Bivd
. & 1 abercrombi Kim Ms.  |SalesRepresentative | 08-Dec-1968 01-May-1992 507 - 20th Ave. E.
Descendlng (Z to A) sort. B suppner # 2 Abolrous  Hazem  Dr. vice President, Sales | 19-Feb 1952 14-Aug-1992 908 W. Capital Wi
* {New)

Sorting datasheet rows: Remove a sort 77
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5: WORKING WITH DATA IN DATASHEETS

Filtering datasheet rows

While viewing a datasheet, you can filter information by using The second technique enables you to select one or more col-
two techniques. The first method is to browse or search through  umns to display specific sets of records by clicking on a column
the data until you reach a particular piece of information and heading. These headings then provide a drop-down list display-

then apply a filter based on the information you are displaying. ing the unique data values in the column.

Apply a filter on a column 1
1 Click any cell containing data. - Cvlopets _n x
. . Employee | - Last Nam = Figsl Nam ~ | Title - Title - | Birth Dale - | Hire Dale - Address
2 Right-click the selected cell. (You have a large number of shortcut . 8 Adalstelnss Gjdmundu Ms.  Inside Sales Coordinato. 03-Jan-1358 05-Mar-1334 4726- Lith Ave.
. . . . & 5 Acevedo Hpmberto Mr. Sales Manager 04-Mar-1355 17-Ocl-1993 14 Garrett Hill
choices; the simplest is to filter by the selected value.) - gadams  Thry  |Ms.  SalesRepresentstive | 02-Jul-1365 13-Nov-1334 7 Houndstooth id
« 7 Ackerman | Pilaf " . “tive  29-May-1960 02-Jan-1994 Edgeham Hollow
& 6 Achong Gustay tive 02 Jul 1963 17 Oct 1993 Coventry House
& 4 Abu-Dayah Ahmai tive 19-Sep-1958 03-May-1993 4110 Old Redmon|
H 3 Abrus Luka tive 30-Aug-1963 01-Apr-1992 722 Moss Bay Blv
@ 1 Abercrombi Kim 8] sopatez live  08-Dec-1968 01-May-1992 507 - 20th Ave. F.
® 2 Abolrous Hazen 7] sotZtoA iles 19-Feb-1952 14-Aug-1992 908 W. Capital W
* (New)
Text Filters ¥ Equals..
Equals " Pilar Does Not Fqual.
Does Not Equal * Pilar’ Begins With... 2
Contains " Pilar Dges Not Begin With...
Does Not Contain * Pilar’ Contains...
Does Net Contain...
Ends With...
Does Not End With...
Record: 4 4 4of 9 LN 4 Search »

@ TIP The Text Filters options on the shortcut menu will change

depending on the data type. For example, with a date you will
get over 20 choices for filtering dates. This feature makes filtering your
data very simple.

78 Filtering datasheet rows: Apply a filter on a column
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5: WORKING WITH DATA IN DATASHEETS

Remove a filter on a column ) — “ o«
Employee | - |Last Nam - | First Nam+¥ Title ( - Title -1 Birth Date - | Hire Date - Address
1 Click the Filtered button at the bottom of the datasheet. . E " 7)'Arkprman Mr. Sales Representative  79-May-1960 02-1an-1394 Fdgeham Hallow
ew)
Record: M« [Tof1 | » »i b [P Fittered | [Search 1T ] ID
Click to remove filter from the records

1

Filter by column title bar 1

1 Click the column drop-down arrow.

= Products - N x
. Product 1 = ||  Product Name - Supplier »  Calegor ~ | Quantit/~
2 Select the values you want to filter for. . e p——— oo
[ 2 Chany z A Beverages 24-120,
3 Click OK. o 3Ani§:ed5ymp Alisorzeh Cnndirfer\ts 12-5501
= 4 Chef Anton's Cajun Seasoning & Condiments 48-60z
E 5/ Chef Anton's Gumbo Mix Texd Elters k Condiments 36 boxes
o 6 Grandma's Boysenberry Spread elect Al 7 Condiments 12 8oz
B 7 Uncle Bob's Organic Dried Pears (Blanks) Produce 12-11b)
o 2 Northwoods Cranberry Sauce ] Atice Mutton i 2
W 9 Mishi Kobe Niku Anlseed Syrup Meat/Poultry  18-500¢
. 10 lkura ConiCalL Most seafood 12-2001
5 11 Queso Cabrales A e e Dairy Products 1 kg pkg
armarvon Tigers
¥ 12 Queso Manchego La Pastora hai Dairy Products  10-500¢
1+ 13/ Konbu [Vl Chana o Seatood 2Kkg box
@ 14 Tofu S 2 Produce 40- 100¢
i 15 Genen Shouyu E il 3
= 16 Paviova = Confections 32-500f§
g 17 Alice Mutton Pavluva, LLd. Meat/Poullry  20-1kg
z 18 Carnarvon Tigers Pavlova, Ld. sealvod 16 kg pky
lu 19 Teatime Chocolate Biscuits SpEma\t’y Biscuits, Ltd. Confections 10 boxes
£ 20 Sir Rodney's Marmalade Specialty Discuits, Ltd. Confections 30giftbv
Rewid: H 10l 7T P oM Search + »

TIP  You can repeat this operation for multiple columns to

further filter your data.

Filtering datasheet rows: Filter by column title bar 79
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5: WORKING WITH DATA IN DATASHEETS

Filtering combinations of choices with Filter By Form

The advanced filtering and sorting options provide two different  The Filter By Form option is similar to Advanced Filter/Sort but
ways to make selections for filtering: using the Advanced Filter/  offers more assistance, with drop-down boxes for selecting
Sort option or using the Filter By Form option. You can save data values as well as presenting alternative criteria on separate
both filtering methods by using the Save As Query option and pages.

then reapply them by using the Load From Query option. We

will discuss queries in Section 6, “Select data using queries.”

Apply Filter By Form 1
|
1 Click Advanced Filter Options on the ribbon. R | i comman], " oomamarios [
. 4 4l scending s MR =new X % -l
2 Select Filter By Form. i, Y0 s 7z BT L
. : A B- L- === 4-
3 Either type criteria or use the drop-down list of values. et -] - 2
4 Use the Or tabs to enter additional criteria. frome I -
5 CliCk the Filter bUtton to apply the f”ter' jun Seasoning ;’:\voﬂein;cajunDelighls (O:r\d\rnerw:
SRS ambeny Spresd | Ganims e omesned Rl aten
|
BHS ¢ 2 Northwind Sample Database W L%
h HOME CREATE EXTERNAL (IRTA DATABASE TOOLS Andrew Couch =
% recending ane X | a8 =
B - =g LR
i I X Delete ~ [ ot lavw A ®
All Access Obje... © « || ey fiter
Tables % = Products: Filter by Form - 0 x
B categories [~ Productio Product Name T Supplier Category Quantity Pe
@ customerns v

@ TIP Text can be shown beside the icons in the Sort & Filter

group. This text can be hidden, depending on screen resolution
(in our screen, it is hidden), and this can also depend on whether Access
is set to use Overlapping Windows or Tabbed Documents, as described)

Grains/Cereals
Meat/Poultry
Produce
seafood

in “Change the default database options” on page 72. You might see
the additional text Toggle Filter next to the icon depending on your Do (7 '
screen resolution. ZII.
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5: WORKING WITH DATA IN DATASHEETS

Save a filter as a query ) 1
1 As previously described, select either Filter By Form or Advanced g.@ T ! P 11 & R
Filter/Sort from the Advanced Filter Options menu. S ”‘I‘ e s

2 C(lick Advanced Filter Options again.

lewes_Clipbeard i Sort

i All Access Obje... ® «
3 Click Save As Quel’y‘ Tmuuess je. :

4 Type a name for the query, and click OK.

Products: Filter by Form - o x 3
e
Name supplier Category | Quantiy Pel

oo (57

@ TIP  When you enter text criteria, such as Beverages, you don't
need to type the double quote marks around the text (“Bever-
ages”) because Access knows this is a text field and will add the double
quotes. However, if you need to type a special character, such as an
ampersand (&), as part of the data criteria, you will need to start by
typing the quotation marks. Otherwise, Access can interpret the special
@ SEE ALSO For a more comprehensive description of working character as an operation and produce “Baked Goods” & “Mixes,” which
with the filter grid, see Section 6, “Selecting data using queries,” is not the same as “Baked Goods & Mixes.” This kind of problem is

starting on page 95. arises only when your data contains special characters.
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Filtering combinations of choices with Advanced Filter/Sort

The basic filtering option allows you to apply only a single set of
filter criteria to data, but the more advanced options allow you
to apply combinations of criteria—for example, when combin-
ing two different price criteria independently on two different
product categories, you can examine how the product ranges
compare against each other.

Apply Advanced Filter/Sort
1 Click Advanced Filter Options on the ribbon.
2 Select Advanced Filter/Sort.

3 In the popup window, double-click (or simply drag) to add fields to
filter by to the grid.

4 Type your filter criteria on each line, below the column name.
Right-click in the gray part of the screen.
6 Click Apply Filter/Sort.

A CAUTION The ribbon drop-down item is called Advanced
Filter Options, but one of those options is called Advanced
Filter/Sort. It is easy to confuse these terms.

@ TIP  When working with either the Advanced Filter/Sort or

Filter By Form option, you can save the filter as a query, and you
can also load a filter from an existing query. These options are grayed
out when you first use the Advanced Filter Options menu but are
available after you have opened either Filter By Form or Advanced
Filter/Sort.

The advanced filtering and sorting options provide a more
sophisticated method for controlling the display of the results.
The interface used for defining these filters is very similar to the
interface used to create queries.

1 2

BH® 9 &= Northwinl Sample Ostabase TABLE TOOLS - & %
HOME  CREATE  EXTERNAL DA DATABASE TOOfs  FIELDS  TABLE Andrew Couch ~
AN ‘T' Ascending T [ New H £ [ [
b( ?iD«cend: i @ ;hve § : :EI
View | Pate . Fiter ? Bl o & ~ | Find Surto  Sedtch
- > moue Sort | °F, a- B - oim Windows *
Views | Clipboard & Sort & Fiter Fing Window ~
All Access Obje... @ «
Tables & Products - N x
B categories Name - Supplier +| Category | Quantiti=
0 customers | g Foréts d'érables. Dairy Products 10 boxet
I Employees ExoticLiquids Beverages 24-120.
BB orderDetaits = ExoticLiquids Condiments 12-5501
= o )| 7€ junSeasoning  New Orleans Cajun Delights Condiments  48-Goz
3 oraers -
@ | mbo Mix New Orleans Cajun Delights Condiments 36 boxes
3 products 6 Grandma's vspread  Grandma Kelly' e 12-801
= ProductsFilter] - Mm%
Products
=
T producio
Praductname Y. ApplyFilter/Sort o 6
Supplienl X Clear Grid
CategorylD ¥
QuantityPerUnit Load from Query..
3 UnitPrice H Sove As Query
unitsinstack
| = Clos
Unitsonarder @ Close B ——— 5

UnitsinStodk UnitsOnOrder (S|

Criteria: <10 <10 o

Field: | UnitPrice
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Inserting and updating records

When you open a datasheet, you can normally edit the data
by typing into a column. When you start to change a record,
you will see a marker on the record indicating that the record is
being edited. The Undo {Esc} key, when pressed once, will undo
the current column value in the row you are changing. When

pressed a second time, it will undo all changes made to the row.

Edit and then save and undo changes to a
saved record
1 Start typing into any column in the row. (Notice how the record

selector changes the symbol to a pencil, indicating that the record
is being edited.)

2 Click in the next row; this will save the record.

3 Click the Undo icon. (This will undo changes made to the saved
record.)

@ TIP  After you have saved a record the you can still undo

changes by using the Undo icon, provided the datasheet has
not been closed.

Insert a record

1 Click the New Blank Record icon, or click the last record, which is
marked as (New).

2 Start typing into the row.

3 Click another record to save your changes.

5: WORKING WITH DATA IN DATASHEETS

To save changes to a record, you can perform one of the follow-
ing actions: click the next field or record, close the datasheet, or
press Shift+Enter.

3

BHS S Monthuind Sample Database TABLE 10015 o A%
HOME  CREATE  EXTERMALDATA  DATABASETOOLS  FELDS  TABLE Andren Couch ~
va #las [ =new X % 0o [can o -
= - Iiln Hswe ??" = B Iy - B
T -B8- B o~ | B-X-B-|E==|B-
Views | Cilpboard Sort & Fiter Records Find Window Test Formatting “ -
All Access Obje... ® «
Tables 2
T categaries i Emplayees = B0 x
T customens Employee | - | LastNam - |FirstNam - | Tite - Title - TBirth Date - | Hire Date - Address
T[T e 1 Abercrombi Kim Ms.  SalesRepresentative  UB-Dec-1968 01-May-199Z 507 - 20th Ave. .
= . 2 abolious _Hazem . Vice President, Sales  19-Feb-1932 14-Aug-1932 908 W. Capital w4
! e 3 Abrus pete Ms. B 722 Mass Bay Blve
3« 4 Abu-Dayah Ahmild Mrs. 2
B Aooue B S Accvedo  Humferto M. Sales Manager 04-Mar- 1955 17.0ct-1593 14 Garrett Hill
= 6achang  Gustfva  Mr s 02.Ju1-1963. 17.0ct-1983 Coventry House
= s 7 Ackerman  Pilar Mr.  SalesRepresentative 29 May-1960 02 Jan- 1984 Edgeham Hollow
Qu 8 Adalsteinss Gudfundu Ms.  Inside Sales Coordinato  09-Jan-1956 05-Mar-1984 4726 - L1th Ave. N
e p— 9 Adams  Tem) Ms.  SalesRepresentative  02-Jul-1969 15-Nov-1984 7Houndstooth R
(New)
cor 4 43ofs | v mr | [searen
=B Empluyees - 8 x
Empldyeel - Last Nan§ - First Nam - Title € - Title ~ Rirth Date - Hire Date - Address
& 1 Abercrofnbi Kim Ms Sales Representative 08-Dec-1968 01-May-1992 507 - 20th Ave F.
& 2 Abalrou| Hazem Dr. Vice President, Sales 19-Feh-1952 14-Aug-1992 908 W. Capital W
& 3 Abrus Peter Ms Sales Representative 30-Aug-1963 01-Apr-1992 722 Moss Ray Rlv
& 4 Abu-Daygh  Ahmad Mrs. Sales Representative 19-Sep-1958 03-May-1993 4110 Old Redmon
* 5 Aceved: Humberto Mr. Sales Manager 04-Mar-1955 17-Oct-1993 14 Garrett Hill
* 6 Achong Gustavo Mr. Sales Representative 02-Jul-1963 17-Oct-1993 Coventry House
* 7 Ackermgn  Pilar Mr. Sales Representative 29-May-1960 02-Jan-1994 Edgeham Hollow
# 8 Adalsteipss Gudmundu Ms. Inside Sales Coordinato  09-]an-1958 05-Mar-1994 4726 - 11th Ave.
* 9 Adams Terry Ms. Sales Representative 02-Jul-1969 15-Nov-1994 7 Houndstooth Rd
vk 10 peter
* (New)
= 1
Record: 4 4[100f10 | b B M =

Inserting and updating records: Insert a record 83
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5: WORKING WITH DATA IN DATASHEETS

Deleting records

When deleting records, Access checks your relationships to
ensure that you are not deleting data that would cause any
inconsistencies in your database.

Delete a record = — - o x
Employee | ~ LastNam - FirstNam ~ Title( Title + BirthDate - Hire Date - Address
# 1 Abercrombi Kim Ms. Sales Representative U8-Dec-1968 U1-May-1992 507 - 20th Ave. k.
. H H = 2 Abolrous Hazem Dr. Vice President, Sales 19-Feb-1952 14-Aug-1992 308 W. Capllﬂl Wi
1 ClICk the record SeleCtor’ and preSS Delete to delete the hlghllghted = 3 Abrus Peter Ms. Sdlesﬂeplekh‘ﬂluliv! 30-Aug-1963 01-Apr-1992 722 Muss Bay Blui
rOW o} 4 Abu-l}ayah Ahmad Mrs. Sales Representative 19-5ep-1958 03-May-1993 4110 Old Redmon
. El 5 Acevedo Humberto Mr. SalasManagEr 04-Mar-1955 17-Oct-1993 14 Garrett Hill
. . E 6 Achung Gustavo Mr. Sﬂlnsﬁcprciur\lnlivc 02 Jul 1963 17 Oct 1993 Coventry Housc
2 In our example, the record cannot be deleted, and this results in a = 7Ackerman Pilar | Mr.  SalcsRepresentative | 29 May-1960 02 Jan 1994 Edgcham Hollow
. . # 8 Adalsteinss Gudmundu Ms. Inside Sales Coordinato  09-Jan-1958 05-Mar-1994 4726 - 11th Ave. N
warning message. Click OK. 1 — 9Adams  Terry Ms.  SalesRepresentative  02-Jul-1969 15-Nov-1994 7 Houndstooth Re
* (New)
3 Click the expansion symbol (+) beside the record selector to show
the related records. . il .
Record: 14 4[oats | b moru| B Seareh [4 ] [

(continued on next page)

"includes related records.

Was this information helpful?

i Employees - 0 x
Employee | - |Last Nan - First Nan - |Title ' = Title + Birth Date - Hire Date ~ Address [+ |
) / Ackerman  Pilar Mr. Sales Hepresentative '9-May-1960 0U2-Jan-1994 tdgeham Holl
_lﬂ R Adalsteinse Gudmundu Ms. Inside Sales Coordinat 19-1an-1958 15-Mar-1994 4726 - 11th Ay
3 it 9 Adams Terry Ms. Sales Representative  02-lul-1969 15-Nov-1994 7 Houndstoatt
H Order - Customerll ~|Order Da - Required Da - Shipped Dat - ShipVia - Freight - [« |
& 20 23-Jul-1996 20-Aug-1996 31-Jul-1996 Federal Shipping $146.06
Ll 9 6-Oct-1996 27-Nov-1996 21-Oct-1996 Speedy Express $10.19
CAUTION If you attempt to delete a record that has related 3 218 Dec 1996 01 Jan 1997 25 Dec 1996 Federal Shipping $13.99 |
records in child tables, depending on how you have set the = 00 a0 R 07 kebe o1 07 A Xl Fodurnlihipelng 2265
) 5 . . B 619 Apr 1997 07 May 1997 16 Apr 1997 Federal Shipping $8.85
relationship, either you will be unable to delete the record because the = 115-May-1997  12-Jun-1997 16-May-1997 Federal Shipping $4.67
o . . . o . ] 7 .2-Jun-1997 10-Jul-1997  18-Jun-1997 Speedy Express £88.40
relationship prevents this or, if the relationship has a cascade delete, = ST sep-1957] 01001957 26-5ep-1597| United Packege o575
you will see a warning advising you that related data in other tables = 200-Dec-1997| _07.Jan-1998 _02-lan-1998|United Package $1119
will be deleted. - . : s1p85.25 [
Record: W v Scarch ] 4] ] 3l

84 Deleting records: Insert a record
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Delete a record (continued)

00 N o u

Type a new record. This will have no related records.
Click another record to save the new record.

Click the record selector, and press Delete.

Click Yes to delete the record.

Working with a table that has cascade delete enabled in the
relationship to related records, click the record selector and press
Delete.

Click Yes to delete the parent and related records.

5: WORKING WITH DATA IN DATASHEETS

= Employees - 0o x
Fmplayes |+ | Last Nan » | First Nan « | Title 1 - Title «[Birth Date = | Hire Dats ~ Address
“ 1 Abercrombl Kim Ms.  Sales Representative )8-Dec-1968 11-May-1992 507 - 20th Ave.
@ 2 Abolrous  Hazem  Dr.  Vice President, Sales 19-Fab-1952 L4-Aug-1992 908 W. Capital
g 3 Abrus Peter Ms.
: 4 Abu-Dayah Ahmad  Mrs.
+ 5 Acevedo Humberto Mr. You are aboul Lo defete 1 recondis).
= GAchong  Gustave Mr AL it you enck ves, you won 't ne anie to unaa tis Delere operation.
7 Ackesman | Pilar e, 7 re you sure you want to delete these recaras?
<) 8 Adalsteins: Gudmundu Ms. Ho
@ 9 Adams  Temry ms. & -
- 10 Jones Peter
* (New)
Recors: H 4[100t10 | # M | T searen [l v
= Orders - o x
Order - |Customerll -|  Employee - OrderDa- Required Da - |Shipped Dat-  ShipVia  -| freight -
= 10758 20 Abercromble, Kim  17-ll-1996  14-Aug-1996  23-1ul-1996 Speedy Fxpress $140.51
4 Product ~ Unit Pric » Quanti » Discou » | LinePrice + 4]
Chang v 81520 50 20% £760.00
Chef Anton's Gumbo Mix $17.00 65 20% £1,105.00,
Mascarpone Fab
[0} 10259 Relationships that specify cascading deletes are about to cause 1 record(s) in this table, along with related <
= records in related tables, to be deleted.
% 10263 3
™ 10264 Are you sure you want to delete these records? A
10265 3
® 10267 3
® 10278 3
Total $18,608.8(
Record: W 4 20244 | b M ¥ Y. Search < »
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5: WORKING WITH DATA IN DATASHEETS

Creating summary data for records

A datasheet allows you to easily change the presentation to When you choose to close and save the changes to the data-
display summary data for any appropriate column, calculatinga  sheet, any summary totals will be redisplayed when you next
count of the records, sum total, average, maximum, minimum, open the datasheet. The summary calculations can be displayed
variance, and standard deviation. both for a datasheet and any subdatasheet, which is described
in the next example, "Displaying related information with a
subdatasheet.”
Display totals for a datasheet 4 1 2 3
| |
1 Open a datasheet. Bdg * . thmmmmpnmr«m I T o E
2 Click the Totals button. (This will add a new row for totals to your b oo o | B em 3 [ MM 5 == I
datasheet.) - ' t e X B oy | * 2+ B0 7

Views | Cipnoard Sort & Firter Recoras Fing window Text Formatting o “

All Access Objq.. @ «
£

In the new row, select the type of summary required for a column.

@ Orders - B x
Employee - OrderDal - |Required Dat - |Shipped Dat - | shipvia - | Fright - | shif<]
® Abercrombic, Kim )4-May-1998  13-May-1938  06-May-1998 United Package $2.88 Drachenblu
# Abu-Dayah, Ahmad )5-May-1998  02-Jun-1998 United Package 5258.64 Ernst Hande

4 Save the datasheet.

# Abu-Dayah, Ahmad )6-May-1998  03-Jun-1938 United Package $38.28 Bonapp'
* 50.00
v 18,608.8

- |
| Reconct W4 fotas |+ nbo | Seocn ‘ o ol |

Average
Count

Maximum
Minimum

Varlance

@ TIP Notice that on the right of the record selector we have a
plus sign. If you click this, it displays a subdatasheet, showing
the detailed records related to each parent record. In our sample

database, each Order record is related to several Order Details, and the
Order Details are displayed as a subdatasheet. This very powerful
feature of a datasheet allows you to drill down into associated details.

86 Creating summary data for records: Display totals for a datasheet
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5: WORKING WITH DATA IN DATASHEETS

Displaying related information with a subdatasheet

Relationships are important to ensure data consistency. Access
has a feature that can automatically provide you with drilldown
capabilities to see the related data when viewing a datasheet.
We use a select query in this example to show you features
beyond the automatic settings. Details about how to create
these queries are described in Section 6, “Selecting data using
queries,” starting on page 95.

Add a query as a subdatasheet to a table

1 In table design view, click Property Sheet to display the table
properties.

2 Select the query to use as a subdatasheet.

3 Provide the appropriate values for Link Child Fields and Link Master
Fields (linking key fields). If you have relationships, these might be
automatically completed for you.

Click View, and save your changes when prompted.
Expand the subdatasheet.
Click the Totals button.

N o v b

Select a Sum total for the LinePrice column.

@ TIP A datasheet can display only one subdatasheet. If the
relationships imply that more than one subdatasheet could be
applied and the Subdatasheet property is set to [Auto], you will be

prompted to select which subdatasheet to use. The Access default
behavior for creating tables is to set the subdatasheet name property
to [Auto]. If you want to improve performance and not use this feature,
set this to [None].

When viewed in design mode, a datasheet (which applies to
both a table and query), has a Subdatasheet property set either
to [None] (which switches off the feature) or to [Auto] (which
means that the relationships guide what is shown), or it can be
changed to refer explicitly to a table or query. In our example
we will use the query shown here as a subdatasheet.

1 2 3

HD ©- = Northwind Sample Datablice TABIE TOOIS B
HOME CREATE EXTERNAL DATA  DATABASE TOOLS DESIGN [Andrew Couch -
I F S5 e InsenRows = =5 —
'''' % B2 X Delete Rows - e
View  Primary Builder Test Validation Property Inderes  Creat Relationchips  Object
. Rules  EOModify Lookups | Gheet M e Dependencies
Views Tools Shaw/Hide _ Field, Record & Table Events Retationships -
x
] ik Property Sheet
Selection type: Table Propertfes
Field Name Data Type Descriptio
General
I OrderiD AutoNumber Unigue order number.
OactoaarD T supastashest panaea  fIno
= Subdstasheet Height ocm
EmployeelD Number Same entry as In Employees t | gn ol -  chto-ugne
OrderDate Date/Time Description Customer name, order Bate, and freight «
Requiredoate Date/Time Default View Datasheet
ShippedDate Date/Time [iadiirion fude
shipvia Number Same as Shipper ID in Shipper | fuger
Freight Currency Ouder By
ShipName short Text Name of person or company t Hame < I
$ Shipaddress Shart Text Street address only - no post | "k Chtd Fields Qe
. Ship ¥ MOPOST | ik Master Fietas Oraenn|
£ Field Propesties Fifter On Load [T
HHZ : Nerthwind Sample Database TABLE 100LS W /%
HON CREATE  EXTERNALDATA  DATABASETOOLS | FIELDS  TABLE Andeew Couch =
t“( §_n,w.mng T C - New ﬁ L) -in -
2] iloescending - U Howe P > T
View v . Relresh Y i
- . an- # te - b a2 lall -
views _ ciipooarfl Sort & Filter Recoras fing Text Formatting w -
»
o Orders - B x
Order| - [CustomeriD - | Employee - |Order Dal - |Required Dat - [ShippedDat - | ShipVia - F=
T 10254 14 Acevedo, Humberto 11-Jul-1996  08-Aug-1996  23-Jul-1996 United Package
Product ~ [Unit Pric + | Quanti + |Discour | LinePrice =
Guarana Fantastica 33,60 15 15% £54.00
Paté chinols $19.20 2 15% £403.20
Longlife Tofu $8.00 21 0% £168.00)
Total
10258 20 Abercrombie, Kim  17-Jul-1996 14 996 Speedy Express
10259 13 Abu-Dayah, Ahmad  18-Jul-1996 15 K00l 996 Federal Shipping

Displaying related information with a subdatasheet: Add a query as a subdatasheet to a table 87
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5: WORKING WITH DATA IN DATASHEETS

Adjusting column/row height and formatting

When viewing a datasheet, you will find that some presenta- set a default style for all datasheets (the options here are fairly
tion features, such as the font or color, apply to the entire row, restrictive); second, you can tailor and adapt the presentation of
while other features , such as alignment, apply to each indi- an individual datasheet.

vidual column. There are two principal techniques that can be
used to format datasheets. First, in the Access options, you can

Adjust row height = S - o x
CustomeriD - Company Name - Contact Name - | ContactTitle - Ad(.‘
. . . = 1 A. Datum Corporation Dimple Arya Sales Obere Str. 57
1 Click the row, and drag down to the desired height. 1% k sl Representative
= 2 Adventure Works Ronen Ashkenazi owner Avda. de la Constitu
3 Alpine Ski House Roya Ashari Owner Mataderos 2312
@ TIP  When the row is selected, right-click and select Row
Height. This allows you to enter a numeric value for the row
height.
Adjust column width E - = x
CustomerlD - Company Name } 1
1 Click the column, and drag across to the desired width. = jj 4 Dstam Corpovation Cimple Arya I
® 2 Adventure Works Ronen Ashkenazi Owner Avda. de la Constitu

@ TIP If you double-click the right edge of a column, it auto-

matically resizes to display the data it contains.

88 Adjusting column/row height and formatting: Adjust row height

www.it-ebooks.info


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

5: WORKING WITH DATA IN DATASHEETS

Adjust row font

Morthwind Sample Database

TABLE TOCHS.

= X Yf,"uma.ng :' HE = Mew E HE.,
1 Click any of the text formatting options to change an aspect of the - ey A
text.
= Customens
CEmmar | Compamiare - I CraETe ] AR
1 A, Datum Corporation | Dimple Arya Sales Obere Str. 57
. . . 2 Adventure Works Ronen Ashkenazi ?Lf.:::em" Avda, de |a Constity j
A CAUTION If you adjust the font, the change will be applied -
to both the row and the column.
BEEH® S TABLE 100MS
F rm r W n I rn |I1 r W :«JM: (ﬁml: EXTERMAL DATA _\-mrnansuuuu FIELDS ﬂmm B Andren Couch ~
ormat rows and alternating rows A R L TN —
. . R S A= T - R Wodgwr-| A% - B TS @
1 Click the Datasheet Formatting button. o | E—
2 Select the desired formatting options, and click OK. = T
3
:J'.::;fﬂll

TIP  Access also supports more sophisticated formatting, such
as conditional formatting to color a cell to reflect the data
value, but to use these features, you need to look at using a form to
control the datasheet presentation (described in Section 8, “Improving
presentations with forms” starting on page 129).

@)

Adjusting column/row height and formatting: Format rows and alternating rows
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5: WORKING WITH DATA IN DATASHEETS

Selecting data to copy and paste

In addition to a very sophisticated set of features for export-
ing data, Access also supports a rich variety of techniques for
highlighting and copying data to the clipboard. If you need to
select multiple columns of data, drag the columns so that they
are positioned together and then use the Shift key to select the
columns to copy. If you need to select specific rows, use the
filter/sort techniques to order the data, and then use the Shift
key when selecting multiple rows or columns of data.

Select all displayed data

1 To select all data, click the top-left corner of the datasheet. Then
use Ctrl+C to copy the data to the clipboard, and use Ctrl+V to

paste the data into a spreadsheet.

Select a subset of all columns

1 Click to select the columns, either by using the Shift key or by
holding the right mouse button down while you move over the
columns. Then use Ctrl+C to copy the data to the clipboard, and use
Ctrl+V to paste the data into a spreadsheet.

90 Selecting data to copy and paste: Select all displayed data

To select an area of the datasheet, click and hold as you drag
the mouse over the screen area, having used the previously
described techniques to order by row and column. To experi-
ment with these techniques, paste the data into another Office
application such as Word or Excel.

= Employces - 8 x

1 — Employeel - LastNam - First Nam - Title( - Title ~ BirthDate - HireDate - Address  ~
* 1 Abercrombi Kim Ms. Sales Representative 08-Dec-1968 01-May-1992 507 - 20th Ave. E
& 2 Abolrous Hazem Dr. Vice President, Sales 19-Feb-1952 14-Aug-1952 908 W. Capltal v
= 3 Abrus Peter Ms. Sales Representative 30-Aug-1963 01-Api-1932 722 Moss Bay Bl

4 Abu-Dayah Ahmad  Mrs.
Humberto Mr.

Sales Representative 19-5ep-1958 03-May-1993 4110 Old Redmc
04-Mar-1955 17-Oct-1933 14 Garrett Hill

02-Jul-1963 17-Oct-1993 Coventry House

5 Acevedo Sales Manager

6Achong  Gustavo  Mr. Sales Representative

+ 7 Ackerman  Pilar Mr. Sales Representative 29 May 1960 02 Jan 1994 Edgeham Holloy
> 2 Adalsteinss Gudmundu Ms. Inside Sales Coordinato 09 Jan 1958 05 Mar 1994 4726 - 11th Ave.
+ 9 Adams Terry Ms. Sales Representative  02-Jul-1969 15-Nov-1994 7 Houndstooth F
* INew z
Record: M < [10f0 | » M b Search Ll v
|
2] Employees - O x
Employee | - LastNam - First Nam - Title ¢ - Title \- Birth Date - | Hire Date - Address [+]
# 1 Abercrombi Kim Ms. Sales Representative 08-Dec-1968 01-May-1992 507 - 20th Ave. E
2] 2 Abolrous Hazem Dr. Vice President, Sales 19-Feb-1952 14-Aug-1992 908 W. Capital V
# 3 Abrus Peter Ms. Sales Representative 30-Aug-1963 01-Apr-1992 722 Moss Bay Bl
# 4 Abu-Dayah Ahmad Mrs. Sales Representative 19-Sep-1958 03-May-1993 4110 Old Redmc
& 5 Acevedo Humberto Mr. Sales Manager 04-Mar-1955 17-Oct-1933 14 Garrett Hill
i 6 Achong Gustavo  Mr. Sales Representative 02-Jul-1963 17-Oct-1933 Coventry House
&l 7 Ackerman  Pilar Mr. Sales Representative | 29-May-1960  02-Jan-1994 Cdgeham llollov
&) 8 Adalsteinss Gudmundu Ms. Inside Sales Coordinato| 03-Jan-1958 05-Mar-1994 4726 - 11th Ave.
[+ 9 Adams Terry Ms. Sales Representative 02-Jul-1969 15-Nov-1994 7 Houndstooth f
* [N o e
Record: W« [1of3 | » M ¥ Search ] 3
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5: WORKING WITH DATA IN DATASHEETS

Select an area of data 1

1 Click a cell, and hold down the Shift key.
= [mployees - O x
H Employee | - §astNam - FirstNam - Title ( ~ Title - Birth Date - | Hire Date - Address |+
2 Move to another cell, and click once to select the area. Then use | Emplay n
® 1 jbercrombi Kim Ms. sales Kepresentative U8-Dec-1968 U1l-May-1992 50/ - 20th Ave. t
Ctr|+c to COpy the data to the c||pboard, and use Ctr|+V to paste E 2 Abolrous  Hazem or. Vvice President, sales  19-Feb-1952 14-Aug-1992 908 W. Capital v/
& 3 Abrus peter Ms. Sales Representative 30-Aug-1963 01-Apr-1992 722 Moss Bay Bl
the data into a spreadsheet_ B 4 Abu-Dayah Ahmad  Mrs.  SalesRepresentative  13-Sep-1958 03-May-1993 4110 Old Redmc
B 5 Acevedo  Humberlu Mr.  Sales Manager TSI O T TR TETCI, 2
o GAchong  Gustavo Mr.  SalesRepresentative  02-Jul-1963 17-Oct-1993 Coventry House
o 7 Ackerman  Pilar Mr.  SalesRepresentative  29-May-1960 02-Jan-1994 Edgeham Hollov
w 8 Adalsteinss Gudmundu Ms.  Inside Sales Coordinato  09-Jan-1958 05-Mar-1994 4726 - 11th Ave.
E 9 Adams Terry Ms.  SalesRepresentstive  02-Jul-1969 15-Nov-1994 7Houndstooth [
* [NAw) i
Reword: W 12019 | » Wb | B Searth <] v

@ TIP Don't forget that Access has many other features for

extracting data into other applications. These features are
described in Section 11, “Exchanging data.”

Selecting data to copy and paste: Select an area of data 91
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5: WORKING WITH DATA IN DATASHEETS

Displaying more information with the Zoom box

The Zoom box is useful when space on a layout is at a premium  The font option in the Zoom box also allows you to increase the
and you need to see all the information, or when you need to font size to more clearly display the data.
enter information that will be split over multiple lines.

Display information with a Zoom box 1
1 Click the desired field, and press Shift+F2. = Employees - B x%
Notes - Reports To - |Click to Add  ~
2 In the Zoom box, click the Font button to adjust the font. e it o B0 in eyl fam M, Fimen
. . Received his BTS commercial and a Ph.D. in
3 Press Ctr|+Enter to add a llne break n the text. Has a BS degree in chemistry from Boston C Abolrous, Hazem

Holds a BA in English literature from Concor Abolrous, Hazem

Graduated from St. Andrews University, Scot Abolrous, Hazem

Is a graduate of Sussex University (MA, ecor Acevedo, Humberto

Served in the Peace Corps and traveled exte Acevedo, Humberto

Received a BA in psychology from the Unive Abolrous, Hazem

Has a BA degree in English from St. Lawrenc Acevedo, Humberto
*

Record: 1of & L = Search 4 ¥

Education includes a BA in psychology from Colorado » ok
State University. She also completed "The Art of the

Cold Call." 3

Nancy is a member of Toastmasters International.

@ TIP Within a large text field, pressing Ctrl+Enter will insert a
new line of text. Also, if you change the font in the Zoom box,
Access will remember the new font size when you next display the
Zoom box, until the database is closed.

92 Displaying more information with the Zoom box: Display information with a Zoom box
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5: WORKING WITH DATA IN DATASHEETS

Changing the datasheet presentation

With the Access options, you can change the default font, font requirements. You can then override these settings by making
size, and presentation features of a datasheet to make work- changes on an individual datasheet.
ing with the product more compatible with your personal

M Northwind Sample Ustabase 7T -8 %
Change the datasheet options L Z
1 Click the File tab, and select the Options menu item. Info
. . . NWDataOnly
2 In the Access Options window, select Datasheet and adjust the MyDocumsnc
. . Voew and edit database properties
default datasheet presentation to suit your needs. | i
hevanl|
o® Manage Users & Permissions
s Use passwords and peimasions Lo allew or restit the scoess of
9':&:1:5 individuals, o1 groups of individuals, to the objects in your database,
— Set Database Password
i Use o passwond 1 restrict aceess to your database. Files that use the 3007
Set Database Micosoft Access file format or lates are encryp
Pasoword

General N ) )
= ["‘ Customize the way datasheets look in Access.
- B3
Current Natabase
2 e Dtasheet Gridlines and cell effects
Object Desigrers Default gridlines showing
Proofing || Horizantal
¥] Vertical
L
. Default cell effect
Client Settings @ Flat
Customize Ribban ) Barsed
) sunken

Quick Access Toulbar
Default column width: |2.49%cm
Add-ins
Trust Center Al
Sire: afv]
Weight: [Nemal v ]
[ Underline

[] Italic

Changing the datasheet presentation: Change the datasheet options 93
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Selecting data
using queries

In this section:

ueries are where a database can offer a real benefit over a spread- Selecting all or individual columns
Qsheet because they allow you to construct sophisticated, updatable from one or more tables
presentations of your data. These can vary in complexity from a simple Joining tables to see unmatched or
filtered list based on a single table to more complicated presentations of missing records

summarized information involving many tables of data. Remember that a
database encourages you to split your data into separate tables to reduce
duplication of information when you are entering data, at the expense of

Filtering by single and multiple
combinations of choices

having that data in several places. You will see that queries lie at the very Adding calculations with the
heart of a database and allow you to reassemble the data from the differ- expression builder

ent tébles into a single view with greater flexibility than if the data were in Returning top records and
one list. eliminating duplicate

Creating a summary calculation

The power of queries increases as you gain more experience with Access.

For example, layering one query on top of another allows you to break Prompting to filter data with
down a complex problem into several simple steps. A query can dis- parameters

play data both from tables and from other queries. Queries can also be Turning rows into columns with a
parameterized to prompt users to enter filtering criteria, and they can be crosstab query

extended so that they are driven by selections that you make in forms.

(See “Linking a form to a query” on page 224.) Working with queries that use other

queries
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6: SELECTING DATA USING QUERIES

Selecting all columns from a table

A query allows you to choose information from one or more fields to the underlying table. Using TableName.* ensures that
sources, which could be either tables or other queries, and link a query will include all fields from the underlying table, at the
your choices together to present your final results. The query expense of being less efficient because it might include fields
design tool offers several methods for selecting your fields. that you do not intend to use. However, if additional fields are

later added to the underlying table, they will be shown automat-
One key choice in how you construct a query is whether it will ically in the query results.

automatically include any new changes, such as adding new

Select all columns from a table
1 Click the Create tab.

Click Query Design.

2

3 Click the table name in the Show Table popup window.
4 Click Add.

5 Close the Show Table popup window.

(continued on next page)

@ TIP To return to design view while viewing the data in the

datasheet, click the Design View option in the View button
drop-down list. The View button allows you to switch between working
on your design and displaying the results.

96 Selecting all columns from a table: Select all columns from a table
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Select all columns from a table (ontinued) - e s P
. . B! BEm+ A8 Koy _
6 Double-click the asterisk (*) to add all the columns to the query Vew  Fun Sdet Moke A Updae G Dt o 5 ERET S
grid. T = s e
. . . SQL s view Query! - o x
7 Click View, and select Datasheet View. 57 o z
g ;E:": Customers
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Selecting individual columns from one or more tables

Selecting individual columns has the advantage of enabling you  (because you cannot sort against the *), but clear the check

to see exactly what is being selected. It also simplifies filter- marks in the row titled Show when adding the column because
ing and sorting because you can apply the criteria and sorting you are already showing the column as part of the * which
against the selected columns. selects all columns.

If you use the * to include all columns in a table and need to sort
by a column, you must add the column for sorting to the query

Select individual columns 1

1 In design view, double-click a column to add it to the grid (or drag
it into the grid).

@ TIP To delete columns, click just above the column name on
the column header and press Delete. You can insert columns by

pressing the Insert key after you select a column header. The ribbon
also has buttons to support these operations.

98 Selecting individual columns from one or more tables: Select individual columns
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Sort by selected columns 1

1 Below one or more selected columns, choose either Ascending or
Descending from the sorting drop-down list. To sort by a group of
columns, put the columns in the order you want by dragging them

as needed. Sorting is applied from left to right. e

Far

Homerage

Field: | custamenn Companyhiame Contactiame Country
Table: | Customers Customers Customers Customers
sorm: ]

an o - .

Join multiple tables "
1 Click Show Table on the Design tab of the ribbon. EERE AN o vicor B +
2 In the Show Table popup window, click a second related table to N **_' i L B o %

add to the query grid. = ;
3 Click Add. (Note that the relationship is automatically shown in the ot

grid.) .

2

4 Click Close to close the Show Table popup window.

Select fields to display from more than one table.

Mavigation Fane

@ TIP If you have relationships in your database, Access will use
these to join your tables. If your tables are not joined, you can
click a field in one table and drag it onto another table to link the

tables together. All tables shown on the query grid should be joined
together. Otherwise, you will get all the rows from one table shown
against every row from another table.
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Joining tables to see unmatched or missing records

In “Join multiple tables” on page 99, we saw how to join more
than one table on a query. Tables can be joined in one of three
ways. The method of joining is shown on the diagram, with
either no arrow or an arrow at one or the other end of the join.
When you click the join, you will see a text description of how
each choice will affect the data.

Find unmatched child records

1 Double-click the relationship.

2 In the Join Properties popup window, click the option to include all
child records. (In this case, the Orders table is a child of the Custom-
ers table.) This will now show all orders, whether or not there is a
customer in the Customers table for the corresponding ID recorded
in the Orders table. Click OK to close the Join Properties popup
window.

3 Add criteria to identify where the parent key (ID in Customers
table) has no value (Is Null). This filters the query results to show
only those records in the Orders table where there are no matching
customers in the Customers table.

@ TIP On the Create tab, you can create this type of query by

using the Query Wizard, which will display a Find Unmatched
Query option.

There are two classic uses of changing the join. The first allows
you to identify unmatched child records (which can prevent you
from creating relationships that enforce rule checking), and the
second is useful when you appear to have missing records in the
query results.

th
o
g
3

loin Praperties
Right | able Name
Curstome s ~ | Onders v

Clstomers Orders
- N - Left Table Name

¥ custgmeno 7 oraeno

CustomeriD
Employeein v |customerD

Oraerbate ") 1: Gnly include rons where the foined fickds from both tables are equal,
RequiredDate ~ "2 Indude ALL records from ‘Customers' and only thase records from ‘Orders’
where the joined fiekds are equal.

®)3; Indude ALL records from ‘Orders’ and only thoae records from ‘Customers’
) where the joned flelds are equal

o cancel new

ComghnyName o)
Cont fhame

Lt Cobsmn N Rigit Coamr Newree
CustomerID
conttine

Addids =)

Ascending

1 I ) U U U
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Display all parent records with and without 1 2
child records

Properties ?
Custormers Order: o

1 Double-click the relationship.

* . ry Lett Table Name: Right Table Name
. . . . . . ¥ CustomerIn ¥ Orderd Cusstomers V| [Orders =
2 In the Join Properties popup window, click the option to include all companyans S cuomen Lef ok e Rt Colorm o
enployecs

Customerm v [customern ~
ContactTitie =

Address

OrderDate

parent records (from the Customers table).

;  include ALL recoeds from ‘Customers’ and only those records from ‘Orders”
where the joned ficlds are equal.

; Indude ALL records from ‘Orders’ and only thase recorda from ‘Customers’
where the jured fidds are equal.

o Cancel New
Field: | Customenn Companytame  Oraenn Oraervate —
Table: | Custamers Customers oraers Oraers
Sort: Ascending
Shine ] ] [ ] 0 r r

Criteria:
o

@ TIP You can use this method to ensure that a report that has

been created to use this query will display a list of all parent
records, even when they do not have any child records.

Joining tables to see unmatched or missing records: Display all parent records with and without child records 101
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Filtering by single and multiple combinations of choices

Choosing to restrict the data displayed in each column bases the
matching on ranges of values, sets of values, and patterns in the
data.

Each row in the query grid allows you to specify a combina-
tion of choices, which when taken together will limit the data
displayed. Each line on the query grid allows you to specify a
separate set of choices. This means that a query can apply very
sophisticated sets of criteria to limit the data returned.

Filter to match similar text

1 In the criteria for a text field, type *al*. Access changes this to Like
“*al*", which will display any record containing the letters al as part
of the data in this column.

@ TIP  Access uses the keyword like when matching part of the

text in text fields. You do not need to type this because Access
does it for you. Also note that searching is not case-sensitive.

Add a second set of criteria

1 In the query grid, in the Or row, add further criteria by typing ba*.
This displays all records where either the company name starts with
the letters ba or the contact name includs the letters al.

@ TIP If you add multiple criteria in each row, all the criteria in

the row will apply. This means that we have an AND between
the criteria; and between two rows, we have (row 1 criteria) OR (row 2
criteria).

102 Filtering by single and multiple combinations of choices: Filter to match similar text

1

Field:

Table:
Sort:
Show:
Criteria:
or

CustomerlD
Customers

CompanyMName
Customers
Ascending

ContactMame
Customers

Like “*al*|

1

Field:
Table:
Sort:
Show:
Criteria:
or

CustomeriD
Customers

CompanyMNanje
Customers
Ascending

Like "ba*’

ContactName
Customers

Like “*al*
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Add a second set of criteria (oninued)

The following table provides examples of using symbols in criteria
to alter how data is matched.

#

BETWEEN

<>, >, %,
<=, >=,1=

[#]

[A-Z]

Like *John’ or Like ‘John*’
or Like *John*

#01/10/2012#
BETWEEN 1 and 4

BETWEEN #01/10/2012#
AND #05/10/20123#

IN(1,22,44,55)
IN(‘France’,USA")
> 25

<> 'France’

Like ‘Fr[?]’
Would match Fra, FrB, frC

Like ‘000[#]

Would match 0001, 0002...

Like 'DNA[A-Z]’
Would match DNAA,
dnaB...

Wildcard searching in text fields. You do not need to type Like.

Matches a date. You do not need to type the pound (#) symbol.

Number or date range comparison. Includes the first and last criteria.

Set of data values.

General and arithmetic comparison; <> and != both mean not equal to.

Character pattern matching. Match any character (numbers and letters).
Different from * in that [?] will include only records with only one char-
acter after 'Fr’. That is, it wouldn't return ‘France’.

Character pattern match (0-9) for a single character.

Character pattern match (A-Z) for a single character.

Filtering by single and multiple combinations of choices: Add a second set of criteria 103
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Adding calculations with the expression builder

You can type calculations in queries directly into the query, both  Access provides a wide range of built-in functions to help you

to create a column and as criteria filtering against an existing create expressions. Two particularly popular functions are the
column. To avoid mistakes when referring to field names or to NZ function, which converts a NULL to a value such as O for a
explore the myriad built-in functions, you can use the expres- number field or to an empty string for a text field, and the /IF
sion builder to provide assistance when creating more complex  function, which allows you to conditionally perform calculations.
expressions. You will also find that the Zoom box is particularly useful when

you are working with complex expressions.

Create an expression with the expression L s =
builder PN - EERLE = ,
1 Click a blank column heading. Make sure that you have already T T —

saved your query; otherwise, you will not see the column names in oD :

the expression builder.

2 Click Builder (or right-click and select Build).

3 In the Expression Builder dialog box, double-click the fields in the . e —— 1
Expression Categories pane to add them to the expression. & | @ “ %
4 Enter the functions between each field (such as * +, -, and so on).
5 Click OK. The field expression will be read as 4 5
Exprl:[Quantity]*[UnitPrice].
(continued on next page) Expression Builder u
Enter an Expression to define the calculated query fisld:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)
[Quantity] * [UnitPrice] oK
Cancel
Help

Expression Elements

Expression Categories

<< Less

Expression Values

‘j] gryOrderDetailsCalculatior| | <Parameters>
) Functions EFSSLE%D
| OrderProcessing.mdb uanti
Constants &!ﬂb‘(
Operators
‘i Common Expressions
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Create an expression with the expression 7 6
bUiIdel" (continued) l

= qryOrderDetailsCalculation - 0O %

6 Click in the field, and press Shift+F2 (or right-click and select Zoom). : |
7 Edit the field title, and click OK. BN gl = |

Expri: [Quantity]{UnitPrice]

73

a

ar:

@ TIP All fields must have a unique title, even calculated fields
that you create yourself. You can also use this feature to change
a field name to be displayed with an alternative name in a query.

@ TIP When adding together strings (concatenating the
strings—for example, [First Name] & “ “ & [Last Name]), use the
& rather than a +, because the ‘&’ prevents NULL values from making
the result NULL. The '+’ does not do this.

Adding calculations with the expression builder: Create an expression with the expression builder 105
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Returning the top matched records

If you order a set of results with a query, you might be inter-
ested in only a limited number of records—for example, the top
five records, or the top 10% of records. A query has a Top Values
property to give you control over the number of records being

displayed.
Return the top matched records 1 2
|
1 Sort yOur data ﬁ T 6 . Morthwind Sample Database QUIRY TOOLS ?A di c5 ,:
2 C(lick to select the number of records to show. You can enter values E | BE+ 2B bhoum | 5| i i Ty ooy
. . View Run  Select Make Append Update Crosstab Delete =~ Show o Tatals Par -
other than those shown in the list—for example, the top 3 records G T | e T g e .
instead of the top 5. &
& ay TP - o x

Products

Cuantiyperuns +
UnitPrice
UnitsinStodk:

Field: | Produdin Produdame

Progudts

Navigatian Pane

@ TIP With our dataset, if we select the top 11 records, we
actually see 12 records. This is because the top 11th and 12th

records have the same value. Access always performs what is known as
a TOP WITH TIES calculation, where records that tie for last place are
always shown.

106 Returning the top matched records: Return the top matched records
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Eliminating duplicate values

Each row in a database table should contain unique and For our example, we have a list of Customer records where we
non-duplicated data. However, because using a query enables have more than one customer in each city and we want to dis-
you to select only some of the fields, the values in those play a list of unique city names.

selected fields can be duplicated. This can be very useful when
you are given a table of data from another source outside of
Access and you want to identify a unique list of values in a par-
ticular field.

Eliminate duplicate rows

Marthined Samaple Oatabase 'QUERY TODIS

I
1]
,

JOML  CREATE  OXTERNALDATA  DATABASETOOLS | DESIGN

i+l ] B b e ethon
seet

ect Moke Append Update Cresstsh Dielete
Tanie

1 Select and optionally sort the field.

2 Eliminate any NULL values by typing Is Not Null in the criteria. ver

Show
Tabs

]

3 Click Property Sheet to display the Property Sheet, if it is not
already shown. If your Property Sheet does not show the properties o
we have displayed, click anywhere on the gray background to see
the query properties; the property sheet can display either query or =
field properties depending on where you last clicked in the query
design tool.

=

4 Change the query property Unique Values to Yes.

fuesa: | city
L Teble: | Custamers

= ]
R

@ TIP You can also find unique values by creating a summary

query, where you create a query, select a single field, and then
click the Totals button. By default, the field then uses a Group By Total,
which produces an output similar to the method described here.

Eliminating duplicate values: Eliminate duplicate rows 107
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Creating a summary calculation

A summary query can be used to perform different summary Group By values and group the data by that column. You can
calculations on your data. It supports the calculation of Sum, also change the Total row to Where, when you want to filter the
Max, Min, Avg, and other calculations. data, or to a calculation such as Avg.

After you have changed your query into a summary query, any
new columns added to the query are displayed as the default

Add a summary

CWERYTO0LS

1 Click the Totals button. %a T ey

HOME  CREATE  EXTERNALDATA  DATA

vEsiGH
e Rows 3 st Columns

2 Use Group By to group your results; you can add multiple fields.

3 Choose summary calculations.

4 Filter the records to summarize by using the Where selection.

Forld: |Cateqonin Unitrice Unitfrice UnitPrice UniPrice
Table: | Produrts Frod

s Froducts Proguss Progucs
o i 1l | g i
By

brvigation e

w N

@ TIP  You can put criteria against a Group By column to filter
results, but it is more efficient to use the Where syntax because

this applies the filter criteria to the records that go into the summary
calculation. All other criteria are applied after the calculations have
been performed, to restrict the displayed result.

108 Creating a summary calculation: Add a summary
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Prompting to filter data with parameters

If you have a query that you regularly use with different criteria,  This type of query can be also used to provide data for a form
rather than changing the design of the query each time you or report. This means that you can have a report that, when
want to change the criteria or creating multiple copies of the opened, prompts for parameters before displaying the results.
query with different criteria, you can define a set of parameters

so that when you open the query it automatically asks you to

enter values for these parameters and then displays the appro-

priate data.

Prompt with query parameters 2

1 Click Parameters. FE®o o -

HOME  CREATE  EXTERNALDATA  DATABASE TOOLS DESIGN

2 Type a name for the parameter in square brackets. Ensure that B! EE+ 2B Lo | 5 bt tuadin
. . . 0 un  |Seleet Make Append Update Crosstab Delete F
the name is different from any column name in your query, or the Ttk
parameter will not work.

Shew
EL Data Definitfn  7pe < Builder B Returr: | Al

Retuits Query Type Query Setup Show/Hide -

2

3 Type a data type for the parameter, and click OK. v [y owa e |
¥ Customenn
4 Type the parameter name without square brackets. IntelliSense will (
assist you here. 4
5 When you open this query, type a value for the parameter to see
the reStriCted Set Of reSUltS. Field: | CustomerlD CompanyMName City
Table: | Customers Customers Customers
Sort:
Show: 1
Criteria: [Enter a City]

on

@ TIP  When viewing a parameterized query in Datasheet view,
pressing Shift+F9 enables you to enter different parameters and
then refresh to display the new results.

qryCustomersWithParameter - o x

Company Name - City -
4 Blue Yonder Airlines

_ SISty

6 Litware, Inc. London London

London

@ TIP You can add wildcards to search with parameters—for

example, by adding the criteria Like ‘** & [Enter Product Name]
& "*'. This is useful if you want to allow users to enter only a portion of
the field contents rather than requiring them to enter an exact match.

Prompting to filter data with parameters: Prompt with query parameters 109
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Creating a crosstab query with the Query Wizard

Crosstab queries can be constructed manually. However, it is
simpler to use the Query Wizard to create the query, which you
can later change in design view.

Create a crosstab query 6
Click the Create tab. Crosstab Query Wizard
Click Query Wizard. Which table or query contains the Query: gryOrderDetailsLinePrice ~
fields you want for the crosstab query Query: gryProductFilter
. . - results? FOuery: qrySal rAndyMorith
In the New Query popup window, click Crosstab Query Wizard. v p————

Query: grySimpleCriteria

Query: grySummaryForProductsByCategory
Query: gryTopPricedProducts

Query: gryUniqueCityName v

To indude fields from more than one

1
2
3
4 Click OK.
table, create a query containing all the
5
6
7

H H H fields you need and then use this
In the Crosstab Query Wizard, click Queries. e

View

Select a query and click Next. () Ibles @ Queries () Bath

Select one or more columns to act as row headings, and click Next.

(continued on next page) | Header: |Header2  |Headers
TOTAL

1 2
= — 5

| e Query Wizard 3 7

Fird Dupiestes Query Wizard

i Liaiched Query Wiaacd
Crosstab Query Wizard
Which fields' values do you want as Available Figlds: Selected Fields:
e row headings?
auery thot deploys dots s OrderYear

compuact, qpreadshest lbe format.

OrderMonth

‘fou can select up to three fields.

Navigatian Pane

= 4 Select fields in the order you want
; : il - h

110 Creating a crosstab query with the Query Wizard: Create a crosstab query
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Create a crosstab query

(continued)

8 Select one column to act as the new column heading, and click
Next.

9 Select the column to summarize.

10 Select the calculation type to use, and click Next.

11 Type a name for your query, and click Finish.

6: SELECTING DATA USING QUERIES

What do you want to name your query?)

qrySalesByYearAndMonth_Crosstab

That's all the information the wizard needs to create the query.

Do you want to view the query, or modify the query design?

(@) View the query.

12 Select design view. () Modify the design.
13 In the query Column Headings property field, type a fixed set of 12
headings.
H 3 Nerthwind Sample Database o A%
8 HOME  CREATE  EXTERNALDATA  DATABASE TOOLS Andue Couch =
t‘( £ Ascending T - s Calibri 2 -
= B H =- B I U .
View ey 1 Omoendng B T Swikch i
. 3 Windows - £ 7 - L1 - -
Views | Ciippoara Sort & Fifter Recoras Fing window Text Farmatting
M cySalestly YearAndMonth_Crosstal -
Which field's values do you want as OrderYear =2 = SVt eAnR b Cost: - - =
column headings? product Name - TotalOftine- 1 -(2-3-4-5-/6- 7 - 8 -| 9 10 -[ 11 - 12
$936.00 $936.00
Linefrice Aniseed Syrup $240.00 $240.00
= Id select Baston Crab Meat $793.80 $735.00 4$58.80
e Camembert Pierrot $408.00 $a01
Carnarvon Tigers $1450.00 $1000.00 $4s(
Chal $216.00 210
Chane $2026.80 $1292.00 $744.80
[Recors & <[io755 10 n Senich : .
What number do you want calculated for Fields: Functions: I
each column and row intersection? » = EPTETTIE -
OrderYear Avg & qrySalesByYearAndMenth_Crosstab P operty Sheet
Count Selection type: Query Properties
First P A Genern
For example, you could calculate the sum Last T
of the field Order Amount for each Max Ouclaryesr Detault View Datashert
) Orderttonth Column Heagings 123,45,67,89,10.11,12
enployec (comn) by courtry and regon v o s
- Source Datab: {eurrent)
StDev Angie Source Conneet St
Record Locks Ho Locks
; 2 Recordset Type Oynacet
Do you want to summarize each row? P 5
Field: |muunumc x| OrderMonth LinePrice Total Of LinePrice: Lin| Cuientation Left-loRight
Yes, include row sums. H « | Jubsyashest ims

@ TIP The column headings in a crosstab query are dynamic (for
example, you could have only months 1,6, and 7), but you can
fix these so that a column is always shown, even when it has no data. In
the query properties, you will find a Column Headings property. In our
example, setting that to a value of 1,2,3,4,5,6,7,8,9,10,11,12 ensures
that we have a column heading for each month.

@ TIP The resulting crosstab query breaks down the orders
received for each product into individual months (1-12),
showing the sales of each product in each month in the month

columns, with a row for each product. If new products and sales are
added to the underlying tables, these will be included each time the
crosstab query is run, adding new columns and rows as necessary.

Creating a crosstab query with the Query Wizard: Create a crosstab query 111
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Simplifying a problem with a query by using other queries

If you have a complex problem—for example, you need to join
together several tables and then perform summary operations—
you might find it helpful to break down the problem into one or
more steps. First, create a query that joins together and filters

all the data, and then create a second query that uses the first

Create a query to combine data from a table
and query

1 In the design view of a new query, in the Show Table popup
window, double-click the table to add it to the query grid.

Click the Queries tab in the Show Table popup window.
Double-click a query name to add to the query grid.
Click Close.

uu A W N

To join the table to the query, drag the ProductName field between
the tables.

6 Double-click a field from the table.

7 Double-click the * on the query to add all columns from the query
to the query grid.

TIP Ideally, when joining together sources of data, you should
use primary and foreign keys, but in some circumstances you
might be forced to join results together by other fields. When you are
joining on other fields, the combination of fields should contain unique
data values.

)

query as a source of data and performs the summary operations.

Using a query to work from other queries can also improve
productivity by reusing other queries that you have already
constructed.

- Table > IEN| -0

Products

Tables | Queries | Both
- - Calegories
7 Frodudin Custome
Employees
ProdudName Crder etais
Orders

SupplieriD
CateqorylD
QuantityPerUini ™

Products
Shipoers
Suppliess

) -] Query! 9 n- n x ‘

Show Table

Preducts grySalesByYearindMonth Crosstab Tables | Queries | ot

7 rrooucie
Proguztriame
suppleny
Categonio
Quantityerune ™

Proguciame
Total Ot Lincirice
1

3

ayCustomeruitFarameter
tchedardsrs

5 yOrdeDataisCablstion
o O Detbd inePrice
aryProdhuctTil

arySalesDyTearAndMonth
‘arySalesByYear AndMonth_Crosstab.
arysnowAlCustomersandCrders

Flela: =
Table:

Sort:
Show: m] [m}

[

o
qrySummaryForProductsByCategory
aryTopPrcedProducts
o yUriqueCilyNeme:

o yUriceCil plommed s ByGeou Total

qryRasedOnaQueryAndTable

Perooucio
Frocucname
Suppiienn
categomyie
CuantityPerUnit |

arySalesByYearandMonth_Crosstab

Productiame

Total F LinePrice
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Adding two sets of query results together

When you have two or more sets of data that have the same
number of columns, same column order, and similar column
data types, and you want to combine them into a single list
(although this cannot be graphically displayed), you can do so
by creating a special type of query called a UNION query. This
query uses a special keyword UNION (meaning bring together)
or UNION ALL (meaning bring together and show duplicates).

Add two result sets together

1 In design view, add your first table to the query grid and display the
desired fields.

2 Switch the query to SQL View.

3 Remove the semicolon (;) from the end of the SQL query, highlight
the SQL query, and copy the SQL query to the clipboard.

4 On anew line, type the keyword UNION.

5 On anew line, paste in the copied SQL query, and change any
references in the copied SQL query to refer to the second table and
column names. The order of fields, number of fields, and data types
should be identical in both sections of the SQL query. Field names
can be different.

6: SELECTING DATA USING QUERIES

You can combine multiple blocks of SQL with this keyword.

In our example, we have two tables, called Customers and
OldCustomers, and we want to show the data in both tables in a
single list.

BEHD G- Morthwind Sample Database QUERY TOOLS - x
HOME [CREATE EXTERNAL DATA DATABASE TORLS DESIGN h -
I cHch + 21 B K e
= 3 . Through
View Run  Selectl Make Append Update Crossiab Delete Show - Totals Pa
: Table 12 Datgoefinition T, e Al .
Datasheet Vier
Qu - 8 x
SQL 501 View =
Cust
B¢ Design view »
2 Fitia: | CustomenD Companyhiam Contadtha
& Table: | Customers Custom Customers
< Sort:
2 Shaw o & ¥ v
2 Crens:
gryUnion 3

nta cthiam e e W |
SELECT OldCustomers, CustomerlD, OldCustomers.OldCompanyMame, OldCustomers OldContactMame 4
FROM OldCustomers 1
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6: SELECTING DATA USING QUERIES

Resolving ambiguous outer joins

When you join tables together on a query and you have a
line without any arrows at either end, you have an equally
matched join (sometimes called an INNER JOIN or simply

a JOIN). In the earlier parts of this section, we displayed
unmatched records and missing parent records by adding
an arrow at one end of the join; this is called an OUTER JOIN
(being LEFT or RIGHT depending on which end all records

are being displayed from). If you add tables to a query where

Northwind Sample Database

The 50L statement could not be executed because it contains ambiguous outer joins. To force one of the

ke joins to be performed first, create a separate query that performs the first join and then include that query

in your 501 statement.

Help

Was this information helpful?

114

you have already specified OUTER JOINS in the relationships,
these will be shown by default when you add the tables to
the query grid.

If you have a mixture of join types when you try to run a
query, you will be warned that you have a join ambiguity, as
shown here.
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6: SELECTING DATA USING QUERIES

Creating an additional query to resolve a problem with mixed joins

We have a query that links together Orders, Order Details, and
Products. Because we want to also show any Orders without
Order Details, the join from Orders to Order Details is set to an
outer join to include all Orders with or without Order Details.
The join to products has been left as a matching join. This mix-
ture causes a join ambiguity problem.

Resolve join ambiguity

1 Click each of the tables where the join is different, and press Delete
to remove the tables from the query.

2 Having created another query that joins together the tables we
removed (with the outer join), add this query to the query design.

In our example, we could change the join between Order Details
and Products to an outer join, but we want to demonstrate the
solution that is proposed by the text in the join ambiguity warn-
ing box, where the query is changed to use another query that
contains the outer join between Orders and Order Details.

= ryloinAmbiguity - 0 x
Ofders Orfler Details Products
1 .
¥ OrderlD | 7 orderiD I_/; ? ProductiD
CustomeriD 2 Productip = ProductName
EmployeelD UnitPrice supplierlD
OrderDate Quantity CategonyiD
RequiredDate ™ Discount hd QuantityPerUni ™
4
= gryloinAmbiguity - O %
- rduct » I
aryloinAmbiguitylnnerQuery .
v - . . - s es.
OrderD ¥ ProduciD
Produdiame R e ylrelT e ~
Orderbate ~
i SupplierD aryCustomersVithParame ter
nitPrice qryFindLnmatchadcrdrs.
Quantity Categaryit qyJoinAmbiguity 2
QuenlilyPerUni ~
Praduatin - L anliyPeruni - oy
qryUrderDetalsLnerrice
3 o yProska IRl
Fleid: |Urderln Orderbate Unibrice
Table:
sort:
shows: = - [l
Critere
Ned Ulose
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Moditying data
using queries

he queries described in this section are a special type called action que-

ries, which differ from the select queries previously discussed in that
they are used to change data in the database. For example, rather than
doing a search and replace, you can create a query to do that work for
you. However, the power of these queries is greater than a simple search
and replace because action queries can be based on data that you have in
other tables in your database.

An example of a great use for action queries is when, after importing data
from other systems into Access, you need to reorganize the data into
existing or new tables. A Make Table query would enable you to create
and add data to a new table and can be used to create new lookup lists of
choices, or improve a design by splitting data into several new tables.

If you have a complex set of processing steps, then a Delete query could
be used to empty tables, and then an Append query to repopulate the
data, or an Update query used to modify data.

In this section:

Creating a table by using a Make
Table query

Adding data to an existing table with
an Append query

Changing data in an existing table
with an Update query

Deleting data in tables with a Delete
query

Adding only new data that is not
already in a table

Updating a column based on an
expression

Resetting an AutoNumber with an
Append query
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7: MODIFYING DATA USING QUERIES

Creating a table by using a Make Table query

The Make Table query creates a new table based upon the
selections that you choose on the query grid. This type of query
is useful when you are improving the design of a database by
creating new lists of data or by splitting the data in one table
into a set of tables.

In this example, we will split out a list of contacts from the
Customers table to create a new table that allows the tables to
record multiple contacts against each customer, improving the
flexibility of the database design.

Create a table by using a Make Table
query

1 Click the Create tab.

2 Click Query Design.

3 Add your tables and fields to the query grid.

(continued on next page)

@ TIP When importing data, if you are repeating the import
process on a regular basis and you have made other changes to
the design of new tables created by a Make Table query, you might
consider keeping any tables created during the processing of data,

using a Delete query to empty a table, and then using an Append
query to add in new data. This will prevent you from having to
continue to use Make Table queries to re-create new tables and losing
any other changes you made to the tables.

If you have imported data, you can run Make Table queries to
move the imported data into new tables.

BHa o UI 3 Morthwind Sample Database. W SR
HOME | CREATE | EXTERNAL DAT DATABASE TOULS Andied Couch ~
ir = = [ Form Wizaid ] £ [ Report Wizard % Module
] = ] | o bS] = 1 B By L '
Fhl El : : R sl == s |: B Navigation © rl |—‘ j [ Labels £ Class Module
Application  Table Table SharePoint Query Query Form Form Blank Report Report Blank Mncra
Pants - Design  Lists=  Wizard Design Design Form 1= More Forms = Design Repont £ Visual Basic
Templates Tables Queries Forms Reports Macros & Code -
= Query! - o x
¥ CustomeriD ﬁ
CompanyName
ContactName
CunlactTille
Address hd
Field: | CustomerlD ContactName ContaciTitle v =
Table: | Customers Customers Customers (I
Sort:
Show: o] =] 0O | O
Criteria:
or:
T [r]
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7: MODIFYING DATA USING QUERIES

Create a table by using a Make Table 5 6

-

query (continued) E e e of: rrow—s T
HOME CrERTE EXTERNAL DATA  DATABASE TOOLS DESIGN Andrew Couch ~
4 Clle Make Tab|e' D 1 D_—l f'-‘! 'H 71 B D Usion = B '::“‘\men(n\umns z y—’_.[:] ’:_llimurryshm
View Run  Select Make Append Update Crosstab Delete :‘2;"" ::w?" s ::":‘ o ;;::mu::mm Totale Parameters it
‘ C woDtiion | Sd | B e
5 Type a name for your new table. - ey seup p— "
6 Click OK. Before clicking the Run button, you can click View to & B —
review the data that will be created in the new table and then =N — HeeToe
. . PP ¥ cusomeno | Table tiame:  Conacel =
return to design view to execute the query by clicking the Run ot i
button. Gomrttoe e
Click Run to execute the action query. el [l
&
. € Fietd: [ Customenis ContactName ContsaTte [y =
8 Click Yes to create your new table. H T e coones | cunomes
3 (:m el = 5 o O (m]
H s s 4 e ouErf TaoLs
HOME CREATE EXTERNAL DATA  DATABASE TOOLS oifiGN Andrew Couch ~
Bl @R AB KOs, BIIT I I % e
v.fw Run  Select m Append Update Crosstab Delete K butsDuaiien i::: - 1 e [0 - Totals Parameters
= aqryMakeTabletxafnple - o x

Customers

¥ Customerid
Companytiame. You are about to paste 2§ rowls) into  new table.
Contacthiame
Gnce you dick Yes, you 't use the Unde command 1o reverse the changes.
onaciite you sure you want tdfcreate a new table with the selected records?
Agoress Q)
o No
@ < >

@ TIP After you have provided the name for the new table, it is
not displayed on the query grid. If you later want to check what
the name is, switch to view the SQL.

@ TIP After you have created a new table, you might want to
alter the design of the table to add a primary key and set up any
relationships.
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7: MODIFYING DATA USING QUERIES

Changing data in a table with an Update query

An Update query allows you to update the data in a table either
by changing explicit values or by using data in other tables to
help apply the changes. Update queries can also be executed to
update data in a query rather than a table, as long as the query
is updatable. (For example, a summary query is not updatable.)

Change data based on explicit values

1 Start with a select query, and choose the fields to update.
2 On the Design tab, click Update.

3 Type any filter criteria and Update To values.

4 Click Run to execute the query.

In this example, we look at two techniques. In the first technique,
we perform an update based on an explicit value. In the second
technique, we perform an update based on data held in another
table.

@A < - Hhettind Sarmple Uatabase: GUERTTO0LS 7 %
HOME  CREATE  BXERALDATA  DATABASETOOLS  DESIGN Aadrew Cauch =

S [Eropety Sheat
z [E'L:L‘Eﬁmm

B! SmyRIE b= 1 T
e

View un  Select Mske Append Update Crosstob Dilete Tonats Paca
. Table

BY.Dara Definition  Typpe | 2N Buslder s
Results Quer Trpe Guery Setup. Shew/Hide

2 arylpdateContactTitles - o x

i '.I

Mavigation Pane
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Change data based on data in another table 4 1
1 Start with a select query, and click Update. Em .;.I G D TS T
2 Select the fields to be updated. B! & ._‘. #| [#1 !xg s Froiwn | Temcen |3 Ty S
Ve Man | sskct b sppend [ o Dk g:’:’;:;‘“?" S \;‘E” ':f“"“"”“ + Parameters
3 Type the name of the joined table and field. (IntelliSense will assist e cumsewo p— -
here.) = aryUpdateBasedOnalable -0 xA
4 Click Run to execute the query. - T~

Contacttisme
ComtaxtTitle ContadtHame
ContaatTitie

Aadiess

Navigatian Pane

il ’
: (G

Tabie: |Contaas
Update To: | [Customers] ContactTitle]
Citeria: 1

@ TIP When running an action query that has been saved, you

do not need to open the query in design view. If you double-
click the query in the navigation window, it will run the query after
asking you whether you're sure you want to proceed.
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Adding data to an existing table with an Append query

Append queries enable you to select data from existing tables
and add data into another table. Any rules or validation defined
in the table into which the data is added are enforced when you
try to append the data.

You are allowed to select data from several tables, but you can
append only to a single table. After you have selected the target

Add data to an existing table

1 Start with a select query including your table, select the fields to be
used in the new table, and then click Append.

2 Select the table into which to append the data.
Click OK.

4 Use the drop-down list of available fields to match up any fields
where the names are different. Where the names are the same, the
Field and Append To rows will be matched.

Click Run.
6 Click Yes to add data to your table.

@ TIP Change the view of the query to Datasheet view to verify
that the data to be appended is what you expect, and then you

can return to design view to amend your query if required and
continue to execute the query.

@ TIP You can also type data such as numbers or text into the

Field column to be appended into specific fields in the target

table.

table, you can see the name of the table by viewing the SQL.

(It is not shown on the query grid.) After you have selected the
target table, fields where names match are automatically paired
together; if the names are different, you can select the corre-
sponding fields.

1

BEHR® & -

HOME  CREATE | EXTERMAL DATA

=R

View  Run

Results

mE B

Select Msks Append Updste Crosmtsb Delete
Table

Query Type

QUERY TDDLS

DATABASE T0OLS DESIGN

0 Uion -

0 Pass Through
@ T how
b2 Data Definition  Typte

e Columns

n: A

Totals Paramaters

¥ st Columns M= [ Propery Sheet
X il 5 Table Names

ShowHide

Andrew Couch =

»

= . T
Append g —_,
— e - 3
Tatde Nome: GERRER
(®) Current Database
O Another Dstabace
i o [
vee..
H fiekt: [ custemend Comadhame  ContactTite =
& Tonte | Customers Costomers Customers
H sot
£ Appenato: | custamenia Consanane | conuaatiie
i Coesa
] GO auervfools

HOME

i S 21 B

B!

View Run
uits

Rest

Select Make Append Update Crosstab Delete
Table

CREATE

EXTERNAL DATA

Cuery Type

DATABASE TOOLS DE!

I @ Union
Fa D pace-Through
£’ Dt Definition

Andrew Cauch *

Z [-'L_. [F] Property Sheet

121
= Totals Param T aree

eters

Show/Mide -

Pane

=

aqryppendiat

- O x

Customers

7 customenn

Comy

Adaress

Northwj

r Once you dick ¥e1, you &

You are sbout to append

Are you sure you want tol

hopend the selected rows?

i

Ne

VE UsE the UNde Command 10 Feverst the Ehanges.

Field:
Table:

CustomeniD
Customers

Contactbame

Customers

ContactTitle
Customers
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Deleting data in tables with a Delete query

A Delete query allows you to delete data from a table either by
specifying filtering criteria or by using data in other tables or

queries to limit the data that is being deleted. As with all action

Delete data in a table

1

u A W N

Start with a select query including your table, and click Delete.

Select a field to filter the data.
Type the filter criteria.

Click Run.

Click Yes.

4

7: MODIFYING DATA USING QUERIES

1

queries, you cannot undo the operation, so making a backup of
your database before you execute a Delete query is important.

|
I

fl!@

H

[

CREATE  EXTERNAL

g@\_!-l-' # B

¢ Append Update Crosstab Delete
I:

Query Type.

effatabase QUERYTOOLS

ABASETOOLS DESIGN

@D Union - 2 InsenRows  “F Insen Columns
B PuiThough o DX DeleteRows X Delete Columes
B OataDefinition  Topge  ON Builder 3 Retun

Query etup

Totals Porameters

T X

Andrew Couch

3 & frae

showiide a

¥

aqryDeleteOnavalue

-0 %

A CAUTION When using Delete queries, always make sure that

you add filter criteria to avoid deleting all the data. After any

data is changed by the action queries, you cannot undo the changes.

Making a backup copy of the database is recommended before you
delete or otherwise modify your data.

www.it-ebooks.info
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Updating a column based on an expression

When working with action queries, you can use the data in
other columns in the same table or data linked from other
tables to change the data in the columns you want to edit.
Examples include removing extra spaces from columns, split-
ting the data from a single column into multiple columns (for
example, first and last names extracted from a ContactName
column), or consolidating the data in several columns into a
single column.

Update a column based on an
expression

1 To test your expressions, create a select query based on your table,
as follows:

FN: Left(Trim([ContactName]),InStr(Trim([ContactName]),” “))
and

LN: Mid(Trim([ContactName]),InStr(Trim([ContactName]),” )
+1,Len(Trim([ContactName]))).

2 Change the view to Datasheet view to check that all of the names
are split as you are expecting, and then return to design view.

3 Click Update.

(continued on next page)

@ TIP The Trim function removes any leading or trailing spaces;
the Len function provides the length of the string; the Left

function extracts the left side of the string; and the Mid function
extracts the Mid part of the string. The Instr function is used to find the
position of the first space in the string.

When constructing expressions, you can use a wide variety of
built-in functions for manipulating data, such as the string func-
tions UCASE, LCASE, RIGHT, LEFT, MID, TRIM, and InStr. In our
example, we use functions to split a contact name into a first
and last name.

2 3

BHS B2 = Mhethwind Sample Database
HOME  CREATE  EXIERQALDATA  DATABASLTOOLS  DESIGN

QUERY TOOLS 7 - 8 %

Andrew Couch ~

fi=al T D Union [ £2 Insert Rows. = [F] Property Sheet
| EE+ 71 E kg B | 2 T
* & pass-Through % Delete Rows | X “7 B Table Names
View Run  Select Mske Append Updste Crosstab Delete Show - Totals Parameters
% Table BL Data Definition  apie O Builder T Return: | A1 -
Resun Query Type Query setup ShowHide ~
»
-] gqrySplitContactiame - 0 x
Customen
Contacttiame
ContaTile
Firsthame
Lasthiame
2l »
&
H Field: | ContactName i InStriTrimiiC S IN: MidTrimiIC InStriTrimiiC: * )+ 1 LenfTrimilCe ||
E Table: | Contacts
s sort:
3 Show: = [} ol
crteris:
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Update a column based on an 6
expression Ela — 275

EXTERNAL DATA DATABASE TOOLS DESIGN Andrew Couch =
i @ Unien i E=InsetRows  “1Insest Colun [ [ Property Sheet
4 Add the fleIdS tO be updated' £t l ;—‘j I—l +' /1 L—l !X 4D Poss Thiough J 3X DekteRows X Dekete Columns z LT.}J E‘m:rzm
. . . . . View Run Sedect ;d lske Append Update Crosstab Delete M’DI Definitio T}H N Builder T8 et olals Parameters
5 Copy the expressions to the Update To line (removing any field title, cuenTve cuen ses snowpace .
such as FN:), and delete the old calculated columns. e ST — - B %
6 Click Run. e
1| g
é 'h:l‘m Firsthiame s LastHame =
% unun{(:: g < 5 e
- | B

@ TIP You should not be concerned when creating an update
query that the final layout on the query grid looks significantly
different to the original select query. The idea is to start with a select
query to easily identify how calculations should be constructed, and

then you remove the calculated columns using copy and paste for the
expressions to transfer the calculation into the update to area on the
grid below the appropriate fields to be updated (remembering to
remove any labels such as FN:).

Updating a column based on an expression: Update a column based on an expression 125

www.it-ebooks.info


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

7: MODIFYING DATA USING QUERIES

Adding only new data that is not already in a table

If you are importing data from a source table on a regular basis ~ The technique is to have the target table not only appear as
and you need to add that data to a table that might already the table into which new rows will be added, but to also join
include some of the imported data, you can use the properties that table to the table containing the imported data. Then you
of a join to ensure that you add only new records not already in  specify the join to include all records from the source table but

the target table. to exclude those that are already matched in the target table.

Add only new data 1 3

1 Start with a select query, containing the source table, in our - WWT:M — S
example Customers. Then Create an Append Query. | @ :-,‘ u ﬁ:.cﬂ beae :; mmm s b3 P[-E] 2 G

2 Specify the target table, and click OK. Rl sl : .

3 Add the source table to the query grid. Our Customers table con- ) £l aopandony o =S

tains the data to be added to the Contacts table.

4 Join all the fields to be matched. In our example, these are the
CustomerlD, ContactName, and ContactTitle fields.

5 Set each join to include all the records from the source table
(Customers), and double-click the joining line to display the join
properties.

...... CustometD Contacthame ContactTtie Curtomento o || | Cultmer v o Bl
Table: | Customers Customers Custemers Contacts Laft Gobanr Figh Cabane N

: - Customer D v Customern £
(oF] Jor

equal
: Irchade ALL records from ‘Customere’ and eriy those records from
\Contacts’ where the joned fikis are-equal

(ool Tl NN

6 Choose one part of the joining fields from the target table.

7 Remove the field name to which it will append.

8 Add Is Null Criteria to the field. This limits the query to appending
only new records.

126 Adding only new data that is not already in a table: Add only new data
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Resetting an AutoNumber with an Append query

Access automatically allocates AutoNumbers. Although they You can use the technique described here to either add back a
follow in sequence, gaps can occur when records are deleted. missing number or reset the counting to start from a specific
Also, if you compact and repair a database, it will reset the value—for example, when you want the numbering to start at a
AutoNumber sequence to match the next largest AutoNumber larger initial value. This involves creating a rather odd query that
in your table. That is, if you delete the largest AutoNumber, with  does not append from a table but instead appends a specific

a value of 555 (the next AutoNumber would be 556), and then value into your target table.

compact and repair the database, the next AutoNumber will
start counting from 555.

Reset an AutoNumber 6 12 3
| |
1 Start with a new query in design view, but click Close when = EE L [l el A
prompted with Show Table. This will leave you with a blank query Vi, fun | sekrfbie, Append it Crostat DS 1 Do Ot Tarl.| b | M [ ]| 1 TR
grid. e s — .
= Resethutonumbering - P x
2 Click Append. =
3 Select the table to which to append, and click OK.
4 Type a new value for the AutoNumber. e = | = -|
! ) Another Database: _"
5 Select the AutoNumber field in the target table. 2l =g il =—
6 Run the query. This adds a new product with an ID of 9999, allow- [y | |

ing new records to start counting at 10000. (You can delete the
record 9999 later.)

Resetting an AutoNumber with an Append query: Reset an AutoNumber 127
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galelfe)ilale
oresentations with
forms

In this section:

hile a datasheet provides a flexible presentation of data, forms offer Creating continuous, datasheet, and
more sophisticated capabilities. Subject to certain rules, one form (a split forms
subform) can be embedded in another form and then they can be linked Working with form views and control
together such that when you page through records on the main form, only layouts

related information is displayed in the subform. ) ) )
Creating a parent/child and a single

You can switch forms to present data as a datasheet, single record, or a record form with the Form Wizard

continuous list of records. When you switch a form to Datasheet view, it Altering link master and link child
offers extra features that extend a normal datasheet—for example, to use fields

conditional formatting. Forms can display data from tables, SQL expres- Controlling editing and data entry in
sions, or queries. a form

Changing the source of data for a

A navigation form is a special form that you can use to organize the dis- »
orm

play of other forms; this allows you to create an application where a user
can make menu selections to undertake different activities. Organizing your database with a
navigation form
You can also display a form in form view, where you work with the data;
layout view, which allows you to adjust the layout while viewing the data;
or design view, which allows you to make more sophisticated adjustments
to the form but does not display the data while you are making the design
changes.

Adding fields to form in design and
layout views

Adding a subform to an existing form
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Creating a continuous form with the multiple items template

The multiple items template enables you to create a continuous
form displaying a tabulated list of records. When created, the
form opens in layout view, which allows you to adjust formatting
and other layout properties, such as row height, while viewing
data presented in the form. This form is automatically given a
tabular layout for the controls.

Create a multiple items form

1 Click to highlight a table in the navigation pane.

2 Click the Create tab.

3 Click on the More Forms drop-down arrow in the Forms group.

4 Click Multiple Items on the submenu.

(continued on next page)

In layout view, the Form Layout Tools tab contains the follow-
ing contextual tabs: Design, which allows you to manage fields
and controls; Arrange, for altering the position of controls; and
Format, for changing control formatting.

BEHD I: Northwind Sample fatabase 7 8%
vomf | CREATE | EXTERNALDATA  DATABASE TOOLS
n [ Lal e jule
¢

= e — T ]
B HE D RE E&EO

Application  Tabl Table SharePoint Query Query Form Form  Blas -
Parts - Design  Lists~  Waeard Design

Template:

Tables ® «

Search- R | Datasheet

130 Creating a continuous form with the multiple items template: Create a multiple items form
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Create a multiple items form (oniinues

5 Click the bottom of a row, and drag the row upward to decrease
the row height.

6 Click to the right of any column, and drag the column edge to the
left to decrease the column width.

@ TIP  To move a column, click at any point in a column and then
use the Select Column icon on the Arrange contextual tab to

select the column. You can then drag the column to the left or right to

reposition it. Make sure that you select both the column header and
detail before moving the column so that you do not move only the
column header or column detail.

8: IMPROVING PRESENTATIONS WITH FORMS

5

Racora: 1

10t 28

" searen ]

] Customers o x
Custonjers
521
CustonfleriD Company Name Contact Name Contact Title Addres:
‘ 1| A. Datum corporation Dimple Arya Sales Representative Obere
+ 3 [Aaventure wor Ronen Ashkenazi Owner Avda. d
3 |alpine ski House Roya Asbarl Owner Matade
4 | Blue Yonder Airlines Chris Ashton Sales Representative 120 Har
Record: M _<[10f28 | b M b Search I )
&) Customers -
Customers
B S e
Contact Name Contact Title Address
| 1L4A. Datum Corporation Dimple Arya Sales Representative Obere Str.
2 | Adventure Works Ronen Ashkenazl Owner Avda. de I
3 [Alpine Ski House Roya Asbari Owner Mataderos|
4 [Bife vonder Airlines Chris Ashton sales Representative 120 Hanovi
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Creating a datasheet form with conditional formatting

The More Forms datasheet template creates a form that is set to  Conditional formatting allows you create rules that alter the
display the form in Datasheet view. In addition to using the stan-  color and other format properties of a field, depending on the

dard features of a datasheet, such as dragging columns to the data it contains. This includes displaying a data bar showing
left or right or sorting using drop-down arrows from the column  the percentage of a value when compared to the total for the
headers, you can take advantage of other formatting features, column.

such as conditional formatting, when using this form.

Create a datasheet form 12 34
| |
1 Click to highlight a table in the navigation pane. %i L_'F__!ﬂ; [Tl N/
2 Click the Create tab. Af F
3 Click the More Forms drop-down arrow in the Forms group. O Mt e =
All AccessObje... ® « —
4 Click Datasheet on the submenu. — T o Bttt
= St Fo
5 Click in a column to apply conditional formatting. S = [—
B3 mployees
6 Click Conditional Formatting. B oucunenen
0 oraer Detaits
7 In the Conditional Formatting Rules Manager popup window, click

New Rule.

7

(continued on next page)

— O

EE® Forll 1005
HOME CREAT EXTERNAL DATA DATABASE TOOLS DaTfsHEET Joha Clarkson =
b EEe- |m B & =
View  Themes [ gonts~  [fld Exsting Property Background Altemste Condiions!
- - Fields  Sheet  Colors  RowColoe~ Formatting
wiews Themes Tools Formatting -
3 CustomersDatasheet - 0%
Contact Tit - Addrass -] cty -] Region - PostalCodi-|Country -| Phoni~
sales Repredentat Obere Str. 57 Berlin 12209 Germany = OSEREO I ———— 5
Owner Avia, de I Constitucitn 2222 Méxicn D.F. 5021 Mexico  (5)5554
o Conditional Formatting Rules Manager 2 5023 Mexico (55553
T em— wie k(s
orf 95522 Sweden 092112
sal| | 19 NewRule | x - 1306 Germany  0621-084
M3 [ hute tappiied in order shown Famat Bl Franca __/#3.60.15)
o 8023 Spain (92) 595
. oy 008 France 912445,
g Acf 2F g4 Cenada  (604) 55¢
= sal C2sNT UK (171) s8¢
- sal 010 Argentina (1) 1355
2 adf 5022 Mesica  {5) 5552
2 o 012 Switzerland 0452-076
sal 5432-013  Brazil (11)555-
sall T] Cancel Agnlr 16LT UK {171) 555
or 2066 Germany 0291033
Owner 67, rue des Cinquante Otages Nantes 2000 France  d0.67.86.
sales agent 38 King George London wIsW Uk (171 s8¢
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Create a datasheet form (ninueq

8 In the New Formatting Rule popup window, select an expression.
9 Type a value for the comparison.
10 Change the background color for the rule.

11 Click OK to close the New Formatting Rule popup window, and
then click OK to close the Conditional Formatting Rule Manager
popup window.

@ TIP If you view this form in design view, you will see that the
controls are displayed in a stacked layout that does not look the
same as the datasheet presentation. This is because the Datasheet view
uses a special built-in presentation, and design view displays a layout

that shows the fields to be included in the Datasheet view, not the
actual datasheet presentation. You will also see that the form's Allow
Form View property has been set to No, preventing this form from
being switched to form view.

8: IMPROVING PRESENTATIONS WITH FORMS

8 9

New Formatting Rule

Select a rule type:

Check values in the current record or ufe an expression
Compare to other records

Edit the rule description:

Format only cells where the:

Field Value Is W equal to w | | Germany

¢ 2

Cancel

10

— _lo

1
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Creating a single record form with the Form Wizard

A single record form displays a columnar layout of fields for You can use this type of form with one or more subforms to
a single record, which means that you have more screen area display data from related tables. (A continuous form cannot be
available for your layout, but you can see only one record at used with subforms.) The form does not use a stacked layout for
a time. In comparison, with a tabular layout, where you often the controls, which means that you can position controls indi-
need to scroll left or right to see additional information. vidually without moving them around on a fixed layout.
Create a single record form 1 3 2
1 Click the Create tab. i@ EEOK i T T T %
2 Click Form Wizard in the Forms group. m —‘ h——,—\m— ~r— @ =) ) [ | Wlorwana [P o
ﬁppﬁ;l\un Table Table SharePoint jery Qui Form  Form " R;;n vz;n Blank (5] acess )
3 Select atable or query. s | “g“ T B . .
4 Select the fields to display. P B—
» You can choosll from more than one table or query. Fomm Weedi
5 Click Next. Whatlayout o youlb o your orm?
ToblesQueries
6 Click Columnar. Tt
%\'MM‘ ) ?M B
7 Click Finish. | f
2 | Cance Hext > Binsh
Cancel < fack Mext =
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Creating a split form

A split form combines the single record form presentation in the  Unlike the single record form, controls in this form are placed in
top part of the screen with a datasheet presentation in the lower a stacked layout. This makes it easy to adjust the presentation by
part of the screen. The two presentations are synchronized so using the layout view.

that as you move to view a record in either area, the other area

will update to display the same record in the alternative view.

12 4
|

= (D

Create a single split form I
H 3 9 I L] Morthwind Sample (htabase 1 S
. . . . . . h vomf| | CREATE | OXGMNALOATA  DATABASE TOOLS John Clarkson ~
1 Click to highlight a table in the navigation pane. S ore M Mm@ o ] s | [T Sen
. ';-‘ = . N . X I Navigation - ‘-'Ln e (=) Labes 1 Class Module
2 Click the Create tab. e T oo e s v g rorn [EiMeeonat] "] g repon M i B
tempiates Tavies Quenes O ) gt e Reports Macros & Coge -
3 Click the More Forms drop-down box in the Forms group. e e s
. . B categories S
4 Click Split Form on the submenu. . 2 satform
5 Click a record in the datasheet to see the corresponding single i
record displayed in the upper part of the form.
= CustognersSplitForm - 0O %
Customers
g
i CustomeriD |2 | City IE
Company Name |Adventure Works Region I:
Contact Name | Ronen Ashkendzi | Postal Code @
| ContactTitle  [Owner | country [Mel~
[l 3
CustomeriD ~ Company Name - Contact Name + | ContactTitle - -
1 A. Datum Corporation Dimple Arya Sales Representat Ober
2 Adventure Works Ronen Ashkenazi Owner Avda
3 Alpine Ski House Roya Asbari Owner Mata
1 Blue Yonder Airlines Chris Ashton Sales Representat 120 K
Record: 4 4 |2 of 28 L T 3 B N Search i -4 i i »
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Working with form views

You can change forms between different presentations. The
form has a property (which you can change in design view)
called Default View. This property supports the options Single
Form, Continuous Forms, Datasheet, and Split Form.

When a form is open, the choices on the Home tab for the
View drop-down submenu will change depending on whether
the default view is set to Datasheet or one of the other three

Change the default view

1 With a form open, select Design View. (The View drop-down sub-
menu might be different from the example shown here, depending
on the form properties.)

On the Design tab, click Property Sheet.
Select Form.

Click the Format tab.

uu A W N

Change the Default View property. To see the changed default pre-
sentation, close and save the form and then reopen the form from
the navigation pane.

@ TIP Although you can change the Default View property from
Continuous Forms to Single Form, this controls only whether

multiple or single records are displayed. You would still need to change
the layout of the controls, moving controls to appropriate positions on

the form to get the desired look for the presentation. A single form
usually has both labels and controls in the detail section, while a
continuous form usually has the labels in the header and the controls in
the detail section. A great feature in Access is that you can mix these
options together and come up with your own original presentations.

136 Working with form views: Change the default view

choices. The following properties on the form further control
these choices:

®  Allow Form View

®m  Allow Datasheet View

®m  Allow Layout View

LIRS B - Northwind Sample Database W FIo 7%
HEME  CREATE  EXTERMALDATA  DATABASETOOLS John Clarkson *
2] Ascendine - [ p: B T o =]
B glx Yy pacem ¥ I % @B
Lo Descending 1+ e > oy u
= = 3 Fit Form Windows =
Sort & Filer Records Fin Window Text Formatting -
—_ CustomersDefaultViews - 0 x
E Layouview - =
zeerae Customers
Design View
b stomerlD Company Name Contact Name Contact Title Address
’ B!/ & atum corperation Dimple Arya Sales Representative Obere Str. *
2| Adventure works Ronen Ashkenari Owner Avda. de la
3| Aloing Ski House Rova Asbari Owner Mataderos -~
[Recors 1o [iaram 1> nre ¥ 5 i "

4 3 2 5
|

BEH®B ®- - Narthwind Sample Database FORM DESIGH TOOL R X
WOME  CREATE  EXTERMALDATA  DATABASETOOLS  DESIGN | ARRANGE  JoRMaT John Clarkson ©
==l m Eige =D F
] |22 Mcoos WREIC A e o - P =l =8
= L5 [abl] Ag (=] [ 7] G == B = o
View  Thems (&] o+ o = L & et d Exsting Propety Tab /.
- - Image~ 0 Dffte and Time Fields | Sheet | Ocder “O
Views Themes Contrals Healler / Fosier Tools -
i x
=2 CustomersDefauhtViews Propefty Sheet
Selection thhe: Form
. ot e o s -
Fom v
s £ 0rmat | Data | Event | Other | a0

Caption
Deault View
Ao Form view
# Detail Allow Datasheet View
ContactTit, | Allow Lajout view
pict

Hoompenyriame

+ || custemenn ContactName

Picture Inene]
Picture Tiing o
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Working with control layouts

When working with the design of a form, you can either work

in layout view, where having a control layout is an advantage,
or in design view, where the layout can still be used but can be
less productive if you are not used to working with it (because it
restricts the positioning of the controls).

Remove a control layout
1 Click the Arrange tab.

2 Click a control in the layout.

3 Click Select Layout.

4 Click Remove layout.

@ TIP With a continuous form, you can add a tabular layout, and
with a single form you can add stacked layouts. To add a layout,

select the controls by using the Shift key, and use the Stacked or
Tabular buttons on the Arrange tab in the Table group.

8: IMPROVING PRESENTATIONS WITH FORMS

A form can have multiple control layouts. Each layout limits you
in terms of where you can place controls, but it assists you by
automatically presenting the controls within a tabulated layout.
In this example, we show how to remove a control layout if you
prefer not to work with this feature.

M Hf Fros Narthwand FORM DEJGN T0OLS
HOME  CREATE  OXTERMALDATA  BaTABATOOLS  DESIGN  ARRANGE  FORMAT
) Stacked f i T et Below [0 Relect Layout & Contral Margins -
Tabular | : InsertLefr [ Retect Calumn 4 Control Padding ~
Jitemone Layout  anove 5 Insert tight 3 fetect Row B Anchoring~
Table Rows & Colum; Merge / Spit Maove Position
»
= Customers = B X%

ContactName

D H CompanyName 1

& Fomm Foster

n Pane
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Creating a parent/child form with the Form Wizard

Parent-child layouts allow the relationship between two tables
(where a record in one table corresponds to multiple records in
another table) to be represented with a subform embedded on
the main (parent) form. As you move through the main form,
the related records in the subform are automatically filtered by
linking field properties on the subform control.

Create a parent/child form with a
subform

Click the Create tab.

Click Form Wizard in the Forms group.

Select the parent table.

Choose fields from the parent table.

Select the child table (which is related to the parent table).
Select fields from the child table.

Click Next.

N o0 v A W N B

(continued on next page)

@ TIP If you select Linked Forms, the child information will be

displayed in a separate popup form, and a button will be added
to the parent form to pop up the child records.

An alternative to a child subform presentation is to pop up a
separate window displaying the related child records. You can
create forms that use these features with the Form Wizard. The
Form Wizard allows you to select fields from different tables and
automatically creates an appropriate presentation.

13 2
Eesol: |

g BB & [
Application  Table Table SharePof
o

Design  Lists+
Templates Tables

Which fiekds do you want an your form?

Yous can choose froen moee: than one tabie or query

Form Wizard

Table: Customers M| ‘Wihich fields do you want on your form?
Avalable Felds: Selected Felds: Yon can choase fram mare than ane table o query.
consciie PN AseaaDt 3
! Tabie: Orders
|
|
|

o
k] FostaiCode
= Country 5 Avalable Fields: salectad Fialde:
| B = [Cortamertd ol [CumtomertD
k) Emploveeld L= | Companybiame
H 1 3 | |Contactilane
2 ‘ Shiptia OrdiD
Fancel Hext >
|| [reont < | Drderoate
g [Sotiome
Shiphddess <<
Jshachy |
jCancel e Finish
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Create a parent/child form with a 10

subform (continued) 4'
Form Wizdrd

8 Choose an appropriate grouping for the parent table. it syout weud you ik for your subform?

9 Click Next. 1 (C)Tabular
—G@

10 Select the Datasheet presentation for the subform.
11 Click Next.

12 In the Form field, type a title for the parent form.
13 In the Subform field, type a title for the subform.
14 Click Finish.

Form Wizard

How do you want to view your

data?
= Cancel < Back Einish

1 12 13

Form Wizard

OrderID, OrderDate, RequiredDate

What titles do you want for your forms?

Form: CustomersAndOrders

Subform: CustomersAndOrderssubform

(w)Form with subform(s) 9] Linked forms
That's all the information the wizard needs to create your
form.

Cancel <Back Finish Do you want to open the form or modify the form's design?

i (®) Open the form to view or enter information.

9 () Modify the form's design.

@ TIP The names that you provide for the titles are used for the
names of the parent form and child subform. If you name these
so that the child form is easily identified with the parent form—for ) < Back LR
example, CustomersAndOrders and CustomersAndOrdersSubform—it 1

will help you remember which subforms and main forms are used 14
together.
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Altering link master and link child fields

When displaying a form with a subform, if the child records

are not being filtered as you move through the parent records,
you will find that the linking master (parent) and child fields are
missing and need to be specified.

Alter master and child link fields

1 To view or change the linking fields between a main form and sub-
form, click Property Sheet on the Design tab.

2 Click the subform control.

3 If necessary, use the build button (...) to display and adjust the fields
linking the form to the subform.

In other situations, you might have added a subform that has
automatically been linked to the main form, but now you want
to remove or alter the links between the main form and the
subform.

BEHT br = FORM DESIGN TOOLS
HOME  CREATE  EXTERNALDATA  DATARASE TOOLS  DESIGN | ARRANGE  FORMAT John Clarksar] =

&=l ) Flloge - =]

Aa] Mcolon- s A = [0 2. @ 5 i =il 5|
View  Themes 7] Fones - e — = " =i 3 = Add Bisting Property Tab [
. : BOsteandTime | Feid, | Sheet| Order B

Them ol Header / Footer Teals
=] CustomersAndOrders - B Praperty Sheet
T Selestion ype: SubfomySubreport

Navigation Pane

||ordenn

7| orderpate

..... RequiredDate
Hererrerer T
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Controlling editing and data entry in a form

In form design mode, you can set a form's data properties to You can also control whether a user can add new records (Allow
control whether data can be added, deleted, or updated on Additions property), delete records (Allow Deletions property),
the form. Forms also have a special data entry mode, where and edit records (Allow Edits property) when viewing data in
each time the form is opened it is blank and, as you enter new the form. These properties are located below the Data Entry

records, only those new records are displayed in the form. Thisis  property.
useful when you are entering a batch of records.

Change a form to data entry 1 4 2

1 Click the Design tab. B i sk IM., ] P

2 Click Property Sheet in the Tools group. :M Em; [§ 66l Ao =0 [ &, (B 3 _ o il = ui_

3 Select Form in the Selection Type drop-down list. ) > rovely sheet N

4 Click the Data tab. e ' S I —_—3
5 Change the Data Entry property to Yes. e

ContactName

avigatian Pane

ContactTitle

@ TIP Individual controls have a Locked property (Data
properties) that prevents values from being entered or changed
in the control and an Enabled property controlling whether a user can

click the control. These properties allow you to set the Allow Edits
property to Yes on the form but then restrict the individual controls
that can be edited.

Controlling editing and data entry in a form: Change a form to data entry 141
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Changing the data source for a form

A form has a Record Source property that indicates the table to a SQL string, which is then saved in the Record Source prop-
or query providing the data for the form. You can change this erty of the form. You can then use the builder to edit this string
property as long as the new source of data has the same set of to change the data displayed in the form.

field names that are used in the controls on the form.

In design view, if you start with a form created based on a table,
you can use the build button to enter the query design view.
From there, you can change the form’s Record Source property

Change the record source from a 1 4 2 3 5
table to SQL Craas b i '
L Clckthe Desgn ab e e [ N L o0
2 Click Property Sheet in the Tools group. o ) bl Gl b I L
3 Select Form in the Selection Type drop-down list. 2 o ‘ Pm"i e
4 Click the Data tab. e st e S B, = EE T
5 Click the build button (...) for the Record Source property. - o 'D’
6 Click Yes to open the Query Builder. N i — e | :..nmg.mmq

(continued on next page) ; A giég‘;ﬁ g

5 . MEM: :i Record Locks HoLodk
e ey
6

@ TIP If you already have another query that you want to use

with the form, you can select it for the Record Source property,
which can also display a drop-down list of tables and queries. However,
you need to ensure that the field names contained in the new query
include all of those used in the controls displayed on the form.

142 Changing the data source for a form: Change the record source from a table to SQL
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Change the record source from a
table to SQL (continued)

7 Double-click the asterisk (*) in the table to select all fields (or select

a list of the desired fields).

8 To filter by a field, double-click the field to add the field to the
query grid, and then clear the Show check box below the field.

9 Click Close.

10 Click Yes to save your changes.

8: IMPROVING PRESENTATIONS WITH FORMS

7
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Organizing your database with navigation forms

A navigation form is a special form that allows you to create a
form with a set of tabs that can display other forms or reports.
(The reports will be displayed in report view.) You can open the
form in layout view and drag other forms from the navigation
pane onto the [Add New] area of the Navigation Form window
to create additional links that will display the new forms inside
the Navigation Form presentation.

Create a navigation form

Click the Create tab.

Click the Navigation drop-down arrow in the Forms group.
Select Horizontal Tabs on the submenu.

Open the navigation pane by using the shutter bar.

Click to select a form.

A 1 A W N R

Drag the form onto the Navigation Form next to the [Add New] tab.
This will create a new tab for the selected form.

(continued on next page)

If you choose to create a two-level navigation form, you

TIP
@ can click in the [Add New] tab on the first level and type text.
Clicking a tab in the first level then allows you to drag forms or reports
onto the second-level tab, creating a hierarchy of tabs.

Creating a two-level navigation form allows you to build a set of
tabs with titles, which enables you to then group together forms
and reports under each title. For example, a Customer Info tab
could have a number of forms for displaying different views of
customer information.

1 2 3

'_ E : ‘R r &= L— == [ Form Wiz - ||i (3 Repost Wizard
harePaint

Marthwind Sample Patabase. W S
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Create a navigation form (ontinued)

7 Repeating steps 1 through 4, but this time selecting Horizontal
Tabs, 2 Levels from the Navigation submenu, double-click the [Add
New] tab on the first level and type text for the top-level tab. Then

proceed with steps 5 and 6 to add forms to the second level of tabs.

Organizing your database with navigation forms: Create a navigation form 145
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Adding fields to a form in design view

In form design, you can delete controls by selecting the control In a single record form, both the label and field control are
and pressing the Delete key. To add fields, you can drag selec- added to the Detail section of the form. In a continuous form,
tions from the Field List, which then adds the field control and however, after adding the field control, you need to move the
label control to the form. label from the Detail section into the Form Header section.
Add a field to a single record form 3 2 1
|

1 Click Add Existing Fields in the Tools group on the Design tab. ﬁ B 6T O 5 Mook Db | R
2 Select the desired field to be added. D 1@”:“ L el) Aa 20 [ 63, @ B[ _ :Dj: " M:E.;én,,w fé E
3 Drag the field onto the Detail section. Ve mems o T ad e T .

=] CustomersSingleRecord Field List x

Contacthiame
ContadTitle
Address

aty

Region
PostalCade
Country
Phone

Fax
HomePage

Mavigation Pane

CAUTION If your form is using a layout to group fields
together (you can see this if you click a field and it is shown
with a dashed outline around all the grouped fields), you should use

the methods described in “Adding fields to a form in layout view"” on
page 148, or, alternatively, remove the layout before using the
technique described here.

146 Adding fields to a form in design view: Add a field to a single record form
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8: IMPROVING PRESENTATIONS WITH FORMS

Add a field to a continuous form 3 1 2

1 Click Add Existing Fields in the Tools group on the Design tab. % R el i 7

2 Select the desired field to be added. =] oo ool = B

3 Drag the field onto the Detail section. m mmu el P“p‘? e 8 s

4 Cut the label from the Detail section, and paste the label into the =@ i W— | Ee““‘“ ’
Form Header section. b

Contacitiame
ContactTte

5 Adjust the position and size of the field in the Detail section.

Address
# Detail oty
o [ o Region
PostaiCode
" : : Country
2 ContactName - i
H & Form Faoter i Fax
= e [ Homerage
E :
3 .
: |IE}
3
=] CustomersLi - 0O %
T T Y Y

# Form Header

omtack Nl

& Detail

CustomeriD CompanyName ContactName

& Form Footer

@ TIP In asingle form, labels are normally attached to controls.

If a label becomes detached from a control, cut the label to the
clipboard, select the control, and then paste the label onto the control.
This will reattach the label to the control.

Adding fields to a form in design view: Add a field to a continuous form 147
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8: IMPROVING PRESENTATIONS WITH FORMS

Adding fields to a form in layout view

When adjusting a form by adding or deleting fields in layout
view, it is important that you have your fields organized to use
layout groups. These groups, which are added when a form is
created (depending on the technique used to create the form,
as described in previous tasks), provide a tabular or stacked
layout for the controls.

Add a field to a single record form

1 With the form displayed in layout view, click Add Existing Fields in
the Tools group on the Design tab.

2 Select the desired field to be added.
3 Drag the field onto the Detail section.

CAUTION If your form is not using a layout to group fields
together (you can see this in layout view: if you click on a field,
it is shown with a dashed outline around all the fields in the group),

you should use the methods described in “Adding fields to a form in
design view" on page 146, or, alternatively, add a layout grouping all
the controls before using the technique described here.

There is a set of icons on the Form Layout Tools tab (on the
Arrange context tab) that you should use when making changes
to these layout groups of controls in layout view.

BOd® o o - [ F——— PRl DOUR TO0RS T e
HOME  CRIATE  EXTERNALDATA  DATARASETOOLS | DISGN | ARRANGE  FORMA John Clarksen =
ﬂ 1 Colors - o | T Brege o
S AaECGEEREY T o

View  Themes (R fonts < s a8l Aa =1 [ G@EE EHl b L Add Bsisting Property

. 5 *| mage - Date and Time EREER Sheet

inemes

Controis

Navigation Pane

=

CustomerDetails

O

: Customers

Company Name [ A_Datum Corporation

Contact Name

Contact Title

Dimple Arya

Sales Representative

Regian

Postal Code

lcanmu Name

Dimple Arya

Header / Footer

eld List
Show al tabies

s avananie tor this view:
CustomenD

CompanyName
ContactName
ContacTitle
Anaress

oy

Region
PostalCade
Country
Phane

Fax
HomePage

Toals ~

148 Adding fields to a form in layout view: Add a field to a single record form
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8: IMPROVING PRESENTATIONS WITH FORMS

Add a field to a continuous form 3 2
1 Click Add Existing Fields in the Tools group on the Design tab.

Northwind Sample Database FORM LAYOUT TOOLS.
CREATE  EXTERNALDATA  DATABASETQOLS  DESIGN  ARRANGE  FORMA

7T - 8 %
John Clarkson *

1
|
|
=

. . " Btoge =
2 Select the desired field to be added. el T e e =
L\; [abl] Aa [e=] | | € b, [EER4N =] C DTie
L4 o e o i Eeting ropesty
- . | MDateand Tme || Felds | Sheet
3 Drag the field onto the tabular layout. Views hemes contois Weaser Foster ool -
»
eld List X
3 omens
a8 5
j Customers s o
- Bt R S TR s At A | et | custemero
CustomerlD Company Name ntact Name | Contact Title [—
> 1|[A. Datum Corpovation || DimpleArya || Sales Representative Chrkactiisme
Comaatine
2| Adventure Works Ronen Ashker | Owner ‘c‘_‘:""“
iy
3| Alpine ski House Roya Asbari | Owner Reglon
osaicode
¥ 4| Blue Yonder Airlines Chris Ashton | Sales Reprasentative Country
g [Recoma it <[rofas 1+ mea] % e 0l Fhons
A . Fax
K HomePage

@ TIP On the Arrange tab, in the Rows And Columns group, you
will find icons to insert spaces above, below, and to the right or
left of a selected control. Often, using these icons makes it easier to

create additional space when adjusting a layout to add new controls to
a stacked layout (single record form). However, on a tabular layout
(continuous form), it is easier to use the method shown here—that is,
dragging a field onto the layout—which creates a new column.

Adding fields to a form in layout view: Add a field to a continuous form 149
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8: IMPROVING PRESENTATIONS WITH FORMS

Adding a subform to an existing form

If one form is opened in layout view or design view, you can
drag another form from the navigation pane to position it as a

subform of the first form.

When doing this, if you have relationships that define how

defined them.

the underlying sources of data are linked together, Access will

Add a subform in design view

1 2

complete the parent/child fields that link the parent form and
subform together. Otherwise, you would need to manually

vomE | CREATE  EXTERN§UDATA  DATABASE TOOLS

1 With the main form open in design view, click a subform in the FIEREIC] [GRERT teper e

navigation pane.

2 Drag the form onto the Detail section of the parent form.

View  Themes [l ones -

Views inenges Controls

FORM DESIGN

DESIGN  ARRANGE

= E“ l} ab] Aa:jﬁ?‘t_

TOOLS
FORMAT
Hiogo

O Tive

) Date and Time:

Header / Footer

i |

Add Existing P
Fields

B 8
b

=
=
o

operty  Tab

Sheet  Order
Tools

o
]

2 -8 X

John Clarkson =

Forms @ «

Sacren_ o
Bl customerDetad

08 customers

B CustomensSingleRecord

B customenspinorm

— Customerio .

T
ompanyName

@ TIP If you try to drag a subform onto a continuous form, the

form'’s default view will be changed to a single form, and you

will be warned that you are not allowed to display a subform on a form

displaying a continuous view.

150 Adding a subform to an existing form: Add a subform in design view
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Using controls
effectively

In this section:

hen forms are created or when you add a field from the Field List Creating labels and text boxes, lines
pane to a form, Access will choose an appropriate control with which and rectangles, logos and titles
to display the data. However, you might.w.ant to change that choice of Creating check boxes, option buttons,
control. A simple example would be deciding whether to use a combo or and toggle buttons

list box.

Creating option groups, list boxes,
and combo boxes

A form that is based on a table or query is called a bound form. On a
bound form, you can add either controls attached to your fields (bound Creating hyperlinks

controls) or controls to gather and present other information (unbound Creating bound and unbound object
controls). It is also possible to have a blank form or dialog form, which frames

is not bound, and on these types of forms, you can add only unbound

el Creating image and web browser

controls

The control box provides the Use Control Wizards (Default Selected) Creating attachments
option, which assists you in configuring the control. To follow the steps in

NN . . . Working with tab controls
each exercise in this section, you should have this option selected. g

Creating command buttons
Setting control defaults

Applying Office themes
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9: USING CONTROLS EFFECTIVELY

Creating labels and text boxes

If you add a field from the Field List pane, the field is often Labels can be used to provide additional descriptive informa-
displayed as a text box with an associated label (attached to tion, and text boxes can remain unbound, gathering choices
the text box). You can add other unbound text boxes and labels ~ made by a user, or can be bound to an existing field in the
from the label and text box controls. form’s record source via the control's Control Source property.
Create a label and an unbound text box 42 3 1

Northwar Sample Datdbase FORM DESIGN TOOLS 7 - 8 X

1 On the Form Design Tools ribbon, click the Design tab with a form

H H . EXTERNAL DAFA DATARASE TOOLS DESIGN ARRANGE FORMAT John Clarkson =
open in design view. _ = T
; : i eell Aa =1 L] 62, B8 (55 804y rgery T
2 Click the label in the Controls toolbox. . 1. ot S
3 Click in the form to position the label. You can then type text into = e =0
the label.

4 Click the text box control. * ben

Click in the form to position the control. e

CompanyName

[ContactName

6 Click to select the label. Then click the label again to change the
text in the label.

ContactTitle

[An unbound text urbou'\dl

Mavigation Pane

|
6 5

@ TIP If you plan on later referring to the control by using

macros or other programming, ensure that you change the
Control Name property to something more meaningful than the
default naming. For example, you could change a text box named
Text0 to txtCustomerName.

152 Creating labels and text boxes: Create a label and an unbound text box
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9: USING CONTROLS EFFECTIVELY

Creating lines and rectangles

The control box contains a rectangle control and line control for ~ When drawing lines, you might find that you get better accuracy
marking out areas of your form’s layout. If you want to create an  in obtaining a perfectly horizontal or vertical line by adjusting
area that looks like a grid, you can add a rectangle and then add  the Width, Height, Top, and Left properties of the control.

lines to split the rectangle into several sections.

Create a line and a rectangle 4 12
. . . . . | |
1 On the Form Design Tools ribbon, click the Design tab with a form BHG 9 0 5 Hothnasemphe Oufone | o faimoon 7
1IN CREATE EXTERNAL DATA DATABASE TOOLS. DESIGN  ARRAN IRMAT Jehn Clakson =
open in design view. — . e
P 9 Ad] Bcein- L5 [abll Ag [= 2 @ 5 1 [E =3 &
. . View  Themes [Z] fonts - = Add xisting Property Tab
Click the rectangle button in the Controls toolbox. i el N e BowemiTioe 7™ S’ o 3 X
- a0 -0 x

Click the form, and drag across to size the rectangle. ” I

_# Detail

2
3
4 Click the line control button.
5

Click the form to position the control, and drag across to draw the
line. Customer
[CompanyName

ContactTitle

Unbound

Navigation Pane
-

W =
92

@ TIP On the Format tab, in the Control Formatting group, use

the shape fill and shape outline buttons to add color to areas
and to change border styles for the controls.

Creating lines and rectangles: Create a line and a rectangle 153
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9: USING CONTROLS EFFECTIVELY

Creating check boxes, option buttons, and toggle buttons

If you have a Yes/No field in your table, you can use a check box, These controls operate independently of other similar controls
option button, or toggle button to display and change the value  on a form. If you want to have several check boxes that operate
in that field. If you drag a Yes/No field from the Field List pane, together, providing a set of choices from which only one choice

it will be displayed by default with a check box. can be made, you need to use an option group control.

Create an option button and toggle 3 1 2

button ] | | |
Ly Sowmn RSt

1 On the Form Design Tools ribbon, click the Design tab with a form
open in design view. S e e MBI oy T

. — 8 | By =T
ﬂ E cotors - 5 bl Aa GF S [@ ogo ¥ ==t
n

onts <

xvz) |

Header / Footer Toals ~

2 Click Add Existing Fields. Field List %

3 Click the option button in the Controls toolbox. - =

4 Click a Yes/No field in the Field List pane. — _ - by
T .,

5

Drag the field onto the form. -

CustomerlD PostalCade
Country
CompanyName e

Fax
Homerage
ContactTitle AttveCustomer

5 4

(continued on next page

ContactName

Navigation Pane

% ||lunbound
[

@ TIP If you want to add an unbound control, you can drag the
control directly onto the form. For an unbound option button,

check box, or toggle button, you would need to add macro program-
ming code to make the controls perform an operation.

154 Creating check boxes, option buttons, and toggle buttons: Create an option button and toggle button
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Create an option button and toggle 6
button (continued) _ |
LA N M
6 Click the toggle button. = 9 ] A ' Yol= = (=l
7 Click a Yes/No field in the Field List pane. O MHEEIM N B o o 3 N
8 Drag the field onto the form. You might find that for a bound single | | = _v" i 8 © EH b ¥
selection, a check box or option button both work better than a .:a‘;m : —
toggle button. When combined with macro programming, a single - I
toggle button can produce a nice effect to change the caption on | |
the button. == = e
s oy [ompanytiame E'"
i e el
2 Gnbound :'_I

@ TIP If you right-click the control and select Change To from
the shortcut menu, you can select Option Button, Toggle

Button, or Check Box. This process of quickly changing a control
between compatible presentation types is called control morphing.

Creating check boxes, option buttons, and toggle buttons: Create an option button and toggle button 155
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9: USING CONTROLS EFFECTIVELY

Creating option groups

An option group enables you to provide users with a set of
choices from which they can select only one option. Each choice
corresponds to a number that is stored in a numeric field in your
table. (You can choose between a Byte, Integer, or Long Integer
for the numerical data type to be stored.)

Create an option group

1 On the Form Design Tools ribbon, click the Design tab with a form
open in design view.

Click the option group button in the Controls toolbox.
Click and hold the mouse at a suitable position on the form.

Drag the mouse across an area to size the control.

vui A W N

Type your option choices in the Option Group Wizard, and click
Next.

6 Optionally, specify a default choice, by selecting from the available
options, and then click Next.
(continued on next page)

@ TIP If you need to add more options to an existing option
group, you can either use the controls to drop a new control
onto the option group or use copy and paste with an existing option in

a group. In both cases, you need to check that the new option has a
different Option Value property for existing options and that the
option is part of the group. (Click the group to highlight all the options
inside the group.)

156 Creating option groups: Create an option group

The option group also allows you to select one of the options as
a default choice and to present options as a set of check boxes,
option buttons, or toggle buttons. The Control Wizard will assist
you in making these and other choices.

2 1

BB 9 : Northwind Sample Database I FORM DESIGN TOOLS ? =8 K
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN ARRANGE FORMAT John Clarkson ~
=By | 1 - ) [ rm | — =1 B
A olors - ™ EFa) = E 5
2] Beaon- T G Aq (1 [7) 3 i E ey
View  Themes [7] ponts - . By insen Add Existing Propeny Tab
. T ®g L1 =R i\ 2 EE age - e Fidds  Sheet Order TS
S N
views " ! ~
XVT
Forms

i) e U (@ & o Controk - 0 x

Customerl 1D
cod
| Option Group Wizard
J € An option group contains 2 set of option button, check
e cod o boxes, or togple burtons. Tou can chacse ariy one opton.
& -
= -
@ uny & | what label do vou want for each cotion?
m - 5 ' Label Fames
3 Kay Account
B nawig els Secondny Aeeount
wrer i

Concel bt > Erish

# Form footer

Option Group Wizard

Do you want one option to be the default choice?

3 4 5 6

Key Account

o
k| o e
e o

(CJNg, I don't want a default.

www.it-ebooks.info


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

Create an option group

(continued)

7 For each option, type the appropriate information in the Label

Names and Values columns and click Next.

Click Store The Value In This Field.

From the drop-down list, select the field in which to store the value,

and then click Next.
10 Make any changes to the control type to display.

11 Make any changes to the control style, and click Next.

12 Type a caption for the option group, and click Finish.

7

Option Group Wizard

Clicking an option in an option grolp sets the value of the

o option group to the value of the s¢lected option.
@ o e =1
(ol ] =2 What value do you want to assignjto each option?
Srorm |58 Label Names Values |
Key Account 1
Seconday Account |2 |
Lower Priority | 3 |

9: USING CONTROLS EFFECTIVELY

Option Group Wizard

You can either store the value of a selected option in a field,
or use the value later to perform a task such as printing a

P —
Fo— report,

C wwn e

e What do you want to do with the value of a selected option?

(") Save the value for later use.

{®)Store the value in this field:

Option Group Wizard
N T TR YGRS T
group?
Sample (@ Option buttons
(®) Key Account [[] Checkboxes

(") Seconday Account Toggle buttons

—-10

L Priari
(O Lower Priority What style would you like to use?
Cancel < Back Mext > Finish
= Contrals - = %
D I N T S R B A

Opliun Group Wizard
Wihal caption do you wenl for e oplion group?

[Account Type

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

www.it-ebooks.info
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Creating list boxes

List boxes are a great choice of control when there are, for Both list and combo boxes can display choices that you enter
example, 10-20 options. You can configure list boxes through when designing the control as a list of values, or they can look
properties to allow multiple selections to be made. (For this, you  up values from a table or query. In this example, we show how
need either an unbound list box or a multivalue field in your to create a list box based on a set of supplied values.
table.)
Create a list box based on values 3 21
|1
1 On the Form DeSIgn TOO|S rlbbon’ ClICk the DeS|gn tab Wlth a form % %;:um uu.au- EXTERNAL DATA DATABASE TOOLS [Jz',!rlrn?al4uwz| m:mwm John Clarkson =
open in design view. M B e [Vm aabE0eEE oz M OE E
Click the list box button in the Controls toolbox. Sl =1 AN = g e i y
Click and hold the mouse at a suitable position on the form. e “ —

Drag the mouse across an area to size the control. :

Click I Will Type In The Values That | Want, and click Next. || FrsmEoun et unsouns J_ L:l

Ol

List Box Wizard

Type 2 for the number of columns. - - 8 it o R iy ol e

N 6o 1 A WN

Type choices for both columns, and click Next.
(continued on next page}

G ()1 want the bt box to get the vakues from another tabie or
auery.

Mavigation Pane

6 4 5

List Box Wizard

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

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

@ TIP When working with combo boxes and list boxes, you

o = . . Mumber of columns: 2
might decide to use two columns, where the first column will
. q q Col1 Col2
contain the value to be saved and the second column will provide a : Key Account
text description of the value. List boxes are often used to display 2 el A A INEIC
o Q a £ 3 Low Priority Account 7
multiple columns of information. *

158 Creating list boxes: Create a list box based on values
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Create a list box based on values (ontinued) List Box Wizard
8 Select Coll to be the value saved, and click Next. il P T2 b e Lo s

perform an action. Choose a field that uniquely identifies the row.
9 C||Ck Store That Value In ThIS Fleld Which column in your list bax contains the value you want to store

or use in your database?

10 Select a field from the drop-down list, and click Next.

Available Fields:

11 Type a label for the field, and click Finish. (The form is shown here 8
in form view with the completed list box.) Col2

List Box Wizard

Microsoft Access can store the selected value from your list box in
your database, or remember the value so you can use it later to
perform a task. When you select a value in your list box, what do
you want Microsoft Access to do?

() Remember the value for later use.
9 (@) Store that value in this fild:  [AccountType| " 10

11

@ Customer Information

List Bux Wizard

n example of adding a label to a form

A« Batum Corporation

What bl wcxl] yous b fox o st box?

et

o Dimple Arya
@ TIP In the design of a table, you can specify that a field is e o Parentope
displayed as a list or combo box in the field properties. This can R i

Those are al the anssers the wirsrd reeds to crente your st box|

be based either on data in a table or on a set of values. Specifying the
display type and values for the field in the table design means that if R Seeondery Accours
you drag the field from the Field List pane or use a wizard to create a ’ oAt
form, the field will be displayed using the appropriate control type; this
saves you a lot of time when laying out forms.

Creating list boxes: Create a list box based on values 159
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9: USING CONTROLS EFFECTIVELY

Creating combo boxes

As an alternative to the preceding example, where the control
displayed a set of fixed values, the values in a combo or list box
can be taken from either a table or query.

Using a table or query has an advantage over creating a control
by using an explicit set of values because, in the latter case, if

Create a combo box based on a table

1 On the Form Design Tools ribbon, click the Design tab with a form
open in design view.

2 Click the combo box button in the Controls toolbox.
Click to position the control on the form.

4 Select the default option to get values from a table or query, and
then click Next.
5 Select the table containing the data, and then click Next.

(continued on next page)

@ TIP As aresult of your choices in the Combo Box Wizard,
several key properties are set on the combo box control that
you can subsequently change. For example, in the Format properties,
Column Count is the number of columns, Column Widths is the width of

each column (0 is for a hidden column), and List Rows is the number of
rows in the drop-down box. The Column Heads property controls
whether column headers are shown, and in the Data properties, Limit
To List restricts entries to values in the list.

160 Creating combo boxes: Create a combo box based on a table

you needed to change the values, you would have to make the
change on all forms that used the control containing the fixed
values. However, with data from a table or query, the current
available choices are always displayed.

2 1

IS : | omomantoos
HOME CREATE EXTERNAL DRTA DATABASE TOOLS DESIGN ARRANGE FORMAT John €]

ﬁ Bcoks- [ ab]
View  Themes (Klfons= ooz

) p— B Loge - = o=
D e Add Bisting P T: &

Add Existing Propenty Tab 7.

[ Date and Time Fields E shpnr:w Order =5

Nl b

Themes Header / Faater Tools

D

- B X

€ (R 7

€ Detnil_ 7 Combo Box Wizard

{ This mizaed creates & combo b, which diplays 2 st of valoes you
CustomerlD can chocse from. How do you want your comao bax to gt e
1 vakes?
CompanyNar
lContactNamdg "mfmmmbmmwlnviﬂﬁmaﬂﬂﬂ fable or

1wl type in the yohues that [ want.

Navigation Pane

ContactTitle |

Unbound | w

I I
3 4

Combo Box Wizard

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

Table: Contacts

Table: Customers

Table: Employees

Table: OldCustomers

Table: Order Details

Table: Orders v

Vigw
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Create a combo box based on a table (oninued) Combo Box Wizard
. . hich fields of in th I
6 Choose the required fields to use. (In our example, we have a T o e Do o e e oo
. . . . i bo box.
numerical ID field, which is the value to be saved, and a text 1 your comha Bex

description field, which is the value to be shown.) Click Next. On the
next screen choose a field to sort the choices, and click Next.

Available Fields: Selected Fields:

Accept the default to hide the key column, and click Next.
Click Store That Value In This Field.

6 AccountManagerld

9 Select the database field from the drop-down list, and click Next. <
On the next screen provide a caption for the control, and click =
Finish.

Combo Box Wizard

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

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

Hide key column (recommended) 7

AccountManager
|Hazem Abolrous
Kim Abercrombie

Peter Abrus
Combo Box Wizard
Microsoft Access can store the selected value from your combe box
in your database, or remember the value so you can use it later to
perform a task. When you select a value in your combo box, what
do you want Microsoft Access to do?
() Remember the value for later use.
8 (®) Store that value in this field:  [AccountManagerID| ny f— 9
@ TIP A combo box can display a drop-down list of multiple
columns but can display only one of the columns as selected. If

you need to show data from more than one column, you can use a

query to create a calculated column combining the values from several

fields. Cancel <Back Finish

Creating combo boxes: Create a combo box based on a table 161
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9: USING CONTROLS EFFECTIVELY

Creating hyperlinks

A hyperlink control can display data that is stored in a hyperlink  In this example, we show how you can add an unbound hyper-
data type in a table. To use this feature, you drag the hyperlink link, which has a fixed value and can be linked to an existing file,
data type field onto the form from the Field List pane, and the a webpage, an object in the database, or an email address.

field is then automatically displayed via a hyperlink control.

Create a hyperlink 1 3
1 On the Form Design Tools ribbon, click the Design tab with a form % T I ———
open in design view. T \“. ’”“ l T
2 Click the hyperlink button in the Controls toolbox. o o .| 0 0 A2 2 ifl f:.'f‘im..m, st
3 Browse to locate the document. o - o x“
4 Click OK. The control is automatically added to the form. Unktes Jotto dipta ;.D.cm":mﬂ w1
5 Reposition the hyperlink control on the form. : e ’?’%&L‘-‘lqm e — T

Foider

Objectin This
Database Browsea

Pages

4| eman Regent
scinal| | Acaress Files

Addigss: | \SampleData\Companyames.zks v

Navigation Pane

e
Wyperink
Builder

@ TIP When creating a hyperlink, if you choose Objects In This

Database (on the left side of the popup window), you can create
a navigation interface using hyperlinks to other objects such as tables,
queries, forms, and reports in the database.

162 Creating hyperlinks: Create a hyperlink
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Creating logos and titles

There is a button on the ribbon that you can use to add a title
to your form. Clicking this button adds a label control onto the
Form Header section, using a stacked layout, which creates two
cells. The second cell will contain a label control that you can use
to provide a title for your form. The first cell is blank, and you
can use the Logo button (which adds an image control to the
form) to add an image in this cell.

The shared stacked layout used for both these controls means
that it does not matter whether you first add the logo or the
title; you will get the same result.

5 1 4 2
||
l

rorM DEfGN TOOLS
DEsiGN ARRANGE  FORfAT

Create a logo and title

EHB O
HOME

Ecolons -

1 On the Form Design Tools ribbon, click the Design tab with a form
open in design view.

CREATE  EXTERNALDATA  DATABASE TROLS John Clarkson =

. [abl] [e=) 3
Rk Il Aa Add Bisting Property. Tob
Fields  Sheet Order S

Tools

Click the Logo button.

Browse to locate the file, and click OK.

2
3
4 Click the Title button.
5

Type text for your title into the label control.

CustomerlD

ContactName

ContactTitle

] [companyname

1

Organize +

B Deshtop

Insert Picture.

o Desktop » SampleData v &

Hew folder

A

8 Downleads

Navigation Pane

= lunbound L Recent places

TIP Using this technique to add a logo to several forms will

@ create a separate embedded copy of the image on each form. !
(It is a good idea to check and reduce the size of an image file before 3
adding it to a form.) If you have a large image, you can use the Image

Gallery described in “Create an image with the Image Gallery” on page

167 to add a shared image, which will reduce the storage required in

the database for any images.
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Creating bound and unbound object frames

A bound object frame is used to display an OLE Object data the advantage of storing multiple documents on each record.
type. These data types allow you store objects such as spread-

sheets, word documents, or images in your database. OLE An unbound object frame can contain an embedded object
Object data types were one of the first data types in Access for (held on the form), or it can be linked to an object held in
storing objects such as images. Access also supports a newer another location external to Access.

Attachment data type for storing similar documents, which has

— D

7 = 8%

John Clarkson =

Marthwind Sample Database FORM DESIGN TOOLS

1 2 5
Create a bound object frame Eesw } i

1 On the Form Design Tools ribbon, click the Design tab with a form = A N Ac = B o ==
open in design view. Yiew Thermes (fonss- il Ada s SRR o

—R i image - FOsteandTime  fiids | Sheel | Order “B
Il mage el s wder S5
3N || BN =

Sp—— R —

Header / Footer Toals -

k:
0

Click Property Sheet to display the Property Sheet pane. i B Vel

Property Sheet x
5 ¢ Bouna Ubject Frame

Click the bound object frame button in the Controls toolbox.

Formst| Data | Event | Other| 0

OLEBoungsd

CompanyPhotd i
™

Position the control on the form. | s

uu A W N

In the Property Sheet pane, set the control source to an existing
OLE Object data type field.

Zoom
2507
17007

CustomerID

CompanyName

15417
0.9583°

; tact Name ContactName

ContactTitle

Mavigatian Pane

& dth Right 1pt
Top Fagding 0.0208
Bottom Paddin

Lent Padding 0.0208°
Right Padding 0.0208"

@ TIP You can also drag an OLE Object data type field onto the

form from the Field List pane. It will then automatically be
displayed using the bound object frame.
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Create an unbound object frame

1

On the Form Design Tools ribbon, click the Design tab with a form
open in design view.

Click the unbound object frame button in the Controls toolbox.

Position the control on the form. (A popup window enables you to
select or create an object.)

Click Create From File.
Click Browse, and locate the file.

Click OK. (The object is now displayed on the form.)

TIP If you intend to add the same graphic to many forms, the
image control or Image Gallery would be alternative choices to
using an unbound object frame.

)

2 3

9: USING CONTROLS EFFECTIVELY

EHD O Jorthuind Sample (ftabase ORI DESIGN TOOLS. 7 8 X
HOME CREATE EXTERNAL DATA DARABASE TOOLS DESIGN \RRANGE FORMAT Johfl Clarkson ~
s=RErs e [ — Blogo =7 S e :
Aﬁ,l'c“""' = ] 2 e i il B =
View  Themes [7] ponts - . neent Ad Existing Propenty Tab
. e o L4 g \ H =7 gt Fields | Shest. Ocder B
Views Themes. o i Tools. A
\/ = = 5 i
= - 02/ - a0 Dranalt: Chast ﬁc
. , Microsoft Access
1! Fig: || Pantbrush Prcture o
DCresteliew  ustardDesinonSamoicOotaICosogo.brg
@ Creste fromEle | prowse... | [ Uk oo
[Tsplay 25 icon
fr an example of adding a label to form
€ Detan
Rest
] Customern
& CompanyNafhe
& S
< ContactNam|
£
3 ContactTitle
£ L |
= [

Fit to Screen Yes
Border Style Sable
Record Selectors Yes
Tes
Ho
Suoll Bars Both
Contral tiox Tes

Close Button
Min Max Buttens
Moveat
Split Form Size

Split Form Orientation

Yes
Eath Enabled

Aute
Datasheet on Top
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Creating image controls

An image control is used to display an embedded, linked, or
shared image. You can add an image control from the Controls
toolbox or by using the image button on the ribbon.

If you use the image button, the image will also be available
from the drop-down list of images to be added to other forms

Create an image with the image control

1 On the Form Design Tools ribbon, click the Design tab with a form
open in design view.

2 Click the image button in the Controls toolbox.
Place the control on the form.

4 In the Insert Picture popup window, select the image and click OK.

@ TIP If you examine the Picture Type property of the control,
you will see that it is embedded (meaning that a copy of the

image is held on the form). Other Picture Type property options

include linked, where the image is held external to the database as a
file, and shared, where the image is held inside the database but shared
from a single copy.

166 Creating image controls: Create an image with the image control

and reports. The advantage of this approach is that the image is
actually held only once inside the database, so you minimize the
amount of storage used in your database, especially if you have

a large image file.

BE® 5 : Horthaind Sample Ontabos | o T & %
il ks

HOME  CREATE  EXTERNALDATA  DATABASETOOLS | DESIGN  ARRANGE ORMAT John Clarkson =
3 [ab ] [T] E
- Ly bl Aa &1
e - vy LI R -
5 = ED M = .
» i (e piral
Vi U @® - o -8 x
cafo
g Insert Picture E
H empirl (g SampleD:
5 € - + SampleData )
£ 2 T L " ]
£ =0 Organize  Newfolder =« [ @
£ et Mame 3 medif
] B Microsoft Access Hame Dr e
=] Cogetoge
¢ Favortes [ Cogstoge?
o Destop
& Downloads
File pamefl Cogslogo? v Graphice Files -
Tea oK Cancel
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Create an image with the Image Gallery 1 2 3
|

. . . . . U]
1 On th.e Form Deslgn Tools ribbon, click the Design tab with a form T T T T T —— S
open in design view. h s _cun_omimesontn_oeroos | o | o {m Lo Clason

As| Ecolos- QI — . .
- & @bl Ag [== =20 |

Click Insert Image. Yo

Click Browse.

Change the filter to All Files.

Click the file and click OK. This will create a shared image.

A v A W N

Position the image on the form. = z - K —

& Cogiloge
CompanyHiames

File gamef Cogslogo v AllFdes 4

Navigatian Pane

¢ Favrites
B Desitop

B Downlosds
H Recent ploces

@ TIP  When you subsequently click Insert Image, Access will

display an Image Gallery showing images already added to your
database. This feature is available only in desktop .accdb format files
and not the older . mdb format files, where the Insert Image button will
be grayed out and not available.

Creating image controls: Create an image with the Image Gallery 167
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Creating attachments

An attachment control is used to display objects that are stored
as attachments in your table. Each attachment field can store
multiple documents. When displaying an attachment field, the
control displays the first attachment stored in the field and
allows you to select other attachments.

Create an attachment

1 On the Form Design Tools ribbon, click the Design tab with a form
open in design view.

2 In the Tools section, click Add Existing Fields.
3 Select an attachment data type field.
4 Drag the field onto the form.

@ TIP When you are viewing data through the form, if you

load an image into an attachment, the attachment control
displays the image. For other document types, the control displays an
icon, which you can then open to display the document.

168 Creating attachments: Create an attachment

We have shown the attachment control in the Controls toolbox,
but it would be quite unusual to add an attachment directly by
using the control (unless you needed an unbound attachment
field, which would require significant programming). To add an
attachment, you would usually drag it from the Field List pane
as described here.

BH®S ®- : Narthwind Sample Database I FORM DESIGN TOOLS W A
HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGN ARRANGE FORMAT John Clarkson ~
== | o E P — Bioge [=T] = C5
[ ﬁ [ colon: L3 abl| Ag [==] g e = LF [=rr
— . Add Bisting Property Tab
=H ., B e Filde  Sheet Order =5
Elll N\ =
Tools ~
2y AL
L) - i
I o Field List x

£ Detsil

CustomeriD

CompanyName
Homerage

ContactName AdtiveCustomer

Navigation Pane

ContactTitle

"
1tz | [CustomerDocuments
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Creating web browser controls

A web browser control enables you to embed a frame that can
work as a web browser inside your form (although without all
the features normally found in a web browser). If you have the
Control Wizards activated in the Controls toolbox, you can use
the Insert Hyperlink popup window to display the results of a
fixed webpage on your form. (You can change this later by click-
ing the build button for the control’s Control Source property.)

Create a web browser control

1 On the Form Design Tools ribbon, click the Design tab.
In the Tools section, click Property Sheet.

Click the web browser control button.

Position the control on the form.

i A W N

Click Cancel on the Insert Hyperlink popup window (if you have
the Use Control Wizards selected for your controls). Set the Control
Source property for the web browser control to a hyperlink field in
your database table.

@ TIP If you add a text box to your form named txtURL and
then set the web browser control’s Control Source property to

=txtURL, you can type a URL into the text box and have the results
automatically displayed in the web browser control.

9: USING CONTROLS EFFECTIVELY

The Control Source property for the web browser control can
also be set to a hyperlink field in a database table—for example,
a customer's home page. Then, when you display the customer
record, the home page will be displayed in the web browser
control.

EHd® o : Marthwind Sample Database l FORM DESEN TOOLS ? 8
HOME  CREATE  EXTERNALDATA  DATAGASETOOLS | DEsGN  ARmafjGE  FORMAT Jahn Clakaon -
Ad] Ecoos- g Ee= Blogo o B 2
ny ﬂbl Aa " = 2 : Title e 1}
View  Themes R]eonts= | 0 ® - Add Brsting Property Tab
T i z Date and Time Frelds Sheet = Order k
Views Themes Cantrols Header / Footer Tools ol
- S Property Sheet x
T R T VTR, | Rl e b Browser
& Form Header WebBr -
Customer Information romat| Oste | event | Owner | an

Contiol Saurce HomePage
Enabled ves
Transtorm

# Detan

| [customeno
(CompanyName

ContactName

Navigation Pane

| [Contactiitie

Toomaesas
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Working with tab controls

A tab control allows you to provide a control with multiple You can also use the dragging technique described in "Adding
tab pages. You can give each tab page a name, and in design a subform to an existing form,” on page 150, to drag subforms
view, you can drag multiple controls from the Field List pane onto separate tab pages. This allows you to create very sophisti-
onto each tab page. This is very useful when you have a large cated interfaces with the tab control.

number of controls that can be logically grouped together to
provide a simpler interface consisting of multiple tab pages.

Work with a tab control 3 14 2

1 On the Form Design Tools ribbon, click the Design tab. ﬁ% % RETR | | e 7

2 In the Tools section, click Add Existing Fields. 5 B e v o them el 5T -l L

3 Click the tab control button in the Controls toolbox. Gl el = — I Bosewree R 0l R
S — .

4 Position and resize the tab control.

1 B I ' 4 Bt
& Form Heade

(continued on next pgge} . :(_'usiumer Information

# Detanl

ContactTite
CustomeriD Addiess

1 cry

Region
Contactname PostalCode

) Country

CompanyName

ContactTitle

Phone
Fax

HomePage
AdtveCustomer
Accountiyoe
AccountMansgerD

Navigatien Pane

@ TIP If you right-click with the tab control or a tab page
selected, you will see options to insert or delete pages and
change the page order. If you display the controls properties, the

Caption property for each page allows the text in the tab to be
changed. (If you don’t type a caption, the tab name is used as the
caption instead.)

170 Working with tab controls: Work with a tab control
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Work with a tab control /.0 5 6
5 Click the Page name (in this example, Page 78) to select a page = —_ | ;
. . . . L Lontrolsy Field 1is
in the tab control. (This highlights the tab page and not the tab e .
control.) |Cu komer Information ) f:n:“'::‘:;zme o
6 Select one or more fields (hold down the Ctrl key for multiple — Comattte
selections). T e o
7 Drag the fields onto the tab page. ' e e il

AccountType
econ

[]
Address

L)
city

Region
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Creating command buttons

Command buttons perform a wide variety of actions. The Com-
mand Button Wizard provides a simple interface through which
you can tailor the action of the button. When you create a com-
mand button with the Command Button Wizard, it will create a
macro (the On Click embedded macro). We discuss macro pro-
gramming is in Section 12, “Introducing the power of macros,”
starting on page 219.

Create a command button

1 On the Form Design Tools ribbon, click the Design tab with a form
open in design view.

Click the Command Button button in the Controls toolbox.
Position the button on the form.

Select a category of commands.

Select an action for the command category.

Click Next.

N 6o 1 A WN

Select an image for the command button. (You can also browse to
add your own images for the command buttons.)

Command Button Wizard

Do you want text or a picture on the button?

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

Quit App

Browse...

["]show All Pictures

Cancel < Back Finish

172 Creating command buttons: Create a command button

For example, in the Form Operations category, the Open Form
action displays a list of forms in your database and allows you to
create a button that opens a form, and in the Report Operations
category, the Preview Report action opens a selected report in
print preview.

Nosthwind Sarrfble Database FORM DESIGN TOOLS 1 - 5 %

BEH® ® - e I
HOME  CREATE  EXTERMALDATA | OATAGASETOOLS | DESIGN  ARRANGE  FORMAT John Clarkson =

=) — [T Flege

Command Button Wizard

What action do you want to happen rdhen the bution i
remsed?

(Mfferent actions ace el o each category.

Actiors:

Navigaflon Pane
—

6 5

@ TIP If you display the properties for this control and look on
the Event tab, you will see that an embedded macro has been

created for the On Click event. Clicking the build button (...) will then
open the Macro Editing Tool, which allows you to create a rich and
sophisticated sequence of steps behind the button click.
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Setting control defaults

If you want the presentation of all your text boxes, combo In this example, we change the font size for the displayed text
boxes, or other controls on a form to be displayed using a box and then, when a new text box is added to the form, it is
particular choice of colors or fonts, you can change the default displayed using the new control default.

settings of each type of control on a form or report so that any
new controls added to the form are displayed with these default
settings. (Changing these settings does not affect existing con-
trols on the form.)

Set control defaults 1 2
1 With a form in design view, select a label. i@ SR O R " I ]
1IEML CEATE EXTERNAL DATA DATABRSE TOOLS DESIGN ARHANGE FORMAT John Clarkson ~
2 On the Form Design Tools Format tab, change the background P e TTE | T T = O shapa il
£ Shape Outhine =
color for the control. R Seectal olru s b 1 g
3 On the Design tab, click the Controls toolbox drop-down arrow, . ER Tl nuo - o x

and then click Set Control Defaults.

| [Cusjomer mrchlllllll o

" #oe | Standard Colors

@ TIP Each control has a set of presentation defaults. If you set

up a form or report that has one of each desired control type

with modified defaults (normally a label, text box, combo box, and list 3

box, and background colors for the form sections are sufficient), on the =R TR —— - —_— 7R
Access Options popup window (which you access by clicking File on the BI tooe cewe oremaioan  ofaseroos | o [Ereivilaein _ Yot acion -
Object Designers tab and choosing Options from the submenu), you = [a] Beo SED A0 =) & i = E &L

Add Bisting Property  Tab ...

View | Themes [7] onts - =
x mes [R] Font T) Date and Time Fields  Sheel Order “B

Header / Footer Toals -

can specify this name as the Form template or Report template. The | ™= B

presentation defaults are then used as a set of defaults when you TTa . Ve | ®E &S m—y
create a new form or report. These settings will not be used by any of ol sesomivi B R R R KRR R
the wizards nor will they affect existing forms, but this is a valuable " uston -
technique for standardizing the fonts and colors on controls.

Custorr *
" #oea
i ~ |

Customerio CustameriD
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Applying Office themes

Office themes offer three buttons (Themes, Colors, and Fonts)
you can use to adjust the presentation of your forms and
reports. The advantage of this feature is that you can apply
specialized changes to a single object or apply changes to all
matching objects. This provides you with a very quick method
for changing the overall look of your reports and forms.

Apply an Office theme
1 With a form open in layout view, click the Design tab.

2 C(lick Themes, and as you point to a selected theme, you will see the
form or report presentation change that reflects the theme.

3 Right-click the required theme, and choose Apply Theme To All
Matching Objects from the shortcut menu. This means that if you
open another form, it will also be displayed with the new theme.

174 Applying Office themes: Apply an Office theme

In this example, we show only the simplest of methods for
applying changes by using a theme, but the technique equally
applies to using the color or font options. You can apply these
changes with a form either in layout or design view, but here we
use layout view because it is probably the more natural view in
which to apply these changes.

2 31
|
|

EHF : Northwind Sample Database FORM LAYOUT TOOLS o A%
i CREATE EXTERNALDATA  DATARASE JOOUS DESIGN ARRANGE FORMAT John Clatkson -
[A]] micoon-

Lage —_ =
s labl] Ag [=

S ERERV 0 0 taie
o R Dat

Ad Esisting Property
Fields  Sheet

12209

Germany

0300074321

030-0076545

avigation Pane
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Preparing data to
orint using reports

ust as forms allow you to produce stunning on-screen presentations of

data, reports offer a similar feature when you need to get a printed copy
of the information. The main difference between a form and a report is
that you can't edit data in a report, and you can't paginate and get a good
paper layout with a form.

Access has powerful wizards to allow you to construct sophisticated pre-
sentations with reports. Like a form, a report can be based on a table or
query, and it also supports layout and design views where you can add and
change controls in a manner very similar to when you are working with a
form.

Access reports also support multiple subreports, with as forms, as well as
the use of macros and Visual Basic for Applications (VBA) to enhance your
presentations. You should be careful to note the distinction between Print
Preview and report view. Print Preview is designed to show the report
layout before going to a printer, whereas report vew is for on-screen inter-
action with a report, making the report work more like a form.

In this section:

Creating a tabular report with
multiple tables

Altering the presentation of controls
Adding a running sum
Managing data and page breaks

Adding sorting and grouping on
reports

Avoiding blank pages
Adding conditional formatting

Creating a single record report with
the Report Wizard

Creating a parent/child report

Using labels and managing columns
and rows

Working with layout view, report
view, and Print Preview
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Creating a tabular report with multiple tables

Like a form, a report can have a header and footer above and

header/footer. Reports are different from forms in that they
allow the detail section to be surrounded by multiple groupings
based on common field values. Each layer of grouping supports
a group header for adding titles to columns and a group footer
that can provide summary information for the group.

In this example, we show how to select fields from two related
below the detail section, and within this it also supports a page tables that will also introduce a single grouping for the data. The
Report Wizard also prompts you to add extra levels of grouping.

Create a tabular report 1 2
1 Click the Create tab. % 5 o i =
In the reports group, click Report Wizard. B | B 1 £1 glo| O 2000

In the Report Wizard, select your first table.

SharePoinl  Query Query  Foun Foun  Blank

Hepurt Report Blank
Design fepon

bels

M

571 Class Module

Vit Rasic

Macras & Code

2
3
4 Choose fields from the first table.
5

On the same page, use the drop-down box to select a second,

1 Which flekds do you want on your resart?

@ e can chisoae from mere:than one table or qery.
L

related table. — "
6 Choose fields from this second table. o
7 Click Next.
(continued on the next page) | == kel

Tables/Queries
[able: Orderd| [vt 5
Available Fields: Selected Fields:
CustomerID
EmployeelD = 6

Shipvia
Freight
ShipMame
ShipAddress
ShipCity

< Back

| MNext >
"

Finish

176 Creating a tabular report with multiple tables: Create a tabular report
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Create a tabular report (continueq) 8

8 On the next page of the Report Wizard, you can choose how to
view your data. In our example, we've chosen By Customers. o do you want o view your

i CustomerID, C X
9 Click Next. o, S, |

OrderID, OrderDate, RequiredDate

10 On the next page of the Report Wizard, select additional fields to
group the data. Click Next.

(continued on the next page)

[ Show me more information

Do you want to add any grouping

CustomerID, CompanyName,
ContactMame

OrderID, OrderDate, RequiredDate

Grouping Options ...

Creating a tabular report with multiple tables: Create a tabular report 177
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Create a tabular report (oniinued)

11 On the next page of the Report Wizard, choose to sort by one or
more fields in the detail section.

12 Click Next.

13 On the next page of the Report Wizard, select the layout and orien-
tation for the report. Change the Layout option to Block.

14 Click Next.
(continued on the next page)

@ TIP If you create the report based on a single table or if you
create a query involving a single table, the wizard will show
different options for Layout (Columnar, Tabular, or Justified). Choose
Tabular.

What sort order do you want for detail records?

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

Ascending

Ascending

[ e [ |

Howe would you like to lay out your repart?

| S

(")Landscape

v

‘ Adjust the field width so all fields fit on

a page.

| Cancel | | < Back ” Mext = | | Einish
P

178 Creating a tabular report with multiple tables: Create a tabular report
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Create a tabular report (ontinued)

15 On the next page of the Report Wizard, optionally change the hat ste 60 you want or your repor?
name of the report and then select whether to open the report in (e
Print Preview or Design view. Click Finish. The completed report is
now displayed in Print Preview.

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

. . . . report,
16 On the Home tab, click View, and select Design View from the T

submenu. =
’ (@) Preview the report.
17 For our example, in Design view you can see a new additional () Modify the reports cesign.

grouping on CustomerID added by the Report Wizard around the
detail section. In this case, the grouping has a header but no footer.
Adjust the width of any fields where the label or data is not fully

visible. Cancel || < Back Next >

15
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= ol £ RemoveSon T all- X Delete Fit Form Windows = A ™ & 4
F] Report Vi Sort & Filter Records Find ‘Window Test Formatting ~
\g Customers - 0 x
B ot |
B e tomers
- ustomenio Company Name contact Name OrderDate  Order ID:quired Date
1A, Datum Corporation Dimple Arya 25-Aug-1997  J0GA3MITHAN NN
03-0ct-1997 10692 R FRAFR N
2 13-0¢t-1997 10702 Mt BE MR EY
|
a Customers - N x
F i r s s o o4
@ TIP  When a number or date field does not have enough space L Resattesser
to display the information, the data will be shown with pound . | |
or hash (#) symbols. In this situation, you need to alter the layout to || page Heaaer
. - - . . -|| [CustomeriDicompany Name [Contact Name Il Order Date][ mdnr\*nquimdnamﬂ
resize the field to display the information. —
# Detail

Creating a tabular report with multiple tables: Create a tabular report 179
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Altering the presentation of controls on a page

In all these examples, we prepared our report using the Report Unlike a form, which has a default view that you can set to
Wizard, which means that the controls are not locked into a Single Form or Continuous Form, a report always displays a con-
layout. We start by looking at how to perform basic adjustments tinuous table of data. However, by moving controls and labels
to the presentation of controls on a report, such as altering a into the Detail section or group header/footer sections, we can
control width, or alignment, and splitting label text over multiple ~ change a tabulation to a single record style of presentation.
lines.
Alter the size and position of a control B o o conons oons L
. . . o . be | [ %] Y B e v I ot @ R
1 Right-click the report in the navigation pane, and select Design v | e | AR L =
View. Views  Cipbord 13 Records ting e ot Formatting B
Reports 8«
2 If you have a label that is too long and overlaps other labels, click Er— =
into the text on a label in the page header and position the cursor ki TR
where you want to split the label text over two lines. ¥ Dﬁw"‘ﬁm
3 Press Ctrl+Enter to split the title. (Shown here is the result of doing 1
this on the Order Date label.) The page header’s height will increase
to accommodate the label over two lines.
(continued on the next page) 3 2
] Customes - o x
e — — — — ; o
;
) # Page Header
+ | [customeriofcompany name [contact Name |} r,wg:glrJ Order 1] Required Date
- \‘c:;:;:nmm [companyName [contatiname [lorderpate [[ordenp [Requiredpate]]
# Page Footer
[=Now() | | ="vage " & [Vage] & of " & [Pages]|
@ TIP If you already have a report open, use the View button on S
the Home tab to switch to Design view.
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www.it-ebooks.info


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

Alter the size and position of a control (ontinued)

4 To move a label and the control in the detail section together, click
to select a label.

5 Hold down the Ctrl key, and select the corresponding field in the
detail section. Use the mouse to drag both the label and field to a
new position.

6 If you have a control and label that are not aligned, click to select a
label.

7 Click to select the control in the detail section, holding down the
Ctrl key so that both the label and the other control are selected.

8 Click the Arrange tab in the Report Design Tools tab.
9 Click Align in the Sizing & Ordering group.
10 On the drop-down menu, click Left to left-align the controls.

11 To make a label and control width the same, click Size/Space in the
Sizing & Ordering group.

12 On the drop-down menu, select To Widest, which will change both
controls to the largest width.

TIP To get fine control over moving a label, you can use the
arrow keys to move the label and control. Holding down the

)

Ctrl key while pressing the arrow keys will move the controls in smaller
increments, and holding down the Shift key while pressing the arrow
keys will resize the controls.

Altering the presentation of controls on a page: Alter the size and position of a control
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4

+ Page Header

‘CustomerlDlCumpanyName |CUntac‘tName | Order : Required
Date| Date|

# CustomerlD Header

¥ Detail

CustomerlD |CompanyName |Cnntscthme HOrderDate ‘]SrderlD HRequirestte|

¥ Page Footer

BEEm S & - Honhind Sample Database

HOME CREATE

B sracked

D Tabuiar
e Remave Layout

Table

EXTERNAL BATA
4+,

PAGE SETUP.

;ijm BESIGN TOOLS
DESIGN NGE  FORMAT

DATABASE TGOLS

7 8%
Jahn Clarkson *
v [w}
Je e
i ring

Metge /ot {4 ToGn ~

10

Jontact Name

] T oraer] T— il
Daty | vatef|

n Pane.

[eantactteame Torderpate f Jordenn TlRequiredate][

|
7

BHS S 0 =
HOME  CREATE

il Stacked

Morthwind Sampie Datalsase REPORT DESIGN TOOLS

EXTERMALDATA  DATABASETOOLS  DESIGN  ARRANGE  FORMAT  PAGE SETUP

Contr

(] Custorms
r R ? 3 = B "
# Repart Header
- |Customers
¥ Nar T o] Order 1
| oae
# CustomeriD Header
#0eai
M T .
H - [Tcustomen e Torderbate [ JordenD [RequiredDa
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Working with controls and sections

One main differences between reports and forms is that reports
have more sections, and by using grouping, further sections
can be added to the report. You will often need to increase or
decrease the available space in a section and move controls and
labels between sections.

Move controls between sections

1 With your report in Design view, drag down any closed group
header section to make space for moving controls.

2 We now want to reposition all labels inside the CustomerID group
header so that they are repeated for each customer record. Drag
the labels from the page header section into the group header.
Some labels can be moved individually, and others can be moved
with multiple labels selected.

(continued on the next page)

@ TIP Sometimes you might want to show a grouping field in

the detail section while suppressing the display of duplicate
values, or you might have other fields in the report where duplicate
values need to be suppressed. Each control has a Hide Duplicates
property to support this.

When moving controls from a detail section into a group
header, you can produce a presentation that combines the
tabulation of the detail section with a single record presentation
in the header.

=] CustomensMovingControks - o x

- || [ customefipjcompany Name Icontact Name

Order Order ‘B‘| Regquired

Date Date

Orderpate

- | [customeno [companyname

# Page Footer

[contactname

[ |orderio [|requiredpate

="Page " & [Page] & " of " & [Pages]

CustomersMovingCentrols - O

[ *

# Report Header

- [Customers

# Page Header

# Customer|D Header

:

- | [company Neme

- || |contact Name Orde& Order |

s Dat ]_Dq
# Detail

- || |customerip [companyName
# Page Footer

Required
Dat

OrderiD [ [RequiredDate]] =

[contactName [lorderpate

- [eNewl) | [
F Keport Footer

="Page " & [Page] & " of " & [Pages]
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Move controls between sections (continued) 3

3 Move the controls that are common to the grouping field from the Customarsivmgtantrols ~ o ox
detail section into the group header. In our example, these are all [ R R R R R SRS R I [
the customer-specific fields. The group header now contains the )

parent fields, and the detail section contains the child fields. -

# Page Header

# Customer|D Header

[
Customerl 1 CustomerIDF
~|| [company Name ] Jcompanyname I
[contact Name ::Con‘tacwame order| [ Order \q Required
s ’ vate| vate)

4 Detail

[orderpate [ [orderip ] requiredbate]]

# Page Footer

E I
+|[emow) [ ='Page " & [Page] & " of " & [Pages]|
# Report Footer

@ TIP  When you move a label from a page header and its
associated control has been moved from another section, notice
that the label and control do not move together. You can attach the

label to the control by cutting the label (press Ctrl+X) and pasting it
onto the selected control. Also, to move the label to one section and
the control to another section, cut the label and paste it into a different
report section.

Working with controls and sections: Move controls between sections 183
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Using the Can Grow and Can Shrink Properties

You can see how information for the company name and other
columns can be truncated, which you can alter to grow and
display the truncated data.

1

The Section properties are related to controls, which also have
Can Grow and Can Shrink properties that allow them to expand
or contract to display a larger area of data. This means that you
can manage the available spaces for each section and control.

2 3 4

|
.
Allow a section and controls to grow and LR L T ——r—— ol T
. 1 » = = [ -]
shrlnk  Themes - ;?ulju::&&:rl “ :l m ::: m E‘ éﬁ ..:
T Hide Details. [a",m! ‘,:',‘:,;,r.‘ M: ?:_,\ 0, Date and Time. m’;:::mq 'w IE,: o8

1 In Design VieW, Select the Detall Section. » Grouping & Totals Contrals Header / Footer Togls A
. . a Cutomenstantiom Ploperty Sheet x
2 In the Tools group on the Design tab, click Property Sheet. o e T ] [ KR RN (R [ ki :
& Report Heager = J [ |
. [ ot o et [
3 Click the Format tab. _ [customersCanGrow|
4 Set the Can Grow property to Yes, and set the Can Shrink property rertlfompany name JioraeName]E e |
) e
to Yes. Keusgfcompaname [camacename [omaere. [address ey e |Gt e
z & Page Faoter Dliplay When e
] : T
5 Use the Ctrl key to select multiple controls. HIRiT [ Puge ETFage] | ew tomoreat ene
Change the Can Grow property to Yes, and set the Can Shrink 5
property to Yes.
a Cun Property Sheet s
(3 T A P 5 — — = Selection type: Multiple sclection

v

# Report Header

- |CustomersCanGrow

Format | Dats | Cvent | Other | AN |
Font Halic Ho

TIP A fantastic feature in Access is that it allows you to
change common properties for multiple controls at the same
time. As you select multiple controls, the available properties will
sometimes be reduced to only those properties common to the
selected controls.

@)

)

TIP The Section properties are related to controls, which both
have Can Grow and Can Shrink properties to allow them to

expand or contract to display a larger area of data. This means that you
can manage the available space for the controls and each section.

# rage Heager

Text 1, Lighter 25%
o

184 Using the Can Grow and Can Shrink Properties: Allow a section and controls to grow and shrink
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Adding a running sum

Text box controls have a Running Sum property, which, when set  In our example, we apply the Running Sum property to the
to true, causes the control to display a running total of a numer-  quantity for a sales order, and we set the running total to be
ical field. You can set the Running Sum property either to ignore  over a grouping on the OrderlID.

any groups and run over all data in the report or to run over a

group, where it runs over only a single group value and is reset

before producing results for the next group.

Add a running sum 1 2 3 4
. . . ) . . ]
1 In Design view, click a field that contains numerical data. B H T O 0 7ttt SempleDeabene mme T e
Hom CREATE EXTERNAL DATA DATABASE TOOLS DESIGN ARRANGE FRMAT Pafe SETUP John Clatkson =
i 1 f=| 2 Themes~ [= Group & Sort — n B g (= Pl
2 In the Tools group on the Design tab, click Property Sheet. A==l || Fi iy =i
. Y [Ronse  iSHideDemls ot et BB Dateand Tim M‘:,[:j:'"g";:v ik
3 Click the Data tab. Views | Themes  Grouping &Totals Controls Header / Faoter Toals -
. ’ . Propegty Sheet =
4 Change the Running Sum property to Over Group. 2 | Lt o B
r # Repont Header Formar| Dsta | event | Otner Al
lalderDetailsRunningSumJ EﬁEI:ZE: E :"Z%uﬂ
& Page Header Enabled R N—
|prderin | [ unitPrice]| Quantity Runni a.m‘l
aintity
2 # OraenD Heager
& |0rder|0 ‘
E # Detail
5 [uniterice  [Jauantity [wantity ||
5 & Page Footer
) | I ry
& Report Footer

@ TIP  When adding a running sum or any summary calculation,
you might want to display this at the bottom of each page. If
you try to place a bound control in the page footer, you will see an

error message displayed. To add these or similar calculation to a page
footer, you must add an unbound control in the footer and then add
program code to the report section. You might find it simpler to
display the control in a group footer.

Adding a running sum: Add a running sum 185
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Managing data and page breaks

It is often very important to manage page breaks in your data. You should also look very carefully at the Keep Together prop-
In this section, we look at two techniques for managing this. The  erty described in the next task, “Adding sorting and grouping
first technique involves setting the Force New Page property on reports " on page 188, because these topics are interrelated.

(available on all sections except for the page header/footer).
The second technique uses a property of all sections of a report
(except the page header/footer) Keep Together. When this prop-
erty is set to Yes, the report will throw a new page if it cannot
fit all information within the section on the current page. By
default, this property is set to true.

Force a new page 1 2 3 4
1 In Design view, select a group footer section. WHS 65 07 NetwindSepeonife T 78 %
HOME CREATE EXTERNAL DATA DATABSEE TOOLS. DESIGN ARRANGE Flmar PAGE SETUY John Clarkson =
2 In the Tools group on the Design tab, click Property Sheet. ] [ |Simmei | if [ | ) B =l B ES
3 Cl k th F tt b M [AlFonts~ 5 Hide Details C“."Bk ,,'M:. N} ,7;, ) Date and Tirme M‘lzzmqw u‘,f,:&',.,'
ick the Format tab. Ver | mems  cowmpntan conon i~ A
H ’ a O Il bperty Sheet x
4 Set the Force New Page property to After Section. ] R RN R SRR
& Report Heager CrgupFaoter) !
: :{nﬂ:‘ om\mm]m«; A
; et o
# Puge Header Back Colar Btground 1
T - e
i Conion v
- € CustomenD Heagder Sanron g
gl 1|7 [Eoomeng [customdio| suparnen s
Z{[[i=[] EompanyHome ) | Foce ew Page it secin
i : ,—T—\ﬁ e [ oo ool = e st
= il I OrderDate (Order
: # Page Faoler
E= | | ~"Page " & [Pag

€ Report Footer

@ TIP In Design view (on the Design tab in the Controls group),

clicking the Controls icon displays a Page Break control; this
gives you finer control of where page breaks occur in a report.

186 Managing data and page breaks: Force a new page
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Keep results together on the same page

1 In Design view, click Group & Sort in the Grouping & Totals group

10: PREPARING DATA TO PRINT USING REPORTS

1

BHS % &=

MNorthwind Sample Database

REPORT DESIGN TOOLS T - 8 X
. HOME  CREATE | EXTERMALDATA  DATABASE TOOLS DESIGN ARRANGE ~ FORMAT  PAGE SETUP John Cladson =
on the Design tab. [ dvene Eomas ¢ o) [ S R
. . View Eicoors _E_Tumsl Controls Insent Page D e Add;?_mlmg v..:;\y ?-:: b
2 In the Group, Sort, And Total section, click More. o veoanis U e s BDitesndtine s st e B
3 Select the option to keep the whole group together on one page. o CotrmerkessTogeher =

TN

s ]
I *
|

# Page Header

s || [Customeng [custemenio |
E 2| [eompany Name | [companyName |
£ || [contact Name [onvaciame | Grder| [ Order i Require: |
§ 5 ! Dats Dat
| 2 & Detail o
[orderDate [Torderio [[requiredoat
& CustomeriD Footer

"Ml Bana frntac
Group, Sort, and Total

L

—1 sont by Orgerdate

I Add a group 74 Add a sort

[More Gptions|

|
2

Group, Sort. and Total

| Sort by OrderDate

20 not keep group togen e
v keep whole graup tagether on ane page
0= add a group | keep header and first record together on onelage

CAUTION The Keep Together property keeps together only

the information being displayed in the section to which it

applies for each record. Groups have their own properties, which you

can set to keep a group header, footer, and its detail section displayed
on the same page.

3

Managing data and page breaks: Keep results together on the same page 187
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Adding sorting and grouping on reports

Sorting and grouping provides a flexible way to add new sec- Adding grouping to your reports allows you create a parent/
tions around the detail section to organize your records. Each child-styled presentation of data without the need to use a
sort or group can have a header and/or footer area. The header  subreport. In this case, you group on a parent field and move
displays titles and columns that are common to the records controls into the group header/footer.

that will be displayed inside the group, and the footer displays
summary information such as a record count or the sum of a
particular value.

Add a sort and group 1
. . . . ]
1 In the Grouping & Totals group on the Design tab, with a report in BE S 6 0 | ot Detabe womoes] 3
Design view, click Group & Sort. ) [ . ¢ | ) & o A
2 In the Group, Sort, And Total section, click Add A Group. B P il e s ™5 et
3 Select a field for the group. = CstomenSoingGrous i e
: : T e
4 In the Group, Sort, And Total section, click More. lCustomers e
5 Click the With No Totals drop-down list. ¥ e
<[ [ent]Rompany Name _|[contact Name |Contact Title | Pddress
6 Select the primary key field. = Emacame |Conacriie |[adaress
7 In the Type field, select Count Records. F T 4
%
8 Select the Show Grand Total check box. E SR i o
il | Group intry N
9 Select the Show Subtotal In Group Footer check box. = adagroup #addason [
Group, Sort, and Total
(continued on the next page)
[= Add a group siskmmmm— 2
|
e g Totals I T =
T gl =

=] Show Grand Total

(] Show group subtotal a3 % of Grand Tota!
[0 snow subtotal in group neager

(] Show subtotal in group footer mmy

9

@ TIP  Access has very powerful grouping features that allow 02 pdd agroup &) Add a sert
you to group on calculated expressions or incorporate user-de-

fined VBA functions for the grouping.

188 Adding sorting and grouping on reports: Add a sort and group

www.it-ebooks.info


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

Add a sort and group (coninued)

10 Select Keep Whole Group Together On One Page. Your report will
now include the new grouping around the detail section.

11 On the Design tab, in the Tools group, click the Add Existing Fields
icon.

12 Click the Country field.
13 Drag the Country field into the group header.
14 Drag the titles from the Page Header section into the group header.

@ TIP A fantastic feature in Access is that it allows you to change

common properties for multiple controls at the same time. As
you select multiple controls, the available properties will sometimes be
reduced to only those properties common to the selected controls.

10: PREPARING DATA TO PRINT USING REPORTS

Group, Sort. and Total I ®

with a footer section ™ « keep whole group together on onc page ¥« fLess
Lo | danot
addagroup 2 {nol

keep ne

e
1 on one page

11
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Al Fonts I3 Hide Details Image - Numbers & Date and Time Fitlds | Sheet Order 0%
Views  Themes  Grouping&Tolali  Controls Header /Faoter Tools -
» ~ . .
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A D T T T T o T, T T Ea T R [ showalitables
| # reportesaer Fields ausilsble for this view:
[ Customeno
cdoperb [ T T T T T T TIT T e
1
N B Coaine
# 3t Heacer ContactTitle
: T 11T 11T T T TTTTTTR &
ity
& Country Header Reglon
2 || Eouftry: Country PostalCode
< Country
B AT WAL i3 o Ly S | i A I i 3 Ty Prae
r #oenal Fax
H Custen|[CompanyName | |[ContactName | [Contactritle |[Address | Tory I Hsabrne
H | B
= oo [T [ I
| # Page Footer
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Avoiding blank pages

When you are formatting a report, if the width of the page
allowing for margins exceeds the available paper width, the
report will spill over onto additional pages. Sometimes this can
display more data, and on other occasions, it displays alternat-
ing blank pages.

Because a report is set up with a particular printer installed on
a system, when the report is used on a system with an alterna-
tive printer that supports different margins, you can find that
a working report on one system produces blank pages on
another system and therefore needs adjustment.

Remove a blank page 1
1 With a report opened in Design view, switch to Print Preview to see Buwso o - Norhind Sl Ditsbce FN S
PRINT PREVIEW Johl Clarkson =~
the formatting problem, and then Close Print Preview to return to B OHo Fe @aocdrne aERES A
DeS|gn VieW Print  Sze Margins [ | pring pata Gnly PO Landscape Columns Poge  Zoom | One | Two More  FRefresh Excel Tet  POF  Email More  Close Print
. - . Setup Page Pages Pages- Al File orXPS Preview
In Design view, click the Page Setup tab. Reports ol @ Bt o ox
Search_ el
H H B customens
Click Page Setup in the Page Layout group. =S
B customensandtnden
4 Reduce the margin width, and click OK. N
[}
B 12222
B custemensForceNewPage -
: CustomersieepTogether R AT 2 4 o |
|
BH® O o - Frrom ST Yo
HOME CREATE EXTERNALDATA  DATABASHTOOLS  DESIGN RANGE FORMAT  PAGE SETUP John Cladkson -
0 H g [ B2 = S
Size Marging | | print DataOnly | POIalt Landscape Calumns Page
e N Setup
Page Size Page Layout A
I P P T | Pokoomns [Page]l| Cohones]
& Report Heager Morgies fnches)
: EustomersB!ankPage o
3 Lefe ord ¥ |
@ TIP Other points to consider when removing blank pages B o T || .
include switching from portrait to landscape orientation, e —|5
shrinking control widths, setting the control and section Can Grow i #ragerester P
properties to Yes, or moving labels and controls together in a section 21 Fioal.. it ¥ [pages]
to provide a columnar layout, making the section narrower and taller. 3 : = — =
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Adding conditional formatting

Conditional formatting applies to both forms and reports and
allows you to create colorful presentations in which you format
a cell in a record to highlight its value as compared to other
fields or values. A simple example would be to display all cell
values of less than zero on a red background.

10: PREPARING DATA TO PRINT USING REPORTS

In addition to changing the formatting colors of a cell, you
can display a data bar that shows the value compared to the
field’s range of values in the report or against a specific range
of values, providing a quick visual indication of how the data
compares against other values.

Add conditional formatting

1
2

Select a field that contains numerical values.

Click Conditional Formatting in the Control Formatting group on

1

3

2

BHS %
HOME

1 [Turmove

& =

CREATE

- | Calibei (Detail)

EXTERNALDAFA  DATABASE TO

v[|

the Format tab.
3 Click New Rule.
4 Change the rule type to Compare To Other Records.

In the Type field, change Lowest to Number and Highest to
Number. (The default compares against the lowest and highest
values in the report.)

6 Type Values for the shortest and longest bars. In our example, we
entered 100 to 1000.

7 Click OK. (Also click OK to close the Conditional Formatting Rules
Manager dialog box, and select Layout View from the View drop-
down menu on the Design tab.)

8 In layout view, click Conditional Formatting to make further
changes to the presentation.

L Select All

BIU A-D-

»

Selection

Font

REPORT DESIGN TOOLS
ARRANGE  FORMAT

oLs | DESIGN

PAGE SETUI

John Clarkson =

L3 ShapefFill -

BHS % & - Northwand Sample Database REPORT LAYOUT TOOLS T e
HOME  CREATE  OXTERMALDATA  DATABASETOOLS  DESIGN  ARRANGE  FORMAT  PAGESETUS John Clarksan *
1Y [fumover -] [Colibn metai) o e | -] D J L2 Shape Fil -
: e Backgroond b E‘ , - Shape Outine -
2 Select All BI1yu A-O-=S== § % |4 Beclgo mate | Quick Change Conditional - i
Image = - Styles - Shape - Fomatting =* Shape Htects
selection Fant Number Backgrouna Control Formatting ~
» Conditional Formatting

] CustomercConditionalFormatting - N x

| CustomersConditionalFormatting

ersConditionalf armatting

| & Report Hesder

I R e B Eo I

[N R R I T I

- IIFormatting

| # Page Header

]

S tomtting ks o T v

| € Detai

|{Turmover

[ &2 ewrte | 7 o e | X
L .

Eacmal

o

Select a rule type:

4

6 5

Check values in the current reIord or use an

Compare to other records

=Xpression

Edit the rule description:

Data Bar format settings:
[] Show Bar only
Shortest Bar

Longest

Type: ||Number

lz“ ||Number

Value: |100

| [=] [1000

7
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Creating a single record report with the Report Wizard

In a single record report, the field labels and controls are
displayed in the Detail section; this is different from a tabular
presentation because the controls and labels are attached and
move together in the Detail section. In a tabular report, the
labels are displayed in a section header and the controls are
displayed in the Detail section, and they do not move together
unless the report was created via the Report icon, which adds
layouts to the controls.

Create a single record report
Click the Create tab.
Click Report Wizard in the Reports group.

Select a single table.

1
2
3
4 Select several fields from the table.
5 Click Next.

6

Do not select any fields for grouping. Click Next.

(continued on the next page)

@ TIP Do not add any grouping options in the Report Wizard.

Otherwise, you will not be able to select a columnar report. You
can add groupings to the report after you have finished using the
Report Wizard.

If you create a report either by selecting from multiple tables

in the Report Wizard or by using a query containing multiple
tables, the Report Wizard does not display a columnar option to
lay out the record but displays only tabular layout options.

BU® o of-
VOME | CRATE | GOTRNALDATA  DATARAR TOOLS

= : T =R = R Form Wizard i
B EED REEET =@ |
Application  Table Table SharsPoim  Query Query Form form Blafk — eport Rey
Panz~ Design Lists~  Wizard Design Opsign Fogn [E More Forms - Desigr
Templates Tables Queries Fdgms Reports

John Clarkson -
[ Report Wizard | FV.\:Module
Lab W91 Class Module
Macro
9] Visual Basic

Macros & Code “

Navigation Pane

Grouping Options ... Cancel

H < Back " Next >
M
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Create a single record report 7
7 Select any fields for sorting the records.

8 C“Ck NeXt- ‘What sort order do you want for your records?

9 Choose Columnar for the report layout. TR e i (=i, el

ascending or descending order.

o 1 [Companyhame [v] | Ascending |
: =

10 Click Next. On the final page of the Wizard enter a name for the
report and click Finish.

e

How would you like to lay out your report?

@Eortrait

(")Landscape

() Justified =

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

@ TIP When viewing your report in Print Preview, you can use
the Zoom icon on the Print Preview tab to alter the on-screen
presentation of the data.
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Creating a parent/child report

A parent/child report is similar to a parent/child form, where
one table or query provides the parent record and another
table or query contains the related child records, which are
displayed in a subreport.

The Report Wizard does not have any options to create these
parent/child reports. You start by creating two reports, one

of which will be the parent and the other of which will be the
child. Then you can drag the child report onto the parent report
(while it is in Design view).

Create a parent/child report

1 Create a tabular subreport by using the Report Wizard, and then
save and close the report.

2 With the parent report open in Design view (we have moved several
fields to provide space for the subreport), position the report next
to the navigation pane and select the child report to be positioned
on the parent report.

3 Drag the child report onto the parent report. This creates a
subreport control. Select Print Preview from the View drop-down
menu on the Design tab.

(continued on the next page)

@ TIP If you are having problems with the data in a subreport
not being filtered by the parent record, display the Report
Properties pane and examine the values in the Link Master Fields

(parent) and Link Child Fields properties. These properties also have
build buttons that can assist you in selecting the fields to use when
linking the parent report to the child report.

194 Creating a parent/child report: Create a parent/child report

As an example, we will use a tabular list of orders, which we
can create by using the Report Wizard. The table on which this
report is created contains a linking field, which is the Custom-
erlD, although the field does not need to be displayed on the
report.

Our parent report will be a columnar report that we create by
using the Report Wizard and which displays customer details.
We will start with that report in Design view. The primary key on
the parent is CustomerlD, which will be used to link the parent

report to the child subreport.

I
OrderList - O x
OrderList [
Order ID Order Date Required Date
10254 11-Jul-1996 08-Aug-1996
10258 17-Jul-1996 14-Aug-1996
Reports o ] CusrmerstniOies
pamal £ | Y T T T . NS TS TP Tl 7 Sy
€ epor esans
EustomersAndOrders

# Page Header
+ Detal

[Customeno

[companyMame ey ] [city

[contactName | [Fegion | [Region

[comactie | pesto cose | postaicose

[Raaress Founery [ eountry

e
d IOrderListl

|
F Puye Fouter

3
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Create a parent/child report 4
4 To see how the report would require further adjustment to prevent E,,,, e % o PSSP TR
the split over two pages, click Two Pages on the Print Preview tab. M - a =G &e o [ o en
In this example, the subreport control width needs to be reduced. = M[l] . Qm.w..,.@‘ﬁm l;—%’ QEE B@BREEEG O
b o | e . | ™ Lol
i ] CustomershndQrders - O x

@ TIP The child report contains a large report header (OrderList),
which can be removed from the child report. Also, the heading
titles for the child report are not displayed. To display these titles, you

need to add a suitable grouping header on the child report and then
move the column titles Order ID, Order Date, and Required Date from
the page header into the group header in the subreport.

Creating a parent/child report: Create a parent/child report 195
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Using labels and managing columns and rows

Reports support portrait or landscape layouts, and in both cases  The Label Wizard is the easiest way to generate a set of labels,
you can alter the presentation to include Columns. With the which you can then further adapt, although you can add this
columns presentation (which is used for labels and can also be feature to any existing report.

used to present a directory-style layout of your data), the layout

of records is split into several columns. The report can either

show data in each column—filling the page for the first column

and then moving to the next column—or display the data by

filling all columns from left to right, working down each row in

the page.
Add a columns presentation 12
1 Select a table or query in the navigation pane. PR - , :
. h vom | CREATE | EXTERNALDATA  DATARASETOOLS andyBuscassocinesse - [0
2 Click the Create tab. s HE N RE BT § ) () e L] e 3
3 In the Reports group, click Labels. Mo il = W il Wl e
Tables 8=
4 Select an appropriate label. S
BB Employees
5 Click Next, and on the next wizard page where you can change the - 4
fonts, click Next. D o

T snippers
B supptiens

(continued on the next page)
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Add a columns presentation (ontinved 6 7
6 Click a label field. |
Available fields: Prototype label:
7 Add the field to the label expression, and repeat to build up a list of city A e} {Address}{CityHRegionH-PostalCode {ERNERR
fields in the label.

8 Click Next. The next wizard screen allows you to choose fields for Phon v
sorting. Make any appropriate choices, and click Next.

9 Add a suitable title the report.
10 Click Finish.

11 In the Page Layout group, you can click Columns to make further
changes to the label layout. This will display the Page Setup popup
window with the Columns tab selected. 9 8

What name would ydu like for your report?

‘Labels Customers | |

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

What do you want to do?
(@) See the |abels as they will look printed.
(7 Modify the label design.

11 10

g% R | NWOataOnly 7 ﬁ
= [DH womeg (Sl = F iy Q B HE | a;mf,?wul? [x]

ot Sz Mg (] pinyData Oply | POMRME Landscape Columns Page  Zoom One | Twa Mowe fichesh facel Tet PO Gmad More  Close Pt
- Seup - Page Pages Pages= Al File o1XPS Preview
L Page Sie Page Layout Zoom Dats Close Preview _~

] Labels Customers - 0 x

| [ 10 1
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Working with layout view, report view, and Print Preview

When you double-click a report in the navigation pane, it opens
the report in report view, which displays all the records as a
continuous list. You can then switch the report into Print Pre-
view to see the report paginated as it would be printed.

You can create forms and reports with controls organized in a
layout. The layout presentation feature has the advantage of

Alter a report in layout view
Select a table in the navigation pane.
Click the Create tab.

Click Report in the Reports group.

Click in a column row or heading.

Click the Arrange tab.

S U1 A W N KR

Click Select Column in the Rows & Columns group. You can reposi-
tion, the selected column by dragging it to the left or right.

@ TIP  You might find that it is easier to alter your presentation
by removing any control layouts. However, if you do this, you
will lose many of the benefits associated with working in layout view.

By working with control layouts, using the icons in the Rows & Columns
group on the Arrange tab, you'll find that altering the layout is greatly
simplified.

allowing you to easily modify the report while viewing data in
layout view. Clicking the Report button on the Create tab will
create a tabular report where the controls are placed in a layout.
The options on the Arrange tab are intended for use with a
layout presentation.

1 2 3
':’I:

© NWDataOnly 7T -8 X
HOME  CREATE  EXTERNALDATA  DATABASETOOLS ondy@ascassaciates.biz ~ [
'ums} [zl (R FormWizard [ Repart Wizard 4% Module
b - | i 3
Apph Tab ':m' SharePuint m\ Quey | Nerigation g. RJI m.j& Labek M- £ Clse Mocule
tppiication] Teble Table SharePoint Query Quesy  Form fan eport Blan facro
Parts Desgn  Lists=  Warard Design orm [ More Forms - Design Report I Visual Basic

Tempiates Tavies quenes Forms Repons Macros & coae o
Table @«
B cacgories
3 customens
T emoioyens

4 6 5

BH®S 9 - - MWDatalhly 1pommmmms< 2 =8 X
MOME  CREATE  EXTERNRL DATA ATABASETOOLS  DESIGN  ARRANGE  FORMAT  PAGESETUP andyBascassociatesbiz = n
E=1 [Zer j (75 [ select Layout = 5= i =
A ﬁ ; 1;.* L B " =7 5 [a] EE
* . S ] seleet Column .
Gridlines Stacked Tabular Insent Inset Igkert Insent Merge  Spl Move Move Comrol Control
. Above Below [t Right [ Select Row p Down | M o
Table wi & Columns Werge/ st Move Fosition -
»
] Customers2 - 8 %
Customer 21 November 2012
k 13:37:00
L2
CustomeriD | fompany Name Contact Name Contact Title Address City
1| A Datum Corporation | Dimple Arya Sales Representative  Obere Str. 57 gerlin
2 adventurs warks Ranen Ashkenazi Qwner Avéa. de la México 0.f
Constitucién 2222
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Switch between report view and Print Preview

1 Double-click a report to open it in report view.

1

Pe

CREAT

2 C(lick the View drop-down arrow, and select Print Preview.

I8 customersConditionalForm

5.,

Northwind Sample Datahase ? - 8%
EXERNALDATA  DATARASE TOOLS John Clarkson -
g mhew X B O
R~ 2 # 1 B
- o Save o - B I U
Refresh Find Szeto  Switch
Al B | FitForm Windows= A * %
Rrcords Find Window Text Fommtting -
a - o %
CustomersConditionalFormatting
CustomeriD Company Name Turnover
1 A Datum Corporation o
2 Adventure Works [ . 500

@ TIP As an alternative method of opening a report, in the
navigation pane you can right-click a report and choose how to
view the report, selecting Open (Report View), Layout View, or Print
Preview. If you open the report in Print Preview, closing the view will
close the report, but if you open the report in report view or layout
view and then switch to Print Preview, closing Print Preview will leave

the report displayed either in report view or in layout view.

When a report is displayed, you can use the icons on the status bar
(lower right of the screen) to switch between the available views. Even
if you first opened your report in Print Preview, you can use these icons
to quickly select any other view without closing the report.
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Exchanging data

ccess has fantastic support for getting data into and out of your data-

base by using import and export procedures. You can import data into
existing tables, or create new tables as the data is imported. In this section,
we demonstrate the most popular formats for exchanging data.

In addition to importing and exporting, you can link to the data. This pro-
vides a dynamic link so that you will always see the latest data in the other
data source, and when linked to data in another Access database or Excel
spreadsheet, it will also dynamically reflect any changes made to the data
structures in those files.

If you have data in databases such as IBM, Oracle, Informix, SharePoint, or
SQL Server, you will find that Access also supports methods to exchange
data by linking or importing from those sources via ODBC (Open Database
Connectivity), which is a standard method for interconnecting systems.

In this section:

Importing data and objects from
Access

Linking to data in Access

Importing data from Excel

Linking to data in Excel

Importing data from text files using
specifications

Exporting data to Excel

Refreshing linked tables when files
are changed

Working with saved imports and
exports

Exporting data as PDF documents
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Importing data and objects from Access

When you import from another Access database, you can
choose to import any combination of tables, queries, forms,
reports, macros, or modules. For each type of object, you have
the option to select all the objects or to select individual objects
of each type.

Import data and objects from an Access
database
1 Click Access in the Import & Link group on the External Data tab.

2 Keep the default selection to import tables, queries, forms, reports,
macros, and modules into the current database.

3 In the File Open popup window, browse to locate the database file.
Select the file, and click Open.

4 Click OK.
(continued on the next page)

202

When importing related tables, you import the relationships by
default. Options are available to exclude relationships, to import
only structures and not data, and to create new tables when
importing data from queries rather than importing the query.

2 1
|

b~

[ CREATI EXTERNALDATA  DATABASE TOOLS Andrew Couch =

=

Bz

wEHE- FRBREBL

Saved Linked Thle Encel Access ODBC Saved Ewel Tet XML PDF  Email

Imparts  Managc Dntabase B7 Mote= xports File  File ar¥PS 5 Mare
Import & link ewort A
»
Get External Data - Access Database U
Seleht the source and destination of the data N ‘m‘
N
Specily the source of the definition of the obijects
le name: | CausersyAominitratonDesktep SampleData, T
Specil now and where you want 1o store the data.
T« Desktop » SampleDats v/ @ | sesrch SampleDsts p

Impest tables, queries, forms, reports, mat|
W he specfied sbject does not ealst, Acceq]  Organize > New folder =- 0 e
number to the name o I[h II!H-R ed objed

refiected in the curent database. H videos

*  Name Date moditied Type

Navigation Pane

(s} mnmmmmnmm ke &)
cess

Compute E
e ) OrderProcessingReports
ia Local Disk (C)

&3 Home on ‘psf (7

v < >

12/12/2012 1042 Microsof}
NA/20020855  Microsol

File name: | NWDataOnly w| | Microsoft Access

Took v [ Opem | | Cancel
I‘ Cancel
|
4 3
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Import data and objects from an Access 5
database (continued)

5 Use the tabs to display objects in the database to be imported.

Tables |Queries I Forms I Reparts | Macros I Mcdules|

Select objects to import from each tab. 6

e |
Order Details Cancel
Orders

Products Select Al
Shippers

Suppliers Deselect Al

Options >3  w—

6

7 Click Options to see more options when importing data.
8 Click OK.
9

If you will be repeating this operation later, select the Save Import
Steps check box.

Import Import Tables Impoart Queries

10 Click Save Im port. Relationships (®) Definiion and Data (®) As Queries
["1Menus and Toolbars () Definition Only () As Tables
i | =

Save Import Steps "/

Il objects were imported successfully.

Do vou want to save these import steps? This will allow vou to quickly repeat the operation without using the wizard.

[¥] saye import steps 9
Save as: Import NWDataOnly ‘

Description: ‘

Create an Outlook Task.

If you regularly repeat this saved operation, you can create an Outlook task that reminds you when it is time to repeat this
operation. The Outlook task will include a Run Import buttan that runs the import aperation in Access.

[ 7] Create Outlook Task

Hint: To create a recurring task, open the task in Qutlook and dick the Recurrence button on the Task tab.

@ TIP  When you are importing an object and an existing object
in the database has the same name, Access will rename the
imported object, appending a number to the end of the name to

resolve the conflict. For example, if you import a table called Products
when you already have a table with that name, the new table will be e @
called Productsl. |
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Linking to data in Access

Rather than importing data from an Access database, you can In addition to not having to copy data, if the linked tables,
create links to the tables in an other database. You will then be design is changed in the database to which you are linked, you
connected to the live data in the other database, and this will will automatically see those design changes when next opening
save you from needing to regularly import data from the other the linked table in your database. (If your linked table is open,
system. you will need to close it before making any design changes in

the database to the table to which you are linked.)

Link to data in an Access database 1
1 Click Access in the Import & Link group on the External Data tab. E-—i“-m : Mtl SR i | 72
2 Select Link To The Data Source By Creating A Linked Table. B & ?i".#;. 5 e F@BBEBOTT
3 Browse to locate the database file. Select the file and click Open. w ™ c...:um,..mm,...;w o e
4 Click OK. St e s st e s 7 A
(continued on the next page) *:w:“mmm:m i

) ot Lables, quesies, forms, reports, mac)

E 1ihe spected ovjec dges it it pcceg] | Craoae v Hewlolder E- G @
€1 10 the name of the imported objes :

idad in e care Bishei. B videos o i Frr—

3 =
2 e ) Wm0y i e
i 18 Compute L

bie that witlmaintsing] E VN0 W
OndeProceismgRepots NNUNZ0855  Microsol!
TE: It the @ s

i Local Disk [C)

inthe s e versa,
with the linked table. B Homeon of @

File game: | HWDataOnly | | Micrasoft Access v
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Link to data in an Access database (ontinued)

5 Select the tables to be linked. Tables
. Categories 6
6 Click OK. Customers

Employees
d I
7 Alinked table is shown with a different icon in the navigation pane. 5 Orders

Shippers
Suppliers

BH® 9 & - TABLE T0OLS hapterl1: Datobase- C 7 - & x
HOME  CREATE  EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE Andrew Couch =
m : on (BTetfle MM M M M MR B flAcas
;ﬂa & g& ] & T o G
7 2 @ B B% Eowrie P @ s 9E 5l lcawq,m,
i L ge
Saved Linked Table Ecel Access ODBC Soved Ecel Ted XML POF Email o
Imparts Manage: Database £7 More~ Faports. File  File orXPS 5% More -
Import & link Exort -
Y BT
All Access Obje... ® « || T mosuts =
. 5| Producti- Product Name . Supplier - Category - |Quantity Per Uni ~|
Tables Y 1 Chai 29 Dairy Products 10 boxes x 20 ba
e 2 Chang 1 Beverages 24.- 12 oz bottles
B cus 3 Aniseed Syrup 1 Condiments 12 - 550 ml bottl
b i il 4 Chef Anton's Cajun Seasoning 2 Condiments 48 - 6 oz jars
3 proguas 5 Chef Anton's Gumbo Mix 2 Condiments 36 boxes
6 Grandma's Boysenberry Spread 3 Condiments 12 - Bozjars

7

@ TIP Access databases are often designed where all the items
except the Tables are held in one database, and the Tables are

held in a different database. This method enables users to have their
own copy of the application on their local machine, but link to and
share the data from another Access database on the network.
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Importing data from Excel

When importing data from Excel, if you have only one work-
sheet and no named ranges defined, the wizard does not
prompt you to make any additional decisions (as described
shortly in step 5). But if you have either multiple worksheets or
one or more ranges defined in a single worksheet or in multiple
worksheets, you are prompted to select either a worksheet or a
named range.

Import data from Excel

1 Click Excel in the Import & Link group on the External Data tab.

2 Keep the default selection to import the source data into a new
table in the current database.

Browse to locate the Excel file. Select the file and click Open.

4 Click OK.
Select the required worksheet from which to import the data, and
click Next.

(continued on the next page)

@ TIP The wizard also offers an option to directly append data
into an existing table. However, it is often better to import data
into a temporary staging table and then use the techniques described
in Section 7, “Modifying data using queries,” starting on page 117,
using action queries to transfer the data into your main tables after
checking the data.

206 Importing data from Excel: Import data from Excel

When importing data, you will also find that Access makes a
best assessment of the appropriate data type to use for each
column, but you can review and change the choice of data type
before importing the data.

BH®S P -
wome  Breate

EXTERMAL DATA  DATARASE TOOLS

== gmm = e o @ere 5 IR T MR MR
L ﬁﬂ Er Er Bovirie P »L—dll s gt gl
Saved Linked Table Fxcel Access ODBC Saved Fxcel Tet EML FOF
Imports  Manager Databace 57 More~  Egonc File  File orXps
import & tnk Expart
» Get External Data - Excel Spreadsheet ?

Select the source and destination of the data

Andiew Cauch =

e}

1 b« Desktop » SampleDats .o

Organize =

New folder

v <

File pame: CompanyMames

£
£ B vVideos A Name Tym
El 1 Companiestxported Mic
H B Computes il c“:.rw.:u —
I Locs! Disk (€ i
8 Home on ‘pef (2

‘Your spreadsheet file contains more than one worksheet or ranf§ie. Which worksheet or range would you like?

(®) Show Worksheets
() Show Named Ranges

Companies2
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Import data from Excel (continueq) 6

6 If your spreadsheet includes column headings, select the First Row
Contains Column Headings check box, and click Next.

Microsaft Access can use your column headifigs as field names for your table. Does the first
row specified contain column headings?

7 To change imported data types for a column, select the column.
Use the horizontal scroll bar to see more columns from the source

data.
Select a data type in the Data Type drop-down box and click Next. 7 8

Allow Access to add a primary key, or choose a column to use as the

primary key. Click Next.

[#[First Row Contains Colmn Headings I

You can spedify information about each of the fields yol are importing. Select fields in the firea below. You can then modify field

10 Type a name for the imported data table and click Finish. information nthe Tield Optons ares.

—Field Options

P e onljpe (EER |
Indexed: [ oofnatimpart ied (se)

Company Name
P. Datum Corporation
Bdventure Works
Ipine Ski House

Ble]e

Microsoft Access refommends that you define & primary key for your new table. A primary key is used to
uniquely identify eath recard in your table. It alows you to retrieve data mere quickly.

(@£Let Arcess add primary key.

(C)Choose my own primary key. ::

(DM primary key.

10

That's all the informatign the wizard needs to import your data.

Import to Table:
Companies

@ TIP After you complete the import steps you will be prompted
with a screen to save the imported steps. This option allows you
to repeat the the saved operation, as described later in this section.

Importing data from Excel: Import data from Excel 207
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Linking to data in Excel

The ability to link Access to data in Excel can mean that rather If you link to an Excel Worksheet and columns are subsequently
than repeatedly importing data, you can link directly to the data  altered in the spreadsheet, when you reopen the table you will
in the spreadsheet. This means that you will always be working see the linked data reflecting any structural changes to the
with the latest dataset. spreadsheet. If you would prefer not to see these changes, you
could link to a named range of cells in a worksheet instead.

Link to data in Excel 1

1 Click Excel in the Import & Link group on the External Data tab. L E-R Im'; e 727~
2 Select Link To The Data Source By Creating a Linked Table. ;,f ; Lﬂ. . g‘u‘ﬂ .? o | g - :oj :a;l ?m ?u: l’ .'_::::;w

3 Browse to locate the Excel file. Select the file and click Open. e ""’"c,'..,.y.',.,..,,.“";;m.,,m,,f,',.m‘,; R : =
4 Click OK. You will be asked the same series of questions as cisiotie o 7 -

Soecify the source of the definition of the objects.

described in the preceding task, “Import data from Excel” on page
206 (steps 5 to 10).

nakn 1 U « Desktop » SempleData w| €| | Sesrch SampleData r
5 The linked table is shown with a different icon in the navigation S ) E—— e
Sanks S Chuaney B Videor A Name - Date madified Type
pane' Ol Ao coom ot e o [ e — [87 Companyhames 61272012 1840 Whcrosol
T e .
it R
2 & L £ Home on ‘psf’ (2
e s e e, e s o o p— .
R e
G
|
pree— [ [T T g v <
moor aunk P .
All Access Obje... © « | = compnetnmmstocxc’, x
e o Company Name 2 URL S [~]
Labies ” A. Datum Carparation hittp:/fwvaw.a
R Adventure Works hittp:/furew.a
B Coveini Alpine Ski House hittp:/furvew.al
@ TIP  When you link to an Access table, the linked table will 3 cusomes T
. . . *E Produds Coho Vineyard hrtp:/ffunan.co
allow you to edit and insert data, but when you are linked to an & R ey PR
Excel spreadsheet, you will find that the Access application cannot I (Cobo Vineyard & Winery | hutps/fuverct
modify the data because you have a read-only link to the Excel data. 5
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11: EXCHANGING DATA

Refreshing linked tables when files are changed

If you have linked tables to Access or Excel and if the files to If you know that a file name/path has changed, when relinking
which you are linking are moved to a different folder or the file ~ you should select the option Always Prompt For A New Loca-
name is changed, the links will no longer work. The Linked Table  tion. If that option is not selected, when you refresh the links

Manager allows you to select several linked tables and then you will be prompted to specify a valid file path each time a link
inform Access of the new file path/name to the linked file. cannot be refreshed.
Refresh linked tables 1 4
1 Click Linked Table Manager in the Import & Link group on the %J CE I
EXternal Data tab. - ’:JII. i‘u\ﬂ.'- I}(II.RNA‘LE:IL:H DATABASE TOOLS — i_ oy Andrew Couch =
Click to select any links that need to be refreshed. bl S NS e B N

vui A W N

Select the Always Prompt For New Location check box.

: sLinkedToExcel (C Wivers\Administ ator Deskiog'\Samplelata\CompanyNames. xisxl x
Click OK. 2 5 s iAot oo
Locate the file at the new location, and click Open. B
essect Al

w

t | « Desktop » SampleData v & Search SampleData

Organize * Mew folder == -

~

|=| Pictures G Name Date modified

i Videos -
Companieskxported 1712720012 11:59

I!J CompaniesPDF 17/12/2012 12:02
CompanyMNames 17/12/2012 11:50

1M Com puter
£, Local Disk (C3)

. L | ListOfCompanies 16/12/2012 18:59
@ TIP For links to Access and Excel worksheets, if the source &# Home on'psf (Z (==

W L
data structure changes, the links do not need to be manually
refreshed; they automatically display the latest structure. But if the
links connect to tables in SQL Server or another database server, when Took v [ Open
the table structures change in the other database you will need to
refresh those links.

File name: | CompanyMames v| ‘ Microsoft Excel

Refreshing linked tables when files are changed: Refresh linked tables 209
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11: EXCHANGING DATA

Importing data from text files using specifications

The Import Text Wizard is a very sophisticated tool that allows The second format you might come across is fixed width, where
you to import data in a wide variety of formats. The most every field has a fixed number of characters. The wizard will also
popular text format is called delimited. In this format, columns help you to decide on column boundaries when you are work-
are separated by a comma and text fields are surrounded with ing with this format.

double quotes. You might occasionally come across a file that
uses different delimiters, and the wizard can accommodate this.

Import data from a text file 1
. - . ]
1 Click Text File in the Import & Link group on the External Data tab. %" S o I J 757
2 Keep the default selection to import the source data into a new BB e 6 . ¥ @RBELgE
: e e - R R e

table in the current database. on oo Towrte TN .
3 Browse to locate the text file. Select the file and click Open. L N A7 A
4 Click OK. o e

(continued on the next page) O - R - S|

T« Desktop » SarmpieData v € | SeschSampledats »
il Orgnze > Newfolder e Gl @

H videos A bame Ontemodified  Type

161220121859 Teat Do

1) Link to the data source by creating a linked ta)
Access will ereate  Lable tha will maintain a
et file. However, you an add new resords,

210 Importing data from text files using specifications: Import data from a text file
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11: EXCHANGING DATA

Import data from a text file (oninues)

Your data seems to be n a ‘Delimited” format. If it sn't, choose the format that more correctly
< your data.

5 Select either Delimited or Fixed Width, according to the text file

format. Delimited is the more common choice. If you want to see e
| X K (@) Deiited - Characters such a6 comma or tab Separate each held 5
more advanced features of the Import Text Wizard, continue with (e Vit -Fieds i€ abed 1 cokns i sces betneen ead
step 6; otherwise, click Next and proceed to step 10.
from file: C: WISERSVADMINIS TRATUR \ESKTOP \SAMPLEDATAYLS TOFCUMPANIES. TXT .
6 Click Advanced. D “hvenruze Noks =, mmceh: /e dventace-worre.can/ » )
[3 B, "Alpine sk1 Hﬂl.lse.",'ntl’.p:/fww.alplnesk)nﬂnse.l-:nm{"
7 Adjust any of the advanced settings associated with the text import. [k Civy eover  Lighs o hotp: s . conndt cant & o
6 6, "Cohu Vineyard ","http://www.cohovineyard.com/”
8 Click Save As to save your settings as a specification. (b, wcot Vineyara. & Minkey . imrto: /e, cohoviaevasdunduinsy. conl »
9 B, "Contoso, Ltd ", "http://www.contoso.com/™
9 Type a name for the specification, and click OK. Click OK to close L -consotsoutes messehver -, “mtco: v coscisaasemesstnger, con/ =
the Advanced screen. BD o ~Foomth ucte =, maraped rmm: oorehostros:conf™
[tah4, "Graphic Design Institute ", "http://www.graphicdesigninstitute.com/" v
(continued on the next page) g 2

I
6

File Format: () Field Delimiter: -
() Fixed Width Text Qualifier:

Language: |Eng|ish EI | Save As...

Code Page: |Westerr1 European (DOS)

Dates, Times, and Mumbers
Date Order: Four Digit Years

Date Defimiter: [] Leading Zeros in Dates
Time Delimiter: |:| Dedmal Symbol: l:l j

Field Information:

@ TIP Import specifications allow you to set up specialized
settings for controlling how a file is imported. You can then —

reload them when repeating an import process. Usually, you will not [SiGHCompanies mport Speccaion |
need this extra flexibility, but if required, it can prove very useful.
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Import data from a text file (oninued)

10 If your first row in the text file contains field names, select the First
Row Contains Field Names check box, and click Next. (Our example
does not contain this row.)

11 To change imported data types for a column, select the column.

12 Select a data type in the Data Type drop-down box. Use the hori-
zontal scroll bar to view the other columns from the data source.

13 Click Next.
(continued on the next page)

(Olab () semicolon () uther:
10 s | Firct Row Containe Field Mames: Text Qualifier: |* B
B. Datum Corporation http://www.adatum.com/ A

n
X

Vihial deimiter separates your fickls? Sebec e oppropriale deliniles and see how your lextis affeted in U preview beo,

Choose the delimiter that separates your tilds:

Rdventure Werlks http://ww . adventure-works .com/

Plpine Ski House 1LLp s £/ wew . alpineskihouse . com/

htep://www.blueyonderairlines.com/

b
B
b
H Plue Yonder Rirlines
F [ity Power & Light

b Fubio Viseyazd

7 [oho Winery

B [oho Vineyard i Winery

B fosluso, Lid

[0 fontoso Pharmaceuticals
L1 [onsolidated Messenger
Lz Fabrikew, Inc.

I3 Fourth Coffee

4 fraphic Design Institute

http://wne. cpandl. com/

1LLp: /e

.cuhuvineyard. cun/

http://www.cohowinery.com/
http://www_cohovineyardandwinery. com/

LULps /e

«GonLusy. Gunyf

http://www.contoso.com/
hotp://wiw. consclidatedmessenger . com/

1LLp: /e

« Labriken. com/

http://www.fourthcoffee.com/
http://www._graphicdesigninstitute.com/

You can specify information abaut each of the fields you

information in the 'Field Options' area.

11

12

re importing. Select fields in the firea below. ou can then modify field

Field Options

Field Name:

Indexed:

Field3

No

Data T

[]ban|

le:

Hyperlink

€

timpart field (Skip)

deglField2

212

B
il
2
B
12
15
&
7
=]

]
Lo
g1
pz
13
14

|i. Datum Corporation
pdventure Works

flpine Ski House

Elue Yonder RAirlines
Fity Power & Light

Foho Vinevard

Foho Winery

[coho Vinevard & Winery
ontosa, Ltd

[fontoso Pharmaceuticals
onsolidated Messenger
fabrikam, Inc.

[fourth Coffee

Fraphic Design Institute

<

Advanced. ..

Cancel

Finish
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11: EXCHANGING DATA

Import data from a text file (coninued)

14 Allow Access to add a primary key, or choose a column to use as the

p rma ry key CI ICk N eXt' Microsoft Access recommends thatlyou define a primary key for your new table. A primary key is used to
uniquely identify each record in yolir table. It allows you to retrieve data more quiddy.
15 Type a name for the imported data table, and click Finish. o
s (@ let Actess add primary key.
A W (") Choose my own primary key. .
("INg primary key.

igField2 Field3
.. Datum Corporaticn http://www.adatum. com/ -
pdventure Works http: //www. adventure-works . com/
Bipine Ski House http://www. alpineskihouse. com/
Blue Yonder RAirlines http://www.blueyonderairlines.com/
ity Power & Light htep://www.cpandl. com/
Coho Vinevard http://www.cohovineyard. com/
[coho Winery http://www.cohowinery.com/
[ccho Vineyard & Winery http://www.cohovineyardandwinery.com/
ffentoso, Ltd http://www.contoso.com/
Fontosc Pharmaceuticals http://www.contoso. com/
onsolidated Messenger http://www. consolidatedmessenger. com/
Fabrikam, Inc. http://www. fabrikam. com/
[fourcth Coffee heep:/ /www. fourthcoffee.com/
[Fraphic Design Institute http://www.graphicdesigninstitute.com/ v

< >
cancel | | <Bak | [ mee> | | pmsh

That's al the information the wizard need to import your data.

Import to Tablc:
ListOfCompanies

[ 13 would like a wizard to gnalyze my table after importing the data.

@ TIP When importing data Access gives you three choices for
setting the new primary key on a table. The simplest option is

to accept the default choice and Let Access add primary key, this will
add an autonumber field called ID to your table. adurced. Caneel Py I e 15
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11: EXCHANGING DATA

Exporting data to Excel

Access supports a wide range of formats for exporting data, and
in this task, we demonstrate one of the most popular—Excel.
After exporting data, you are prompted to save the export.
Saving an export allows you to easily repeat it at a later date.

You can export data by using a table, query, form, or report.

Export data to Excel

1 In the navigation pane, highlight the object you want to export.
Click Excel in the Export group on the External Data tab.

2
3 Type a file name for the exported file.
4 Choose the file format.

5

Click OK.

(continued on the next page)

@ TIP In Section 6, “Selecting data using queries,” starting on

page 95 we explain how to create a query that prompts for filter
criteria when opened. This type of parameterized query can be used
when you are exporting data and provides a great way to add flexibility
to your export routines.

214 Exporting data to Excel: Export data to Excel

Using a query allows you to choose only the required subset
of data, rather than including all the columns and rows in the
underlying tables of data.

2 4 3

BUd®o & : 1
MOME  CREATE | EXTERNALDATA | DATABASE TQOLS John Clarkson

=== oz o R = |
7 12 Op o Ee
Imports Manager Database

Saved Linked Table Excel Access ODBC -

All Access Obje... @ “]

*3@ eroducs
& CompanieslinkedTofxcel
Quer

ptFarCountry

@Tearie 0 R M A OR M Bace
o, 39 58150 59 50 O 20
=4 Swed Eccel Tex XML PDF Enil &
s More*  Erponc File  File orXP§ 15 More »
Taport
Export + HEN |
Select the destination for the data you want to pxport ‘r/ d

Specity the destination file name and format.

[ile name: (.

Browse...

File 1ormali | Excel 97 . Excel 2003 Workbook {*.xls)
Microsoft Freel 5.0/5% Workbaok (411

Specity export options.

) Export data with formatting and Layout.
SE4ct this Otion 1o Breserve MOst fOrMALtiNg and LaVOut INfOTMAtion WNeN EXDOMING 3 table, QUETY, form, or report.

‘SEIEEE IS ORMON 10 View INE FESUILS of INE EXDOrT GPEration. Tis DYON is BvailADIE GNlY WEN YOU EXDOI formarted aata.

Export oni
Select thi
haw

ea records.
o export only the selected records. This aption it only svailsble when you export formatted dats snd

i
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11: EXCHANGING DATA

Export data to Excel (ontinues

6 If you will be repeating this operation later, select the Save Export
Steps check box.

7 Click Save Export.

Successfully exported ‘Companies’.

Do you want to save these export steps? This will allow you to quickly repeat the operation without using the wizard.

Saye export steps

Save as: |Expart-CompaniesExported |

Desription:

Excel Export] ‘

Create an Outlook Task.

If you regularly repeat this saved operation, you can create an OQutlook task that reminds you when it is time to repeat this
operation. The Outlook task will include a Run Export button that runs the export operation in Access.

[] Create Qutlook Task

Hint: To create a recurring task, open the task in Outlook and click the Recurrence button on the Task tab.

s o

Exporting data to Excel: Export data to Excel 215
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11: EXCHANGING DATA

Working with saved imports and exports

Saving imports and exports allows you to repeatedly run data
imports and exports with minimum effort. When you first
import or export data, Access promptes you to save the import/
export operation. If you save the operation at this time, you can
later take advantage of this feature to rerun the process.

Run an import/export operation

1 Click Saved Imports in the Import & Link group on the External
Data tab.

2 Select an import to run.
3 Click Run.

4 Click Yes to overwrite the table, or click No to cancel the import.
(continued on the next page)

If the operation involved importing or exporting data and you
have an existing file on your machine or a table in your data-
base, you will be prompted to overwrite the object (except
when importing from an Access database where, if the table
exists, the new imported copy will be named with a suffix, such
as Productsl, Products2, and so on). If you select No, the opera-
tion will be canceled.

HS % &
HOME CREATE EXTERNAL DATA DATABASE TOOLS Andrew Couch *
222 S ey | fieafic MR FR, L)—' B, v TaAccen
2] @ BEF e 90 SHE 9 S8 S j%w.,,m.‘.,,
Saved Linked Tobke Brcel Acghss ODBC o Soved Bl Tea XML POF  Email
Imports  Manager Database £i7 More~  Eepone File  File or¥ps More ~

Export s

c
Imports dats from Excel

X Companiestink

Iﬂ Import from text file

Qb Overite evinting able or query THOICompanies™
X ]
‘Was iy intfimation hetptut?
To edit the name or description of the saved operation, select ihe operation and thed| dick the Lext you want to edit
Bun Create QUIKOOK Task... Deiete Ciose

216 Working with saved imports and exports: Run an import/export operation
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11: EXCHANGING DATA

Run an import/export operation (continued) 5
5 Click the Saved Exports tab. —
6 Select an export to run. ] ot s
7 Click Run. 6 | e S

8 Click Yes to overwrite the file, or click No to cancel the export.

ct the saved export to manage.

The file "C:-\ ini
A Do you want lo updae Lhe existing file?

w | [ ]

Was this information heipful?

To edit the name or description of the saved operatidh, select the operation and then click the text you want to edit.

7 ——t— Run Create Qutiook Task... | Defete Close |

8

@ SEE ALSO In Section 12 “Introducing the power of macros” we

will describe how macros can be used to repeat a saved import/
export.

Working with saved imports and exports: Run an import/export operation 217
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11: EXCHANGING DATA

Exporting data as PDF documents

A great feature in Access is the ability to easily facilitate Exporting data in PDF format is not limited to exporting a
exchanging information in the PDF file format. This allows report. You can also export data in tables, queries, and forms in
you to export a complex report as a PDF file. Access also PDF format.

supports the alternative Microsoft standard XPS (XML Paper
Specification).

Save data as a PDF document 2

1 Select an object in the navigation pane. E":u; o s St i 727
2 Click PDF Or XPS in the Export group on the External Data tab. B e r? ;M ZS“F“’:' ":M E‘ j;gwwmw

3 Click Options to display other publishing options. ) ':Mmmrm

4 Click OK. IRt — e —

5 Click Publish to export the data. ™

] Open file afes publishing Optimize for; O ta

@ TIP If you have a report open in print preview, you can use the

PDF or XPS icon on the print preview ribbon tab to publish the
report.

218 Exporting data as PDF documents: Save data as a PDF document
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ntroducing the
oower of macros

nlike Excel, which has a macro recording tool that creates code

that you can then edit in the VBA editor, Access has two separate
approaches to programming. The first is macro programming (there is no
recording tool), which comes equipped with a special macro designer and
set of macro commands. The second approach is VBA programming, which
has an editor and environment very similar to the Excel programming
environment. There is a crossover between the macro commands and VBA
programming—that is, macros can be converted to VBA, and VBA can
make use of macro commands.

Macros have many uses, including linking together user interface elements
like forms, queries and reports, performing complex data validation, or
executing sequences of operations to import and process sets of data.

In programming macros, you can save sequences of instructions either as a
stand-alone macro, which you can execute from the navigation pane, or as
an embedded macro inside a form/report.

12

In this section:
Enabling macro commands and
disabling Trusted Documents
Linking together forms
Linking a form to a query
Validating data entered in controls

Making controls change other
controls

Executing a saved import/export

Processing data with action queries
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12: INTRODUCING THE POWER OF MACROS

Enabling macro commands and disabling Trusted Documents

Before you can use macro programming in your database, you
need to enable macros in the Access installation. This process
is described in “Change the default database options” on page
72). Refer to this task to make any further changes to settings
described in this section.

After you enable macros, 20 macro commands will remain
disabled and will not be visible in the macro designer. These
commands can be made available only in Trusted Documents

Disable Trusted Documents

1 Enable macros as described in “Change the default database
options” on page 72, then select Trusted Documents from the
options on the left in the Trust Center window.

2 Select the Disable Trusted Documents check box, click OK to close
any open windows, and then close and reopen your database.

(continued on the next page)

CAUTION The methods described in this book are intended
to help you get started quickly and should not be interpreted as
recommending a standard configuration for your Office software. For

further details about Trusted Documents and other security issues, visit
the Microsoft Trustworthy Computing page at www.microsoft.com/
about/twc/en/us/default.aspx?CE=Nav2b.

or when the Trusted Documents feature is disabled. You should
refer to your company's policy on Trusted Documents for advice
on this. In this exercise, we demonstrate how to disable this fea-
ture and thus enable these additional commands.

1

N I - —

Trusted Plblishers

Trusted Documents
Trusted Lpcations

Warning: Trusted Documents open without any security prompts for macros, Activel

Trusted Documents controls and other types of active content in the decument. For a Trusted Document, you
will not be prempted the next time you open the document, even if new active content was
Add-ins added to the document or changes were made to existing active content. Therefore, you
ActiveX Settings should only trust documents if you trust the source.
+| Allow documents on a network to be trusted
Macra Settings [¥] Disable Trusted Documents
Message Bar

lear all Trusted Documents so that they are no longer trusted
Privacy Options

e

220 Enabling macro commands and disabling Trusted Documents: Disable Trusted Documents
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12: INTRODUCING THE POWER OF MACROS

Disable Trusted Documents (continued)

The macro commands listed in the following table operate only
in Trusted Documents. You will find that the ImportExportData,
SetValue, and SetWarnings commands are especially useful to
have available when you are creating macros.

Macro commands

Data import/ Filter/query/ User interface
export commands Database objects search commands Macro commands System commands | commands

ImportExportData CopyObject RunSQL Echo OpenSharePointList ShowToolbar
ImportExportSpreadsheet DeleteObject OpenVisualBasicModule  OpenSharePoint

RecycleBin
ImportExportText RenameObject PrintOut
ImportSharePointList SaveObject RunApplication
RunSavedimportExport SetValue SendKeys

SetWarnings

@ TIP If you do not trust the use of these commands in your
database, you might get confused when, after searching online

to find further examples, you fail to reproduce actions; as the com-
mands are not be listed in the macro designers list of available actions.

Enabling macro commands and disabling Trusted Documents: Disable Trusted Documents 221
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12: INTRODUCING THE POWER OF MACROS

Linking together forms

The OpenForm, OpenReport, OpenTable, and OpenQuery Each control on a form has a set of events, and the On Click

macro commands are among the most common and easiest event for a button is activated when a user clicks the button.

to use. These commands allow you to open other forms, print You will find that you do not need to understand all the avail-

reports, or display data in tables and queries. Normally, these able events and that you can accomplish most programming

macro commands are used on a command button control’s with only a few of them.

OnClick event, but they can also be used as macros independent

of a form.

Create an embedded macro to open 2 3

a form . — i E
LRy el 7

1 With a form in Design view, click to expand the controls list, and
turn off the Use Control Wizards option.

Add Brinting Property Tab
o Fieds | Sheet  Urder “8

"_ Property Sheet

Selection type: Command Bution

2 Click the Button control, and click in the form to add the button to
the form. 1

3 In the Property Sheet pane, click the Event tab, then click the Build T
button for the On Click event. : L[]

4 In the Choose Builder dialog box, select the Macro Builder, and click

OK.
5 In the Add New Action drop-down box, select OpenForm from the Exﬂr:ssi?; Buder 4
. Code Builder
list of commands.
(continued on the next page)
B H » MACRO TOOLS Northwind Sample Database W
@ TIP If you leave the Control Wizard active when adding a | G B == 4= = B W 8
button, after navigating through the wizard choices, you will " N g w O
find that an embedded macro has been added behind the button’s On [EEmETr—— . * Action Catalog X
Click event. This useful feature might get in the way when you want to + [Opentorm J i 5
write your own embedded macros. You can click the Control Wizard : B iy
option to switch off this feature. e
@ submacre

222 Linking together forms: Create an embedded macro to open a form
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12: INTRODUCING THE POWER OF MACROS

Create an embedded macro to open 7 6
a form continueq) R e ' T
HOME DESIGN 1 Andrew Couch =
6 Select another form to display by using the Form Name drop-down | Jowse 4= =24z == N HEZ O
list of available forms. vl iy il = pr
7 Save and close the macro design tool. If you now display your form * Action Catalog x
in Form view and click the command button, it will open the other e [otometass d | o N
. . Farm v
form that you defined in the OpenForm macro command.
Whes = kN
8 Return to Design view, and add a text box control to the form. Dut s = —
_ Windo Mode. Norms 5 i
Ensure that you change the control name. (In our example, it is Desimponpen
called txtCountry.) Save your form.
9 Click to select the button control you added in step 2. Then click
the Build button to return to the macro editor, and change the
macro code embedded on your button. 8 9
10 Change the Where Condition so that data in the form that you BH® 6 0 7 ot sumpicOrtane DR
. . . HOME  CREATE  EXTERNALOARh  DATABASETOOLS | DESIGN | ARRANGE  FORMAT Andien Couct] -
open will be filtered by the data entered into the text box control. == — Blogs ™ =L
) As] Wlcoln- R o @ — S L =1 52
In our example, txtCountry is the control name, and the form we vou Thne - 101 P01 AP B e 5o P T
are opening is based on a table that has a field called [Country]. e = e oo -
¢ =] frmMacroTeOpendnothesForm Property Sheet
BN I (S e et :
‘ | Format| Data | Event Other | AN
- ty] [Unbound On Got Facus
: =t | ol
|
= OpenForm x
Form Mame | CustomerDetails v
View |Form ]
TIP As you start typing in the Where Condition box, Intelli- Filter Name
Sense WI" help you |Ocate a fOI'm. After typlng FOI’mS!, you WI" Where Condition =|[Country]= Forms![frmMacroToCrpenAnotherForm]![bftCountry]‘ ES
see a list of available forms. Then, after you select a form and type the ! Beta Mode v
character, a list of controls on the form is displayed. Window Mode. |Norral =
Update Parameters

Linking together forms: Create an embedded macro to open a form 223
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12: INTRODUCING THE POWER OF MACROS

Linking a form to a query

A popular design technique in creating a user interface is to

use a method often called query by form. The idea is to create a
query that has filter criteria that directly references one or more
controls on a form. The user then types a value into the control
on the form and clicks a button on the form, which opens either
a query or a form/report based on a query, where the query
links back to filter by the value entered on the form.

Link a form to a table or query

1 With a form in Design view, add a text box control. This text box will
contain a value that will be used to filter data in a query.

Type a name for the text box control. (Naming controls will make
creating expressions easier when you have several controls on a
form.)

Save the form, but do not close it.

Create a query, and choose a field that will be filtered against the
data in the control on the form we created.

Save the query.

Click in the Criteria row, in the column against which we'll be filter-
ing the data.

Click Builder to open the Expression Builder popup window.

(continued on the next page)

224 Linking a form to a query: Link a form to a table or query

In our example, we will make the form open the query, but you
could easily change this to open a form or report based on that

query.

1

= U
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- v Rifiete - Windows- b~ - ===
Views _ Clipboard Sort & Fiter redpras Fing Wingow Text Farmatting ~
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Link a form to a table or query (oniinued)

8

9
1

1

In the Expression Elements pane, browse the tree of information to
locate the form that you created in earlier steps. (If you have many
forms and you know that the form you are looking for is open,
select Forms; then select Open Forms to display only a list of forms
that are open. This is particularly useful when you are referencing
controls on subforms.) Select the form.

Double-click the text control that we added to that form. Click OK.

0 Save and then close the query. Return to your form in Design view,
and repeat steps 2-5 of the previous task (“Create an embedded
macro to open a form” on page 222), where we added a command
button to the form and displayed the macro design tool for the On
Click event on the command button. However, this time choose the
macro command OpenQuery in step 5.

1 From the available list of queries, select the query that you saved.
Then save and close the macro window. You will now have a form
with a control into which you can type a value and a button that
opens a query that filters the data by the choice you have typed
into the control.

11

8

Run

= I MACRO TOOLS FarmfntesCountry : Command? : On Click - Northwind Sample Database 7T =8
HOME DESIGN AndrewCouch ~ = & x
|l % Single Step = == = == T B
lispse Expand Collapse  Action She Close
= Al Ml Catslog Actions
Tools oliapse/bxmana snowHige Close ~
©l OpenQuery f  Action Catalog %
Query Mame  BryCustomerResults 5
View Datasheet ~
Data Mode | Edit v

TIP You can enhance this method by adding a Requery macro

)

command, which will update the query after you make a change
in the text box on your form without the need to close the query
window.

12: INTRODUCING THE POWER OF MACROS

Enter an Expression to use in the z
(Examples of expressions indude [§eld1] + [field2] and [field1] < 5|

Forms! [FormEnterCountry] ! [bctColintry]

Expression Categorfe:

W

Expression Elements

Cancel
Help

<< Less

Expression Yalues

) Functions A || <Form> ~
=] SampleDatabaseMacroChbpter 12, Labell Afterlpdate
)l sonpleoet i After pcateEnivacro
" Detail AggregateType
=3 Queries AllowAutoCorrect
3| Forms AutoTab
Loaded Forms Ba%:l::jr
@ FormEnterCountry g:ckst;ee
==] All Forms ¥ BackThemeColor Index
< > BackTint v
HH 9 MNorthwand Sample Gatabase ‘QUERF TOOLS W A%
HOME  CREATE  EXTERMALDATA  DATABASETOOLS DESIGN Andrew Couch =
e e | B dem= e setRows U8 Insert Columns = Property Sheet
11 EE e T EB K =4 ; Y Ty S
3 Pass Through 3 Rows ¥ Delete Columns B Table Names
View Run  Select Make Append Updste Crosstab Delete Show e Totals Parameters
p: Tilie B DstaDehinition  Toge | N Builder b e T
Results Query Type Guery Setup Show/Hide -~
% b=l qyCustomerResults - 0 x
Customers O
Address -
City
Region
PostaiCode
Country
Phone
i
¥ | customer
H Tavie: |Customers Customers
H | = O o o o
3 Criterio: | [Forms]i{FormEnterCountrylifbaCountry
= on:

)

TIP The symbol ! is part of the syntax used to refer to objects
inside a collection. Therefore, the syntax in this example

translates to “look in the Forms collection for a form, and then look in
that form'’s Controls collection for a control.”

Linking a form to a query: Link a form to
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12: INTRODUCING THE POWER OF MACROS

Validating data entered in controls

Controls on a form have a Before Update event that enables you The Form's Before Update event executes before a record

to use macro commands to add actions when a user enters data is saved. You can use this event to check the data, compar-

before the entry is accepted. You can then decide whether to ing values in multiple controls, before accepting or rejecting

accept or reject the data entered in the control. changes. If you need to cross-validate controls, it is often simpler
to write the macro checking actions on the forms event, rather
than repeating similar operations on several different controls.

Validate data entered in a control 1 5

1 In Design view, locate a control on which you want to add valida-

tion, and click the Event tab in the Property Sheet pane to display FORM DESIGN TOOLS ? - X
the event properties. In our example, we have created a new form DOLS | DESIGN  ARRANGE  FORMAT Andrew Couct} -
and added an unbound text box control to the form. N ﬁilgo 22’8 %5 .
- itle X Y
2 Click the build button for the Before Update event, and select - h:':a:': B Dsteand Time g2 Labe T g
Macro Builder. Header / Footer Tools [
3 Select the If command in the Add New Action field. This is a condi- ~ 7 Property Sheet o
tional logic block where we can test a value and take an action. SN0 et M1 Selection types TETUX
bdlowerCount v
4 Type the expression NZ(txtLowerCount) < 10; IntelliSense will o [ fvent o |
display a list of controls after you type NZ. (Our control is called o Click
txtLowerCount.) Before Update ME:
After Update

5 In the drop-down box below the If command, select the
MessageBox action in the Add New Action field. Type a warning

message and a title for the MessageBox action. ? ZI‘
(continued on the next page) | |
= I | nz{{btlowerCount]) < 10
5 *l Y
End If
PR I ——— Action Catalog % + | Add Mew Action v
F MessageBox 4 B X% search.. P
Message  Lower count value must be 10 or greater. . Program How
Beep |Yeu = =] ‘L_":r‘\‘|:'n!nl
Iype | Mone = @
Titke | Invalid value for Lower count] @ suomacre

226 Validating data entered in controls: Validate data entered in a control
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12: INTRODUCING THE POWER OF MACROS

Validate data entered in a control (ontinved 6 7

6 In the Add New Action field below the MessageBox action (but still % s PR TIRRPRPWESIEPRP (|17 PR. . T qF TR
inside the If block), select the command CancelEvent. This will reject | Log [oeme | = hdeeSintl? /8 x
the user's Changes- R;n ! ’ Expand Collapse Expand Collapse  Action SPID-:A‘"W S:ve Close

Actions Actions  All Al Catalog Actions. I’

7 Save and close the macro designer. If you now view your form and S— — = m—— )
type values in the field, you should find that the validation rule dis- B : 5
plays a message box and cancels your action when an invalid date . & | SERSSRISRaS
has been entered. sl

Validating data entered in controls: Validate data entered in a control (continued 227
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12: INTRODUCING THE POWER OF MACROS

Making controls change other controls

Controls on a form have an After Update event that occurs after
a successful Before Update event. If the Before Update event
cancels the data change because it fails validation (as previously
described), the After Update event will not fire. The After Update
event is used to take action following a successful change to
data, and one possible implementation is in changing how other
controls can be used following a change in the data.

Change other controls

1 In Design view, locate a control to which you want to add an After
Update action, and click the Event tab in the Property Sheet pane.
In our example, we took the form from the previous task (“Validate
data entered in a control” on page 226) and added an additional
unbound text box (which has the Enabled property set to false).

2 Click the build button for the After Update event, and select Macro
Builder.

(continued on the next page)

TIP

In the macro designer, if you have a trusted database and

@ you want to use macro commands restricted to a Trusted

Document, remember to click Show All Actions. Otherwise, you will not
see the extended list of all available macro commands in the drop-
down list.

228 Making controls change other controls: Change other controls

In addition to each control having an After Update event, the
form also has an After Update event, after changes have been
successfully validated for the record, which you can use to take
further action based on values in several controls.

BEH® 9 - Morthwind Sample Database FORM DESIGN 100L5, 7 -8
HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN ARRANGE FORMAT Andrew Couctf *
— | Logo - [=Tq:=
] |fe] Ecoion- R ) -~ @& G e ity ] = gj
,,,,,, (e S]] Ag [=] [ &2 [a] |- 0 Title >
View  Themes [R]fonts - J U Sep &= B - ' m Add Enstilly Proj Tab
- - © Date sad Time Fields | | Sheet | Order 5
views Tnemes Contrals Header Faoter Toois
»
- \ t
= FormChangeOtherContrelsMacro - o Property Sijeet
Selection ype: Test fox
...................................
tetLowerCount v
00
I I Format| Data | Event [Other | AN
E Gn Chek
. n - [ I Betore Updste [Embedded Mauo]
- Lo Unbound Atter Update |
T on iy
Unbound Gn Change
- I - onGotFows
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12: INTRODUCING THE POWER OF MACROS

Making controls change other controls (ontinued) 4 5 3
3 On the Macro Tools Design tab, select Show All Actions. (Otherwise, e 1 ]
- X R - n  macipToois FormChangeOtherCantrolsMacro : bl owerCoult : After Update - Northwind Sample Database W TS
you will not see the SetValue macro command in the drop-down list ove | ofpicn 1 Gy /4 x
f d <% sllle Step = == ks == f e H ﬂ
Oof comman S') Run ! ! - Fxlw:\:l rnu;\- rpand Collapse  Action Showhll  Swe Swve Close
Actions Arclmru All Al Catalog fld:om ‘ .
4 Add a SetProperty command. In our example, this will enable a S
. . Action Catalos 28
second control when the first control has been validated and the 2 B
After Update macro fires. G Py
1 SetValue med * X Inl:u iQuery/Search
5 Add a SetValue macro command. In our example, we set the value e | fosppercoumy > o
B . Expression = ot owerCount] a h
of our second control to the same value entered in the first control. e - A to

Onrror
b OpenvisusifasicModule

(IntelliSense will assist you when you are typing data in the Item
and Expression fields.)

@ TIP The Action Catalog on the right side of our screen
provides an alternative method for both displaying the available
macro commands and selecting a command. If you double-click a

command, it will be added on the left. Also notice the warning triangle
shown next to all commands that are available only in a Trusted
Document.

Making controls change other controls: Making controls change other controls (continued) 229
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12: INTRODUCING THE POWER OF MACROS

Processing data with action queries

Section 7, "Modifying data using queries,” starting on page 117,  changing the data. By using the Set Warnings macro, you can
explains how action queries can update, insert, and delete data.  switch off the prompting while the macro is executing.

When you need processing that executes a sequence of action

queries, macros enable you to run those action queries to make  In this example, we are going to use two action queries, first to
bulk changes to the data in your system. empty a table and then to populate the table with data.

The OpenQuery macro will either open and display the results of
a selected query or execute an action query with prompting for

Empty and populate a table of data T

, . B RO+ B (8 e Z % o
1 Create an action query to delete all the data in a table that you Veu B e g e s s -

regularly need to populate from another table of imported data. s =

2 Create an action query that will append a set of records from
another table to the same table from which you deleted all the e,
records. (We are going to assume here that you regularly import _
data from another system into a table and that you then need to - —
further process that data into other tables in your database.)

stab Delete heow
< Data Definition  Tapie

Havigation Pane

(continued on the next page)

EH® S : ‘QUERT TOOLS
HOME  CREATE  DXTERNALDATA  DATABASETOOLS DESIGN Andrew Couch =

B! Wl B k7 T Ty S
e

N
) Table Hames

View Run  Select Moke Append Updste Cro: Touls Parsmetes

. Tabe

= 3= nsertRows T

. Show
aDefintion  Towe N Builder

Rewults Guery Tywe Query Setup Show/ide

- o x

@ TIP  When you are developing a stand-alone macro, you can

take advantage of the Run button on the far left of the ribbon
to execute your macro while staying in the design tool. You can also
click the Single Step button to allow execution of the macro one step at
a time.

n Pane

230 Processing data with action queries: Empty and populate a table of data
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12: INTRODUCING THE POWER OF MACROS

Empty and populate a table of data (oninues 3 4

3 Click the Create tab. e c‘ﬂjﬂ: o e el i g
4 Click Macro. Wﬂ 28 M o—_\l F, Ba 0 s a8 L B Ll v

5 Add an OpenQuery command. ;}Tﬂﬂi&cess o:u: m et il T ‘ -
6 Select the query that empties the data from your table. e 2

7 Add an OpenQuery command. o o

8 Select the query that adds data to the empty table.

9 Save the macro.

10 Type a name for the macro, and click OK. At this point, you should
save and test the macro.

11 Add the Set Warnings command, with Warnings On set to No. This ERE
prevents the prompting boxes from displaying when you are exe-

cuting the query. (When you have verified that it executes correctly, g
you might want to switch off the built-in warnings when executing

an action query.)

e
S 10
: I

12 Add the Set Warnings command, with Warnings On set to Yes. It is
very important that you always switch the standard warnings back
on.

Upstate Paramatery

ion Pane.

13 Add a MessageBox command to indicate that the processing is

completed. 14
14 Use the up and down arrows to move your commands to the cor-
.. . —t— 4, SetWamings
rect position in the macro sequence. 11 Vs N
oo -
OpenQuery
Query Mame AppendContacts
12 ol
=]
B & X

—
13

Processing data with action queries: Empty and populate a table of data (continued) 231
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12: INTRODUCING THE POWER OF MACROS

Executing a saved import/export

Macro commands are provided for running the saved import/
export processes that we described in Section 11, “Exchang-
ing data,” starting on page 201. For example, on a form, these
commands could allow you to create a button that executes a
sequence of import/export processes to manage your data.

Execute a saved import/export
1 Click the Create tab.

2 Click Macro.

3 Click Show All Actions.

4

Select the RunSavedimportExport action. (You will need to have
already saved an import/export to use this.) Select the file to import
or export.

Click Save.

6 Type a name for the macro, and click OK. In the navigation pane, a
new object type will be shown (unless you have previously created
macros). Double-click the macro to execute the operation.

(5}

7 To edit your macro, display the macro in the navigation pane, right-
click, and select Design View.

TIP  You will notice when executing this macro that there is
not a message indicating that the macro has executed. As a final
step, you could add a message box to indicate that the macro has
completed the export.

)

232 Executing a saved import/export: Execute a saved import/export

In this example we will show how to create a macro that is not
embedded inside a form. You can then execute this macro from
the navigation pane, or alternatively, you could use the RunMacro
command inside an embedded macro on a button on a form.
(Macros can run other macros.)

1 2
| |
|
|

BEHB % Northwind Sample Database 7 -8 %
HOME  CREATE  EXTERNALDATA  DATABASE TOOLS Andecs Couch
1y — — T o = = O Form Wirard - S]] [l Report Wizard Modul
tal B LA B B2 b u | [ s
el il B ? Eineigation-  — S ) mm W s Module
Application. Table Table ShorcPoint Query Query Form Form Blank o Report Report Blank Macro
Parts = Design  Lists=  Wizard Design Design Form =] More Forms - Design Report E visual Basic
Templates Tables Quesies Farms Reports Macros & Code ~
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1, CREATE EXTERNAL DATA DATABASE TOOLS DESIGN AndiewCouch = = & X
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Run se Expand Collapse  Action Show All
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Saved Impert Export Name | Export-Customens = n =
Search 5
+ [Add Mew Action v| 4 Program Flow
i@ Comment
@ Gouwp
f
@ submacro
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Data lmpost/Export

B O Marthwind Sample Database T S
HOME | CREATE  EXTERNALDATA  DATABASE TOOLS Andrew Couch ~
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searche el
(D[ o e
! Bun
B¢ Design View
[

v
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Administrating a
database

n this section, we will look at a number of Access features that will assist
you in managing and configuring your database.

The Compact & Repair feature helps you optimize the database for best
performance and resolve any inconsistencies.

In protecting your data, we look at how to password-protect and encrypt
your database to prevent others from opening it either with Access or with
another tool.

The Analysis Tools feature enables you to use the Database Documenter
tool to produce printed documentation of your design. The Performance
Analyzer database tool will give you advice and tips on improving your
design, and you can use the Table Analyzer Wizard to restructure a table
into a more consistent format for use in a relational database.

Inside Access is a map of how all your tables, queries, forms, and reports
are dependent on each other. The Object Dependencies feature allows you
to examine this map and quickly locate dependent objects.

13

In this section:

Compacting and repairing your
database

Analyzing your database

Protecting your data

Viewing object dependencies
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13: ADMINISTRATING A DATABASE

Compacting and repairing your database

As changes are made to your data over a period of time, such

as when data is deleted or updated, the data will eventually no
longer be ordered on the physical storage in the most effi-

cient manner. Over time, as objects are created and removed,
the database will also grow in size. Compacting the database
reduces the size of the files and makes the database operate
faster by reorganizing the physical data. Before you can com-
pact or repair a shared database, you must ensure that no one is
using it.

Compact and repair a database

1 With your database open, click the File tab.

2 Click Compact & Repair. This will compact and repair the database
and will reopen the database when the process is completed.
3 Drag your database onto the desktop to create a shortcut.

(continued on the next page)

TIP To create a shortcut, click to select the database, hold
down the right mouse button, drag the file to for example the
desktop, release the mouse button and select Create shortcuts here.

)

The repair operation corrects for any problems in the consis-
tency of the data or indexes in the database. A single process is

used to both compact and repair a database.

Northwind Sample Databise

HOME | CREATE  EXTERNALDATA  DATABASE T0OLS

¥, Cut

<5 M

B Copy . Spelling
X Delete - [

Cliphoard 3 Sort & Filker Records Find

Text Formatting ~

Narthwind Sample Database

Infd

SamplpDatabase
Desktop = famples

* Compact & Repair View and

T 8%
Andrew Couch =

edit database properties

Samples -

T » Samples v & Search 5a.. A

G MName

0 Favorites
B Desktop

& Downloads

i= n

| @ SampleDatabase

234 Compacting and repairing your database: Compact and repair a database
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13: ADMINISTRATING A DATABASE

Compact and repair a database (continued) 7 SampleDatabase - Shortcut Properties  IEM |
4 Right-click the shortcut, select Properties, and then edit the target General | Shorteut | Secuiy | Detals
by entering a space followed by /Compact. b SampleDatabase - Shortcut

5 Click OK. This creates a shortcut that you can click to compact and

A Target type Microsoft Access Database
repair your database.

Target location: Samples

Target: ktop'.Samples'Sample Database accdb /compact 4

Start in: C\Users‘Administrator'\Desktop*.Samples |

Shortcut key: | Mone

Run: Normal window A
Comment:
Open File Location Change lcon... Advanced...

@ TIP  You can use the File tab Options submenu and select the
Current Database choice, where an option is provide to

Compact on Close which when set means that every time you close the
database it will automatically be compacted and repaired.

Compacting and repairing your database: Compact and repair a database 235
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Analyzing your database

Access provides the following tools for gaining an overview of ®  The Analyze Performance tool looks at the structure of
your database structure: your database and provides recommendations for revi-

sions that you can make to the design of the database.
®m  The Documenter tool provides you with a basic level of

. . B The Analyze Table tool can restructure tables to provide
documentation on your design.

for a more flexible and relational structure.

Document a database 2

1 Click the Database Tools tab. %

2 Click Database Documenter.

3 Use the tabs and check boxes in the Documenter popup window to Al
select objects that you want to document.

cais
Access Obje.. @ «

i

B Al Objest Types.
Hroms | Wagos | 3 weow

z
-4
28

<

4 Click OK to produce a report documenting the selected objects. 3

m re
5
]
a
m
=}
=]
=}
a
s

= jo [ s fu [u]

HEBHOgEE

@ TIP The default documentation can produce a large amount

of paper. One of the available options enables you to produce a
shorter summary of the information.

Analyze performance of a database
1 Click the Database Tools tab.

2 Click Analyze Performance.

3 In the Performance Analyzer popup window, use the tabs and check
boxes to select objects to analyze.

All Access Obje... @ « | [ *Performance Analyzer =

. . . . . = i e A B
4 Click OK to receive advice about improving performance of your g - — — 4
database. ‘ 1 —— -
: : ==
Select gl
=

= o
@
=
o s

236 Analyzing your database: Document a database
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Analyze a table

1 Click the Database Tools tab.
2 C(lick Analyze Table.

3 Follow the instructions in the Table Analyzer Wizard to analyze the

design of a table.

@ SEE ALSO If you need to manually undertake these opera-
tions, then in Section 7 “Modifying data using queries” we show

how to create new tables for your data based on existing tables, and in

Section 4 “Creating a desktop database” we described how to add
relationships between any new tables.

13: ADMINISTRATING A DATABASE

21
|

All Access Obje... @ «
searen. )
Tables

T categories

@ empioy
= ouc

B H s
h HOME  CREATE  EXTERNAL DAT)

Relaonships

DATABASE TOOLS Ardrew Couch ~

base Documenter

Mave Data Aog.ms

Table Analyzer Wizard

The Table Analyzer:
Looking AT the Froblem

our table or spresdshest may stoee the
same: fermation many bmes. Cupleating
nformatan can causs problems.

Frst, dupkenting iformaton wastes
space.

Secand, dupheateg formaton can lead to
mistakes.

| Show me: an exampie

et >
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Protecting your data

A database can be protected with a password. This prevents To add or remove a password, you must access the database by
unauthorized users from successfully opening the database. using a special sequence of steps that will open the database
As part of the password protection process, the database is with the Open Exclusive option.

encrypted to prevent other software tools from being used to
examine the data.

Protect a database 1 4
1 Click the File tab, and select Open. _ ;
2 Select the file location. Open
3 Browse to locate the file. D) et ) Computer
4 In the Open popup window, select the file. B e =
Ej) ASC Associates 1 b o« Desktop » Sernples v & | SesschSemple o
5 Change the option to Open Exclusive. P — O_” I ’ ) i ‘ e
(continued on the next page) soone & Downioses § f_,m,,.,.,,.m T
rl:l Computer el d il
4 Libra
+ Add a Place + Documents
File name: | SampleDatsbase v | Microsolt Access v
Took + [ Open |y Cancel
gz:ﬁudﬂnry
Open Exclusive
| Open Exchusive Read:-Only
|
|

238 Protecting your data: Protect a database
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Protect a database (ontinued) 6 7

Morthvand Sample Database 7 e

6 After the database opens, return to the File menu, and click Encrypt
With Password.

Andrew Couch =

Infg
Type a password, type it again to verify it, and click OK.

Set Database Password +Ed

password:

SamplgDatabase
Desktop = famples

8 Click OK on the warning message indicating that row-level locking

Compact & Repair ey
W||I be |g nored‘ o :Lfla ::::Ifrmnu and cormect database file problems by using Compact and == -
Repais [fhtabase Lok || Concd
e Encrypt with Password
= Use a password 10 restnct access to your database. Files that use the 2007
Encrypt with Micrasoft Access file format o later are encrypted.

MNorthwind Sample Database

F l} Encrypting with a block cipher is incompatible with row level locking. Row level locking will be ignored,

@ TIP To remove a database password, repeat these steps for S N o T A T
the database. At step 6, the icon will be labeled Decrypt

Database. To decrypt the database, you need to have opened the 8
database for exclusive use.

@ TIP The warning displayed in step 8 means that although
Access is designed to allow multiple users to share data,
because you have chosen to further constrain the sharing of data with
encryption Access can no longer share data out to other users with the
normal flexibility of locking individual rows, it will lock pages of data.

This is not normally a serious limitation in a database with few users. In
a database which was shared out to a larger number of users you would
probably not want to impose encryption because encryption reduces
performance and in addition, offers less flexibility in the method of
locking data.

Protecting your data: Protect a database 239
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13: ADMINISTRATING A DATABASE

Viewing object dependencies

The database has an internal map that tells Access where an Now imagine that you have queries, forms, and reports that all
object like a table is used in queries, in relationships to other refer to [Contact Name]. However, because Access has a map
tables, and on forms and reports. This feature enables the prod-  of the dependencies, it can automatically correct references to
uct to automatically modify the design of dependent objects [Contact Name]. Note that there are some limitations on these
when you make changes in an object. changes, relating to using the object name in more complex

expressions and calculations.
For example, say you have a table with a field called [Contact
Name], and you decide to remove the space and rename it

[ContactName].
. . ’ .
View an object’s dependencies 1 32
| |
1 Select an object in the navigation pane. BEE l | mommnssampcouvnne J 77
2 Click the Database Tools tab. LN i =
Repair Database Macra ins =
3 Click Object Dependencies. P
oareh. r=l
4 Click any of the objects on the right to display the object in Design : st s
view. ——.
5 Close the Object Dependencies pane, and open a table in Design
view. Then click Object Dependencies to see how this feature can
be activated when you have a table in Design view.
|
BHD B 7 -8 %
h HOME CREATE EXTERNAL DATA I Andrew Couch ~
'.—=. ? -:\} -n Insert Rows =1 ==zl i =0 '—"
View  Primary Test Validation :wmh"i Propenty Indexes  CresteData  Rename/  Relstionships obj?n
J Key Rules [0 Modify Lookups  Sheet o5+ Delete Macro Dependencies
= Orders - Object Dependencies %
Field Name Data Type Description (Optional) : Refresh
¥ Orderin AutoNumber Unique order number. B Objasts it disind v v
Customerio Number m’ st o
Employeeld Number Same entry as in Employees table. =SSR
OrderDate Date/Time 4 Tables
RequiredDate Date/Time
ShippedDate Date/Time
ShipVia Number Same as Shipper ID in Shippers table.
Freight Currency O Shippess
ShipName Short Text Name of person of company to receive the shipment. 4 g eries
@ ShipAddress Short Text Street address only -- no post-office box allowed. = anfindUnmatchedGrders

240 Viewing object dependencies: View an object’s dependencies
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Index

Symbols

[?] as symbol for filtering queries, 103
[#] as symbol for filtering queries, 103
* (asterisk)
adding all columns to query grid, 112
entering custom format string using, 61
as symbol for filtering queries, 103
using in UNION queries to select all
fields, 113
using to include all columns in table, 98
[A-Z] (character pattern match), in filtering
queries, 103
\ (backslash), as symbol for entering custom
format string, 61
" (double quote) marks, using in text
fields, 81
I (exclamation mark), as symbol for entering
custom format string, 61
! (exclamation mark) symbol, reading code
using, 225
+ (expansion symbol)
beside record selector, 84
displaying subdatasheet using, 86
>= (greater than or equal to) symbol, in
filtering queries, 103
> (greater than) symbol, in filtering
queries, 103
<= (less than or equal to) symbol, in filtering
queries, 103
< (less than) symbol, in filtering queries, 103
I= (not equal to) symbol in filtering
queries, 103

<> (not equal to) symbol in filtering
queries, 103
+ (plus) icon, on action bar, 17
# (pound sign)
as symbol for filtering queries, 103
in date field of reports, 179
; (semicolon), separating Input Mask
sections, 57
(space) symbol, for entering custom format
string, 61

A

"ABC" symbol for entering custom format
string, 61
Access
query vs. SQL Server view, 12
starting, 10
Access icon, from Import & Link group, 202
Access Options popup window, 173
action bar
changing icons in, 15
Edit icon on, 16
in browser, 15
+ (plus) icon on, 17
Save button on, 16
Action Catalog, 229
action queries
adding data to tables with Append
queries, 122
adding filter criteria to Delete queries, 123
changing data in tables with Update
queries, 120-121
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creating tables with Make Table
queries, 118
deleting data in tables with Delete
queries, 123
processing data with, 230-231
resetting Autonumbers with Append
queries, 127
running, 121
updating columns based on expressions
with Update queries, 124-125
vs. select queries, 117
<Add A New Item> option, 16
Add A New Table link, 14
Add Existing Fields, 190-191
Add Existing Fields icon, 146-149, 154, 189
Add Existing Fields option
in Tools section, 168, 170
adding
application part to tables, 52-53
blank tables, 14
calculations with Expression
Builder, 104-105
data to tables with Append
queries, 120-121
fields
from table to table, 50
in List Details view, 29
to continuous forms, 148
to form in layout view, 148-149
to forms in Design view, 146-147
to predefined table, 13
fields from Field List pane, 152
grouping and sorting in reports, 188-189

adding 241
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input mask to a required field, 56-58
message box stating macro has
completed, 231, 232
primary key to tables, 47, 54
relationships, 68-70
running sums to reports, 185
sorting and grouping in reports, 188-189
subforms to existing form in Design
view, 150
Add New Action field
IF command in, 226
MessageBox action below, 226
Add New View button
in blank view, 30, 34
in Datasheet view, 30
in List Details view, 28
in summary view, 32
Add Tables screen, 22-23
administrating databases
about, 233
analyzing databases, 236-237
compacting and repairing databases, 233
protecting data, 238-239
viewing object dependencies, 240
Advanced Filter Options icon, 80-81
Advanced Filter Options menu, 82
Advanced Filter/Sort option, 82
After Update event, Build button for, 228
After Update macro command, 229
Align icon, 181
Allow Additions property, 141
Allow Deletions property, 141
Allow Edits property, 141
Allow Zero Length, 56
alternating rows, formatting in datasheets, 89
Always Prompt For A New Location
option, 209
Append Only field property, 62-63

242 Add New Action field

Append queries
adding data to tables with, 122
adding only new data to tables, 124-125
resetting Autonumbers with, 127
application parts
creating, 53
creating tables by using, 52-53
Apply Theme To All Matching Objects
option, 174
arithmetic comparison symbols used for
filtering queries, 103
Arrange tab
in layout view of form layout tools
tab, 130
in Rows And Columns group
to adjust layout, 149
to alter presentation of reports, 198
asterisk (*)
adding all columns to query grid, 112
as symbol for entering custom format
string, 61
as symbol for filtering queries, 103
using in UNION queries to select all
fields, 113
using to include all columns in table, 98
Attachments data type
desktop database table, 45
in Web Apps, 23
storing multiple documents on each
record with, 164

[Auto] option, setting Subdatasheet property

to, 87
Autocomplete controls
about, 16
displaying lookup data, 27
AutoNumber data type, desktop database
table, 45
AutoNumber field, 14, 48
AutoNumber values, resetting, 127
AVG calculations, in summary queries, 108
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Before Update event, 226
BETWEEN keyword, in filtering queries, 103
blank desktop database, creating, 44
Blank Desktop Database icon, 44
blank tables, adding, 14
blank views, Web apps
about, 34
creating, 34-35
border styles, changing for controls, 153
bound controls, placing in report footer, 185
bound forms, 151
browser
action bar in, 15
controls, 169
displaying Web App in, 19
Open In Browser settings/actions option
for views, 36
Build button
for After Update event, 228
for Before Update event, 226
for On Click event, 222
for Record Source property, 142
for Row Source, 59
in validation rule, 58
Builder icon, 104, 224
buttons
Add New View
in blank view, 30
in Datasheet view, 30
in List Details view, 28
in summary view, 32
Build
for After Update event, 228
for Before Update event, 226
for On Click event, 222
for Record Source property, 142
for Row Source, 59
in validation rule, 58
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command buttons, creating, 172
Edit
in Datasheet view, 30-31
in List Details view, 28
in summary view, 32
Enable Content, 72
Font, in Zoom box, 92
Input Mask build, 56
options, 154-155
Run (macro), 230
Save button, on action bar, 16
Table, on Home ribbon, 22-23
toggle, 154-155
By Group view, as label in view selector, 18

C

Calculated data type

desktop database table, 45

SQL Server, 25
calculated fields, naming, 105
calculations

adding with Expression Builder, 104-105

supported in summary queries, 108
Can Grow properties, 184-185, 190
Can Shrink properties, 184-185
Cascade Delete option

in Lookup Wizard, 65
changing

action bar icons, 15

background color for controls, 173

database options, 72-73

data in tables with Update

queries, 120-121
data source for forms, 142-143
Default View property from continuous
forms to single form, 136
design of Web App tables, 24
field captions and descriptions, 49

layout options in reports, 178

multiple controls, 184

name of Control Name property, 152

name of reports, 179

name on Table Selector, 41

presentation of datasheets, 93

presentation on report pages of
controls, 180

Record Source property to SQL string, 142

rectangles, 153
size and position of controls in
reports, 180-182

tabulated records to detail records in Web

App summary view, 18
character pattern match ([A-Z]), in filtering
queries, 103
check boxes
creating, 154-155
Disable All Trusted Locations, 73
Keep Me Signed In, 11
child forms, naming, 139
child records
displaying parent records without, 101
finding unmatched, 100
if not filtered moving through parent
records, 140
child reports, 195
Choose Builder dialog box, 222
choosing
Lookup data type, 26-27
Office 365, 9
table template, 12
color
adding to control areas, 153
changing for controls background, 173
[color], symbol for entering custom format
string, 61
Colorsicon, 174
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column headings

in crosstab queries, 111

columns

managing report, 196-197

columns, datasheet

adjusting
fonts in, 89
width of, 88

applying filter on, 78
automatically resizing, 88
freezing and unfreezing, 75
hiding and unhiding, 75
in datasheets, 74
ordering, 74
removing

asort, 77

filter on, 78
selecting multiple columns, 74
selectng subset of, 90
sorting, 77
undoing value using Esc key, 83

columns, forms

moving, 131

Columns presentation in reports, 196
columns, table

deleting, 98

Group By, 108

naming, 98

selecting all, 96-97

selecting individual, 98

updating based on expressions, 124-125

column title bar, filtering using, 79
combo boxes, 158, 159

Combo Box Wizard, 160-162
command buttons, creating, 172
Command Button Wizard, 172
commands, macro

After Update, 229
ImportExportData, 221

commands, macro 243
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ImportExportSpreadsheet, 221
ImportExport-Text, 221
ImportShare-PointList, 221
OpenForm, 222-223
OpenQuery, 222, 225, 230-231
OpenReport, 222
OpenTable, 222
Requery, 225
RunSavedimportExport, 221
seeing extended list of commands in
dropdown list, 228
Set Warnings, 230, 231
compacting databases, 233
Compact & Repair icon, 234-235
concatenating strings, 105
conditional formatting
adding to reports, 191-192
creating datasheet form with, 132-133
Conditional Formatting Manager, 191
Conditional Formatting Rules Manager popup
window, 132
continuous forms
adding fields in Design view, 147
adding fields in layout view, 149
creating with multiple items
template, 130-131
Default View property to single form, 136
dragging subform onto, 150, 170
tabular layouts in, 137, 148, 149
Control Formatting group
Conditional Formatting icon in, 191
Format tab in, 153
control morphing, 155
Control Name property, changing name
of, 152
controls
altering report
presentation on report pages
of, 180-184
size and position of, 180-182

244 compacting databases

applying Office themes, 174
bound and unbound, 151
Can Grow and Can Shrink properties
for, 184-185
changing multiple, 184
creating
attachments, 168
bound object frames, 164
check boxes, 154-155
combo boxes, 158, 159, 160-162
command buttons, 172
hyperlinks, 162
image controls, 166-167
labels and unbound text boxes, 152
list boxes, 158-159
logos and titles, 163
option buttons, 154-155
option groups, 156-157
toggle buttons, 154-155
unbound controls, 154
unbound object frames, 164, 165
web browser, 169
dragging from Field List pane, 170
embedded, 166
making controls change other, 228-229
moving between sections in
reports, 182-183
placing in report footer bound, 185
resizing in List Details view, 28-29
selecting multiple, 28
setting defaults for, 173
validating data entered in, 226
working with layouts, 137
working with tab, 170-171
Control Source property, 152, 169
Controls toolbox
Control Wizard activated from, 169
hyperlink icon in, 162
image icon in, 166
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list box icon, 158

option button on, 154

option group icon in, 156

rectangle icon on, 153

tab control in, 170

unbound object frame option in, 165
Control Wizard, 156, 169
Control Wizards Option, turning off, 222
copying, selecting data for, 90-91
Create Relationship popup window, 52-53
Create Reports menu choice, 42
creating

application parts, 53

attachment control, 168

blank desktop database, 44

check boxes, 154-155

combo boxes, 158, 159, 160-162

command buttons, 172

continuous forms with multiple items

template, 130-131

crosstab queries, 110-112

custom Web Apps, 11

datasheet form with conditional

formatting, 132-133

embedded macro to open forms, 222-223

expressions with, 104-105
hyperlinks, 162

image controls, 166-167

indexes in tables, 55-56

in layout view data parts, 51

labels and unbound text boxes, 152
lines, 153

List Details view in Web Apps, 28
logos and titles, 163

lookups based on values, 59
multiple table tabular reports, 176-179
option buttons, 154-155

option groups, 156-157
parent-child forms, 138-139
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parent/child reports, 194-195
queries to combine data from tables and
queries, 111
relationships, 64-66, 638
report database for Web Apps, 42
required table fields, 56-58
single record forms, 134
split forms, 135
summary calculations, 108
summary data for records, 86
tables in layout view, 48-49
tables using Make Table queries, 118-119
table validation, 60
titles and logos, 163
toggle buttons, 154-155
two-level navigation forms, 144
Web App templates, 20
web browser controls, 169
criteria, query
filtering using multiple, 102-103
symbols used in, 103
crosstab queries, creating, 110-112
Crosstab Query Wizard, 110
Ctrl key, selecting multiple controls using, 29
Currency data type
desktop database table, 45
SQL Server, 25
custom Web Apps. See also Web Apps
about, 9
adding blank table, 14
adding table template, 12
AutoNumber field as primary key, 14
creating custom, 11
creating templates, 20
Datasheet view in, 17
displaying in browser, 19
displaying list of templates, 12
finding team site, 19

importing data from desktop database
into, 22-23

launching, 15

List Details view in, 16

navigating to team site, 19

showing navigation pane, 13

summary view in, 18

D

data. See also data, Web Apps

adding to tables only new, 126
adding to tables using Append
queries, 122
deleting in tables, 123
displaying in queries in Web Apps, 38
exchanging
about, 201
exporting as PDF documents, 218
exporting to Excel, 214-215
importing from Access
databases, 202-203
importing from Excel, 206-208
importing from text files, 210-213
linking to data in Excel, 208
linking to outside databases, 204-205
refreshing linked tables, 209
working with saved imports and
exports, 216-217
from parent record in subreports, 194
handling word wrap in, 184-185
indexing, 55-56
managing in reports page breaks
and, 186-188
presentation of
in forms, 129
in queries, 95
processing with action queries, 230-231
prompting with parameters to filter, 109
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protecting, 238-239

selecting all displayed data, 90
selecting area of, 91

selecting to copy and paste, 90-91
showing in reports, 196

Database Documenter, 236
databases

administrating
about, 233
analyzing databases, 236-237
compacting and repairing, 233
protecting data, 238-239
removing passwords, 239
viewing object dependencies, 240

changing options, 72-73

creating report database for Web
Apps, 42

importing data and objects from
Access, 202-203

linking to outside, 204-205

refreshing linked tables from, 209

Database Tools tab, Object Dependencies

option from, 240

Data charm

in blank view, 34
in summary view, 33

data parts, working in layout view

with, 50-51

Data popup windows

in blank view, 34
in creating summary view, 33

Datasheet Formatting box, 89
datasheet form, creating with conditional

formatting, 132-133

datasheets

about, 71, 74
changing options for, 93
columns

adjusting fonts in, 89

datasheets 245
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adjusting width of, 88
applying and removing, 78
automatically resizing, 88
freezing and unfreezing, 75
hiding and unhiding, 75
ordering, 74
selecting subset of, 90
sorting, 77
creating summary data for records, 86
displaying information with Zoom box, 92
displaying totals for datasheets, 86
filtering
applying Save As Query option, 81
rows in, 78-79
using Advanced Filter/Sort options, 82
using Filter By Form option, 80-81
records
deleting, 84-85
inserting and updating, 83
moving between, 76
rows
adjusting fonts in, 89
adjusting height of, 88
selecting data to copy and paste, 90-91
sorting order of fields in, 77
sorting rows, 77
subdatasheets
displaying, 86
displaying related information with, 87
using Find And Replace, 76
Datasheet view
checking data in, 122
More Forms datasheet template displaying
forms in, 132
viewing forms in Design view and, 133
viewing parameterized query in, 109
Datasheet view, Web App
about, 17,21, 30
creating, 30

246 Datasheet view

designing with, 30-31
editing records in, 30
formatting fields in, 31
making multiple filtering choices in, 17
recording changes in, 15
Data Type drop-down arrow, 24-25
Data Type drop-down box
in Import Spreadsheet Wizard, 207
in Import Text Wizard, 212
data types
Attachments
desktop database table, 45
storing multiple documents on each
record with, 164
AutoNumber, desktop database table, 45
Calculated
desktop database table, 45
SQL Server, 25
Currency
desktop database table, 45
SQL Server, 25
Date/Time
desktop database table, 45
SQL Server, 25
excluded from data imports to Web
App, 23
Hyperlink
desktop database table, 45
SQL Server, 25
Image, SQL Server, 25
Long Text
Append Only and rich text for, 62-63
desktop database table, 45
in UNION queries, 113
SQL Server, 25
Lookup, SQL Server, 25
not permitted in Union queries, 113
Number
desktop database table, 45
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SQL Server, 25
OLE Objects
desktop database table, 45
displaying, 164
dragging into Field List pane, 164
in UNION queries, 113
in Web Apps, 23
Short Text
desktop database table, 45, 49
SQL Server, 25
validating in fields, 56-61
Yes/No
desktop database table, 45
SQL Server, 25
data, Web Apps
entering
about, 15
in Datasheet view, 17
into tables, 13
importing from desktop database, 22-23
presentations, 16-18
date field, # symbols in, 179
Date/Time data type
desktop database table, 45
SQL Server, 25
Delete queries, 123
adding filter criteria to, 123
deleting
action bar icons, 15
blank pages in reports, 190-191
columns in tables, 98
data in tables, 123
fields in List Details view, 29
records, 84-85
relationships, 67
views using settings/actions
options, 36-37
Delimited text option, 210, 211
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Design tab
Add Existing Fields icon from, 146
in layout view of form layout tools
tab, 130
Modify Lookups icon from, 26-27
on Form Design Tools ribbon, 152
Property Sheet icon from, 142
Show Table icon on, 99
Design view
adding
fields to forms in, 146-147
subform in, 150
creating tables in, 46-48
defining primary key in, 54
displaying reports in, 179
returning from datasheet to, 96
selecting from Navigation Pane, 180
switching from changing settings/actions
to, 36
using build button to enter query design
mode, 142
viewing forms in Datasheet view and, 133
working with control layouts in, 137
Design View option, in View icon, 96
desktop databases
about, 43
importing data and objects from
Access, 202-203
importing data to Web Apps from, 22-23
desktop, returning quickly to, 10
detail records, changing from tabulated
records in Web App summary view, 18
Disable All Trusted Locations check box, 73
Disable Trusted Documents check box, 220
Documenter tool, 236
domain name, entering URL for Office
365, 11
Double, for numbers, 47

double quote (") marks, using in text
fields, 81
duplicate values
eliminating, 107
suppressing, 182
duplicating, views using settings/actions
options, 36-37

E

Edit button
in blank view, 34
in Datasheet view, 30-31
in List Details view, 28
in summary view, 32
Edit icon
in Table Selector, 13
on action bar, 16
Edit Relationships popup window, 68
Edit Table menu choice, from Datasheet
view, 24-25
Edit Table option, changing table design
using, 36
Enable Content button, 72
Enabled property (Data Properties), 141
Encrypt With Password option, 238
Esc key
undoing column value using, 83
Event tab, from Property Sheet pane, 222
Excel
exporting data to, 214-215
importing data from, 206-208
linking to data in, 208
refreshing linked worksheets from, 209
exclamation mark (!), as symbol for entering
custom format string, 61
exclamation mark (!) symbol, reading code
using, 225
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expansion symbol (+)

beside record selector, 84

displaying subdatasheet using, 86
explicit values

performing updates based on, 120
exporting data

as PDF documents, 218

in XMS format, 218

to Excel, 214-215

working with saved data, 216-217
Expression Builder

adding calculations with, 104-105

popup window, 224-225
Expression Builder dialog box, 104
Expression fields, entering data in, 229
expressions

adding to NULL to expressions, 104

updating columns based on, 124-125

working with complex expressions using

Zoom box, 104

External Data tab

Access icon from, 202

Excel icon from, 208, 214

Linked Table Manager icon from, 209, 216

Text File icon from, 210

F

field captions and descriptions, changing, 49
Field List

editing view and displaying, 36

using dragging action to add fields, 29
Field List pane

adding fields from, 152

creating hyperlink from, 162

dragging attachment to, 168

dragging controls from, 170

dragging OLE Objects data type into, 164

Yes/No field in, 154-155

Field List pane 247
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Field Properties section, Lookup tab in, 59
fields

adding
from table to table, 50
in List Details view, 29
to form in layout view, 148-149
to forms in Design view, 146-147
to predefined table, 13
altering link master and link child, 140
creating required, 56-58
defining lookups on, 59
deleting, in List Details view, 29
entering custom format string, 61
formatting, 61-62
ID, 14
in datasheets, 74
Memo, 24, 25
naming calculated fields, 105
naming query, 98
sorting order in datasheets of, 77
SQL Server data type, 25
Text, 24
using Lookup Wizard in choosing, 64
validating data types in, 56-61
Yes/No fields, creating check boxes,
option buttons, and toggle buttons
for, 154-155

Filter By Form option, 80-81
filtering

By Group view as label in view selector, 18

data and prompting with parameters, 109

datasheet rows, 78-79

making multiple choices in datasheet
view, 17

queries using multiple criteria in, 102-103

using Advanced Filter/Sort options, 82

Fixed Width text option, 210, 211
Font button, in Zoom box, 92
fonts
adjusting datasheet row and column, 89
resizing in Zoom box, 92
Fonts icon, 174
footers, placing bound controls in report, 185
Force New Page property, 186
foreign key fields, adding indexes to, 55
Format tab
in Control Formatting group, 153
in layout view of form layout tools
tab, 130
formatting
adding to reports conditional, 191-192
fields, 61-62
fields in Web App Datasheet view, 31
icon in Datasheet view, 31
rows in datasheets, 89
Table Selector icons, 41
Form Design Tools Format tab, 173
Form Design Tools ribbon, Design tab
on, 152
Form Layout Tools tab, 148
Form Name drop-down list, 223
forms
about layout view in, 48
adding fields to form in layout
view, 148-149
adding fields to forms in Design
view, 146-147
altering link master and link child
fields, 140
changing data source for, 142-143
controlling editing and data entry in, 141
creating
datasheet form with conditional

Find And Replace, using, 76
Find Unmatched Query option, in Query
Wizard, 100

248 Field Properties section, Lookup tab in

formatting, 132-133
embedded macro to open, 222-223
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parent-child forms, 138-139
split, 135
tabs in, 144
two-level navigation, 144
when defining lookups on fields, 59
labels becoming detached from
single, 147
linking to queries or tables, 224-225
moving columns, 131
organizing database with navigation
forms, 144-145
presentation of data in, 129
vs. reports, 176
single record. See single record forms
(subforms)
validating data entered in controls, 226
vs. views, 12
working with control layouts, 137
Forms group
More Forms drop-down arrow in, 130
Navigation drop-down arrow in, 144
Form Wizard
creating parent-child forms with, 138-139
creating single record forms with, 134
Linked Forms option from, 138
freezing columns, 75

G

graphics, using on many forms, 165

greater than or equal to (>=) symbol, in
filtering queries, 103

greater than (>) symbol, in filtering
queries, 103

Group By column, 108

Grouping & Totals group, 188

Group & Sort icon, 188
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H

Hide Duplicates property, 182
hiding columns, 75
Home ribbon
Advanced Query, 38
Table button, 22-23
Hyperlink data type
desktop database table, 45
SQL Server, 25
hyperlinks
creating, 162
creating navigation interface using, 162

icons
Access, 202
Add Existing Fields, 146, 148, 189
Advanced Filter Options, 80-81
Align, 181
Blank Desktop Database, 44
Builder, 104, 224
Colors, 174
Column, 197
Compact & Repair, 234-235
Conditional Formatting, 191
Data
in blank view, 34
in summary view, 33
Edit
in action bar, 16
in Table Selector, 13
Excel, 206, 208, 214
Fonts, 174
formatting, in Datasheet view, 31
Group & Sort, 188
hyperlink, 162
image, 166
Insert Image, 167

Launch App, 15
line control, 153
Linked Table Manager, 209
list box, 158
Logo, 163
Modify Lookups, 26-27
Navigation Pane, 13
New Blank Record, 83
option group, 156
Parameters, 109
PDF, 218
plus (+), on action bar, 17
primary key, 54
Property Sheet, 107, 142, 164
rectangle, 153
Report, 198-199
Report Wizard, 176
Save, 14
Saved Imports, 216
Select Column, 131
Settings/Actions, 13
shape fill, 153
shape outline, 153
Show Table, 99
Single Step, using with macros, 231
Size/Space, 181
Text File, 210
Themes, 174
Title, 163
Totals, 86
Undo, 83
View, Design View option in, 96, 179-180
XPS, 218
ID field
about, 14
in desktop tables, 48, 52
naming, 14
IF command, in Add New Action field, 226
IIF function, in Expression Builder, 104
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image controls, creating, 166-167
Image data type, SQL Server, 25
Image Gallery, 165, 167
images, dragging attachment into, 168
ImportExportData macro command, 221
import/export processes, executing
saved, 232
ImportExportSpreadsheet macro
command, 221
ImportExport-Text macro command, 221
importing data
from Access databases, 202-203
from Excel, 206
from text files using
specifications, 210-213
to Web Apps from desktop
database, 22-23
working with saved data, 216-217
importing objects
from Access databases, 202-203
with same name, 203
Import & Link group
Access icon in, 202
Excel icon in, 206, 208
Linked Table Manager icon in, 209, 216
Text File icon in, 210
Import Objects popup window, 203
ImportShare-PointList macro command, 221
import specifications, 211
Import Spreadsheet Wizard, 206-207
Import Text Wizard, 210-213
Indexes popup window, 55
indexing data, 55-56
information, displaying with Zoom box, 92
IN keyword, in filtering queries, 103
INNER JOINs, 114
input mask
adding to a required field, 56-58
Input Mask build button, 56

Input Mask build button 249
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Insert Hyperlink popup window, 169

Insert Image icon, 167

inserting records in datasheets, 83

InStr functions, 124

IntelliSense help
in entering data in Expression fields, 229
in Where Condition box, 223

| Will Type In The Values That | Want option,

in List Box Wizard, 158

J

joining tables
about, 99
INNER JOINs, 114
resolving ambiguous outer joins, 114
resolving problems with mixed joins, 115
using fields, 112

JOINs, 114

K

Keep Me Signed In check box, 11

Keep Together property, 187-188

Keep Whole Group Together On One Page
option, 189

L

label controls, putting title in, 163
labels

becoming detached from single form, 147

moving from page header, 183
using in reports, 196-197
Label Wizard, 196-197
Launch App icon, 15
layout options, changing in reports, 178
layouts, controlling, 13

250 Insert Hyperlink popup window

layout view
about, 48
adding fields to form in, 148-149
creating tables in, 48-49
form layout tools tab in, 130
in reports, 198
working with control layouts in, 137
working with data parts in, 50-51
LCASE functions, 124
LEFT functions, 124
less than or equal to (<=) symbol, in filtering
queries, 103
less than (<) symbol, in filtering queries, 103
like keyword, in matching text fields, 102
line control icon, 153
lines, creating, 153
Linked Forms option, from Form Wizard, 138
Linked Table Manager icon, 209
linked tables, refreshing, 209
linking
forms to queries or tables, 224-225
to Access table, 208
to data in Excel, 208
together forms, 222-223
to outside databases, 204-205
link master, altering link child fields and, 140
Link Master Fields, in Report Properties
pane, 194
Link To The Data Source By Creating A Linked
Table option, 204
list boxes, creating, 158-159
list box icon, 158
List Box Wizard, 158-159
List Details view, Web App
about, 16, 28
adding fields in, 29
creating, 28
deleting fields in, 29
in Web Apps, 21
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Locked property (Data Properties), 141
Logoicon, 163
Long Integer, for numbers, 47
Long Text data type
Append Only and rich text for, 62-63
desktop database table, 45
in UNION queries, 113
SQL Server, 25
Lookup data type
choosing, 26-27
SQL Server, 25
lookup fields, using, 64
lookups
creating based on values, 59
creating using Lookup Wizard, 64
storing multiple values in, 53
lookups, Web App
about, 21-23
creating, 26-27
Lookup tab, in Field Properties section, 59
Lookup Wizard
about, 64
choosing Cascade Delete option in, 65
choosing fields using, 64
creating relationships using, 64-66
lower part of screen, 26-27

M

Macro Editing Tool, opening from On Click
event, 172
macros
about, 219
adding macro has completed message
box, 232
commands for. See commands, macro
enabling, 72-73, 220-221
for executing saved import/export
processes, 232
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for linking forms to queries or
tables, 224-225
for linking together forms, 222-223
for On Click event, 172
for operating in Trusted Documents, 221
making controls change other
controls, 228-229
processing data with action
queries, 230-231
running, 232
seeing extended list of commands in
dropdown list, 228
validating data entered in controls, 226
Macro Tools Design tab, 229
Make Table queries, creating tables
with, 118-119
Manage Data Tasks popup window, 216-217
MAX calculations, in summary queries, 108
Memo field, 24
MessageBox action
adding stating macro has completed, 231,
232
below Add New Action field, 226
Microsoft Excel
exporting data to, 214-215
importing data from, 206-208
linking to data in, 208
refreshing linked worksheets from, 209
Microsoft Trustworthy Computing, website
for, 220
MID functions, 124
MIN calculations, in summary queries, 108
mixed joins, resolving problems with, 115
Modify Lookups icon, 26-27
More Forms datasheet template, 132
More Forms drop-down arrow, in Forms
group, 130

N

naming
calculated fields, 105
fields in queries, 98
ID field, 14
parent and child forms, 139
tables, 46
Navigate Up menu choice, 19
Navigation drop-down arrow, in Forms
group, 144
navigation forms, organizing database
with, 144-145
Navigation Pane
changing design of Web App tables
from, 24-25
macros running from, 232
selecting Design View from, 180
selecting tables from, 13
showing, 13
navigation pane icon, 13
New Blank Record icon, 83
New Formatting Rule popup window, 133
New Query popup window, Crosstab Query
Wizard in, 110
New Rule, in Conditional Formatting
Manager, 191
not equal to (<> or !=) symbol in filtering
queries, 103
NULLs (no values)
adding to expressions, 104
eliminating, 107
finction to convert to value, 104
primary key and, 54
Number data type
desktop database table, 45
SQL Server, 25
numeric key field, width of, 52
nz function, in Expression Builder, 104
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o

Object Dependencies option, from Database
Tools tab, 240
object dependencies, viewing, 240
object frames creating unbound, 164, 165
objects, importing from Access
databases, 202-203
Office 365
choosing, 9
entering domain name URL, 11
finding team site from account area in, 19
signing into, 11
Office themes, applying to controls, 174
OLE Objects data type
desktop database table, 45
displaying, 164
dragging into Field List pane, 164
in UNION queries, 113
in Web Apps, 23
On Click event, 172, 222
Open Exclusive option, 238-239
OpenForm macro command, 222-223
opening
views using settings/actions
options, 36-37
Web App in Access from team site, 19
OpenQuery macro command, 222, 225,
230-231
OpenReport macro command, 222
OpenTable macro command, 222
option buttons, creating, 154-155
option group icon, 156
option groups, creating, 156-157
Option Group Wizard, 156-157
Options menu item, changing datasheet
options using, 93
Option Value property, 157

Option Value property 251
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Other Picture Type property options, on
Picture Type property, 166
outer joins, resolving ambiguous, 114

P

Page Break control, 186
page breaks, managing in reports, 186-188
Page Layout group, 197
pages, avoiding in reports blank, 190-191
Page Setup popup window, 197
Parameters icon, 109
parent/child forms, creating, 138-139
parent/child reports, creating, 194-195
parent forms
naming, 139
parent records
child records if not filtered moving
through, 140
displaying without child records, 101
passwords
Encrypt With Password option, 238
removing database, 239
pasting, selecting data for copying
and, 90-91
PDF documents, exporting data as, 218
performance of databases, analyzing, 236
PgUp and PgDn keys, in moving between
records, 76
Picture popup window, 166
Picture Type property, 166
plus (+) icon, on action bar, 17
pound (#)
as symbol for filtering queries, 103
in date field of reports, 179
predefined tables, adding fields to, 13
presentation
of data in forms, 129
of data in queries, 95
of datasheets, changing, 93

presentation defaults, for controls, 173
presentation views of data, in Web
Apps, 16-18

primary key

adding to tables, 47, 54

AutoNumber field as, 14, 48
Print Preview, 179, 198-199
PrintPreview vs. ReportView, 175
Property Sheet icon, 107, 142, 164
Property Sheet option, in Tools section, 169
Property Sheet pane, Build button from, 222

Q

queries

about, 38, 95

action
adding data to tables with, 122
adding only new data to tables, 124-125
changing data in tables with, 120-121
creating tables with, 118-119
deleting data in tables with, 123
resetting Autonumbers with, 127
running, 121
updating columns based on expressions

with, 124-125

vs. select queries, 117

adding calculations with Expression
Builder, 104-105

adding together two, 113

Append
adding data to tables with, 122
adding only new data to tables

with, 126

resetting Autonumbers with, 127

columns in
deleting, 98
selecting individual, 98
sorting selected, 98

252 Other Picture Type property options, on Picture Type property

www.it-ebooks.info

combining data from tables and, 111
creating Web App, 38-39
crosstab, creating, 110-112
Delete
adding filter criteria to, 123
deleting data in tables with, 123
eliminating duplicate values, 107
linking forms to, 224-225
Make Table, 118-119
presentation of data in, 95
prompting with parameters, 109
resolving ambiguous outer joins, 114
resolving problems with mixed joins, 115
returning top matched records, 106
saving filter as, 82
summary
creating calculations in, 108
symbols used in filtering, 103
tables in
joining multiple, 99
selecting all columns, 96-97
selecting individual columns, 98
Update
changing data in tables with, 120-121
updating columns based on expressions
with, 124-125
using multiple criteria in filtering, 102-103
query by form method, 224
query design mode, using build button to
enter, 142
Query Design option, 118
query design tool, selecting all columns from
table using, 96-97
Query menu choice, 38
Query Wizard
creating crosstab queries with, 110-112
Find Unmatched Query option in, 100
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R

Record Number box, 76
records
creating summary data for, 86
deleting, 84-85
editing in Datasheet view, 30
inserting and updating in datasheets, 83
moving between, 76
returning top matched, 106
searching, 76
storing multiple documents on, 164
undoing value using Esc key, 83
Record Source field
in Datasheet view, 30
in List Details view, 28
in summary view, 32
Record Source property, changing to SQL
string, 142
rectangle icon, 153
rectangles, creating, 153
referential integrity, relationships
enforcing, 69
refreshing linked tables, 209
Related Items Control (RELIC), 16
Relationship diagrams, hiding tables in, 66
relationships
about, 66
adding, 68-70
deleting, 67, 84
displaying with subdatasheets, 87
enforcing referential integrity, 69
in Web Apps, 21, 22-23
joining tables using, 99
using Lookup Wizard for creating, 64-66
viewing, 66
Relationships diagrams, creating or editing
relationships between tables in, 68
RELIC (Related Items Control), 16

Remove layout option, 137
removing. See deleting
renaming, views using settings/actions
options, 36-37
repairing databases, 233
Report Design Tools tab, Arrange tab
from, 181
Report icon, 198-199
Report Properties pane, Link Master Fields
in, 194
reports
about, 175
about layout view in, 48
adding
running sums to, 185
sorting and grouping in, 188-189
adding conditional formatting to, 191-192
altering presentation of controls on
pages, 180-184
avoiding blank pages in, 190-191
changing layout options in, 178
changing name of, 179
creating multiple table tabular, 176-179
creating parent/child reports, 194-195
default view of, 180
displaying reports in Print Preview, 179
handling word wrap in, 184-185
layout view in, 198
managing columns and rows in, 196-197
managing page breaks in, 186-188
opening, 199
Print Preview in, 198-199
report view in, 198-199
using labels in reports, 196-197
vs. forms, 176
report view, 198-199
ReportView vs. PrintPreview, 175
Report Wizard, 176-179
Requery macro command, 225
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ribbon, removing sort using, 77
rich text formatting, recording changes to
text and, 62-63
RIGHT functions, 124
Row Height option, 88
rows
adding multiple criteria in, 102
adjusting fonts in, 89
adjusting height of, 88
eliminating duplicate, 107
formatting in datasheets, 89
managing in reports, 196-197
selecting area of, 91
sorting datasheet, 77
Rows & Columns group, to alter presentation
of reports, 198
Run (macro) button, 230
Running Sum property, 185
running sums, adding to reports, 185
RunSavedimportExport action, 232
RunSavedimportExport macro command, 221

S

Save As Query option, applying to filter, 81
Save button, on action bar, 16
saved import/export processes,
executing, 232

Saved Imports icon, 216
Save icon, 14
Save Import Steps check box, 215
Save Selection As New Data Type option, 51
Save The Value For Later Use option, 157
searching, records, 76
Select Column icon, 131
selecting

multiple columns, 74

multiple controls, 28

tables from navigation pane, 13

selecting 253
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tables from Table Selector, 13
Team Site, 11
Selection Type drop-down list, 142
Select Layout option, 137
select queries vs. action queries, 117
semicolon (;), separating Input Mask
sections, 57
SetProperty command, 229
settings/actions
changing options for views, 36-37
modifying Table Selector, 40
Settings/Actions charm, 13
SetValue Macro command, 229
Set Warnings macro command, 230, 231
shape fill icon, 153
shape outline icon, 153
Short Text data type
desktop database, 49
desktop database table, 45
SQL Server, 25
Show Grand Total check box, 188
Show Subtotal In Group Footer check
box, 188
Show Table icon, on Design tab, 99
Show Table popup window, 68, 96, 99
single record forms (subforms)
adding
fields in Design view, 146
fields in layout view, 148
to existing form in Design view, 150
changing Default View property from
continuous forms to, 136
creating parent-child forms with, 138-139
creating with Form Wizard, 134
dragging into continuous forms, 170
dragging onto continuous forms, 150
for presentation of data, 129
stacked layouts in, 137, 148
Single Step icon, using with macros, 230

254 Selection Type drop-down list

Site Contents menu choice, 19
Sizing & Ordering group, Align icon in, 181
Sort & Filter group, text shown beside icons
in, 80
sorting
datasheet rows, 77
order of fields in datasheets, 77
Sort option, Advanced Filter/, 82
sort option on ribbon, 77
split forms, creating, 135
SQL Server data types, 25
SQL Server, refreshing linked tables from, 209
SQL Server view vs. Access query, 12
SQL string, changing Record Source property
to, 142
SQL, viewing to check table name, 119
stacked layouts, in single record forms, 137,
148
Store That Value In This Field option, in List
Box Wizard, 159
Store The Value In This Field option, in Option
Group Wizard, 157
string functions, 124
strings, adding together strings, 105
Subdatasheet property set, 87
subdatasheets
displaying, 86
displaying related information with, 87
subforms (single record forms)
adding
fields in Design view, 146
fields in layout view, 148
to existing form in Design view, 150
changing Default View property from
continuous forms to, 136
creating parent-child forms with, 138-139
creating with Form Wizard, 134
dragging into continuous forms, 170
dragging onto continuous forms, 150
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for presentation of data, 129

stacked layouts in, 137, 148
subreports, data from parent record in, 194
SUM calculations, in summary queries, 108
summary data, creating for records, 86
summary queries, creating calculations

in, 108

summary view, Web App

about, 18, 32

creating, 32-33
sums, adding to reports running, 185

tab controls, 170-171
Table Analyzer Wizard, 237
Table button, on Home ribbon, 22-23
tables
adding
fields from table to table, 50
primary key to, 47, 54
relationships, 68-70
adding only new data to, 126
analyzing, 237
creating
check boxes, option buttons, and toggle
buttons for Yes/No fields, 154-155
in Design view, 46-48
in layout view, 48-49
lookups based on values, 59
relationships, 64-66, 68
required fields, 56-58
using application parts, 52-53
creating using Make Table
queries, 118-119
data types for desktop database, 45
deleting relationships, 67
editing, 68
formatting fields in, 61-62
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hiding in relationship diagrams, 66
indexing data, 55-56
joining in queries multiple, 99
linking forms to, 224-225
linking to Access, 208
naming, 46
recording changes to text and rich text
formatting, 62-63
refreshing linked tables, 209
selecting all columns in, 96-97
selecting individual columns, 98
validating data types in fields, 56-61
viewing name in SQL, 119
viewing relationships, 66
Table Selector
Editicon in, 13
entering Design view from table in, 24
hiding tables, 40
modifying, 40-41
selecting tables from, 13
View Data option, 13
tables, Web App
adding blank, 14
adding fields to predefined table, 13
automatic created views in, 21
changing design of, 24
changing icons in, 41
entering data into, 13
hiding, 40
table templates
adding to custom Web App, 12
displaying list of templates, 12
Table Tools group, Modify Lookups
icon, 26-27
table validation, comparing field values
using, 60
tabular layouts, in continuous forms, 137,
148, 149

tabular reports, creating multiple
table, 176-179
tabulated records, changing to detail records
in Web App summary view, 18
team site
finding, 19
navigating to, 19
opening Web App in Access from, 19
selecting, 11
templates
adding to custom Web App table, 12
creating continuous forms with multiple
items, 130-131
creating Web App, 20
displaying list of, 12
for desktop applications, 44
More Forms datasheet, 132
text boxes
creating labels and unbound, 152
typing URLs in, 169
Text field, 24
Text field, in Access 2013, 24
text fields
using double quote () marks, using in, 81
using keyword like in matching, 102
Text File icon, 210
text files, importing data using specifications
from, 210-213
Text Filters options, 78
Text Format field property, 62-63
themes, applying to controls Office, 174
Themes icon, 174
Title icon, 163
to Excel
Excel iconin, 214
toggle buttons, 154-155
Tools group
Add Existing Fields icon in, 146
Property Sheet icon in, 142
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Tools section
Add Existing Fields option in, 168, 170
Property Sheet option in, 169
Top Values property, 106
Totals icon, 86
TRIM functions, 124
Trust Center Settings, 73
Trust Center window, 220
Trusted Documents, disabling, 220-221
Trusted Locations screen, 73
Trustworthy Computing, Microsoft, website
for, 220

U

UCASE functions, 124

unbound controls, creating, 154

unbound object frame option, in Controls
toolbox, 165

unbound text boxes, creating labels and, 152

Undo (Esc) key, undoing column value
using, 83

Undo icon, 83

Unfreeze All Fields option, 75

unfreezing columns, 75

Unhide Columns popup window, 75

Unhide Fields, selecting, 75

unhiding columns, 75

UNION ALL keyword, 113

UNION keyword, 113

UNION queries, 113

Unique Values property, 107

Update queries

changing data in tables with, 120-121
updating columns based on expressions

with, 124-125

updating records, in datasheets, 83

URLs, typing in text boxes, 169

Use Control Wizards option, 151

Use Control Wizards option 255
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Vv

validating, data types in fields, 56-61
validation rule
adding field, 58
creating, 60
Validation Text property, 60
View Data option, on Table Selector, 13
View icon, Design View option from, 96, 179
views
layout
about, 48
adding fields to form in, 148-149
creating tables in, 48-49
form layout tools tab in, 130
working with control layouts in, 137
working with data parts in, 50-51
View Selector, 35, 40-41
views, Web App
about, 12, 28
blank, 34-35
By Group as label in view selector, 18
data presentation, 16-18
Datasheet
about, 17,21
designing with, 30-31
List
about, 16
designing with, 28-29
summary
about, 18
designing with, 32-33
using settings/actions options, 36-37

W
Warnings On, switching, 231
Web Apps

about, 2-3,9

adding blank table, 14

256 validating, data types in fields

adding table template, 12
automatically created views of tables
in, 21
AutoNumber field as primary key, 14
blank views, 34-35
changing design of tables, 24
creating
queries, 38-39
report database, 42
templates, 20
creating custom, 11
Datasheet view in
about, 17,21
designing with, 30-31
displaying in browser, 19
displaying list of templates, 12
finding team site, 19
importing data from desktop database
into, 22-23
launching, 15
List Details view
about, 16
designing with, 28-29
lookups in
about, 21-23
creating, 26-27
merging concepts of lookups and
relationships, 21
modifying Table Selector, 40-41
navigating to team site, 19
primary keys in, 54
showing navigation pane, 13
summary view
about, 18
designing with, 32-33
using settings/actions options for
views, 36-37
viewing relationships in, 26-27
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web browser

action bar in, 15

controls, 169

displaying Web App in, 19
Web Location text box, 11
Where Condition box, IntelliSense help

in, 223

wildcards, adding to search parameters, 109

X

XML Paper Specification (XPS), exporting data
in, 218

XPS (XML Paper Specification), exporting data
in, 218

Y

Yes/No data type
desktop database table, 45
SQL Server, 25
Yes/No fields, creating check boxes,
option buttons, and toggle buttons
for, 154-155

y4

Zoom box
displaying information with, 92
working with complex expressions
using, 104
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