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° What is MS-Access?

™ What are databases used for?

e  Component of databases.

e  Opening file in Access.

Microsoft Access 2010 for Windows is a Database Management System or DBMS, which helps us
manage data stored in a computer database. In this chapter, the readers will be given exposure to
the basics of Access and the various data types used in Access. A database is a tool for collecting and
organizing information. Databases can store information about people, products, orders or anything
else. A computerized database is a container of objects. One database can contain more than one
table. For example, an inventory tracking system that uses three tables is not three databases, but
one database that contains three tables.

An Access database stores its tables in a single file, along with other objects, such as forms, reports,
macros and modules. Databases created in the Access 2010 format have the file extension .accdb
and databases created in earlier Access formats have the file extension .mdb.

Using Access, we can do the following;:

n Add new data to a database, such as a new item in an inventory,

m  Editexisting data in the database, such as changing the current location of an item,
n Delete information, perhaps if an item is sold or discarded,

®  Organize and view the data in different ways,

] Share the data with others via reports, e-mail messages, an intranet or the Internet.

Microsoft Access 2010 can be started in Windows 95 or later versions of windows operating system
in the following way:

(i) Click on the Start button on the Windows Taskbar and then choose Program >> Microsoft
Access 2010.

(ii) Afterashortdelay, the Microsoft Access 2010 main window displays a dialogue box offering
the user a choice of creating a new database or opening one of the existing databases as shown
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in Fig. 1.1.1. The lower panel contains the names of the databases that have been opened
recently.
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Fig. 1.1.1: Start-up MS Access 2010 Screen

1.1.1 The parts of an Access database

The following sections are short descriptions of the parts of a typical Access database.

6.

1
2
3.
4
5

Tables
Forms
Reports
Queries
Macros
Modules

1.1.2 Tables

A database table is similar in appearance to a spreadsheet, in that data is stored in rows and columns.
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Notets”
Asaresult, itis usually quite easy to import a spreadsheet into a database table. The main difference
between storing data in a spreadsheet and storing it in a database is in how the data is organized.

To get the most flexibility out of a database, the data needs to be organized into tables so that
redundancies don’t occur. For example, if we're storing information about employees, each employee
should only need to be entered once in a table that is set up just to hold employee data. Data about
products will be stored in its own table and data about branch offices will be stored in another table.
This process is called Normalization.

Eachrow in atableis referred to as a Record. Records are where the individual pieces of information
are stored. Each record consists of one or more fields. Fields correspond to the columns in the table.

1.1.3 Forms

Forms are sometimes referred to as "Data Entry Screens", which are the interfaces we use to work
with our data and they often contain command buttons that perform various commands. We can
create a database without using forms by simply editing our data in the table datasheets. However,
most database users prefer to use forms for viewing, entering and editing data in the tables.

Forms provide an easy-to-use format for working with the data and we can also add functional
elements, such as command buttons, to them. We can program the buttons to determine which
data appears on the form, open other forms or reports or perform a variety of other tasks. For
example, we might have a form named "Customer Form" in which we work with customer data.
The customer form might have a button which opens an order form where we can enter a new
order for that customer.

Forms also allow us to control how other users interact with the data in the database. For example,
we can create a form that shows only certain fields and allows only certain operations to be
performed. This helps protect data and to ensure that the data is entered properly.

114 Regorts

Reports are what we use to summarize and present data in the tables. A report usually answers
a specific question, such as "How much money did we receive from each customer this year?" or
"What cities are our customers located in?" Each report can be formatted to present the information
in the most readable way possible.

A report can be run at any time and will always reflect the current data in the database. Reports
are generally formatted to be printed out, but they can also be viewed on the screen, exported to
another program or sent as e-mail message.

1.1.5 Queries

Queries are the real workhorses in a database and can perform many different functions. Their
most common function is to retrieve specific data from the tables. The data we want to see is usually
spread across several tables and queries allow us to view it in a single datasheet. Also, since we
usually don't want to see all the records at once, queries let us add criteria to "filter" the data down
to just the records we want. Queries often serve as the record source for forms and reports.

1.1.6 Macros

Macros in Access can be thought of as a simplified programming language which we can use to
add functionality to our database. For example, we can attach a macro to a command button on a
form so that the macro runs whenever the button is clicked. Macros contain actions that perform

| 4 INFORMATION TECHNOLOGY



?F‘
Introduction to Microsoft Access, 2010 &

tasks, such as opening a report, running a query or closing the database. Most database operations
that we do manually can be automated by using macros, so they can be great time-saving devices.

1.1.7 Modules

A module is a collection of declarations, statements and procedures that are stored together as a
unit. A module can be either a class module or a standard module. Class modules are attached
to forms or reports and usually contain procedures that are specific to the form or report they're
attached to. Standard modules contain general procedures that aren't associated with any other
object. Standard modules are listed under Modules in the Navigation Pane, whereas class modules
are not.

1.2 CREATING DATABASES

The primary step involved in creating any application is to set up a database file. There are various
methods of creating a database. The user could either start with creating a database from the scratch
or create a database using the database wizard having predefined objects.

1.2.1 Create a Database using a Template

Access provides us wide variety of templates that can be used to speed up the database creation
process. A template is a ready-to-use database containing all the tables, queries, forms and reports
needed to perform a specific task. For example, there are templates that we can use to track issues,
manage contacts or keep a record of expenses. Some templates contain a few sample records to
help demonstrate their use. Template databases can be used as they are or we can customize them
to better fit our needs.

If one of these templates fits our needs, using it is usually the fastest way to get a database started.
However, if we have data in another program that we want to import into Access, it is better to
create a database without using a template. Templates have a data structure already defined and
it might require a lot of work to adapt our existing data to the template's structure. The steps to
be followed are:

5
[
(i) Ifwehaveadatabaseopen, click Fileand then n click Close Database! to display the
Getting Started with MS Office Access page.

(ii) Several featured templates are displayed in the middle of the Getting Started with
MS-Office Access page and more become available when we click the links in the Sample
Templates pane as shown in Fig. 1.2.1.
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Fig. 1.2.1: MS Access showing Local Template Categories
(iif) Click the template we want to use. For example - Let us choose Event Template.

(iv) Access suggests a file name for our database in the File Name box - we can change the file
name, if we want. To save the database in a different folder from the one displayed below the
file name box, click Browse to the folder in which we want to save it and then click OK.

(v) Click Create (or Download for an Office Online template). Access creates or downloads the
database and then opens it. A form is displayed in which we can begin entering data. If our
template contains sample data, we can delete each record by clicking the record selector (the
shaded box or bar just to the left of the record) and then click Home >> Records >> Delete.

(vi) To begin entering data, click in the first empty cell on the form and begin typing. Use the
Navigation Pane to browse for other forms we might want to use.

1.2.2 Create a Database without using a Template

If we are not interested in using a template, we can create a database by building our own tables,
forms, reports and other database objects. In most cases, this usually involves one or both of the
following :

Entering, pasting or importing data into the table that is created when we create a new database
and then repeating the process with new tables that we create by using the Table command on
the Create tab.

Importing data from other sources and creating new tables in the process.
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1)

Create a blank database
(i) Onthe Getting Started with MS Office Access page, under New Blank Database, click
Blank Database, as shown in Fig. 1.2.2.
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Fig. 1.2.2: Creating and Naming the Blank Database

(ii) Inthe Blank Database pane, type a file name in the File Name box. If we do not supply
a file name extension, Access adds it for us. To change the location of the file from the
default, click Browse for a location to put for our database, (next to the File name box),
browse to the new location and then click OK.

(iii) Click Create, Access creates the database with an empty table named Tablel and then

opens Tablel in Datasheet view. The cursor is paces in the first empty cell in the Click to
Add column.

(iv) Begin typing to add data or data can be pasted from another source.
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Fig. 1.2.3: Datasheet View

Entering information in Datasheet view (as shown in Fig. 1.2.3) is designed to be very similar to
working in a Microsoft Office Excel 2010 worksheet. The table structure is created while we enter
data - any time we add a new column to the table, a new field is defined. Access automatically sets
each field's data type, based on the data we enter.

If we do not want to enter information in Tablel at this time, click Close E . If any changes are
made in the table, Access prompts us to save changes to the table. Click Yes to save the changes,
click No to discard them or click Cancel to leave the table open.

8 | INFORMATION TECHNOLOGY



e  Tounderstand the concept of table.

e  Tointroduce table and field properties.

e  Toknow all data types.

e  Towork with database design and creation of a table.
° To save, delete, rename and open a table.

e  Tointroduce the concept of SharePoint List.
e  Formand its importance.

e  General types of forms.

®  General steps in creating a form.

e  Creating a form using form view.

®  Creating a form using Form Wizard.

e  Form controls, its types and properties.

e  Inserting controls on a form.

When we create a database, we store our data in tables - subject-based lists of rows and columns.
For instance, we might create a Contacts table to store a list of names, addresses and telephone
numbers or a Products table to store information about products. We should always start the
design of a database by first creating its tables - even before we create any other database objects.

21 WHALIS & TABLES
A Table is a database object used to contain data about a particular subject, such as employees
or products. Each record in a table contains information about one item, such as a particular

employee. A record is made up of fields, such as name, address and telephone number. A record
is also commonly called a Row and a field is referred as a Column.
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Categories of Information
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Customerid Company Name | First Name | Last Name
1 A John Bedecs
2 B Joe Axen
Record —> |3 A Anny Smith K— @
4 C Harry Potter

Fig.2.1.1 : An example of a ' Customers' Table

InFig.2.1.1, point 1 indicates Record or Row whereas point 2 indicates Field or Column. A database
can contain many tables, each storing information about a different subject. Each table can contain
many fields of different types, including text, numbers, dates and pictures.

The following list shows some common examples of tables we might create.

m A Customers table that lists our company's customers and their addresses,

A Catalogue of products sold, including prices and pictures for each item,
m A Tasks table that tracks tasks and due dates,
®  An Inventory of equipment or stock on hand.

We should plan and design our database carefully to ensure its correctness and to avoid having
to make too many changes later.

(1) Table and Field Properties
Tables and fields have properties that one can set to control their characteristics or behaviour.

(i) Table property : In an Access database, table properties are attributes of a table that
affect the appearance or behaviour of the table as a whole. A table opens in Design view
and its properties are set in the table's property sheet. For example, one can set a table's
Default View property to specify how the table is displayed by default.

(ii) Field property : A field property defines one of the field's characteristics or an aspect of
the field's behaviour and applies to a particular field in a table through Datasheet view.
One can also set any field property in Design view by using the Field Properties pane.

Datasheet View : In Datasheet view, we can enter data immediately and let Access build the table
structure behind the scenes. Field names are assigned numerically (Field1, Field2 and so on...)
and Access automatically sets each field's data type, based on the data we enter. In this, we can
edit fields, add and delete data and search for data.
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(2) Data Types

Every field has to be assigned a data type which indicates the kind of data that the field stores,
such as large amounts of text or attached files. A data type is a field property, but it differs from
other field properties as follows :

m Weset a field's data type in the table design grid, not in the Field Properties pane.

®m  Afield's data type determines what other properties the field has.

The DataType property can be set only in the upper portion of table Design view. The data types
and their explanation is highlighted in Table 2.1.1.

Setting Type of Data Size

Text (Default) Text or combinations of text and | Up to 255 characters or the
numbers, as well as numbers that don’t | length set by the FieldSize
require calculations, such as phonenumbers. | property, whichever is less.

Memo Lengthy text or combinations of text and | Upto 63,999 characters.
numbers.

Number Numeric data used in mathematical | 1,2,4 or 8 bytes.
calculations.

Date/Time Date and time values for the years 100-9999. | 8 bytes.

Currency Currency values and numeric data used in | 8 bytes.
mathematical calculations involving data
with one to four decimal places. Accurate
to 15 digits on the left side of the decimal
separator and to 4 digits on the right side.

AutoNumber A unique sequential (incremented by | 4bytes (16 bytesif the FieldSize
1) number or random number assigned | property is set to Replication
whenever a new record is added to a table.

AutoNumber fields can’t be updated.

Yes/No Yes and No values and fields that contain | 1 bit.
only one of two values (Yes/No, True/False
or On/ Off).

OLE Object An object (such as a Microsoft Excel | Up to 1 gigabyte (limited by
spreadsheet, a Microsoft Word document, | available disk space)
graphics, sounds or other binary data)
linked to an embedded in a Microsoft Access
table.
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Setting Type of Data Size
Hyperlink Text or combinations of text and numbers | Each part of the three parts
stored as text and used as a hyperlink | of a Hyperlink data type can
address A hyperlink address can have up | contain up to 2048 characters.
to three parts:
text to display — the text that appears in a
field or control.
address — the path to a file (UNC path) or
page (URL)
subaddress — a location within the file/
page.
Attachment screentip — the text displayed as a tooltip. | Toattachimages, spreadsheet
A d £l files, documents, charts and
Rjsuppoiissineenle other types of supported files
to the records in the database
and to view and edit attached
files.
Lookup Wizard The same size as the primary
Creates afield that allows the user to choose ifgkﬁ;{iyﬁgatﬁyzegg;? i

Table 2.1.1 : Data types and their explanation

Calculated Field: Result of calculation. The calculation must refer to other fields in the same table.
You would use the expression builder to create the calculation.

(3) Table Relationships

Although each table stores data about a different subject, tables in a database usually store data
about subjects that are related to each other. For example, a database might contain the following;:

m A Customers table that lists our company's customers and their addresses.

® A Products table that lists the products that we sell, including prices and pictures for each
item.

®m  An Orders table that tracks customer orders.

Because we store data about different subjects in separate tables, we need some way to tie the data
together so that we can easily combine related data from those separate tables. To connect the data
stored in different tables, relationships are created. A relationship is a logical connection between
two tables that specifies fields that the tables have in common.

Keys: Fields that are part of a table relationship are called keys. A key usually consists of one field,
but may consist of more than one field. There are two kinds of keys :

(i) Primarykey: A table can have only one primary key which consists of one or more fields that

INFORMATION TECHNOLOGY
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uniquely identify each record that is stored in the table. Often, there is a unique identification
number, such as an ID number or a code, that serves as a primary key.

(i)

Foreign key : A foreign key contains values that correspond to values in the primary

key of another table. A table can also have one or more foreign keys. For example,
we might have an Orders table in which each order has a customer ID number that
corresponds to a record in a Customers table. The customer ID field is a foreign key

of the Orders table.

The correspondence of values between key fields
forms the basis of a table relationship. We use a table
relationship to combine data from related tables. For
example, suppose that Employee and Salary are
two database tables. In each Employee and Salary
table, each record is identified by the primary key
field, Employee_Id.

Benefits of using relationships

Keeping data separated in related tables produces
the following benefits:

m  Consistency : Because each item of data is
recorded only once, in one table, there is less
opportunity for ambiguity or inconsistency. For
example, we store a customer's name only once
in a table about customers, rather than storing
it repeatedly (and potentially inconsistently) in
a table that contains order data.

m  Efficiency : Recording data in only one place
implies less disk space. Moreover, smaller tables
tend to provide data more quickly than larger
tables. If separate tables for separate subjects
are not used, null values (means the absence
of data) and redundancy can waste space and
impede performance.

m  Comprehensibility : The design of a database is
easier to understand if the subjects are properly
separated into tables.

(4) Introduction to Navigation Pane

When a new or existing database is opened in Office
Access 2010, the objects in our database - the tables,
forms, reports, queries, macros and so on - appear in
the Navigation Pane. Our tables reside in a group
called Tables, forms in a group called Forms and
so on. The Fig. 2.1.2 shows the groups in the Object
Type category.
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Fig.2.1.2 : Navigation Pane
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The Navigation Pane appears by default when a database in Office Access 2010. For example, if
a data is to be entered into a new table row, the task can be performed from the Navigation Pane.

Prevent the Navigation Pane from appearing by default

(i) Click the File - and then click Access Options. The Access Options dialog box appears.

(ii) Click Current Database and, under Navigation, select or clear the Display Navigation Pane

check box. By default, this option is selected. Fig. 2.1.3 depicts the same.
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Fig. 2.1.3 : Access Option Dialog Box under Option 'Current Database'

(o] o |

Set global options for the Navigation Pane

Several global options in the Navigation Pane can be set or changed according to the user's
requirements. The following Table 2.1.2 lists the options and describes how to use them.
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Option Purpose

Show Hidden Objects Display hidden objects as semi-transparent disabled icons.
Clear this option when we want to hide objects completely.

Show System Objects Display system objects, such as system tables.

Single Click Open Open objects with a single mouse click.

Double Click Open Open objects with a double mouse click.

Table 2.1.2 : Options in Navigation Pane

To do so, left click the menu at the top of the Navigation Pane and then click Navigation Options
as shown in Fig. 2.1.4.

et Dot
Grouping Options
Click on a Category to change the Category display order or to add groups
Categories Groups for "Tables and Related Views"
T [
Object Type Unrelated Objects
Custom

[ ‘Add Item ]l Delete Item J[ Rename Item J [ Add Group ][ Delete Group H Rename Group J

Display Options Open Objects with

[] show Hidden Objects [~| Show System Objects ©) Singledick @ Double-gick
[T show Search Bar

Fig. 2.1.4 : Navigation Options Dialog Box

(5) Database Design

A properly designed database provides us with the access to up-to-date, accurate information.
Certain principles that guide the database design are as follows :

(i) The first principle is that duplicate information (redundant information) is bad, as it wastes
space and increases the likelihood of error and inconsistencies.

(ii) The second principle is that the correctness and completeness of information is important.
If our database contains incorrect information, any reports that pull information from the
database will also contain incorrect information.
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A good database design is, therefore, one that

divides the information into subject-based tables to reduce redundant data,

provides Access with the information it requires to join the information in the tables together
as needed,

helps support and ensure the accuracy and integrity of the information,

accommodates the data processing and reporting needs.
The design process consists of the following steps :

i) Determine the purpose of the database.

ii) Find and organize the information required.

iii) Divide the information into tables.

(
(
(
(iv) Turn information items into columns.
(v) Specify primary keys.

(vi) Set up the table relationships.

(vii) Refine the design.

(viii) Apply the normalization rules.

2.2 CREATE A NEW TABLE

A simple database, such as a Contact list, might use only a single table, whereas many databases,
however, may use several tables. When a new database is to be created, a new file on the computer
is to be created that acts as a container for all of the objects in our database, including our tables.

We can create a table by creating a new database, by inserting a table into an existing database
or by importing or linking to a table from another data source - such as a Microsoft Office Excel
2007 Workbook, a Microsoft Office Word 2007 document, a text file or another database. When
we create a new blank database, a new empty table is automatically inserted for us. We can then
enter data to start defining our fields.

2.2.1 Create a new Table in a new Database

(i) Click the File “ and then click New.

(ii) In the File n Name box, type a file name. To change the location, click the folder icon to
Browse.

(iif) Click Create.

The new database is opened and a new table named Tablel is created and opened in Datasheet
view.

2.2.2 Create a new table in an existing Database

(i) Click the File n and then click Open.
(ii) In the Open dialog box, select and open the database.
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(iif) On the Create tab, in the Tables group, click Table. (as depicted in point 1, Fig. 2.2.1). A new
table gets inserted in the database and the table is opened in Table tools as shown in Fig.

Fig. 2.2.1: Tables Group
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Fig. 2.2.2 : Datasheet view of the Table
2.2.3 Create a table based on a Table Template

To create a Contacts, Tasks, Issues, Events or Assets table, start with the Table Templates that
come with Office Access 2010. The steps to be followed are as follows :

(i) Click the File - and then click Open.
(ii) Inthe Open dialog box, select and open the database.

(iif) On the Create tab, in the Templates group, click Application parts and then from Quick
start select one of the available templates from the list (Point no. 2, Fig. 2.2.1). A new table is
inserted, based on the table template (shown in Fig. 2.2.3) we choose.
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Fig.2.2.3 : Table Templates
2.3 IMPORT OR LINK TO CREATE A TABLE

We can create a table by importing or linking to information stored elsewhere. For instance, we can
import or link to information in an Excel worksheet, SharePoint list, an XML file, another Access
database, a Microsoft Office Outlook 2010 folder and a number of other sources.

m  When we import any information, we create a copy of the information in a new table in the
current database.

m  Conversely, when we link to the information, we create a linked table in the current database
that represents a live link to the existing information that is stored elsewhere. Thus, when we
change data in the linked table, we change it in the original source too. When information is
changed in the original source by using another program, that change is visible in the linked
table.

In some cases, we cannot make changes to our data source through a linked table, most notably
when the data source is an Excel worksheet.

Note : SharePoint is a web site that can be displayed in a browser such as Internet Explorer
and includes an interface for displaying lists and libraries in a secure database. SharePoint
also contains various web-parts that can display sorted or filtered information in various ways
or can display some kind of custom functionality. SharePoint can be used for something as
simple as a list of contacts or for something as complex as a project management dashboard
for a new store opening.

2.3.1 Create a new table by importing or linking to External Data

(i) To use an existing database, on the File n menu, click Open.
(ii) In the Open dialog box, select and open the database.

(iif) To create a new database, on the File n menu, click New.

B IntheFile n Name text box, type a file name. To change the location, click the folder
icon.

B Click Create.

B The new database is opened and a new table named Tablel is created and opened in
Datasheet view.

(iv) Onthe External Data tab, in the Import group, click one of the available data sources as shown
in Fig. 2.3.1.
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Fig. 2.3.1 : Import Group in External Data Tab

(v) Follow the instructions in the dialog boxes. Access creates the new table and displays it in
the Navigation Pane.

One can also import or link to a SharePoint list by using a command on the Create tab.

2.3.2 Create a Table based on a Share Point list

We can create a table in our database that imports from or links to a SharePoint list. The list can

pre-exist which we can import or link to or we can create a new custom list or a new list based on

a predefined template. The predefined templates in Office Access 2010 include Contacts, Tasks,

Issues and Events as shown in Fig. 2.3.2.

_: Eromwm ':
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Fig. 2.3.2 : Options in SharePoint Lists
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First, open the database in which we want to create the table.

(i) Click the File - and then click Open.
(ii) Inthe Open dialog box, select and open the database.
(iif) On the Create tab, in the Tables group, click SharePoint Lists. (point 3, Fig 3.2.1)

The Fig. 2.3.2 gets opened showing predefined templates in Office Access 2010 - Contacts, Tasks,
Issues and Events.

(iv) Then, do one of the following:

1) Create the list based on a template

(i) Click either Contacts, Tasks, Issues
or Events. Fig. 2.3.3 shows the || gmssssim st smestoo s sut rior s seas i o o

“Spmcify & Sharfont wte:
[ICAT Serves

selection of option Tasks from the || ===

group of SharePoint List. o —
(ii) Inthe Create New List dialog box, '

type the URL for the SharePoint

site where we want the list to reside. st R PR OO R

Also, enter the name of the new

SharePoint list and its description.

If we want the linked table to open
after it is created, select the Open
the list when finished check box (it
is selected by default). Otherwise,
clear the check box.

(iii) Click OK.

2) Create a new custom list

(i) Click Custom in Fig. 2.3.2. The Custom Dialog Box shown in Fig. 2.3.4 gets opened.

(ii) In the Create New List dialog box, type the URL for the SharePoint (point 1, Fig. 2.3.4)
site where we want the list to reside. Also, type the name of the new SharePoint list
(point 2, Fig. 2.3.4) and its description.

(iii) If we want the linked table to open after it is created, select the Open the list when
finished check box (it is selected by default). Otherwise, clear the check box.

(iv) Click OK.
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Fig. 2.3.4:'Custom' option Dialog Box from SharePoint List
Import the data from an existing list
(i) Click Existing SharePoint List in Fig. 2.3.2.

(ii) In the Get External Data dialog box, type the URL for the SharePoint site that
contains the list as depicted in Fig. 2.3.5.

(iii) Click Import the source data into a new table in the current database (point 1,
Fig. 2.3.5).

(iv) Click Next and select a check box next to any SharePoint lists we want to import.
(v) Click OK.

Link to an existing list

(i) Click Existing SharePoint List. The dialog Box shown in Fig. 2.3.5 gets opened.

(ii) In the Get External Data dialog box, type the URL for the SharePoint site that contains
the list.

(iii) Click Link to the data source by creating a linked table (point 2, Fig. 2.3.5).
(iv) Click Next.

(v) Select a check box next to any SharePoint lists to which we want to link.
(vi) Click OK.

INFORMATION TECHNOLOGY



Spedfy 2
|

SharePoint site:

Spedify how and where you want to store the data in the current database.

) Import the source data into a new table in the current database.

1f the specified object does not exist, Access will create it. If the specfied object already exists, Access wil append a number to the
name of the imported object. Changes made to source objects (induding data in tables) will not be reflected in the current database.

@ Link to the data source by creating & linked table.
lm;lﬂmaﬁ&ﬂmﬂmmlﬁmﬁmdlh.ﬁmnﬂh!ldlhhlmﬂhmﬂdﬂlhh
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Fig. 2.3.5 : Existing SharePoint List Dialog Box

We store the information items we want to track in fields (also called columns). For example, in a
Employee_Details table, we might create fields for EmpCode, LastName, FirstName, Telephone_
Number and Address, among others.

A field defines certain characteristics and are to be selected carefully. For example, every field has
a Name that uniquely identifies the field within a table. A field also has a data type that's chosen to
match the information to be stored. The data type determines the values that can be stored and the
operations that can be performed, as well as how much storage space to set aside for each value.
Every field also has an associated group of settings called properties that define the appearance
or behaviour characteristics of the field. For example, the Format property defines a field's display
layout - that is, how it should appear when displayed.

When we create a new table, the table opens in Datasheet view. We can immediately add a field
by typing some information in the Add New Field column as shown in Fig. 2.4.1, point 1.
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Fig.2.4.1:'Add New Field' Column Header
2.4.1 Add a new field to an existing table

i) Click the File - and then click Open.

ii) In Open dialog box, select and open the database.
iif) In the Navigation Pane, double-click one of the available tables to open it.
iv) Type the data in the cell below the Click to Add coloumn header.

2.4.2 Add a new field to a new table

(
(
(
(

(i) Click the File - and then click Open.
(ii) In Open dialog box, select and open the database.

(iii) On the Create tab, in the Tables group, click Table (shown in point 1, Fig. 2.2.1).

Access inserts a new table in the database and opens it in Datasheet view. Type the data in the cell
below the Click to Add column header. When we enter data in the new column, Office Access 2010
uses the information we type to recognize the appropriate data type for the field. For example, if a
date is inserted in a column, such as 1/1/2010, Office Access 2010 recognizes it as a date and sets
the data type for the field to Date/Time. If Access doesn't have enough information from what
we enter to guess the data type, the data type is set to Text. The Table 2.4.1 shows how automatic
data type detection works in Datasheet view.

If we type Office Access 2010 creates a data type with afield of
Mary Text

45,000.98 Number, Double

45000 Number, Long Integer

1/12/2009 or 1st December 2009 Date/Time

Table 2.4.1: Default data type by MS Access 2010
2.4.3 Explicitly set the Data Type /Format

If we want to explicitly set the data type and format for a field, overriding the choice that Office
Access 2010 makes, we can do so by using the commands in the Data Type & Formatting group
on the Datasheet tab as shown in Fig. 2.4.2.
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Fig.2.4.2 : Data Type & Formatting Option in Datasheet View

Do the following steps:
(i) On the Field tab, in the Add & Delete group, click Data Type.
(ii) Choose the data type/format of our choice.

When we add a field by typing information into the cell below the Click to Add header, Office
Access 2010 automatically assigns a name to the field. These names start with Field1 for the first
field, Field2 for the second field and so on. It is a good practice to use more descriptive field names.
One can rename the field by right-clicking its header and then clicking Rename Column on the
shortcut menu.

Field names can consist of up to 64 characters (letters or numbers), including spaces. We should try
to give fields descriptive names so that we can easily identify them when we view or edit records.

2.4.4 Add fields by using field templates

A Field Template is a predefined set of characteristics and properties that describes a field. The
field template definition includes a field name, a data type, a setting for the field's format property
and a number of other field properties that, when taken together, form a model that serves as the
basis for creating a new field.

One can use the Field Templates task pane to choose from a list of predefined fields than to
manually create a field. Office Access 2010 comes with a set of built-in field templates that can
save our considerable time when we create fields. To create a new field using a field template, we
display the Field Templates pane and then drag and drop one or more templates to the table that
is opened in Datasheet view.

(i) Open up the table in a Datasheet view.

(ii) On the Field tab, in the Add & Delete group, click More Fields as shown in
point 1, Fig. 2.4.3.

r@d cooe T ' !'_E_xe-rcisl

Home Create External Data Database Tools Fields Table
- -
AB 12 ‘ f ] ;JDatec;Tame
= [ Yes/MNo

Text Number Currency
:, More Fields ~

Add & Delete Properties

Fig. 2.4.3 : Fields & Columns Option in Datasheet View

INFORMATION TECHNOLOGY



Working with Table and Forms A

W

(iif) Select one or more fields in the Field Templates pane and drag them to the table. The fields

appear in the datasheet as shown in Fig. 2.4.4.
Field templates are models, which provide a basis from which we can create a new field. In addition
to creating a new field from a field template, we can also create a new field from an existing field

in another table.
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Fig. 2.4.4 : Field Template in Datasheet View

2.4.5 Add a field from an existing table

If a database contains multiple tables, we can add a field from another table. In a relational database,
we store information in separate subject-based tables and then define relationships to bring the
information together as needed. Office Access 2010 allows user to create a new field by adding it
from another related table or by adding it from another table for which no relationship is created.
We add the field by using the FieldList, which shows us fields available in other tables in our

database.
1) Open and add a field from the Field List pane

(i) Click the File - and then click Open.
(ii) In the Open dialog box, select and open the database.

(iii) Inthe Navigation Pane, double-click the table in which we want to add an existing field.

The table opens in Datasheet view.
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(iv) On the Datasheet tab, in the Fields & Columns group, click Add Existing Fields, as
shown in point 2, Fig. 2.4.3. The Field List pane appears as depicted in Fig. 2.4.5.

Field List >
Fields available in related tables:
[=] Customers Edit Table a
D ]
Company

First Name

Last Name
E-mail Address
Job Title
Business Phone
Home Phone
Mobile Phone
Fax Number

l

Address
City
State/Province
| ZIP/Postal Code =
Fields available in other tables:
[+ Employee Privileges Edit Table
[+ Employees Edit Table
[+ Inventory Transaction Types Edit Table
[+] Order Details Status Edit Table
[+ Privileges Edit Table
[+] Products Edit Table
[+] Purchase Order Details Edit Table
[+ Purchase Order Status Edit Table
[+] Purchase Orders Edit Table
[+ Sales Reports Edit Table
[+ Strings Edit Table
[+ Suppliers Edit Table

Fig. 2.4.5 : FieldList Pane

The Field List pane lists all of the other tables in our database, grouped into categories.

(v) Click the plus sign (+) next to a table to display the list of fields in that table and drag the
field we want from the Field List pane to the table in Datasheet view. The Lookup Wizard
starts. Follow the instruction to complete the wizard.

2.5 SAVE A TABLE

Once a table's fields are added and its design is set, one should save it. When a new table is to be
saved for the first time, a name is to be given to it that describes the information it contains. We
can use up to 64 characters (letters or numbers), including spaces, for example, a table name may
be Customers, Parts Inventory, Products and so on.

To save a table, do any of the following :

(i) Click the File “ and then click Save.
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(ii) Right-click the table's document tab and then click Save on the shortcut menu.
(iif) Click Save on the Quick Access Toolbar.

If we are saving the table for the first time, type a name for the table and then click OK.

2.6 SET THE PRIMARY KEY

The primary key of a table consists of one or more fields that uniquely identify each row we store
in the table. The primary key is never empty or null - there is always a value and it rarely (ideally
never) changes. Access uses primary key fields to quickly bring together data from multiple
tables. We should always specify a primary key for a table. Access automatically creates an index
for the primary key, which helps speed up queries and other operations and ensures that every
record has a value in the primary key field and that it is always unique. For example, we might
have an Employee table where each employee has a unique employee_ID, which can be made as
a primary key of the table.

When we create a new table in Datasheet view, Access automatically creates a primary key for us
and assigns it a field name of ID and the AutoNumber data type. The field is hidden in Datasheet
view, but we can see it if we switch to Design view.

2.6.1 Switch to Design View

To switch to Design View, do any of the following:

(i) Right click the document tab and then click Design View.

(ii) Right-click the table name in the Navigation Pane and then click Design View.
(iif) Click Design View in the Access status bar.

To change or remove the primary key or to set the primary key for a table that doesn't already
have one, we must use Design view.
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Fig.2.6.1 : Design View

1)

When a new table is created without setting a primary key, Access prompts the user to create one.
If we choose Yes, Access creates an ID field that uses the AutoNumber data type to provide a
unique value for each record. If the table already includes a AutoNumber field, Access uses it as
the primary key. Do the following:

Set or change the primary key

(i) Open the table in Design view.

(ii) Select the field or fields we want to use as the primary key. To select one field, click the row
selector for the field we want. To select more than one field, hold down the CTRL key and
then click the row selector for each field.

(iif) On Design tab in Tools group, click Primary Key as shown in Fig. 2.6.1, point 1. A key indicator
is added to the left of the field or fields that we specify as the primary key.

2) Remove the primary key

(i) Open the table in Design view.

(ii) Click the row selector for the current primary key. If the primary key consists of a single

field, click the row selector for that field. If the primary key consists of multiple fields, click
the row selector for any field in the primary key.

(iif) On the Design tab, in the Tools group, click Primary Key. (point 1, Fig. 2.6.1).
The key indicator is removed from the field or fields we previously specified as the primary key.

2.7 SET FIELD PROPERTIES

One can control the appearance of information, prevent incorrect entries, specify default values,
speed up searching and sorting and control other appearance or behavior characteristics by setting
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field properties. For example, we can format numbers to make them easier to read or we can define
a validation rule that must be satisfied for information to be entered in a field.

The data type of the field determines the properties we can set. For example, the Format, InputMask
and Caption properties affect how our information appears in table and query datasheets. In
addition, any controls on new forms and reports that are based on the fields in the table inherit
these same property settings by default.

1) Set afield property for a table in Datasheet view
(i) Open the table in Datasheet view.
(ii) Click in the field for which we want to set the property.

(iii) On the Field tab, in the Field Validation group, select one of the following commands
in Fig. 2.7.1:

m  Unique - Sets the Indexed property.

m  Is Required - Toggles the setting of the Required property. If it was set to Yes, it is
set to No. If it was set to No, it is set to Yes.

Filds | Tabl

fﬁ ﬁ @ matpe et v ] R
F © st Fomating v [] Unigue
Woddy Modfy  blemo A Validation
Lookups Erpresson Setings %o et O
Popetes Fomattng Fied Vaidation

Fig.2.7.1: Datasheet View

We can set only a few of the available field properties in Datasheet view. To set additional
field properties, we must open the table in Design view. To have access to and set the complete
list of field properties, we must use Design view.

2) Set afield property for a Table in Design view
(i) Open the table in Design view.

ii) In the upper portion of the table Design grid, click the field for which we want to set
pper p gn gr
properties (or move to the field by using the arrow keys).

(iii) Access displays the properties for this field in the lower portion of the table Design grid.
The data type of the field determines the properties we can set.

(iv) In the lower portion of the window, under Field Properties, (point 2, Fig. 2.6.1) click
the box for the field property we want to set. Alternatively, we can press F6 and then
move to the property by using the arrow keys.
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(v) Type a setting for the property or, if an arrow appears at the right side of the property
box, click the arrow to choose from a list of settings for the property. The following
Table2.7.1 lists the available field properties.

Use this Field Property |To

Field Size Set the maximum size for data stored as a Text, Number or
AutoNumber data type.

New Values Set whether an AutoNumber field is incremented or assigned arandom
value.

Format Customize the way the field appears when displayed or printed.

Caption Set the text displayed by default in labels for forms, reports and queries.

Indexed Speed up access to data in this field by creating and using an index.

Smart Tags Attach a smart tag to this field.

Text Align Specify the default alignment of text within a control.

Table2.7.1: Field Property
To save the changes made, do any of the following:
(i) Click Save on the Quick Access Toolbar.

(if) Right-click the table's document tab and then click Save on the shortcut menu.

(if) Click the File “ and then click Save.

The following table provides additional information about the FieldSize, Format and New Values
field properties.

2.8 SET TABLE PROPERTIES

In addition to field properties, we can set properties that apply to an entire table and to entire
records. We set these properties in the table's property sheet.

1) Seta Table property
(i) Open the table in Design view.

(ii) On the Design tab, in the Tools group, click Property Sheet (point 3, Fig. 2.6.1). The
table's property sheet is displayed.

(iii) Click the box for the property we want to set and type a setting for it as shown in
Fig. 2.8.1.
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Property Sheet X
Selection type: Table Properties
General
Display Views on SharePoint Follow Database Setting |I]
Subdatasheet Expanded No
Subdatasheet Height 0"
Orientation Left-to-Right
Description
Default View Datasheet

Validation Rule

Validation Text

Filter

Order By

Subdatasheet Name [Auto]
Link Child Fields

Link Master Fields

Filter On Load No
Order By On Load Yes

Fig. 2.8.1: Property Sheet
The following Table 2.8.2 lists the available table properties.

Use this Table Property To

Display Views On Share Point | Specify whether forms and reports associated with this table
should be available on the View menu in Windows Share
Point Services if the database is published to a SharePoint site.

Subdatasheet Expanded Set whether to expand all subdatasheets when we open the
table.
Subdatasheet Height Specify whether to expand to show all available subdatasheet

rows (the default) when opened or set the height of the
subdatasheet window to show when opened.

Orientation Set the view orientation, according to whether our language is
read left-to-right or right-to-left.

Description Provide a description of the table.

Default View Set Datasheet, Pivot Table or PivotChart as the default view
when we open the table.

Validation Rule Supply an expression that must be true whenever we add a
record or change a record.

Validation Text Enter text that appears when a record violates the Validation

Rule expression.
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Filter Define criteria to display only matching rows in Datasheet
view.

OrderBy Select one or more fields to specify the default sort order of
rows in Datasheet view.

SubdatasheetName Specify whether a subdatasheet should appear in Datasheet
view and if so, which table or query should supply the rows
in the subdatasheet.

LinkChildFields List the fields in the table or query used for the subdatasheet
that match this table's primary key field(s).

LinkMasterFields List the primary key field(s) in this table that match the child
fields for the subdatasheet.

FilterOnLoad Automatically apply the filter criteria in the Filter property
(by setting to Yes) when the table is opened in Datasheet
view.

OrderByOnLoad Automatically apply the sort criteria in the OrderBy property
(by setting to Yes) when the table is opened in Datasheet
view.

Table 2.8.2 : Table Properties in /Access

To save the changes made, do any of the following:
(i) Click Save on the Quick Access Toolbar.
(ii) Right-click the table's document tab and then click Save on the shortcut menu.

(iif) Click the File n and then click Save.
2.9 DELETING A TABLE

If we have a table we don't need anymore, we can remove it from our database. Because we cannot
delete a table if it is opened, we must first close it. To remove a table from our database, do any
of the following;:

(i) Inthe Navigation Pane, right click the table and click Delete.

(ii) In the Navigation Pane, click the table to select it. Then, on the Ribbon, click Home. In the
Records group, click Delete.

(iif) In the Navigation Pane, click the table to select it and press Delete.

2.10 RENAMING A TABLE

If for some reason, the name of the table is to be changed, it can be done by right-clicking the table
in the Navigation Pane and clicking Rename.

Sources:
[1] httpy//cisnet.baruch.cuny.edu/holowczak/classes/2200/access/accessall.html
[2] Microsoft Office Access Help
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2.11 CREATING FORMS

This topic deals with forms, their importance, general types of forms available under MS-Access
and how to create simple form using form wizard and form design view. It also put focus on the
various controls, their types and properties which could be used while designing a form using form
design view. The chapter also explores the topic on how to insert controls in a form.

2.11.1 Introduction

Although Access provides a convenient spreadsheet-style datasheet view for entering data, itis not
anideal tool for safe and secured data entry. In such situation Microsoft Access 2010 offers a facility
called forms through which the user can enter data to their respective databases. A form provides
the user with a better interface to work with. Microsoft Access 2010 form offers many new options
for creating a form which make form creation much easier. Generally forms can be created using the
form wizard or by opting for form design view where the user needs to create the form manually.
The form should be created in such a way that it reflects its user friendliness and the user should
feel at ease while using it.

2.11.2 Definition

A form is a database object that the user can use to enter, edit, display data from a table or a query.
The user can use the forms to control access of data in a database.

2.11.3 Form and Its Types

As mentioned above, the user can create a form in MS-Access in either of the following two ways:-

m  Choose the Form Wizard provided by Microsoft Access. Opting for form wizard make the
form creation an easy task. But the form thus created is very simple with little options.

m  Create form from scratch using Form Design view. Opting for form design view provides the
user with more controls to customize and design the form in a complex yet effective way.

The general types of forms that MS-Access offers are as follows:-
2.11.3.1 Simple Form

This is the simplest and most common type of form available in MS-Access. It lets the user create a
form that lets him / her to enter information for one record at a time.

2.11.3.2 Split Form

This form lets the user see the datasheet in the upper section and a form in the lower section for
entering information about the record selected in the datasheet.

2.11.3.3 Multiple Items
This form lets the user to see multiple records in a datasheet, with one record per row.
2.11.3.4 Blank Form

This form lets the user start with a blank form and then add fields and other controls manually.
2.11.3.5 PivotChart

PivotChart lets the user create a PivotChart form.
2.11.3.6 Form Wizard

Form wizard lets the user create a form instantly using step by step instructions.

&

.
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2.11.3.7 Datasheet

Datasheet lets the user see a form in a datasheet view. The user can see the data in arow and column
format in which the user can provide limit on which fields are displayed and editable.

2.11.3.8 Modal Dialog

Modal Dialog lets the user create a dialog box which may be used by a user to host or carry other
controls. A dialog box is characterized as modal if the user must close it before continuing with
another task on the same application.

2.11.3.9 PivotTable

In MS-Access 2010 the user instead of creating PivotTable forms, can open an existing form in
PivotTable view and build the layout of the view or use the PivotTable wizard to help you design
the PivotTable view for a new form.

2.11.3.10 Form Design

Form Design lets the user create a blank from and displays it in design view.

2.11.4 General Steps to create a form

The general steps to create a form in MS-Access are as follows:-

m  Choose the table or query for creating the form.

®  Specify the type of form by selecting from Forms option under Create menu tab.
®m  The user may need to provide necessary details for successful creation of form.

m  For activities adding records, editing records, etc., the user may switch to form view. And for
customization of form, the user may go to design view.

m  After the creation, the newly created form should be saved under a meaningful and valid
name.

2.11.5 Create a Form using Form Wizard

Form wizard may be used by a user to automatically create a simple form. Although, the form
wizard provides less control in creating a form but the user has the option to customize using form

design view.

Source:

Database : Northwind 2010
Table : Customers
Steps:-

1. Onthe Create tab, in the Forms group, click More Forms and choose Form Wizard as shown
in Fig. 2.11.1.
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Fig. 2.11.1: Form Wizard (i)

2. Now, specify the table or query for which the user wants to create the form as shown in
Fig. 2.11.2.

.| Which fields do you want on your form?

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

Table: Employee Privieges Fields:
Table: Employees

Table: Inventory Transaction Types

Table: Inventory Transactions

Table: Invoices

Table: Order Details

Table: Order Details Status

Table: Orders

Table: Orders Status b

T IO T T ]

Fig. 2.11.2: Form Wizard (i1)

After choosing the table or query, the user will see a screen similar to Fig. 2.11.3 as shown below:-
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Form Wizard

-_Ia' Which fields do you want on your form?

i o= — " You can choose from more than one table or query.

[ome ] o0 [Cet> J[ oo ]

Fig. 2.11.3: Form Wizard (iii)

After selecting the desired field(s) from the table or query, the following screen will appear as shown
inFig. 2.11.4.

E

rFonnWizard
What layout would you like for your form?

[

g

000000
JiE

|
|
i

| concel |[ <Bok [ mext> ][ mnsh |

Fig. 2.11.4: Form Wizard (iv)
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Here, the user needs to specify the form layouts which are as follows:-
Columnar: By default, the form layout is Columnar as shown in Fig. 2.11.4.

Tabular: As shown in Fig. 2.11.5.

Form Wizard

What layout would you like for your form?

Fig. 2.11.5: Form Wizard (v)
Datasheet: As shown in Fig. 2.11.6.

Form Wizard
What layout would you like for your form?

Il
Il
Il
Il

[—— i —— N —— N —]
—

= 0| V= =
—
| s |
[ —]
=
=
| s—
—=
—
—==a

I
m
l

— —
| s— Y — |
: 3 L 1 K 1 = = =3
— =3
= =3
= =3

[0
0]
Il

)
j

jaannn
Jaaa00
Jaamnt
Jaaugy
JAARI0

[ conce | <dok [ mext> |[ emen |

= |

Fig.2.11.6: Form Wizard (vi)
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Justified: As shown in Fig. 2.11.7.

I =1

What layout would you like for your form?

| Cancel | <ok || Newt> ][ posn |
I=I
Fig. 2.11.7: Form Wizard (vii)

4. The user may then specify the title of the form and may further specify whether they want
to open the newly created form in form view to carry out form related activities like addition

of records, editing existing records, etc or to modify the form in form design view for further
customization as shown in Fig. 2.11.8.

Form Wizard

What title do you want for your form?
-

maumummmmm
Do you want to open the form or modify the form's design?

@ Open the form to view or enter information.
() Maodify the form's design.

Fig. 2.11.8 : Form Wizard (viii)
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After making the choice, the user can click Finish to see a screen similar to the Fig. 2.11.9.

|
Company [CompanvA |
Last Name |Bedecs |
First Name Imma | Attachments
E-mail Address l |
Job Title (owner |
Business Phone [1123]555-0100 |
Home Phone | | 1
Mobile Phone | |
Fax Number |(123)555—0101 |
Address 123 1st Street
city seattle |
zIp/Postal Code 99999 |
State/Province  [WA |
Country/Region [USA |
Web Page [ | -
Record: 4« 10f29 | b M b: | G o Fiier | Search T —

Fig. 2.11.9 : Resultant Screen

The user

may use the form view available under Forms Group of Create tab as shown in

Fig. 2.12.1.

Aldo-o-iw Nortmeng : Database [Access 2007) - Microsoft Access
Rl o oo teeioms  Cosbwetoss  Acsew

Pats
Templates

Apobiation  Table Table SharePount

A 38D RS B0 EELNT BRI

Fform Form Blank

Design  Listi*  Wizaed Deign  Form QH-'- Deiign Report 73 it Basic
Tabies Quanes Formy Reporty Macres & Code

Source:
Database
Table

Fig.2.12.1: 'Form' option

Northwind 2010

Customers
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Steps:-

1. Select the desired table or query for the form to be created.

2. Click the Form view option available under Forms group of Create tab as shown in Fig. 2.12.1.
3. The user will be shown a screen similar to Fig. 2.12.2.

T Erer—

=T — Company [ company 1 | ey | Portlang
Ol Cumtimai Liat Lagt Marne '_u_u_«;.n | State/Province | OR
ol Ovder Datain - r
A - Firit Name | Ehizatmeth | me/postal Code [oavwe
B Purcha ¥ -l Addreas | country/megion [usa
Shippens r | sob Trtie | Burchating Representative E Web Page
T L

I E Butiness Phone | (1233880200 | mones
| Sepportiog Objects T ‘

=

Mobile Phone | | Attachments

Fig.2.12.2: Form Design Screen

4. The user may further go to design view to customize the form as per the requirements.

Now, before proceeding with the creation of form through design view, the user needs to
understand the various form controls that are available to them for placing in the form as per
the field types.

Control is an object on a form such as labels, text boxes, buttons etc.

The various form controls available under Control group, as shown in Table 2.13.1, are as follows:-

Logo ﬁ Lets the user to insert a picture into the form.
Title _@ Lets the user specify a title of the form.
Insert Page Number B Lets the user insert page number.

Date & Time % Insert current date and time.
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Text Box fabl Displays and allows users to edit data.

Label Aa Displays static text that typically doesn't change.

Button [00x] Also called acommand button. Calls macros or runs VBA code

- when clicked.

Combo Box :E A drop-down list of values.

List Box B | Alistof values that is always displayed on the form or report.

Subform / Subreport Displays another form or report within the main form or
report.

Line \\ A graphical line of variable thickness and color, which is used
for separation.

Rectangle ] A rectangle can be any color or size or can be filled in or blank;
the rectangle is used for emphasis.

Bound Object Frame [ﬁ This frame holds an OLE object or embedded picture that is
tied to a table field.

Option Group [ | Holds multiple option buttons, check boxes or toggle buttons.

Check Box =i A two-state control, shown as a square that contains a check
mark if it's on and an empty square if it's off.

Option Button ® | Also called aradio button, this button is displayed as a circle
with a dot when the option is on.

Toggle Button = This is a two-state button-up or down-which usually uses
pictures or icons instead of text to display different states.

Tab Control (3 Displays multiple pages in a file folder type interface.

Insert Page | Adds a "page" on the form or report. Additional controls are

~ | added to the page and multiple pages may exist on the same

form.

Insert Chart ih This chart displays data in a graphical format.
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Unbound Object
Frame

This frame holds an OLE object or embedded picture that is
nottied to a table field and can include graphs, pictures, sound
files and video.

Image | Displays a bitmap picture with very little overhead.

Insert or Remove s This is usually used for reports and indicates a physical page

Page Break | break.

Insert Hyperlink o % | This control creates a link to Web page, a picture, an e-mail
address or a program.

Attachment 0 This control manages attachments for the Attachment data
type.

Line Thickness This control is used to specify the line thickness.

Line Type This control is used to specify the line type.

Line Color This control is used to specify the line color.

Special Effect = This control is used to specify special effect for a control on a
form like flat, raised etc.

Set Control Defaults This control doesn't add a control to a form. Instead, it
determines whether a wizard is automatically activated when

| youadd certain controls.

Note: The Option Group, Combo Box, List Box, Subform /
Subreport, Bound and Unbound Object Frame and Command
Button controls all have wizards that Access starts when the
user add a new control.

Select All ?‘ This control is used to select all the control present on a form.

Select ~ | This control is used to select a particular control present on a

| form.

Control Wizard .:-;:\.

Insert ActiveX ;;( This control is used to insert ActiveX controls like RealPlayer

Control G2 Controls, Windows Media Player, Yahoo! Toolbar etc.

INFORMATION TECHNOLOGY




Working with Table and Forms ©

2.13.1 Types of Controls

These are the three basic categories of controls available under MS-Access, which are as follows:-

Bound Controls: Bound controls are those controls which are bound to a table field. When the user
enters a value into a bound control, Access automatically updates the table field in the current record.
Most of the controls that let the user enter information can be bound. These include OLE (Object
Linking and Embedding) fields. Controls can be bound to most data types, including text, dates,
numbers, Yes / No, pictures and memo fields.

Unbound Controls: Unbound controls are those controls which retain the entered value, but they
don't update any table fields. The user can use these controls for text label display, for controls
such as lines and rectangles or for holding unbound OLE objects (such as bitmap pictures or logo)
that aren't stored in a table but on the form itself. Unbound controls are also known as variables or
memory variables.

Calculated Controls: Calculated controls are those controls which are based on expressions, such
as functions or calculations. Calculated controls are also unbound because they don't update table
fields. An example of a calculated control is =[Quantity] x [Price]. This control calculates the total
of two table fields for display on a form but is not bound to any table field.

There are two ways to add a control in a form which is as follows:

m  User may click a button in the Design ribbon's Controls group and draw a new unbound
control on the form.

m  User may drag a field from the Field List to add a bound control to the form.

A bound control is one thatis linked to a table field, while an unbound control is one thatis not bound
to a table field. A control bound to a table places the data directly into the table by using the form.

2.13.2 Properties

Properties are named attributes of controls, fields or database objects that are used to modify the
characteristics of a control, field or object. Examples of these attributes are the size, color, appearance
or name of an object. Properties are used extensively in forms and reports to change the characteristics
of controls. Each control on the form has properties. The form itself also has properties. A property
canalso modify the behavior of a control, determining, for example, whether the control is read-only
or editable and visible or not visible.

Properties are display in a property sheet also called property window. Whenever a user clicks any
control present on the form, the property sheet shows the related properties of that control. The
users can then change or modify the associated properties of that control from the property sheet.
The property sheet groups the types of property of an associated control and presents them to the
user under specific tabs which are as follows:-

Format: These properties determine how a label or value looks: font, size, color, special effects,
borders and scroll bars.

Data: These properties affect how a value is displayed and the data source it is bound to: control
source, input masks, validation, default value and other data type properties.

Event: Event properties are named events, such as clicking a mouse button, adding a record, pressing
a key for which you can define a response (in the form of a call to a macro or a VBA procedure) and
SO On.

Other: Other properties show additional characteristics of the control, such as the name of the control
or the description that displays in the status bar.

All: It lets the user see all the properties for a control.

&

.
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2.14.1 Insert Logo

1. Click Logo option under Header / Footer group. The user will be prompted to specify image
or picture as shown in Fig. 2.14.1.

=
@ Insert Picture “‘
@Q'I L b Librares » Pictures » Sample Pictures '|‘r|. Search Sample Picture 2
Qrganize = Mew folder = = [ 0
(A] Microsof Access Pictures library ki b - FoN >
Sample Pictures
W Favorites
Bl Desktop .
B Downloads
& Recent Places
Chrysanthemum Hydrangeas Jeibyfish
-4 Libranes
 Documents A &
o Music S i
= Pictures ‘ | WR
B videos Logo ICAI Name
Tl .
o3, Homegreup . m o
Filepame: Logo ICAI v | Web-Ready Image Files -
Tools ~ ok |v] [ cance J

Fig. 2.14.1: Insert Logo (i)
2. After choosing an image or picture, the user will be required to click Open.

3. When the user will click Open, picture will be inserted in the Form Header section as shown
in Fig. 2.14.2.

[ R

e Aa=oeEm. B

- mm.,.,

Fzg 2.14.2: Insert Logo (zz)
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Note: The user may move the image or picture used as a logo from Form Header section to Detail
section, as per requirement.

2.14.2 Insert Title

1. Click Title option under Header / Footer group. The user will be prompted to specify a title
on the Form Header section as shown in Fig. 2.14.3.

iy & DI 8 TR B ARSI

Customer Master Screen

Fig.2.14.3: Insert Title
2.14.3 Insert Date & Time

1. Click Insert Date & Time option under Header / Footer group. The user will be prompted to
specify some additional information as shown in Fig. 2.14.4.
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Date and Time

Fig. 2.14.4: Insert 'Date & Time'

2. After providing additional information as per requirement, the user will be shown a screen
similar to Fig. 2.14.5 (A) in form design view. The output will be shown in form view as shown
in Fig. 2.14.5 (B).

Fig. 2.14.5 (A): Form Header (i)

Fig. 2.14.5 (B): Form Header (ii)
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2.14.4 Insert Label
1. Click Label option under Controls group.

2. Draw a Label in Detail section as shown in Fig. 2.14.6 (A) (Form Design View) and
Fig. 2.14.6 (B) (Form View):

|

Fig.2.14.6 (A): Insert Lable (i)

Labels used during Creation
of Form in Form Design View

Fig.2.14.6 (B): Insert Lable (ii)
2.14.5 Insert Text Box

To add unbound Text Box
1. Click Text Box option under Controls group.

2. Draw a text box in Detail section as shown in Fig. 2.14.7.

Fig.2.14.7: Insert Text Box (i)
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To add bound Text Box
1. Click Add Existing Fields option under Tools group as shown in Fig. 2.14.8.

A= D LT ey
Bl o o bmeom  commitin e | Cogn | demg  Pess -9
= Ee . ‘@~ EE=t
e Woemer (] gnes < |L}FE‘4“_IJ‘H5A::. ;u-.—.‘n— “'.;."..."'(.:’:"J’.‘.%

Fig. 2.14.8: Add Existing Fields

2. After clicking Add Existing Fields option, a screen similar to Fig. 2.14.9 will be shown to the
user:-

Field List x

Fields available in other tables:

= Customers Edit Table | &
D m

Company
Last Name
First Name
E-mail Address
Job Title
Business Phone
Home Phane
Mobile Phone
Fax Number =
Address
City
State/Province
ZIP/Postal Code
Country/Region
Web Page
Notes

[# Attachments

Fig. 2.14.9: Field List Dialog Box

3. Theuser may drag and drop the required fields in the detail section form the Field List dialog
box showing Fig. 2.14.9. The user will be shown in Fig. 2.14.10 (A) (Form Design View) and
Fig. 2.14.10 (B) (Form View):

-; Form Header

i

Fig. 2.14.10 (A): Form Design View of Text Box
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o

Customer Master Screen

W

Thursday, March 04, 2010
12:59:26 PM

ID: 1
Last Name: Roberts | First Name: :J\nna

E-mail Address: :anna@vahoo.norrl

Fig. 2.14.10 (B): Form view of Text Box
2.14.6 Insert Button

Insert Unbound Button
1. Click Button option under Controls group.
2. Draw a button in the Details section as shown in Fig. 2.14.11.

Fig. 2.14.11: Insert Button

3. Provide a meaningful name to the newly created Button as shown in Fig. 2.14.12 (A) (Form
Design View) and Fig. 2.14.12 (B) (Form View):

Fig.2.14.12 (A): Naming a Button
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Fig. 2.14.12 (B): Form view of Button
Events Associated with a Button

The user may attach an event procedure on an activity associated with the button as follow:-

On Click

On Got Focus
On Lost Focus
On Dbl (Double)Click
On Mouse Down
On Mouse Up
On Mouse Move
On Key Down
On Key Up

On Key Press

On Enter

On Exit

As stated in the above sections, events are procedures which get triggered on an associated activity
of a control.

Insert bound Button

1. Before clicking the Button option under Controls groups, the user must ensure that the Use
Control Wizard option under Controls group is activated. Use Control Wizard is a toggle
button, once clicking it wick activate it and another time clicking with deactivate it.

2. Click the Button option under Controls groups.

3. Draw the Button in the Details section of the form. The user will see a screen similar to
Fig. 2.14.13.

Command Button Wizard

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

“ Different actions are avalable for each categary.

Go To Last Record
Go To Next Record
Go To Previous Record

Cancel | Next > J| Erish |

Fig. 2.14.13: Command Button Wizard (i)
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4.

5.

The user needs to specify the Category and associated Action related with the newly created
Button. Following table lists all the categories and associated actions to be found under

Command Button Wizard:-

Categories

Actions

Record Navigation

Find Next

Find Record

Go to First Record

Go to Last Record

Go to Next Record

Go to Previous Record

Record Operations

Add New Record
Delete Record

Duplicate Record
Print Record
Save Record
Undo Record

Form Operations

Apply Form Filter
Close Form

Open Form

Print a Form

Print Current Form
Refresh Form Data

Report Operations

Mail Report

Open Report
Preview Report
Print Report

Send Report to File

Application

Quit Application

Miscellaneous

Auto Dialer
Print Table
Run Macro
Run Query

Table 2.14.1: Command Button Categories & Actions

After specifying the category and associated action related with the newly created Button,
the user will be shown the following Fig. 2.14.14.

R
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Command Button Wizard

Do you want text or a picture on the button?

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

™) Text: MNext Record

IEI EiCthE: ‘ Arrow R‘Ight | Bf_ﬂWSE--- |

[ | shaw all Pictures

Cancel || < Back H Mext = ] | Finish

Fig. 2.14.14: Command Button Wizard (ii)

6. The user may specify to use text or a picture on the button as per the requirements. Further,
the user will be shown the following Fig. 2.14.14.

Command Button Wizard

What do you want to name the button?

& meaningful name will help you to refer to the button later.

Mext_Record_Button|

That's all the information the wizard needs to create your
command button, Mote: This wizard creates embedded
macros that cannot run or be edited in Access 2003 and
earlier versions.

Coma ) [ma ] oo

Fig. 2.14.15: Command Button Wizard (iii)
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7. The user needs to give a meaningful name to the Button which could be user in future to refer
to the button control as shown in Fig. 2.14.15.
8.  Click Finish to close the wizard.
2.14.7 Insert Combo Box
1. Click the Combo Box option under Controls group.
2. Draw the Combo Box in the Details section of the form. The user will see a screen similar to
Fig. 2.14.16.
| RTINS
]
1
2
Fig. 2.14.16: Insert Combo Box (i)
3. Select the concerned Combo Box control and click the Property Sheet option under Tools
group.
4. On the Property Sheet, Click the Data Tab.
5. As shown in Fig. 2.14.17, under Row Source Type of Property Sheet, select Value List to

supply user defined values to the Combo Box control. Alternatively, the user may also select
Table / Query or Field List to associate the Combo Box control with desired table and field.

Fig. 2.14.17: Insert Combo Box (ii)
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6. Selecting Row Source will show the user a screen similar to Fig. 2.14.18.

Type each item on a separate ine:
New Delhi

Calcutta

Mumbai

Chennai

New York

Canada

Brazil

Beriin
Tokyo|

Default Value: E]

Fig. 2.14.18: Insert Combo Box (iii)

7. The user needs to type in the items that the user wishes to include in the Combo Box control
as shown in Fig 2.14.18.

8.  Click OK and see the output in Form View as shown in Fig. 2.14.19:

Fig. 2.14.19: Insert Combo Box (iv)

2.14.8 Insert List Box

1. Click the List Box option under Controls group.

2.  Draw the List Box in the Details section of the form. The user will see a screen similar to
Fig. 2.14.20.
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Fig. 2.14.20: Insert List Box (i)
3.  Select the concerned List Box control and click the Property Sheet option under Tools group.
4. On the Property Sheet, Click the Data Tab.

5. Asshownin Fig. 2.14.20, under Row Source Type of Property Sheet, select Value List to supply
user defined values to the List Box control. Alternatively, the user may also select Table /
Query or Field List to associate the List Box control with desired table and field.

6. Selecting Row Source will show the user a screen similar to Fig. 2.14.21:

Edit List ltems

Type each item on a separate line:
New Delhi

Calcutta

Mumbai

Chennai

New York

Canada

Brazi

Beriin
Tokyo|

Fig. 2.14.21: Insert List Box (ii)

7. The user needs to type in the items that the user wishes to include in the List Box control as
shown in Fig. 2.14.21.

8. Click OK and see the output in Form View as shown in Fig. 2.14.22:
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Fig. 2.14.22: Insert List Box (iii)
2.14.9 Insert Check Box, Option Button and Toggle Button

Bound Controls:

1. Create a table name Membership_Statistics with the structure as shown in Fig. 2.14.23:

Mem ber_NarneI

'Membership_Type

 Membership_Fee

Membership_Status

Field Properties

General |Lookup

Field Size

Default Value
Validation Rule
Validation Text

Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Smart Tags

255

Yes

No
Yes

No Control
None

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

Fig. 2.14.23: Insert Bound Controls (i)
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2. Add the following data as shown in Fig. 2.14.24:

Fig. 2.14.24: Insert Bound Controls (ii)

3. Save and close the table.
4. Open a form in design view and click the field list pane as shown in Fig. 2.14.25:

BEl < oo creniom  owmmetes  sosw | g | y =@

2 E B «=0eEn; :'am_ as.

Fig. 2.14.25: Insert Bound Controls (iii)

5. Add the fields from field list pane one by one. The user will see a screen similar to
Fig. 2.14.26:
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| ) toma " X | Field List !l!
i g - ¥ r : o gk c 9 - i m i . i § - i . i = | Ferkds svailable for thi wew
R, =

Mempet_Number

Kemoer Name

{ hiemberihip_Type

Member_Ngmber: Member_Number Memeerihip Fee
] Memberihip, Status

Member_MName: Member_Name

MQI’H!}QIU‘UI’ _Type Membership_Type

Membership_fee: Membership_Fee

v .wmlp_fditui

e e e e

i Frelds avaidabit @ other tables
= [ + Customen E
+ [mployee Pronieger £ b
# Employers Eadt Tab
i
i

»

& Inwentory Transaction Types »
+ Ireentony Trantaction 3t Table

.

»

+ Irwosces Ean Tabie
+ Order Details Eaut Tab

{ Show o fedl P a0 s Lirond s

Fig. 2.14.26: Insert Bound Controls (iv)

Note: Depending on the setting of the field's Display Control property, a check box, a text box or a
combo box is created and bound to the field. When the user creates a new Yes/No field in a table,
the default setting of the field's Display Control property is Check Box.

The form when shown in form view will look similar to Fig. 2.14.27:

Member Numbe: [ P . | Member Mumber [l Verber wember [l
Member_Name Mayur Kumar Mt Name Vi Shinde Mamber_Name Anoj Das Member_Mome Ankur Khairwal
Membership_Type Life Memb ip_Type ] Memterihia_Typs Life Membes Membership_Type Semi Aevraal
Mamberihip_fes 7000 Marmiwritg fes 1%00 Membarship_Fee 7000 Membarship_Fes 1600

7 Membrohip Satus o Memberuhip_ st | Mamberuhip Sstus o Miremberibep SEstun

Fig. 2.14.27: Form in Form View
2.14.10 Insert Option Group

An option group displays alimited set of alternatives and only one option in an option group can be
selected ata time. An option group consists of a group frame and a set of check boxes, toggle buttons
or option buttons. If an option group is bound to a field, only the group frame itself is bound to the
field, not the controls contained inside the frame. Instead of setting the Control Source property
for each control in the option group, the user sets the Option Value property of each control to a
number that is meaningful for the field to which the group frame is bound. When the user selects
an option in an option group, Access sets the value of the field to which the option group is bound
to the value of the selected option's Option Value property. The value of an option group can only
be a number, not text.

INFORMATION TECHNOLOGY



Working with Table and Forms

1. Create a table Customer_Status with the structure as shown in Fig. 2.14.28:

Th field description i optional. It helps you
describe the Nield and iy aio Gnplayed in the
status bar when you select this field on a
form. Press F1 for help on descnptions.

Fig. 2.14.28: Insert Option Group (i)
2. Add the following data as shown in Fig. 2.14.29.

‘101 Mayur Kumar 1

[EE vikasshinde 2
103 Anoj Das 1
104 Ankur Khairwal 3

Fig. 2.14.29: Insert Option Group (ii)
Save and close the table.
Open a form in design view and click the field list pane and select Customer_Status Table.
Add Customer_Number and Customer_Name field from the field list pane.

o Gk W

Now, select option group from Design tab. Add three Option Button and provide name to
them as shown in Fig. 2.14.30:
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S

.

ustomer_Name
..... !...................

Fig. 2.14.30: Insert Option Group (iii)

7. Select the Option Group control and in its property sheet click Data tab. Specify the control
source as Customer_Type as shown in Fig. 2.14.31:
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Moo

MWome  Creste  EstemalDats  DetsbaseTooh  Aoobat | Deugn |

B

= 1A B EEME{]QEQE aw

eew mﬂu.

Fig. 2.14.31: Insert Option Group (iv)

8. Now, click individual Option Buttons and specify their option value as follows:-

Option Button Option Value
General 1
Regular 2
Special 3

9. Select the Form View to see a form similar to Fig. 2.14.32.
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Fig. 2.14.32: Insert Option Group (v)

Note: As the user will go to the next record, the value of Customer Status will change as per the data
entered in the table and the same will be reflected on the form, too.

2.14.11 Insert Image

1. Select the image from Controls under Design tab.

2. Click on insert image, then browse it.

3. Specify the image that user wants to use in the form.

4.  Click the form view to see the output as shown in Fig. 2.14.33.
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T customer St.. [
E Membership_...
Inventory Tra...

Order Details...

Quernyd_Cros...

Quen3
= Customers Q...
@ Products Qu...
= Quem
Queny2
Queryd
Suppliers Qu...
Customers

2 |
=]
I:I Invoices_Cros...
]
|
'}

Customers Sc..
Forml
Form2
Form3

4[

Record: W+ 1of1 | » M i | W tioFilter |[Search
Wi |

Fig. 2.14.33: Insert Image

§

2.14.12 Insert Hyperlink

1. Open aform in design view.

2. Select the hyperlink from controls under Design tab.

3. Specity the text the user wants to have for the hyperlink message along with the file name to
open as shown in Fig. 2.14.34:

Text to display: |ITT Student details. xsx

Fig. 2.14.34: Insert Hyperlink (i)
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4.  Click the Form View to see the output as shown in Fig. 2.14.35.

=
»
‘ The Institute of Chartered Accountants of India
Click to Open
‘[ record: 0« 1af1 | 0w [ o Frer [ Seareh ! S inclows’

o SR = [ e

Fig. 2.14.35: Insert Hyperlink (ii)
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In this chapter, we will learn:

e  Types of queries.

e  General steps in creating a query.

®  Query using query wizard & design view.
e  Sorting a query.

¢  Running & saving query.

° Create parameter query.

e  Creating query using multiple tables.

° Reports & its importance.

e  Types of reports.

®  Stepsincreating areport.

e  Creating a report with the report wizard & design view.

®  Saving & printing report.

At times the data stored in a single table is so large in volume that it becomes difficult for a user to
find specific information. Further, it becomes more complex when two or more tables get involved
in searching specific information. In such situation, it is a good idea to use the concept of queries.
Query is a mechanism for retrieving information from a database and consists of questions presented
to the database in a predefined format. A user may use a query to answer a simple question, to
perform calculations, to combine data from different tables or even to add, change or delete data
from a table(s). A user may use queries to filter the desired data, to perform calculations with the
data and to summarize the data present in table(s). Queries can also be used to supply data for a
form or report. Additionally, queries can also be used to automate many data management tasks
and to review changes in the data before actually committing the changes the user wants to make.
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3.2 DEFINITION

Query can be defined as an operation that extracts record(s) from a database based on a given
condition. A query consists of search criteria expressed in a database language called SQL. For
example, the query can specify that only certain columns or only certain records be included in
a result.

3.3 QUERY AND ITS TYPES

The user can create a query in MS-Access in either of the following two ways:-
®  Choose the Query Wizard provided by Microsoft Access for the ease of user to build a query.
= Create own queries from scratch using query design.

Now, before a user start to build query, he / she should know the general types of queries that
MS-Access offers as follows:-

3.3.1 Select Query

The select query is the simplest and most common type of query available in MS-Access. Such
queries may be used to select and display data from either one or more table(s) depending upon
the requirement. The user-determined criteria convey to the database about the selection of records
from table(s). After the select query is called, it creates a "virtual" table where the data can be
changed one record at a time.

3.3.2 Crosstab Query

Crosstab queries are useful for summarizing information, calculating statistics, spotting bad data
and looking for trends. The results of a crosstab query are read-only - data cannot be added,
edited or deleted in a crosstab result. An aggregate function, such as sum or count, is used to help
summarize the data. At times, the user wants to create a query for some specific purpose such as
to group data into categories and display values in a spreadsheet like format with summary totals.
Such queries can also be used to compare values and observe the trends in the data and to obtain
summary data such as monthly, quarterly, semiannually or annually sales figures.

3.3.3 Action Query

Action query is used to create new table(s), delete rows from existing table(s) and update records or
creating entirely new ones in a table(s). When the action query is called, the database undergoes a
specific action depending on what was specified in the query itself. Action queries are very popular
in data management because they allow for many records to be changed at one time unlike only
single record in a select query. There may be four sub-types of action queries which are as follows:-

®  Append Query: The append query takes the set results of a query and "appends" them to an
existing table. In other words, we can say that, an append query copies specified or all the
records from one table to the bottom of another table. This query is useful when two different
tables with similar structures are used. If the source table has more fields than the target tables,
extra fields are ignored. Moreover, if the source table has fewer fields than the target table,
fields with matching names are updated and any additional fields are left blank.

m  Delete Query: The delete query deletes all records in an underlying table from the set results
of a query. In simpler terms, we can say that, the delete query is used to delete a group of
records that meets specific search criteria. The process for setting up a delete query depends
on whether the user wants to delete records from single table or from multiple tables that
have an established and valid relationship among them.
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®  Make Table Query: The make table query creates a table based on the set results of a query.
In simpler terms, we can say that, the make table query is used to create a new table and
populate it with data from one or more existing tables. By creating a make table query, the
user actually created a backup copy of a table. Moreover, it may be useful, when the user
wants to save delete records in a separate history table for future use. In may also be useful
in situations, where a subset of data needs to be generated as a report and may be created as
a table for exporting to other applications.

m  Update Query: The update query allows for one or more field in table(s) to be updated. In
other words, we can say that, the update query allows the user to make global changes to
data in one or more tables.

3.3.4 Parameter Query

A parameter query is used to pass a parameter to a different query such as an action or a select
query. The parameter can either be a value or a condition. This parameter conveys to the other
query what is supposed to be done. It allows for a dialog box where the end user can enter
whatever parameter value they wish each time the query is run. The parameter query can be seen
as a modified select query.

3.3.5 Aggregate Query

Aggregate query is a special type of query which works on other queries such as selection, action
or parameter but instead of passing a parameter to another query it totals up the items by selected
groups. It essentially creates a summation of any selected attribute in a table. The SQL aggregate
functions available to Microsoft Access are:

® Sum
Avg
Min
Max
First
Last
Group By
Count
StDev
Var
Expression
m Where

3.4 GENERAL STEPS TO CREATE A QUERY

The general steps to create a query in MS-Access are as follows:-

m  Choose the tables or queries as sources of data.

m  Specify the fields that the user wishes to include from the data sources.
m  Optionally, specify criteria to limit the records that the query returns.
]

Run the query to see the results.
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3.5 CREATING SELECT QUERY USING GQUERY WIZARD

Query wizard may be used by a user to automatically create a simple query. Although, the query
wizard provides less control in handling a query but surely, query once created using query wizard
can always be modified using design view.

Before, running the query wizard, the user must ensure that all relationships are created before
hand in case the query is created using two or more tables.

Source:

Database : Northwind 2010
Table . Customers
Steps:-

1. On the Create tab, in the Queries group, click Query Wizard, as shown in Fig. 3.5.1

Create External Data Database Tools New Tab

D RE BECT BRI Bl

e Table SharePoint Query Query Form Form  Blank Report Report Blank Macro
Design  Usts® | Wizaed Design Design Form ' More Forms » Design Repodt ¥ visual Basic

Tables Queries Foms Reports Macros & Code

Fig. 3.5.1: Query Wizard option

2. In the New Query dialog box, click Simple Query Wizard and then click OK, as shown in
Fig.3.5.2.

New Query 7S]

Simple Query Wizard }
Crosstab Query Wizard

Find Duplicates Query Wizard

Find Unmatched Query Wizard

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

Lo | [ concel |

Fig. 3.5.2: New Query Dialog Box
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We will see a screen similar to Fig. 3.5.3 as shown below:-

_
Simple Query Wizard

(<]
I
[camcel ][ <o |[mext> ][ mmsn ]

Fig. 3.5.3: Simple Query Wizard (i)
3. After selecting the desired field(s) from the table, the result is as shown in Fig. 3.5.4.

Simple Query Wizard

Fig. 3.5.4: Simple Query Wizard (i)

The user can add up to 255 fields from as many as 32 tables or queries.
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For each field, the user depending upon the requirement may perform the following two steps:-
®  Under Tables/Queries, click the table or query that contains the field.
®  Under Available Fields, double-click the field to add it to the Selected Fields list.

4. When the user has added all the desired fields, he / she may click Next and may see
Fig. 3.5.5 as follows:
| 4 |

Simple Query Wizard

What title do you want for your query?

Customers Query

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

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

@ iOpen the query to view information,
() Modify the query design.

Concel | [ <gock | e [ Enen |

Fig. 3.5.5: Simple Query Wizard (iii)

Although, the query wizard suggests a query title for the query being prepared still the user may
specify his / her own query title. For this, the user has to type the desired query title inside the
text box provided for the same as shown in Fig. 3.5.5. Moreover, the query wizard provides the
user with a choice to either open the query to view information or to modify the query in query
design view.
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5. The user may click Finish to complete the query wizard and may see the results of the query
as shown in Fig. 3.5.6 as follows:-

- First Name - Address - City - |State/Provir - | ZIP/Postal C - | Country/Reg -
i Bedecs Anna 123 1st Street  Seattle LY usa
2 Gratacos Solsoi Antonio 123 2nd Street Boston A usa,
3 Axen Thomas 123 3rd Street Los Angelas A usa,
4 Lee Christina | 123 ath Street New York NY usa
5 O"Donnell Martin 123 Sth Street Minneapolis MM usa,
6 Pérez-Olaeta Francisco | 123 6th Street Milwaukee wwi usa
7T Xie Ming-Yang 123 7th Street | Boise > usa
8 Andersen Elizabeth | 123 8th Street Portland OR usa,
9 Mortensen Swen 123 9th Street Salt Lake City uT | usa
10 Wacker Roland | 123 10th Street Chicago L L usa
11 Krschne Peter 123 11th Street Miami | FL usa
12 Edwards Johmn 123 12th Street Las Vegas NV usa
13 Ludick Andre 456 13th Street Memphis TN us.a,
14 Grilo Carlos | 456 14th Street Denver co usa
15 Kupkowva Helena 456 15th Street Honolulu H1 | usa
16 Goldschmidt Daniel | 456 16th Street San Francisco CA L usa
17 Bagel Jean Philippe 456 17th Street Seattle WA usa
18 Autier Miconi Catherine 456 18th Street Boston LN usa
19 Eggerer Alexander 789 19th Street Los Angelas L=} s
20 Li George 789 20th Street New York NY usaa
21 Tham Bermard 789 21th Street Minneapolis PN usa
22 Ramos Luciana 789 22th Street Milwaukee Wi Usa
23 Entin Michael 789 23th Street Portland OR usa
24 Hasselberg Jonas 789 24th Street Salt Lake City UT 99999 usa
25 Rodman John 789 25th Street Chicago LS 99999 L usa

[ - o0 st Creoot nas x =
Record: W+« 1 of29 | » m ¥ | dk Mo Filter | [Search | m

Fig. 3.5.6: Resultant Sheet

Now, if the user has included any numeric field (number field) from table(s), the wizard asks the
user, whether, he / she may want the query to return details or summary data. The following
step by step discussion will explain few more options which the user may use for a specific need:-

Source:
Database
Table

1. Step 1 and Step 2 given above for Customers table step by step instruction to be repeated.
After selecting the desired field(s) from the table, the result wil be shown as Fig 3.5.7.

Northwind 2010

Products

Simple Query Wizard

Which fields do you want in your query?

You can choose from more than one table or guery.

!

[ mext> ][ gosn |

Fig. 3.5.7: Simple Query Wizard (iv)
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2. When the user has added all the desired fields, he / she may click Next and may see
Fig. 3.5.8 as follows:-

Simple Query Wizard

Would you like a detail or summary query?
Qpﬂmcmyhﬂnfmmﬂ)
© summary

I Summary Options ...

Fig. 3.5.8: Simple Query Wizard (v)

The user will be provided with two choices and are supposed to do one of the following activities:-

m  [f the user wishes to see individual records, they will be required to click Details and further,
the user will be required to go directly to step 5.

m  [f the user wishes to see summarized numeric data, such as averages, they will be required
to click Summary, followed by Summary Options as shown in Fig. 3.5.9.

Simple Query Wizard
Would you like a detail or summary query?
@Qetﬂ(dmeva’yﬂﬁdofemremrd}
[ Summary Options ... |

| cancel || <Bak |[ mext> |[ Emsh |

Fig. 3.5.9: Simple Query Wizard (vi)
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3.  The following Fig. 3.5.10 will be provided to the user for further inputs, when the user will
click Summary Options:-

-

Summary Options

Field

What summary values would you like calculated?

Sum Avg Min Max

List Price

[ o |

B 00O O

| Countrecords in
Products

Fig. 3.5.10: Summary Options (i)

4. Inthe Summary Options dialog box, the user will be required to specify which fields he or she
wants to summarize and how the user wants to summarize the data. Only number fields will
be listed in the dialog box. For each number field, the user may choose one of the following

functions:

®  Sum: If the user wants that the query should returns the sum of all the values of the field.

®m  Avg: If the user wants that the query should returns the average of the values of the field.

= Min: If the user wants that the query should returns the smallest value of the field.

®  Max: If the user wants that the query should returns the largest value of the field.

After providing all the necessary details, the user will be required to click ok as shown in

Fig 3.5.11.
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I

r

Summary Options
What summary values would you like calaulated?

Field

Sum Avg Min Max

List Price

vl @ F [

Count records in
Products

Fig. 3.5.11: Summary Options (ii)

The user will be taken to figure 4.9, where the user will be required to click Next.

The user will be required to perform Step 4 and Step 5 given above for Customers table step
by step instructions. The resultant screen will look as shown in Fig. 3.5.12.

- PVde I.ICI:COCIE

NWTCO-3
NWTCO-4
NWTO-5
NWTJP-6
NWTDFN-7
NWTS-8
NWTDFN-14
NWTCFV-17
NWTBGM-19
NWTIP-6
NWTBGM-21
NWTB-34
NWTCM-40
NWTSO-41
NWTB-43
NWTCA-48
NWTDFN-51
NWTG-52
NWTP-56
NWTP-57
NWTS-65
NWTS-66
NWTD-72
NWTDFN-74

Product Name -

 Northwind Traders Chai

Northwind Traders Syrup

MNorthwind Traders Cajun Seasoning
Northwind Traders Olive Oil

Northwind Traders Boysenberry Spread
Northwind Traders Dried Pears
Northwind Traders Curry Sauce

| Northwind Traders Walnuts

Northwind Traders Fruit Cocktail

| Northwind Traders Chocolate Biscuits Mix

Northwind Traders Marmalade
Northwind Traders Scones
Northwind Traders Beer

' Northwind Traders Crab Meat

Northwind Traders Clam Chowder
Northwind Traders Coffee

| Northwind Traders Chocolate

MNorthwind Traders Dried Apples
Northwind Traders Long Grain Rice
Northwind Traders Gnocchi
Northwind Traders Rawvioli
Northwind Traders Hot Pepper Sauce
Northwind Traders Tomato Sauce
MNorthwind Traders Mozzarella

| Northwind Traders Almonds

Quantity Per Unit

10 boxes x 20 bags

12 - 550 ml bottles
48 - 6 oz jars
36 boxes

|12 - 8 oz jars

12 -1 1b pkgs.
12 - 12 oz jars

|40 - 100 g pkgs.

15.25 0Z

|10 boxes x 12 pieces

30 gift boxes
24 pkgs. x 4 pieces
24 - 12 oz bottles

24 -4 oz tins

12 - 12 oz cans
16 - 500 g tins

|10 pkgs
|50 - 300 g pkgs.

16 - 2 kg boxes
24 - 250 g pkgs.

|24 - 250 g pkgs.
32 - 8 0z bottles
|24- 8oz jars

24 - 200 g pkgs.

|5 kg pkg-

17

~ | Sum Of List Price ~

v o W
Record: 4 <« 1of45 | » M ¢

I ‘;; No-Fln-l:erd[ [Se:l::h |

il

Fig. 3.5.12: Resultant Screen
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3.6 CREATING SELECT QUERY USING DESIGN VIEW

The user may use the query design view to create a select query manually. The query design view
provided by MS-Access offers more control during the design of query. The user may commit some
design mistakes while creating a query using query design view. Moreover, designing a query
may take longer time than creating the same query through a query wizard.

Source:

Database : Northwind 2010
Table : Customers
Steps:-

1.  On the Create tab, in the Queries group, click Query Design, as shown in Fig. 3.6.1.

'H'J‘l"‘”' Database] - Database (Access 2007) - Micosoft Access o@D

Geate | EtemalDats  DatabmeTook  Acobat - @
i Eaj @@ Eajafmmn & Modue
) Class Moduie
s o a1 2 LT e
Tempiates Tabies Quenas Forms Macres & Code

Fig. 3.6.1: 'Query Design' option

2. Following Fig. 3.6.2 containing the details of tables and queries available under Show Table
dialog box will be shown to the user:-

[ ™ N R e @ B
- Py foeste | ElemaiDols  DetsbasaTosts  MewTob - @
R B8N R ESEOS - P O™ s
T riscgarian + L 3 e -
Lpphiatein  Tabls Tabile ThasiPoed  Quiny Qi Fam P Blank Prpaﬂ Bepdat Bladd Mg
Pucts - Cemgn  Liti>  Witeed Denign Demgn form () Mare foem - Crisge Prpsat 2] vrian Bas
_'-IM'I‘I'. Tt Qratras Farmn I:;q.‘; Shpores & Code
44 iccess Otyects @ « [ o ] vty st : -
Sears 2 Dt .
- » Generw
Takdes R P m—
P Tabies. L Datromptetn
I Curtomer Shveee | . Detoat Vi Bataimaet
T tmpere P gen Cistowers s Ot it farion e
juus U E—— e ° Tog ey an
- Ity et Ty Wm;xn :
fuss JEESPRTIRS [PUT R P ety Tr wramter
. em e Fanarie Dotudane ]
T wenton Tt Crder Owtals Trin Cemant
Crder Dol nd F i Bl e ep oL
T rweens Cotery Bocoe din Tige Eonanet
o Coper Ordery Ratin CORT Temeg ' L
= ey Tas Sates =
: vt Dvtass Satvi gy i
Froduts 1
T cesen FurPaane Cndem Cmtinhe Vo Bedtody
Fuatand Crder Taba i et . L9 Lo Magea
T orsen ot LA N P
- : Lk DRk Prsii
B cnsert i srama I . " Lk Mt ok
T g iie » Lut st Mgt &
& L)
T meaum Pk p= Piles O Land i
T murchie Order Detnie Tanee Cwdar By O Lass e
:J'.I Farchpis Ovge st e
e o O B o
0 mwrensss Ossen Cd—.:
3 sew repen
: TPupbei
3 wep
3 fupsaen
Queries. T . ¥

| o R |ﬂ-¢

Fig. 3.6.2: 'Show Table' Dialog box (i)
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3. Choose any table / query from the list provided in the Show Table dialog box and click Add.
The following Fig. 3.6.3 will be shown to the user:-

FCEGEL ]n‘ﬂ

Coeate Latevnl Dt Cstabpie T2ain torw Tal & o

e
- . ""j = ﬂ @ == j A Form vzaa o ' i ] W repen wawe ) SF Mesuie
a ; b i1 E E—J T riangation = U —] 3 issen & G Modase
aApphctson  Tobée Toble TharsPoed Quay Quey Fom Fom  Blank Eepont Eepont Bleem Liperg
Pasti = Drign  Usti=  Witaed Detgn Dewgn Form a“'"'""' Deiign Bepon L R

ThEpLE Tl Qi iy Fipe Mgl b Do

aceopens @ o [ 5 oo ] ety et *
Sonern - Ytin type Porid List Bagarhin

Tiabders & &
T cumemen

ﬂ Lmgiciae Prorig gy

I tagiyre

3 Invent gy Toprnaction Ype 5

" Ganerw
| Ak Cwitamant ]
Sourie

3 ivventon Taniadiem
e QR

T Ceser Detass

n Cwder Dortain Shatun
I ovsen

T cwsen Satun

Cudery Tas TRt

LT 41

Prgdurhy

Purchubie Crdar Doteis
B raed O SR
Puronate Crdeny

Lalet Papati
Ehippani

g

fuppnen

JEHEEEUUBBEE

i

Fig. 3.6.3: 'Show Table' Dialog Box (i)

4. If the user wants to add more table(s) or query(s), he / she may do so as per requirement.
Further, the user has to click Close to see Fig. 3.6.4.
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i'un-o-ul ad B
Mome  Creste  DdtemaiOsts  DatabsseTosh  Newhd | Oegn - @
Il AmAT | 8§ e E GRS

Select | Mate dppend Updete Crovitad Deiete Totpis Paameten
Table

oL Osta Definition  pypie 2N Buider L LR

Tables * f s
v -
I [ ]
@ conomen = Dt View Dataibeet
T tmeiriee Protages ;”mum ™
Vg &l
3 testerens et Vaht1 o
B0 iwentory Tamaction typen Sl hdvoss ot Beccedy No
- fewrie Dotanie e ped;
T imentony Taniaten Sourie Commedt S
Record Loay Mo Lody
ux: T Rrcsediet Tpe Oynanet
0 Ovter Detam OO Nmert L
T Ovder Detais Strtn ::uls
3 oveen has Bagaodn i
Couneatin e s gt
T Cvsens St Lo datairre Hame
[EYR< ST
T ovoen tas Ratus - -
B iepes dle B ungstashent Meght (]
T mosums e || - Foter On Load :
0 murcnase Crder Detain Tadie Ceger 8 Onloag "
ot
g
Crtens
o

Fig. 3.6.4: On Close of ' Show Table'

4. To choose field(s), the user will be required to click the down-arrow available with the Field
option as shown in Fig. 3.6.5. The table name appears on the table option. The user may choose
as may fields as required for the query by repeating this step.
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Fig. 3.6.5: Query Tools (i)

After selecting the desired number of fields, the screen will look as Fig. 3.6.6 which is a follows:-

I Creste m“ Ctabase Tools h" . “@
‘ q & cn lemm L Saiecmon - -t X Totain “:.hm cm-l -1 = =
- h—;J X copy §l Devtenging T acances « i T ipeing g T B I U ®E oy
. e Fromaravan | T foRmen soit T Tepge e -,.". X Deiete - Bl waee - Gowa- A-Y - 5- Ewa B

Brcerds Fanid Tt F

Fig. 3.6.6: Query Tools (ii)
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5. On the Design tab, in the Results group, click Run, as shown in Fig. 3.6.7.
(D= w

Home Create Esternal Dats Database Toak NewTab | Design

=
- 5 D union . j-huﬂlm T Insent Cotumns :% Property Sheet
ml! +! 4 E_L'! @ Pais-Thaougn ; S Osiete Bows I Delete Columen z . E
View  Run @ | Make Append Update Crontab Delete o Totals Parameters
Shaw Hide

e
- Table o, Data Definition  Tapie S Buiider Al Return: 48

um‘ Query Type Query Setup

Fig. 3.6.7: 'Run' option of Query

6. The user will be shown a screen similar to Fig. 3.6.8 as follows:-

"ERECEL =@ B
Home  Creste  DtenaiDats  DutabaseTosh  NewTad - @
E ™ A ca \r 1] ssomang U Seinctian - ahew L Tetsh o Brpiaie  Cadbe =u 2B
== ::- 42 Comy Ak §l bescenang PJasvanced - u;m-‘i" P tpeing =5 Wt B I QD ®E - B
- e J rormas suennr Y emove Sort F Toggrefiter | age X Drietn = [l bdore = 5 teea- A - S-EE3 --
. o Tt &
A T (5. "%
ca bl s
WY b A
My o] vsa
Parer-Oloets Wi o] Usa
Wi L] " [.*Y
| Anderien [hzabeth on o] s
P quen il 9 Companyl  Mortensen  Sven 120 9tn Street SaftLake City UT T usA
i 10 Company )  Wacker Roland 123 10th Strewt Chicago LY ¥ usa
_ﬂ 11 Company X Krichae Peter 123 11th Streat M L3 ] Vs
Bl 12 CompanyL  Edwaeds John 12012t Street Las Vegas NV e usa
| 13 Company M Ludich Andre 456 13th Streat Memphi ™ bl (5. "%
] W Company N Grilg Carlon 438 14th Street Denver [<+] bl A
13 Company O Kupuove Helena A% 19th Streat Honobaly L Rl usa
:1 16 Company P  Goldschmigt Daniel 438 16th Street San ca o] usa
[ 17 Company Q. Bagel Jean PhRilippe 456 1TIh Street Seattie wa T UsA
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Fig. 3.6.8: On executing a Query

Note: For saving a query the user may follow the normal steps for saving a file in MS-Office
environment. Alternatively, the user may follow the steps mentioned as follows to save a query:-

1. Right click Query tab as shown in Fig. 3.6.9 as follows:-
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Fig. 3.6.9: Saving a Query
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2. Choose Save option from the drop down box available. The user will be shown the following

Fig. 3.6.10.
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Fig. 3.6.10: Naming a Query

3. Provide a meaningful name to the query and click OK to complete the save process.
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S.LDISELAY ALL RECORDS AND ALL FIELDS

Sometime the user wants to see all complete information contained in the table. The query design
view offers an option that lets the user display all of the fields and all the records from the table as
shown in Fig. 3.7.1, which is as follows:-

Hame Civante External Data Database Tood it Tal

B! it ! AW T8I s W RS
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Tatrie =

Denge

Show -
o, Data Definition  1ape 2N Busider A Raetum a8
gty Gaery Ype Jetug vgm Hade
Fraperty Sheet =

Fig. 3.7.1: Query Design View (i)

Once the user has seen the result of the query created, he or she may wish to do some modification
in the query as per a particular requirement, in such case, the user has to switch from datasheet
view to query design view by clicking View, under results group in Design tab option and choosing
Design view as shown in Fig. 3.8.1.
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Fig. 3.8.1: Query Design View (ii)

The query created by the user may be sorted in ascending and descending mode, as per requirement.
For sorting, the user may specify the order of sorting available under Sort option as shown in Fig.

3.9.1, which is as follows:-
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Fig. 3.9.1: Query Sorting
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3.9.1 Sorting Multiple Columns in a Query

For sorting the result of a query based on multiple fields, the user may specify sort within a sort.
For example, taking the customer table as source, the user may sort the query result by state and
then within a state, the user may sort by city and within a city, the user may sort as per last name
and then by first name as shown in Fig. 3.9.2, which is as follows:-
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Fig. 3.9.2: Sorting multiple columns

Note: The user may want to sort by state, then by city within a state and then by last name within a
state and then by first name within last name. The user is required to enter the sort in the following
order: state, city, last name, first name. The sort order may not agree with the order in which the
user wants to display fields in the result. In such a case, the user may first choose the required
fields for display in the query result and along with that, the user then mention the fields as per
sort order. To prevent a field from displaying twice, the user will have to deselect the Show box
on the Show row option.

The result of the query thus generated is shown in Fig. 3.9.3, which is as follows:-
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Fig. 3.9.3: Query Result

As per requirements, the user may wish to retrieve specific records, instead of retrieving all the
records. For example, the user may wish to retrieve only those records where the product list price
is greater than $ 18.00. In such cases, the user may specify some criteria (condition) to retrieve
specific records. For this purpose, logical operators are used. The valid logical operators which
could be used by the user to specify criteria are as follows:-

Logical Operators
Operator Meaning Field Type Entry Format
= Equal to Character ="DE"
Number =5
Date =#2/16/88#
<> Not equal to Character <>'"DE"
Number <>5
Date <> #2/16/88#
> Greater than Character > "DE"
Number >5
Date > #2/16/884#
>= Greater than Character >="DE"
or equal to Number >=5
Date >=#2/16/88#
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< Less than Character <"DE"
Number <5
Date <#2/16/88#
<= Less than Character <="DE"
or equal to Number <=5
Date <=#2/16/88#
In Equal to any Character In ("DE", "NJ")
item in a list Number In (5,9,17)
Date In (#2/16/88#, #2/3/
90#, #12/15/88#)
Not In Not equal to Character Not In ("DE", "NJ")
any item in a list Number Not In (5,9, 17)
Date Not In (#2/16/88#, #2/3
/90#, #12/15/88#)
Between Betweentwovalues, | Character Between "C" And "F"
greater than or Number Between 5 And 10
equal to one and Date Between #1/1/88# And
less than or equal #12/31/88#
to the other
Not Between Not between Character Not Between "C" And "F"
two values Number Not Between 5 And 10
Date Not Between #1/1/88#
And #12/31/88#
Is Null The value is Character Is Null
missing from Number Is Null
the field Date Is Null
Is Not Null The value is not Character Is Not Null
missing from Number Is Not Null
the field Date Is Not Null
Like Like a specified Character Like "S*"
pattern. Number Like "1*"
* means any series | Date Not Applicable
of characters.
? means any
single character.
Not Like Not like a specified | Character Like "S*"
pattern. Number Like "1*"
* means any series | Date Not Applicable
of characters.
? means many
single character.

Table 3.10.1: Logical operators

Taking the above mentioned example of product table, the screen will look like Fig. 3.10.1 which
is as follows:-
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Fig. 3.10.1: Resultant Screen (i)

The resultant screen would be like Fig. 3.10.2 which is as follows:-
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Fig. 3.10.2: Resultant Screen (ii)
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3.10.1 Applying Multiple Criteria

Multiple criteria could be applied to the same table as shown in Fig. 3.10.3, which is as follows:-
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Fig. 3.10.3: To apply multiple criteria

Here, the user wants to view only those records from the product table where the Standard

Cost of a product is above 18 and the List Price is above 21. The resultant screen is shown as
Fig. 3.10.4, which is as follows:-
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Fig. 3.10.4: Resultant Screen (iii)

The user can create a query using two or more tables. In such cases, it is necessary to establish
proper relationship between the concerned tables. Following are the steps which will show how
to create query using two tables:-

Source:-

Database : Northwind 2010

Table 1 . Products

Table 2 . Purchase Order Details

1. Repeat the steps for opening Query Design View as explained earlier.
2. Repeat steps for inserting the table(s) as explained earlier.

3. Choose the fields as shown in Fig. 3.11.1, which is as follows:-
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Fig. 3.11.1: Query Design using two tables

4. On the Design tab, in the Results group, click Run and see the result as shown in
Fig. 3.11.2 as follows:-
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Fig. 3.11.2: Resultant Screen

Note: The same example can be performed by the user by opting for Query Wizard.

There are instances, when a user wants to save the result of a query as a table, which containing
multiple and selected fields from more than one table, for future use. This can be achieved by
using Make Table available under Query Type option as shown in Fig. 3.12.1. A query saved
using make table option retrieves data from one or more tables and then loads the result set into
a new table. That new table can be saved in the database that is the working database or the user
may also create it in another database.

Source:-

Database : Northwind 2010

Table 1 : Products

Table 2 . Purchase Order Details
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Fig.3.12.1: 'Make Table' option

Once, query is created, as explained in the above sections, the user is required to do the following

steps:-

1. Click Make Table available under Query Type option, the user will see a screen similar to
the one shown in Fig. 3.12.2, which is as follows:-

Creste

Iﬂ-hal\.l'l

Esternal Data

.’ Tep Ten Orders by Sale) Ama
ol Cuitomer Detudi

B Customer List

_: Cnger Delaity

=B Orser st

Nortfwind Traders ® «
Seeren »p
Cuntomers & Order & |

lInwentory & Purchaing

JemnunRows Y Bt Conm 3 % 3 mepenty Sheet
@ Ceipte B # Deiete 4 !m_’
Totals Paiameters -
oL, Data Definitson  pupie % Bunde A Return: &l
vy Ty ey Srtup e Ty
Property sheet x
a| Seiection type: Pield List

iy =] C
Tabie Mome: | - Garial
e ¥ = - =
O Anckher Dotabase: Source
Products | Purchase Order Detads
BLE _— all F Barcas tvdar 10 4

""""“m Praduct ID

Cencnption = N

Standwd Cost i -

bosj sy Dste Fecered

Reoster Lovel Ported To bvertor

i pler el . Inventaey IO w =

»
Frodud Cace Frodud Hame Quante; -
Proguey Praducy Puschate Ouder Doty
B ] 0 O

Rifi1

Database Tools

Hew Tat

! @l::!ﬂ AW Ao B

I‘.M‘M Update Croamad Delate

Design

Fig. 3.12.2: 'Make Table' Dialog Box (1)

2. The user will be required to give some meaningful name to the new table as shown in
Fig. 3.12.3, which is as follows:-

INFORMATION TECHNOLOGY



=

7 Office automation-Data Bases
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Fig. 3.12.3: 'Make Table' Dialog Box (ii)

Further, the user is required to specify the location of the table as either Current Database
or as Another Database. In the case the user choose Current Database, he or she needs to
simply click OK, else, the user will have to specify the location of the database in which the
user wished to save the file and after specifying the location of the database, the user needs
to click OK to finish the activity.

3.13 CREATE PARAMETER GUERY

There are times, when a user wants to supply value to a query as parameter. This can be achieved
by using parameter query. A parameter query prompts a user for some input before running a
query. To achieve this, the user needs to enclose a question in square brackets ([]). Taking the
previous example in to consideration, if the user wishes to see the purchase order quantity of a
selected product, the user needs to do the following steps:-

Source:-

Database : Northwind 2010

Table 1 : Products

Table 2 : Purchase Order Details

1. The user needs to mention [Which Product Name?] in the criteria row as shown in

Fig. 3.13.1, as follows:-
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The user then needs to click Run and the a screen similar to the one shown in Fig. 3.13.2 will

Fig. 3.13.1: To Supply value to a query

be displayed to the user:-
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Fig.3.13.2: On 'Run' of Query
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3. Click OK and the user will be shown the result as shown in the following Fig. 3.13.3.
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Fig. 3.13.3: Resultant Screen
Following Table 3.13.1 provides some options which the user can use in parameter query:-

Like "*" & [Prompt] & "*"

Returns all records that contain the value you enter.
Example: If you enter ad, Access returns all records that
include the sequence ad anywhere in the field.

Like "*" & [Prompt]

Returns all records that end with the value you enter.

Example: If you enter S, Access returns all records that
end with S.

Like [Prompt] & "*"

Returns all records that begin with the value you enter.

Example: If you enter S, Access returns all records that
begin with S.

> [Prompt]

Note: You can also use

< (less than) ,<= (less than
or equal to) >=, >= (greater
than or equal to),

or <> (not equal)

Find all records with a value greater than the value you
enter.

Example: If you enter 5, Access returns all records that are
greater than 5.

Table 3.13.1: Parameter Query Option
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This topic deals with reports, their importance, general types of reports available under
MS-Access and how to create simple reports using form wizard and report design view. It also put
focus on the various report sections which could be used while designing a report using report
design view.

3.14 INTRODUCTION

Reports provide the most flexible way of viewing and printing summarized information. Reports
display information with the desired level of detail, while enabling the user to view or print the
information in almost any format. The user can add multilevel totals, statistical comparisons and
pictures and graphics to a report.

3.15 DEFINITION

A database report presents information retrieved from a table or query in a preformatted, attractive
manner.

3.16 REPORTS AND ITS TYPES

There are basically following types of reports provided by MS-Access:-
3.16.1 Tabular Report

Tabular reports (also known as groups/totals reports) are similar to a table that displays data in
neat rows and columns. Tabular reports, unlike forms or datasheets, usually group data by one
or more fields. Often, tabular reports calculate and display subtotals or statistical information for
numeric fields in each group. Some reports include page totals and grand totals. You can even have
multiple snaked columns so that you can create directories (such as telephone books). These types
of reports often use page numbers, report dates or lines and boxes to separate information. Reports
may have color and shading and display pictures, business graphs and memo fields. A special type
of summary tabular report can have all the features of a detail tabular report but omit record details.

3.16.2 Columnar Report

Columnar reports generally display one or more records per page, but do so vertically. Columnar
reports display data very much as a data-entry form does but are used strictly for viewing data
and not for entering data. Another type of columnar report displays one main record per page (like
a business form) but can show many records within embedded subforms. An invoice is a typical
example. This type of report can have sections that display only one record and at the same time
have sections that display multiple records from the many side of a one-to-many relationship and
even include totals.

3.16.3 Labels

Another type of columnar report displays one main record per page (like a business form) but can
show many records within embedded subforms. Aninvoice is a typical example. This type of report
can have sections that display only one record and at the same time have sections that display multiple
records from the many side of a one-to-many relationship and even include totals.

3.17 GENERAL STEPS IN CREATING A REPORT

The report process begins with your desire to view your data in a table, but in a way that differs
from datasheet display. You begin with a design for this view; Access begins with raw data. The
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purpose of the report is to transform the raw data into a meaningful set of information. The process
of creating a report involves several steps:

®  Defining the report layout
®  Assembling the data
m  Creating the report design using the Access Report Design window

®  Printing or viewing the report

3.18 CREATING A REPORT WITH REPORT WIZARDS

Report wizard helps the user to create the report in a easy and efficient manner. Report Wizards
give the user a basic layout for the report. The report can further be customized as per requirement.
Report Wizards simplify the layout process of the controls that are meant to be used in the report.
It helps the user to create a report by asking a series of questions about the type of report that the
user wants to create and then automatically creates the report for the user.

1. Select the Report Wizard button in the Reports group of the Create Ribbon tab as shown in
Fig 3.18.1.

M- Nommwing | Datadase (Access J007) - Mroseft Access
- Home Creste Externat Dats Datavare Tosds agrobae

a j ; _‘—l‘ ﬂ gﬂ ,s.-.....l. Q j AN rom wizma ! ! _l u;l-.pmm_-., —2 &8 Module

Ml rangatian = £ Cuss Moguie
dpphcation Table Table SharePowdt Query Query Form  Blank Eeport Report Blank hacro i
Pany e Design  Lists = wWizma Deugn Deugn  Form ) rroee Forms + Dtign Repont 78 viual Basi
Templates Tabied Queerses Famy Reports BAscrod & Code

Fig. 3.18.1: Report Wizard (i)
2. Select a query or a table for the report as shown in Fig. 3.18.2:

Report Wizard

Which fields do you want on your report?

You @n choose from more than one table or query.
Tables{Queries
Table: Products z'
Available Fields: Selected Felds:
Target Level - Product Code
Discontinued E Product Name
Minimum Reorder Quantity =% | |Standard Cost

— |List Price
Attachments.FleData — — | Quantity Per Unit
Attachments. FileFlags EpC
Attachments.FileName | << |
Attachments. FleTimeStamp o

Cancel | dext> |[ g

Fig. 3.18.2: Report Wizard (ii)

Note: The user can also choose fields from more than one table or query.

ol
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3. Next, specify the fields that should be included in the table as shown in Fig. 3.18.2.

4. Now, the user is prompted through a dialog box which enables the user to specify the field(s)
for grouping data in the report as shown in Fig. 3.18.3 (A) and Fig. 3.18.3 (B):

Report Wizard

Do you want to add any grouping

levels? Product Code, Product Mame, Standard
Cost, List Price, Quantity Per Unit,
Cateqory
Product Code )
Product Mame —
Standard Cost )
List Price -
Quantity Per Unit
- * -
Priorit
.
srouping Options Cancel < Badk Mext > i[ Einish

Fig. 3.18.3 (A): Before Grouping

Report Wizard
Do you want to add any grouping
levels? Category
Product Code, Product Mame, Standard
Cost, List Price, Quantity Per Unit
Product Code 1
Product Mame =
Standard Cost ]
List Price =]
FQuantity Per Unit |
Priorit
L
Grouping Options ... Cancel < Badk Mext > ] [ Finish l

Fig. 3.18.3 (B): After Grouping

INFORMATION TECHNOLOGY



(; a 1l &

\gm Office automation-Data Bases
=

The user may click the Grouping Options button provided at the bottom left corner of the Group
dialog box to display another dialog box, which enables the user to further define how the report
uses the group field. For instance, the user can choose to group by only the first character of a field
chosen for grouping. This means that all records with the same first character in the grouping field
areincluded as a single group. If the user group a customers table by the CustomerName and specify
to group on the first character of the CustomerName field, a group header and footer appears for
the set of all customers whose name begins with the same character. There would be a group for
all records with a CustomerName beginning with the letter A, another group for all records with
CustomerName beginning with the letter B and so on.

The Grouping Options dialog box, which is displayed when the user click the Grouping Options
button enables the user to further define the grouping. The selection is dependent on the type of
data being grouped. The Grouping intervals list box displays different values for the various data
types as also shown in Fig. 3.18.4:

Text: Normal, 1st Letter, 2 Initial Letters, 3 Initial Letters, 4 Initial Letters, 5 Initial letters
Numeric: Normal, 10s, 50s, 100s, 500s, 1000s, 5000s, 10000s, 50000s, 100000s.
Date: Normal, Year, Quarter, Month, Week, Day, Hour, Minute.

Do you want to add amy grouping

levels? Catenarw 1 .
Grouping Intervals
What grouping ntervals do you want for group-evel fields? Ol
Prd . . e ——= k.
o GroupHevel fislds: Grouping intervals: - P
Liz Category piormall el
Qu (Noemal |
Ist Letier
2 Inmitial Letiers
3 Inifial Letiters
4 Imitial Letiers
5 Inifial Letters

Grouping Options ... Cancsl < Back Mext > | | Firish |

Fig. 3.18.4: Report Wizard (iii)

5. Further, the user is prompted to specify the sorting order as ascending or descending as shown
in Fig. 3.18.5. The user can select fields that they have not already chosen to group and can use
them as sorting fields. The fields selected in the sorting dialog box does not affect grouping.
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Report Wizard
What sort order and summary information do you want for detail records?

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

N | [t =]

: 2 -
E = Ascending .
-
E i Ascending
: ’ Summary Opltions ... ]

Cancel ] [ = Back ” Mext = J [ Finish

Fig. 3.18.5: Report Wizard (iv)

6. The user may use the Summary Option button which opens up a dialog box which provides
additional display options for numeric fields as shown in Fig. 3.18.6.

T

| Summary Options

What summary values would you like calculated? E
Field Sum  Avag Min  Max _ ok

Standard Cost ] ]| =
== 5
List Price [ N o

i@ Detail and Summary

() Summary Only

[T caloulate percent of
total for sums

Fig. 3.18.6: Summary Options Dialog Box
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7. Further, the user is prompted to specify the layout of the report. The dialog box shown in
Fig.3.18.7, enables the user to determine the basic layout of the data. The user can also specify
the orientation of the report as portrait or landscape.

Report Wizard

How would you like to lay out your report?

Layout Qrientation
® §tep|:ued ........... @ Bortrait
) Block () Landscape

1 Qutline

Adjust the field width so all fields fit on
a page.

Cancel || <Back || mext> || Enih

Fig. 3.18.7: Report Wizard (v)
8.  The user is further prompted to specify the title of the report as shown in Fig. 3.18.8:

=

Report Wizard

What title do you want for your report?

Categorywise Product Basic Details

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

Do you want to preview the report or modify the report's
design?

@ Preview the report.

) Modify the report's design.

(o ) [ ]

Fig. 3.18.8: Report Wizard (vi)
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9. The user is then provided with the option of either to preview the report or to modify the
report in report design view as shown in Fig. 3.18.9.

10. The user may click finish to see a report as shown in Fig. 3.18.9 (A).

=l Basic Details

Categorywise Product Basic Details

Baked G
Northwind Traders Browne Mix  NWTBGM-BS> 59.00 51249 3 boxes
Morthwind Traders Cake Mix NWTBGM-B6 51050 51599 4 baxes
MNorthwind Traders Chocolate Bis NWTBGM-1% 56.90 5920 10 boxesx 12 pieces
Northwind Traders Scones NWTBGM-21 57.50 510.00 24 pkgs x4 pieces
Summary for 'Category' = Baked Goods 8 Mixes (4 detail records)
Min $6.90 59.20
Max 510.50 515.099
Beverage
Morthwind Traders Beer NWTE-34 510.50 51400 24-12 oz bottles
Morthwind Traders Chai MNWTE-1 513.50 51B.00 10 boxesx 20 bags
MNorthwind Traders Coffee NWTB-43 53450 54500 16-500gtins
Morthwind Traders Gresn Tea MNWTE-81 52.00 52.99 20 bags per box
MNorthwind Traders Tea NWTB-87 52.00 5400 100 count per bax
Summary for 'Category’' = Beverages (5 detail records)
Min 52 00 5299

Cand

i L | = W W = SRS R R

Fig. 3.18.9 (A): Report Resultant

v LA CE,

Fig 3.18.9 (B) shows the report in report design view, from where the user can further customize
the report.

[ i e T
| # Report Header Iz"
il Smz
| ¥ Page Header
| ¥ Tategory Header | 1
1
o ]
4 I J r T irclows st
= R ST T

Fig. 3.18.9 (B): Report Design View
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3.19 CREATING REPORT IN REPORT DESIGN VIEW

The report design view gives the user a high level of control over the controls on a report, as well as
the reportitself. The report design view is divided into a number of sections. The following Access
sections are available in report design view:

Report Header Section

Controls in the Report Header section are printed only once at the beginning of the report. A common
use of a Report Header section is as a cover page or a cover letter or for information that needs to
be communicated only once to the user of the report. The user can also have controls in the Report
Header section print on a separate page, which enables them to create a title page and include a
graphic or picture in the section. The Force New Page property in the Report Header section needs
to be set to After Section that will place the information in the report header into a separate page.

Page Header section

Text or text box controls in the Page Header section normally print at the top of every page. If areport
header on the first page is not on a page of its own, the information in the Page Header section prints
just below the report header information on the first page. Page headers serve as column headers
in group/total reports; they can also contain a title for the report. The user can also change special
effects such as color, shading, borders, line thickness, font type and font size for each control. Both
the Page Header and Page Footer sections can be set to one of four settings through the Report's
properties as follows:

m  All Pages: The page header and page footer print on every page.

®  Not with Report Header: Neither the page header nor footer prints on a page with the report
header.

®  Not with Report Footer: The page header does not print with the report footer. The report
footer prints on a new page.

®  Not with Report Header/Footer: Neither the page header nor the footer prints on a page with
the report header or footer.

Group Header Section

A Group Header section normally displays the name of the group. Access knows when all the records
in a group have been displayed in a Detail section when the group name changes. It is possible to
have multiplelevels of group headers and footers. However, in some reports the user ou might have
groups of information with date values. The user could group these sections by year or month and
year and within those sections by another group such as category.

Detail Section

The Detail section processes every record in the data and is where each value is printed. The Detail
section frequently contains a calculated field such as profit that is the result of a mathematical
expression.

Group Footer Section

The Group Footer section is used to calculate summaries for all the detail records in a group. The
value of this text box control is automatically reset to 0 every time the group changes.
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Page Footer Section

The Page Footer section usually contains page numbers or control totals. In very large reports, such
as when there are multiple pages of detail records withno summaries, the user may want page totals
as well as group totals. The user can also print the date and the time printed. A text box control
with the following expression in the Control Source property can be used to display page number
information that keeps track of the page number in the report:

="Page: " & [Page] & " of " & [Pages]
Report Footer Section

The Report Footer section is printed once at the end of the report after all the detail records and
group footer sections are printed. Report footers typically display grand totals or other statistics such
as averages, percentages, etc for the entire report. The Report Writer in Access is a two-pass report
writer, capable of preprocessing all records to calculate the totals such as percentages needed for
statistical reporting. This capability enables the user to create expressions that calculate percentages
as Access processes those records that require foreknowledge of the grand total.

1. Click the Report Design button of Reports Section under Create tab as shown in Fig. 3.19.1.

Egn ) - il - Morthwind 2007 ; Database (Access 2007) - Microsoft Access - T X
9] —
—/‘ Home Create External Data Database Tools L7

it 1 Igl= =1 {3 Pivotchart E fom| 2] Labels = =5 @ .

= I} _| E S( = § : < =R |_+Q ...... &

- BlankForm == {_| Blank Repart == o |

Table Table  SharePoint Table Form  Split  Multiple Form || Report Report | Query | Query | Macro
Templates~  Lists*  Design Form  Items EIMOVE Forms * pesign &REWWW‘ZW Design || Wizard Design

Tables Farms Repaorts K Other

Fig. 3.19.1: 'Report Design' Option

2. Click Add Existing Fields button on Tools section and select the desired table(s) / query(s)
as shown in Fig. 3.19.2.

.

T @
@

Working with Queries and Reports A
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Fig. 3.19.2: Report Design Tools (i)

Note: By default the report contains only Page Header, Details and Page Footer section in the report
design view. IF the user wishes to have Report Header and Report Footer section then he or she may
right click inside the report design window and include Report Header / Report Footer.

3. The user may specify the Report Title as shown in Fig. 3.19.3.
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5.

X | Property Sheet =
— a | Selection type: Section
[Tl Detain [=]
_ ||| Fermat | pata | Event | other | an |
Wisible Yes =l
Height 5.25
LMl Back calor =FFFFFF

Altermate Back Mo Calor
Special Effect Flat
Auto Height | Yes

Can Grow Mo

Can Shrink Mo
Display When  Always
Keep Together |Yes
Force Mew Pag MNone
MNew Row Or CMNone

Fig. 3.19.3: Report Design Tools (ii)

Right Click on the report design view to select Sorting and Grouping as shownin Fig. 3.19.4.

[ O T T

| Build Event...
1 |[[EE Sorting and Grouping
=1 Tab Order...

J # Report Header

Paste
Fill/Back Color

J ¥ Page Header

Fe

| &2

| EA Alternate Fill/Back Color
T Ruler

L Grid

Toolbox
Page Header/Footer
Report Header/Footer

Properties

3

»

| »

Property Sheet b4
Selection type: Section

Detail

4 Ll

Group, Sort, and Total

= Add a group

2l Add a sort

Format | Data | Event | Other | an |

Visible Yes
Height 5.25"
Back Color =ZFFFFFF

Alternate Back Mo Color
Special Effect  Flat
Auto Height  Yes

Can Grow Na

Can Shrink Mo
Display When  Ahwvays
Keep Together Yes
Force New Pag Mone
MNew Row Or C|None

I o Laga T S R
L Y T Lo okt Al

E'.. SLECE

Click the Add a group button shown in Fig. 3.19.4.

Fig. 3.19.4: Report Design Tools (iii)
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1 {7l Reportl x
|:|| T T R | B R R R B R R R | R R < < TR 1 5 1 B - [
J # Report Header
# Page Header e
- -
4 >
Group, Sort, and Total x
|§|Groupon select field ™ e
EexXpression
== e _______________Ti=. AT AT

Fig. 3.19.5: Report Design Tools (iv)

Either select from the list of available fields in the select field dropdown box of Group on as
shown in Fig. 3.19.5 or Click the expression option as shown in Fig. 3.19.5.

For grouping, specify the table to be used and select the field from the list of available fields
as shown Fig. 3.19.6.
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ertain content in the database H Eor=s an Gz

-

[ o |

[Products]! [Category]

+- 1 *|a| = > <<3] and or wet Like| ()]

Orders Status » | Product Name
(7 Orders Tax Statwy. | Description
3 Privileges fiisi}:npﬁi'iacrs Cost
E'| = | Reorder Level
{23 Purchase Order DI = Target Level
3 Purchase Order 5 Quantity PEdI' Unit
Discontinue:
Purchase Ord
g Su:’ :SE rt:rs .| Minimum Reorder Q
ales Repor ca =
- Attachments

-~

L7 == .
OK.
Cancel Property Sheet =
d g . . . a|deleciontype: Section
— Detail
Paste | Help |
| Format| Data I Event I Dtherl All |
See Visible Yes
Height 5.25
|| Back Color #FFFFFF

Alternate Back Mo Color
Special Effect  Flat

Auto Height  Yes
Can Grow Mo
Can Shrink Mo

Display When | Always
Keep Together Yes
Force New Pag Mone
MNew Row Or Ci Mone

4 1l

Group, Sort, and Total

|§|Groupon select field ™

- ¥

Fig. 3.19.6: Report Design Tools (v)

Click OK to return to the report design. A separate section as Group Header Section will

appear as shown in Fig. 3.19.8.

1 '] Reportl '
|:||---|---1---|---2---|---3---| 4 | I | 3 -
j ¥ Report Header
J # Page Header |
N
N
1
1_ ”Ililn » ’
Group, Sort, and Total x
|§|Groupon expression ™ ascending ™ . More » L X|
------- (£ Add a group ||‘2l Add a sort |
Fig. 3.19.7: Report Design Tools (vi)
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9. Now, from the field list pane select the table and put the fields as shown in Fig. 3.19.8.

X | Field List X

Fields available for this view:

| »

SUPPIET IUE Valle

(o]

Product Code
Product Name
Description

Standard Cost
List Price

Reorder Level

Target Level

Cuantity Per Unit

Discontinued -

Fields available in related tables:

:

— | | Inventory Transactions  Edit Table

Order Details Edit Table

Purchase Order Details  Edit Table

|:|[List Price

4 I

Group, Sort, and Total

¥ | Fields available in other tables:

4 Customer_Status Edit Table &
x Customers Edit Table

Group on expression ™ ascending ¥ » More &

[£= add a group ”‘El. Add a sort |

Employee Privileges  Edit Table
Employees Edit Table
Inventory Transaction Types Edit
Invoices Edit Table
Membership_Statistics Edit Table -

= s Chmkm il Chmbs

Fig. 3.19.8: Report Design Tools (vii)

10. Further, as per Fig. 3.19.9, the user can attach totals.

*

Property Sheet x

|19 Reports

Selection type: Section

GroupHeaderl

Format | Data | Event | Other | an |

Visible Yes
Height 0.757
Back Color =#FFFFFF

Alternate Back Mo Color

Special Effect  Flat

Auto Height Mo

Can Grow Yes

| # Category Footer

Can Shrink Yes
Display When  Always

) | # Page Footer

Keep Together Yes
Repeat Section Mo

) | # Report Footer

Force Mew Pag Mone
Mew Row Or Ci Mone

4 1l

Group, Sort, and Total

do not keep group together onone page ™  Less 4

%roup on expression
Group on Category ™ with Aontop ™ » by entire value ™ » with Quantity P
with title dick to add ; without a header section ™ » with a footer section ™

(.= Add a group ”‘El Add a sort |

Totals
Total On | Quantity Per Unit [ |
TyPe | Count Values lz‘

Show Grand Total
[ sShow group totals as % of Grand Total

E Show wfiriclepys s
5

I

Fig. 3.19.9: Report Design Tools (viii)
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11. The resultant output that will generated as a report will be similar to the one shown in
Fig. 3.10.10.

Northwind Tra... v | « || & Welmlﬂ\
Reports ¥ A . .
Employees  ~ Categorywise Product Details
Supporting O... ¥
Unassigned O... =
j Customer_5St... ] ked ds &
Category: Baked Goods

j Membership_...
Bl inventory Tra... Product Code:  Product Name: List Price: Quantity Per Unit:

Invoi Cros..
- tveices_cros NWTBGM-86  Northwind Traders Cake M $15.99 4 boxes
E9  order Details...
F9  Quend_Cros NWTBGM-21 MNorthwind Traders Scones $10.00 24 pkgs. x4 pie
L Quen3 NWTBGM-19 Northwind Traders Chocole $9.20 10 boxes x 12 p
B Cust
; ustomers Q... |3 NWTBGM-85  Northwind Traders Browni $12.49 3 boxes
B Products Qu...

4

F Quem
= Query2 Category: Beverages
FH Quend . . _ .
e Product Code:  Product Name: List Price: Quantity Per Unit:
B uppliers Qu...
=] Customers NWTEB-81 Northwind Traders Green T $2.99 20 bags per box
=] Customers Sc... NWTB-43 MNorthwind Traders Coffee 546.00 16-500 g tins
=] Forml
g orm NWTB-34 Northwind Traders Beer $14.00  24-12 oz bottle
-2| Form2
= Forms NWTB-1 MNorthwind Traders Chai $18.00 10 boxesx 20b

Fig. 3.19.10: Resultant Report
3.20 SAVING AND PRINTING A REPORT

The process of saving and printing a report is similar to that of a normal document under windows
environment.
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