Creating a Database,
Maintaining and Querying

a Database, and Creating
Forms and Reports

CMPTR3 Chapters 17, 18, and 19

Learning Outcomes

Understand database concepts

Create a database

Use Datasheet view

Work with fields and properties in Design view
Modify a table’s structure

Close and open objects and databases

Create simple queries, forms, and reports
Compact and repair a database
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Learning Outcomes

® Maintain database records

®  Work with queries in Design view
® Sortand filter data

® Define table relationships

® Create a multitable query

® Add criteriato a query

® Create a copy of a query

® Add multiple criteria to queries
® Createa calculated field

Use a property sheet

Use functionsin a query

Learning Outcomes

Create a form using the Form Wizard
Modify a form’s design in Layout view
Find data using a form

Create a form based on related tables
Preview and print selected form records
Create a report using the Report Wizard
Modify a report’s design in Layout view
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Understanding Database Concepts

® Microsoft Access
® Helps enter, maintain, and retrieve related data in a database
¢ Database - Organized collection of related information
® Each piece of data in a database is stored in a field

® The content of a field is the field value

® Record: All the fields in a table about a single person,
place, object, event, oridea

Understanding Database Concepts

® Relational database: Contains more than one related
table

® Common field: Appears in more than one table

® Primary key: Field, or a collection of fields, whose values
uniquely identify each record in a table

® When included in a different table, it is called a foreign key
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Understanding Database Concepts

Customers table

[ s [ s | Siesoeoo| smaons]
[ Bk | 5 | <is00000| 10/20/2013)

Creating a Database

® After creating or opening a database, the Navigation
Pane appears along the left side of the Access window

® Displays all of the tables, reports, and other objects in the
database

Blank desktop database

hould | cr n A r an A
File Name:
Database2
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Using Datasheet View

® Datasheet view: Shows the table’s contents as a
datasheet

® Datasheet: Displays the table’s contents in rows and columns

® Each field must be assigned a data type

Using Datasheet View

Datatype  Description Fieldsize Use for

ShotTest  Letters, digits,spaces,and  Oto Names, addeesses, descriptions, and
special characters is255 numbers notused incakulations

longlet  Letters digitsspaces,and 1106¢ Long
special chaacters size s determined by entry

Humber Positive and negative numbers. 110 15 digits Fiekds that will e wsed n caloula-
that can contain digits, a tions, except those involving money
decimal point, commas, and a
plus or minus sign

Dateffime  Dates and times fom anuary 8 bytes
1, 100 to December 31, 9999

Garency  Monetary values Accurate 1o 15 digits o the et

side of the decimal paintand to
4digis on the rightside
Autollumber  Uniqueinteger reatedby 9 digits The primary ey inany table
Acess forevery record; an
be sequential o random
numbering
Yesllo Values thatae yes ot o, onor 1 character Fields that indiate the resence
off, anduve or false or absence of a condition, suth 25
whether an invoice has been pad
Hyperlik  Text used as.ahypelink UptodS, 535 characterstotal  Alinktoa fileor Web page,a
addess Tocation within a il or Web page,
anothes field




Creating and Saving a Table and
Entering Records

® Before creating a table in a datasheet view, one must
create the empty table structure
® Click the Save button on the Quick Access Toolbar to save the
table

® Access automatically saves changes to the active database when
one modifies the database

Creating and Saving a Table and
Entering Records

iews 2848 Deee
All Access Obje... ® «|| 3 Tt
p— 5 y
Tables

B ravie

[ofdata )
Calculated Freld
Paste s Freld
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Creating and Saving a Table and
Entering Records

Home Create Bxternal Data Database Tools

AB 12 [ ERDate&Time LI [E] Nami
) Yes/No =)
View Short Number Currency Delete
- Text 4 More Fields ~ e
Views Add & Delete Properties

All Access Obje... @ «
Search.
Tables
B Clients

+\[FirstName - LastName - ClientSinces- Clickto Add -~

ation Pane

Creating and Saving a Table and
Entering Records

Home Create External Data tal s
/ AB 12 [* [Date&Time LI [E]Name& Caption
[ Yes/No 51 Default Value
Short Number Currency Delete
F:il More Fields - =i Field Size | 255
Add & D:[H: Properties

bie, ® «| |3 cuents
TR ClientlD - FirstName - LastName - | ClientSince - Ciick to Ad|




Working with Fields and Properties
in Design View

® Property: One characteristic or aspect of a field

® Field name, data type, description, field size, format, decimal
places, caption, and default value

Changing Field Properties, Creating
a Table, and Setting Properties in
Design View

® Default property values can be modified by the user to
suit the field’s content or purpose

® Users can set additional properties for fields in Design
view and create a table in Design view
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Changing Field Properties, Creating
a Table, and Setting Propertiesin
Design View

Changing Field Properties, Creating
a Table, and Setting Properties in
Design View
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Specifying the Primary Key, Saving
the Table Design, and Entering
Records

® Save the table after designing it

® To enter records into the new table, the user has to switch to
Datasheet view

® Users can use the Save button or are reminded by Access to save
the table when switching to Datasheet view

Specifying the Primary Key, Saving
the Table Design, and Entering
Records

atabase Took esign . ant
B f =2 |z=z]
= B3 gl =

L =N ==
t Proj Indexes Create Data Rename/  Relationshiy Object
£ Modify Lookups Shp;ﬂr = bjec

llllllll

ccccccc

Foreign key
Currency Total value of the agreement
Date agreement was signed

le’s primary key
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Moving, Adding, and Deleting a
Field

® Moving a field in Design view

® Select the field and use the mouse to drag it to a new location in
the grid

® Fields can be deleted individually or in a group in either
Datasheet view or Design view

Moving, Adding, and Deleting a

External Data Database Tools

I
Property Indexes Create Data Rename/ Rel3
Sheet Macros = Delete Macro

Field, Record & Table Eve..

View | Primary Builde
3 2 Modify Lookups

Show/Hide
S |j Clients | 3] Agreements

Views

Field Name Data Type
aorch Pllg o AutoNumber
Tables LastName Short Text
FirstName Short Text

Short Text
Date/Time

Email
ClientSince
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Moving, Adding, and Deleting a

B -

File Databas

N £= Insert Rows =
v f : =5
. B E
D = 3X Delete Rows e — B [“‘
View  Primary Builder Test Validation ., Property Indexes CreateData  Rename/  Relationships  Object
- Key Rules L& ModifyLookups  gheet Macros =

Views Tools Show/Hide  Field, Record & Table Events

All Access Obje... ® « |2 uerts |3 Agreemens
Field Name Data Type
peench- L% |agreement 1D Short Text
Tables * ClientiD Number
AgreementValue Currency
0 Clients DateSigned

Relationships

Primary key

Foreign key

Total value of the agreement
Date/Time Date agreement was signed

B agreements

Moving, Adding, and Deleting a

Create External Data

b (‘ AB 12 [ R Date&Time [Z] Name & Caption
Yes/No 3 Default Value
View  Short Number Currency =
z Text [t More Fields ~ (o Field Size 255
Views Add & Delete

All Access Obje... Gk | = ents | dareemerts

Properties Formatting

. D -] LastName - | FirstName - |HEEH |
1 watson Mary
Tables 2 Ramos Carlos
T3 agreements 3 Connor Jillian
B3 Clients 4 Heinen Aisha
5 Chung Mike
(New)

ClientSince - ClicktoAdd -
Monday, February 27, 2017
Tuesday, April 04, 2017
Thursday, June 15, 2017
‘Wednesday, October 05, 2016
Tuesday, June 13, 2017
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Closing and Opening Objects and
Databases

® To close a table, click the Close button in the upper-right
corner of the pane

® Closing an open database without closing the Access program

® Click the File tab to display Backstage view and then click Close in
the Navigation Bar

® Opening an existing database from Backstage view

® Click Open in the navigation bar, and then use the Open dialog box
to navigate to and open the database

Closing and Opening Objects and
Databases

® Opening atable
® Double-click the file name in the Navigation Pane
® Moving to a different field

® Click in the field to make it active, or use the Tab key or the arrow
keys

6/27/2017
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Closing and Opening Objects and
Databases

us record record trecord
n n tton
82 l»'.

| 1of D

(blank)
record rd
on on

Creating a Simple Query

® Query: Question about the data stored in a database

® The Simple Query Wizard can be used to create a query based on
the records and fields in a table

® Query design is stored in the database

6/27/2017
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Creating a Simple Query

Simple Query Wizard

| Which fields do you want in your query?

Yeu can choose from more than ene table or query.

Fields box to
ed Fields box

Creating a Simple Query

All Access Obje... @ « || T e | raments
|| iolca numbar < pui? -

1602.001

1eoto0z
1604-003
0 ety R
T rewsices. 1805-005
Queries 2 || eesoos
B rwments 1608007
1607-008
16c8.008
108010
109011
1608012
1608-013
ation 1605014
1610015

1610-016
1107
1611018
1611019
16100
.00
1611022
1611-023
1612028

Tables 2

TENRRNERENEARRANNNRERARRARE

s
| T

Prmary ke
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Creating a Form and Entering Data

® Form: Allows one to enter, edit, and view recordsin a
database

® Created using the Form tool
® When first created, it opens in Layout view

® To enter data, switch from the Layout view to Form view

Creating a Form and Entering Data

somn 5 ] Invoices

oot [T663.001
values
first

6/27/2017
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Creating a Form and Entering Data

All Access Obje. EETAELC
Searc j Invoices
2 s w 1712056
[
3 e ia
(ueries 1271872007
B rerese
Forms o
B
o
inthe
igation
[Recona 0 wsas ] s o0 | o orms [nn
ot smoumt of s
I —

Creating and Formatting a Simple
Report

® The Report tool creates reports based on the fields from a
selected table or query

® To change the format of the report, use the Layout view

® One can resize columns to fit within the page area and delete fields

6/27/2017
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Creating and Formatting a Simple

All Access Obje... @ « | e
S

Tobles N E Invoices - Monday, December 18, 2017
Agreamerts 3 10107PM

{iwzom LT /06 nn headings in
160002 3 e sason @ erent font color
s % .

1604000

1605008

% i @
1605005 1606-M7 515/ ¥
1605006 16 b reak

1606-007 2 /98 s,

16074 1607 15/206

E 16087 /2872001

Viewing and Printing a Report

® Use Print Preview to see how the report will look when it
is printed
® Print settings can be changed in the Print dialog box by:

® Clicking the Print button in the Print group on the Print Preview
tab

® Clicking Print on the Print tab in Backstage view

6/27/2017
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Viewing and Printing a Report

Compacting and Repairing a
Database

® Compact: Rearranging data and objects in a database to
decrease its file size

® Use Compact & Repair Database option to fix damaged
database

6/27/2017
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Compacting and Repairing a
Database

Before compacting
st disk

database

LEGEND

I active database
element

[ deleted/replaced
database element

Maintaining Database Records

alue selected in
e datasheet

Find and Replace

Find  Replace

1602-001|

[Match Case [ Search Field

ds in the table > field value
> searched match

6/27/2017

20



Working with Queries in Design
View

® Query by example (QBE)

® Retrieves the information that precisely matches the example
one provides of the information being requested

Designing a Select Query

® Select query: Query where one specifies the field and records
they want Access to select

® Click the query design button and the Show Table dialog box
will open

® Add the field lists of required tables and queries to the Query
window

® Design grid: Bottom portion of the Query window where one adds
the fields and record-selection criteria for a query

Recordsets appear in a query data sheet

6/27/2017
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Designing a Select Query

Designing a Select Query

6/27/2017
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Modifying a Query

® Onecan:
® Hide afield or its values in the query results

® Change the order in which the fields appear in the query results

® Use the field selector to select an entire column and drag and drop
the column in the desired location

® Add fields to or remove fields from the query

Modifying a Query

: | ClientiD Company tName Email Phane
: | Clients Clients ent i Clients Clients.

Id won't appear
uery results

d being dragged
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Sorting and Filtering Data

® Sorting: Process of rearranging records in a specified
order or sequence

® Sort field: Determines the order of records

® Filter: Restrictions placed on the records to temporarily
isolate a subset of the records

Sorting Data
Menu that appears when you click
a column heading arrow

s S C:\Use ster 18\CI A\ Sol -20
Crea E :
2
#L Ascending Y Selection = 1 (O HcReplace Calibri (Detail) -
%l Descending T Advanced~ - pell > GoTo-
Fiter Refresh BIu A-Y
RemoveSont W ToggleFilter  ap- X Delete ~ M [} Select - =2

Vie ons n Sort & Filter Records Find Text Formatting

Al Access Objects © « || clentcontact
r—ra o Clientid -~ ‘Company

o) FirstName -| Phone -

ol ol 1 Young #l Setatoz
2 Hernandez : 1 A
N | il setzZtoa
B agreements | 3 Maris Fashions slake - :
) Clients | 4 The Pony Grill Scott . 2B
G

2 invoices | 5 Swan Senior Living Center Green Text fikers
Queries | 6 Bay Area Communities United Chang ] (select Al ~
= CientContact | 7 Adams B @ianks)
8 LKW Construction wilson £ adams
9 Liehe Contracting Juarez £ Anderson
10 Pleasanton Waldorf School Moore 2 Buake
& Caldwen
11 : Taylor Canter
12 M. Doufay Financial Anderson & chan
13 Oak Roots Development Thomas & chang
14 Gonzalez M1 coteman

6/27/2017
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Sorting Data

Query with two sort fields

Field: City Company LastName FirstName Phone
Table: Clients Clients Clients Clients Clients
Sort: Descending
Show: =i = = =
Criteria:
or

button

sort field is
sort field dary sort

Sorting Data

Query datasheet sorted on two fields

B Copy

Views Cipboard Sort & Fiter

All Access Objects © « [ cascoad
p| it
— A San Rafael Medical Partners
T apreements Maris Fashions
o Bay Area Communities United

B 1owoikes

Sierra Nevada Contracting
The Pony Grill

Edwin 619-555-0613

William 619-555-7074

Carolyn 760-555-9101

Jennifer £58-535-4193

Stephanie  858-555-9985

Anthony 619.555.6863

Sarah 619-555-7870

Christine 619-555-3803

Walter 619-555-1707

Marcus 619-585-4074

Paul 760-555-3776

Ronald 760-555-3132

LW Construction wilson Michael 760-555-3470
Gonzalez Edward 619-555-57M

Adams. Steven 858-555-6543

Caldwell Edward 858-555-3001

Oakland Neighborhood Development  Carter Brian 858-555-6240
Jack's Caté Doyle ella 858-555-2064
Swian SeniocLiviog Center Groen. Cacnl AS8.555.9912

[ Recora <ot T o Fiter | searen

6/27/2017
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® Methods
® Common filters
® Filter by selection

® Filter by form

Filtering Data

San Diego
san Diego

2 SanDiego
31 SanDiago

4 5anDiego
23 sanDiego
11 San Diego

30 Ramona

12 Poway.

28 Poway

21 Lemon Grove
22 Lakeside

32 Lakeside

29 La Mesa
1LaMesa

o AL Oescendng Equsls “San Diege
- 2 t| Does Hot Equsl “San Diego Elmore-

e Cuppous ) SORBIM  Congring “San Dinge
All Access Objects © « | Bemomtat\ | po i continSan iego
O e -
21 santee San Ratsel Medical Partners

Bay Area Communities United

Sierra Nevada Contracting
The Pony Grill

Watering Hole Mini Golf
M. Doutay Financial
GreenieafBuiicers
Brisbane Engineering Dept.

Duschesne Investment Corp.

Filtering Data

% Replce
» GoTo~
b seect-

Tost Name

ol Dot

BIu A-

TTFirstName -

Juanits

stephanie
Anthony
Saran
Christine
Walter
Marcus

bt Formatting

Phone
858.555-2591
619-555-2691

619.555-8025

6193851707
619-535-4074

6/27/2017
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- il Toggle Filter button |8

¥cu W hwcendng Vs ecion

B3 Copy 1 Descending ) Advanced -
View t = Filter

All Access Objects © « | GuniContac
o Clientio -] City
3
6 $an Diego Bay Area Communities United
2 Sandiego
31 San Diego Sierra Nevada Contracting
4 5an Diego The Pony Grill
23 San Diego
11 San Diego

en records have a City
value of San Diego

i

Filtering Data

Beleplace (o Detot

= GoTo~

P O TG

Blake
Chang
Hernandez
Perry
Scott

Soto
Taylor

- | First Name -

amy
Elena
Patrick
Kenneth
Edwin
william

-[n
-

Test Formatting

Phone -

619-555-2691
619-555-8025.
619-555.6517
619-555-4969
619-555-4887
619-555-0613
619-555-7074

® One-to-many relationship

® Referential integrity

when data in a database is updated

® Primary table: The “one” table in the relationship

Defining Table Relationships

® Related table: The "many” table in a one-to-many relationship

® Set of rules to maintain consistency between related tables

6/27/2017
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One-to-Many Relationship and
Query

One-to-Many Relationships and
Subdatasheet

® When tables have a common field, use the Relationships
window to define a relationship between them

® Subdatasheet: Displays the records from a related table
in the primary table’s datasheet

6/27/2017
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One-to-Many Relationships and
Subdatasheet

v | ClientlD

Cascade Update Related Fields
Cascade Delete Related Records

Relationship Type: One-To-Many

ade options |

One-to-Many Relationships and
Subdatasheet

External Data

D; X Clear Layout D = Hide

Direct Relationship:

Edit oo Show _
Relationships EDRelationship Report. W50 Bt o) puarionships

Tools Relationships

All Access Objects @ « | =i Resationsnips,

searcn Clients / Agreements
Tables

¥ ClientiD [2] ¥ AgreementiD
LastName ClientiD

= Clients Firsthame Agreementvalue

T ivoices Company Datesigned

B agreements

Queries

cy
& ClientContact

side of the
nship
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One-to-Many Relationships and
Subdatasheet

Creating a Multitable Query

® Multitable query: Based on more than one table

® To create a multitable query, the tables require a
common field

6/27/2017
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Creating a Multitable Query

Adding Criteria to a Query

® Criteria: Conditions for selecting records

® To add criteria to a query, create expressions to specify
the conditions

6/27/2017
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Adding Criteria to a Query

Operator  Description Example

= Equal to (optional; default “Hall”
operator)

Not equal to <>"Hall”
Less than <#1/1/99%
Less than or equal to <=100
Greater than >“(400"
Greater than or equal to >=18.75

Between ... Between two values Between 50
And... (inclusive) And 325
InQ) In alist of values In ("Hall’,“Seeger”)

Like Matches apattern thatindudes  Like*706™"
wildcards

Field:
Table:
Sort:
Show:
Criteria:
or

Adding Criteria to a Query

InvhNum Amount Paid
Invoices Invoices Invoices

M ]

n entered in
oX

6/27/2017
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Adding Criteria to a Query

All Access Objects @ « || 5 Uneadiovoices\,
Invoice Number - Amount

Tables 2 $15,000.00
21 agreements 2201009 ::g£
B ciients 5 éa?s_ou
B invoices $6,500.00
Queries $7,500.00
2 Clientagreements $29,500.00
= ClientContact $2,000.00
$9,800.00
$4,000.00
$14,325.00
$32,800.00
$17,500.00
$9,500.00
$37,500.00

o
e
a
~

Search..

og

= unpaidinvoices

DO0O0O0O0O0OO0Ooooooo

Creating a Copy of a Query

® Users can copy an existing query and rename it

® Copy and paste the query in the Navigation Pane, or use the
Save As command to save a copy of the query design

6/27/2017
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Adding Multiple Criteria to Queries

® And operator: Used to select records only if all of the
specified conditions are met

® Or operator: Used to select records if at least one of the
specified conditions is met

Using the ‘And’ and ‘Or’ Logical
Operators

® And logical operator

® User must specify all of the conditions in the same Criteria row of
the design grid

® Only records which meet all the conditions are displayed
® Orlogical operator

® To create a query, the user specifies each condition in a different
Criteria row

® Records that meet any of the conditions are displayed

6/27/2017
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Using the ‘And’ and ‘Or’ Logical
Operators

ogical operator;
ions entered in

Using the ‘And’ and ‘Or’ Logical
Operators

d signs surround
ralues

al operator; conditions
in different rows
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Creating a Calculated Field

® Calculated field: Displays the results of a mathematical
expression

® Added to perform a calculation in a query

® The expression can be entered into an expression builder

Creating a Calculated Field

== >
o® Tvhlum
& . T
=] al
ments you can
e expression

6/27/2017
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Using a Property Sheet

® The Property Sheet can be used to adjust any of the field
properties

® Additional properties are available in this sheet

Using a Property Sheet

ments\CMPTR3\Chapter 18\Chapter\SolarEnergy18.accdb (Access 2007 - 2016 fil.

3y & =] Property Sheet
) e
Totals Parameters

Show/Hide

x

/_“Propelty Sheet

Selection type: Field Properties
General Lookup
Sheet besaiption
Format
rent field

Decimal Places

Input Mask
Caption

37
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Using Functions in a Query

Function Determines

Average Average of the field values for the selected records

Count Number of records selected

Maximum Highest field value for the selected records

Minimum Lowest field value for the selected records

Sum Total of the field values for the selected records

Using the Total Row in a Datasheet

® Atotal row can be added at the bottom of the datasheet
to perform a calculation using a function in a table or
query datasheet

® Choose one of the functions for a field and the results of the
calculation will be displayed in the Total row for that field

6/27/2017
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Using the Total Row in a Datasheet

Totuts % hepiace
= L 'iirv::
Fod

P speling 6o
Eore-
vews Cisbous - snn
All Access Objects © « | T Aseemeos
5 Agreement 1D - ClientID - AgreementValue - DateSigned - Cick to Add
2 mee & 000, /
1727-AD 13 $38,500.00 11/2007
1728-AD 5 $50,000.00 8/13/2007
nnnnn El smo ynpoy
1730-AD » $41,000.00 9/2/2017
114D » $132,000.00 9527
Total <

Sum

average

Count

Maximum 3

I tions for
| Standard Deviation ncy ﬁe'd
|variance ]

Creating Queries with Functions

® Functions can operate on the records that meet a query’s
selection criteria
® One can specify a function for a specific field and the appropriate
operation applies to that field’s values for the selected records

® For each calculation one wants to perform on the same field,
he/she needs to add the field to the design grid

6/27/2017
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Creating Queries with Functions

Field: | Minimum Agreement Value: AgreementValue | | AgreementValue AgreementValue
Table: | Agreements Agreements Agreements
Total: | Min Group By Group By

Sort:

Show: ™ ™M

Criteria:
riptive
1 function . Imn hame |

Creating Calculations for Groups of
Records

® Allows calculation of statistics for groups of records

® Group by operator: Divides the selected records into
groups based on the values in the specified field

6/27/2017
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Form Wizard
: 1] Which fields do you want on your form?

b — You can dhosse from more than one table or query.
TatiesQuenes
Table: Glens =
Avalae Fes: Selected s
Lastiame 2 ?
Fraume > Ids in the
Seet lected table
ity
Sute
o .

== B
First dialog box in Form Wizard

Form Viard

Dialog Boxes in the Form Wizard

Form Ward
What layeut woud you lke for your form?

| o e
Second dialog box in Form Wizard

Wbt e 85 you ment o your form?
S

Tt ol e nformaton e i e 0

00 you want £ open the form or modiy the fora's design?

® Do e form.
'O bty e frm's deson.

e

= =1

Third dialog box in Form Wizard

E

Clientinfo

Young

Mareus

awtesa

a
s1saz

(5430 Marietta Street

61933540

moung@onecalued example.com

Raissa w et [ onr | T sewan

Client Info Form in Form View

6/27/2017
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Modifying a Form’s Design in
Layout View

® Modifications can be made to a form either in Layout
view or Form view

ApplyingaTheme to a Form and
Changing its Title's Text and
Appearance

® Atheme can be applied to a form

® Helps determine the design scheme for the colors and fonts used
in the form

® Change the form title’s text and appearance to make the
form’s purpose clearer

® Use the options located in the Font group on the Form Layout
Tools Format tab

6/27/2017
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ApplyingaTheme to a Form and
Changing its Title's Text and
Appearance

Adding a Logo and Changing the
LinesinaForm

® When alogo or other control is added to a form, it is
placed in a control layout

® Control: Item in a form, report, or a database object used to
change the object’s appearance

® Control layout: Set of controls grouped together in a form or
report, which is used to modify the set as a single control

® The Control Formatting group provides options for
changing the thickness, type, and color of any linein a
form

6/27/2017
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Adding a Logo and Changing the
LinesinaForm

rrrrrr

,,,,,,,,,,

© Photo courtesy of Rabin M. Romer

| layout
lining the picture

Adding a Logo and Changing the
LinesinaForm

6/27/2017
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Finding Data Using a Form

® Use the Find and Replace dialog box to search for data in
aform

Finding Data Using a Form

® One cansearch for a part of the value anywhere in a particular
field

® Change the option in the Match box to Any Part of Field in the Find
and Replace dialog box

® Wildcard character: Placeholder used when:
® Apartof avalue is known
® One wants to match a certain pattern
® Data can be maintained using a form in Form view

® Allows focusing on changes one at a time

6/27/2017
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Finding Data Using a Form

Wildcard
Character Purpose Example

Match any number of characters. It can be used as th* finds the, that, this,
the first and/or last character in the character string.  therefore, and so on

Match any single alphabetic character. a?t finds act, aft, ant,
apt, and art
Match any single character within the brackets, alfr]t finds aft and art

but not act, ant, and apt

Match any character not within brackets. a[!fr]t finds act, ant, and
apt but not aft and art
Match any one of a range of characters. The range ald-p]t finds aft, ant, and
must be in ascending order (a to z, not z to a). aptbut not act and art
Match any single numeric character. #72 finds 072, 172, 272,

372, and so on

Finding Data Using a Form

Information -

@ Photo courtesy of Robin M. Romer
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Creating a Form Based on Related
Tables

® When related tables are used in a form, the form includes
a main form and a subform

® The tables must have a defined relationship

Creating a Form with Main and
Subforms

® Choose the primary table and select the fields to include
in the main form

® Choose the related table and select the fields to include in
the sub form

® Use Form Wizard to create a form and a subform
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Creating a Form with Main and
Subforms

orm Wizard m the primary
mmmmmmm - the main form
ta?

ChentID, Company, Firsthiame, Lastame,
Phone

AgreementiD, AgreementValue, DateSigned

from the
table

Modifying a Main Form and
Subform in Layout View

® Similar to modifying a form based on one table

® Changes can be made in Layout view or Design view
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Modifying a Main Form and
Subform in Layout View

3

Displaying Records in a Main Form
and a Subform

® A form with a main form and a subform contains two sets
of navigation buttons

® Buttons at the bottom of the Form window select records from
the primary table in the main form

® Buttons at the bottom of the subform select records from the
related table in the subform
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Previewing and Printing Selected
Form Records

® Access prints as many form records as it can fit on a
printed page

® Users can preview the form and choose to print all pages or a
range of pages

Previewing and Printing Selected
Form Records
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Previewing and Printing Selected
Form Records

J Microsoft XPS Document Writer
:  Ready
Type: Microsoft XPS Document Writer v4
:  PORTPROMPT:

Creating a Report Using the Report
Wizard

® Report Wizard guides a person through the process of
creating a report
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Creating and Printing a Report

® Steps

® Choose the table or query on which the report will be based on and
select the fields to be included in the report

® Choose whether to show the data grouped by table or ungrouped
® Select the grouping levels to add to the report

® Choose the sort order for the detail records

® Decide on the layout of the report

® Use Print Preview to check the overall layout before printing the
report

Close-up View of the Report

myoung @onecalive. example.com

2//2016 1601-TM $500.00

3//216 1602 TM $14,000.00

2 o saniego
ehermander®enexahiso example.com
Elena
Hernandes
ling distinguishes DateSigned Agreement C Agreement Value
ements record 3/30/2016 1618-MP 563000

1/26/2017 1703-MP 5$20,000.00

San Diego

swright @saverbrogkmars example.com

s records listed in ascending
igned field
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Adding a Theme, and Resizing
Fields and Field Values

® Themes can be chosen for a report from the Themes
Gallery

® Work in Layout view to resize and reposition labels and fields

Using Conditional Formatting and
Printing a Report

® Special formatting is applied to field values that meet the
condition or conditions set by the user

® Use the Print dialog box to specify whether to print an
entire report or select pages
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Using Conditional Formatting and
Printing a Report

New Formatting Rule

Edit the rule description:

Format only the:
Field ValueIs v |  between

Using Conditional Formatting and
Printing a Report

Conditional Formatting Rules Manager

Show ing rules for: | 4

7 NewRule |  [7EditRule | | X Delete Rule |

Rule (applied in order shown) Format

Value >= 25000 AaBbCcYyZz

r the

ing for the
cted field feld

Cancel
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Summary

® Access is used to enter data into databases, maintain
databases, and retrieve data from databases
® After studying this chapter, one should be able to:
® Know database concepts
® Create a database
Work in Datasheet view and Design view
Modify a table’s structure
Create simple queries, forms, and reports

Open, close, compact, and repair databases

Summary

® Maintaining a database involves adding, updating, and
deleting records
® After studying this chapter, one should be able to:
®  Work with queries in Design view
® Sortandfilter data
Define one-to-many relationships
Create copies of queries and multitable queries
Add single and multiple criteria to queries

Use a property sheet and use functions
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® The Form Wizard guides the user through the process of
creating a form

® After studying this chapter, one should be able to:
® Create a form using Form Wizard

Modify a form’s design in Layout view

® Create a form based on related tables

Preview and print selected form records

® Create a report using Report Wizard

Modify a report’s design in layout view
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